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1. COURSE HOME PAGE

The Course Home page is displayed when a user clicks a link of a necessary course on the SharePoint
LMS Organization Home Page:

SharePoint Sites ? ageucheva_a ™
@LMS 2 ( : #) Hardware Course aarch t te yel
= Hardware Course

ontents Getting started with your course Assignments

There are no items to display
ron ROy

@ new item or edit this list

Add new learning
paths

Set up your v

Add quizzes gradebook

® new user

@ new event or edit this list
v O &
here are no items to show in this view of the slendar

® new item or edit this list

v B e

The Course Home page displays general description of a course and gives a user an access to the
basic modules of the course. To access the course modules, click a corresponding action in the
Course Tools tab on the ribbon:

g2 dlzaede

" t  Mailbox Links

n Reports Assignments Attendance Grade
Bock

0D

NOTE: By default Course Menu style is Horizontal.
Course Menu style can be changed in Course Menu Settings. To change the Course Tools
disposal, go to Settings>Site Settings>Course menu:
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Course menu

Course menu style

Name
Announcements
Calendar
Documents
Learning Module
Links

Quizzes

Drop Box
Plagiarism
Assignments
Attendance
Discussion Board
Chat

Conference
Grade Book
Tracking

Wiki Page Library
Seating Chart
Reports

Mailbox
Staff
Roster
Help

Description

Allows managing course announcements

Allows posting events to notify other users

Allows working with course documents

Allows managing course |learning modules

Allows managing course links

Allows managing course quizzes

Allows managing files for shared usage

Allows checking items for plagiarism

Allows setting course home tasks

Allows registering student’s attendance

Brings users to the course forum

Brings users to the course chat room

Allows entering Online Video Conference

Allows setting grades for course students

Allows tracking statistics within course modules

Allows creating documents users want to share with other course members
Allows creating a class seating chart

Allows scheduling report on attendance and time spent by learners in each
course section

Allows managing message sharing

Contains information about course teachers, administrators, faculty staff etc.
Contains information about course learners

Displays online SharePoint LMS documentation

The Course Home page may also display main modules of the course, i.e. Web Parts, so that users
can have an easy access to them.

Items of the Course Tools menu are enabled on the Course Options page. To enter the Course
Options page, users need to proceed to Settings>Course Settings>Course Options. A user can
select between the Vertical and Horizontal Menu Style.

Customizing Course Home Page

You can customize the visual representation of the Course Home page. To be able to make changes,

do the following:

1. Open the Course Home page;
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2. Click Edit at the top of the page OR use the Edit control on the Page tab from the ribbon
menu. You will be switched to the edit mode:

PAGE  COURSETOOLS Q) SHARE Yy FOLLOW
™ 1 13 Page Histery 1Y T —
B G Q2 @ q |k
=4 LE &% Page Permissions Q Q
Edit  Check Out Edit Rename Emaia Aen Make ncoming
- - Properties Pa P Ne . Homepage Links

Site Contents Get

Geting startea with your course Assignments

There are no items to display

Add new leaming
paths Add quizzes

Set up your v
gradebook

3. Make the necessary changes to the page:
— At the top of the page, on the Browse tab, enter the page name;
— You can enter a special edit mode for each Web Part by clicking on its field (e.g. for
‘Content’ Web Part ‘Format Text' and ‘Insert’ tabs will appear letting the user manage text
font styles; insert tables, pictures, files etc.).
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2. MY LEARNING MODULES WEB PART

My Learning Modules is a web part that provides users with an overview of their learning program
and allows monitoring their progress in the learning program. Besides, it gives Learners access to all
Learning Objects in their program.

2.1 Adding My Learning Modules Web Part

By default web part is added to course sites. To add the web part to a site, do the following actions:
1. Open the page where you want to add the web part;

2. Click Edit Page icon on the ribbon to open edit mode;
3. Go to the Insert > Web Part section;
4. Choose My Learning Modules Web Part in the Miscellaneous section from the list of web

parts:
GE  COURSE TOOLS ORMAT TEX INSERT f ) SHARE ¢y Fouow [ save O
s ™ AN N "
| | lac Ya 4 = | .’ - <>
Table Picture Equation Video and Link  Upload App Web Embed
. Yo Audio - . File Part Part Code
Tables Media ks Ebad
Categories Parts About the part
[38 SResources:ReportServerResources,ReportViewerWebPartGroup; o = o 3
Bloa My Groups My Learning Modules
o - S|My Learning Modules Web part s, ; ;
 Zonenioete HlOrganizations statuse:
= . -
[ Med
TR s
[ or nt sign
[ Social Collaboratio
|3 Miscellaneous -
Upload a Web Part . Add part to: Rich Content *

5. Press the Add button.

2.2 Editing My Learning Modules Web Part

To edit the My Learning Modules Web Part, do the following actions:
1. Open site with the My Learning Modules Web Part;

Open context menu for My Learning Modules Web Part;
Choose Edit Web Part;
Change Web Part settings;

vk W

Click Ok to save changes or Cancel to discard the changes.

2.2.] My Learning Modules Web Part settings

To configure settings for My Learning Modules Web Part, do the following:
1. Open the Web Part for edit (for more details see the chapter Edit My Learning Modules

Web Part);
2. Apply the changes to the custom sections described below.
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22.1.1 Data Source

By default, when no data source is provided in the settings, the web part shows courses from the
organization it is located on. If the web part is located on a Course site page, the web part shows the

data from that Course only.
This section allows choosing the organization(s) as a Data Source, from which the Courses with

Learning Objects will be displayed:

« My Learning Modules X

Data Source

BIE
*i Objects List
+] Customize
+| Appearance
* Layout
+ Advanced
OK Carce ApD

1. Show courses from all organizations — when the option is checked, all Courses from all
available organizations will be used as the data source;

2. The Check Names button allows checking if the organization(s) which has been selected as
the data source exists;

3. The Browse button allows searching for the organization(s) by using standard SharePoint
search;

4. The Organizations Tree button allows searching for the organization(s) and select needed
organizations from a tree-like structure by using the following form:
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The = Organizations Help | form displays
all organizations
Florg created  on
the D W test arg . . Web
SharePoint LM5_org application:
[C] LMS Organization a) check the
O] mew test org checkboxes
next to the
required
organizations
and click OK;
b)Title and
Status of all

Courses from chosen organizations are displayed after saving the changes in the
alphabetic order:

My Learning Modules

H Advanced analytics with Power Bl
+Barista Onboarding

(=] v

2 Starcups IT Training

The status of the Course can be one of the listed below:
¢ Not started - if no Learning Objects have been started yet;

e In Progress - if at least one Learning Object has been started or completed;
e Completed - if all Learning Objects have Completed status.

NOTE: Course Title is a link that redirects user to the Course Home page.

2.2.1.2 Objects List

This section allows choosing the type of the Learning Objects, which will be displayed on the Learning
Modules Web Part:
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OneFremises

= Objects List

The user can enable/disable display of the following Learning Objects:
Learning Module;

Quiz;
SCORM,;
AICC.

Option Don’t show SCORMs/Quizzes/AICCs when also used in Learning Module hides SCORMs,
Quizzes and AICCs that are used in the Learning Module.

Option Disable clickable completed status for Learning Modules, Quizzes, SCORMs, AICCs
disables the ‘Completed’ status link. By default this link is clickable and redirects to a new attempt
page or Out of attempts page if user has no more attempts allowed:

My Learning Modules
Knowledge Check Quiz

I 0

OneDrive
[ 1>
Test Yourself

[ a

Videos and Introduction

2.2.13 Customize

This section allows modifying the view for the My Learning Modules Web Part:
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=] Customize

Row F:r..-.._:.’ wnd

[o2]

Asternate Kow

4 art
sl s
12
New Atter
ot Icon
ontinue
=
ompileteo Lolor
d
t( templs D
ut U temy .
} tempts -
e
rder |

Y
Forced Sequential Order | w|

The user has an option to customize the Web Part via the following settings:
1. Row Background option allows setting color for odd rows background;

2. Alternate Row Background option allows setting color for alternate rows background;

3. Start Color option allows setting color for ‘Start’ status;
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Start Icon option allows setting icons for ‘Start’ status;

New Attempt Color option allows setting color for ‘New Attempt’ status;
New Attempt Icon option allows setting icons for ‘New Attempt’ status;
Continue Color op0Otion allows setting color for ‘Continue’ status;

© N o ok

Continue Icon option allows setting icons for ‘Continue’ status;

9. Completed Color option allows setting color for ‘Completed’ status;

10. Completed Icon option allows setting icons for ‘Completed’ status;

11. Out Of Attempts Color option allows setting color for ‘Out Of Attempts' status;

12. Out Of Attempts Icon option allows setting icons for ‘Out Of Attempts’ status;

13. Locked Icon option allows setting icons for ‘Locked’ status;

14. Locked Color option allows setting color for ‘Locked’ status;

15. Order by option allows selecting order of items in the My Learning Objects web part:

Order by

Forced Sequential Orclerm
Mone

Custom

Title

Forced Sequential Order

e None - items are sorted by the time they were created;
e Custom — set custom order for each item manually in separate "Order” window (can
be applied only on the course level):

Position from Top Name

1Y ntroductory Quiz

2Y New Quiz

3V Hardware Tutonal

4 v Hardware Tutonal 2

57 SCORM 1

6 Hardware and System Requirements
7Y Hardware Requirements

8V ntroduction

,Q v

New Learmning Module

K Lancel

O

e Title —all items are sorted in the alphabetical order:
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m .
o

(o8
o
<
[

[/%]
Q
w
W

System Requirements

Hardware Requirements

Hardware Tutonal 2

Introduction
New Learning Module

SCORM 1

D 060 B G

e Forced Sequential Order — all items are sorted in the order specified for passing
(selected by default):

My Learning Modules

Lpl

[ o
Ip2

[ ]

Ip 3

[ ]

Ip 4

[ ]

NOTE: By default colors of the icons with the corresponding status are:
e Start — Blue;

e Locked - Yellow;

e Continue - Orange;

e Completed - Green;

e Out of Attempts — Red.

NOTE: You can apply a specific template of displaying for the rows using HTML tags and custom
tokens.
To do this, contact your administrator to implement the following workaround:
To change Row HTML Template, you should change Control on your WFE servers in
the Farm. It is located following the path: C:\Program Files\Common Files\microsoft
shared\Web Server
Extensions\14\TEMPLATE\CONTROLTEMPLATES\Elearningforce.MyLearningWebPart\M
yLearning\MyLearningUserControl.ascx. Use HTML tags and custom tokens such as
{$T.LearningObjectTitle}, {$T.LearningObjectStatusString}, {$T.NewAttemptUrl},
{$P.State[1]}, {$T.Progress}.
Mind that such changes will be lost after any SharePoint LMS upgrade.
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2.3 Deleting My Learning Modules Web Part

To delete the My Learning Modules Web Part from the site, do the following actions:
1. Open the site with the My Learning Modules Web Part;

Open the context menu for the My Learning Modules Web Part;

Choose Edit Web Part action;

Open context menu for the My Learning Modules Web Part;

Choose Delete action;

Click Ok button to delete the web part from the site or click Cancel button to discard the
changes.

o v A WD

NOTE: Alternatively, the user can check the checkbox next to the My Learning Modules Web Part
to select it and click Delete button in the ribbon menu.

2.4 Working with Learning Objects in My Learning Modules

2.4 View My Learning Modules Web Part Content

When the necessary settings have been set up, user can see the list of Courses from the selected
organizations and Learning Objects under each Course:

My Learning Modules

Videos and Introduction

OneDrive

Test Yourself

[ ]

Course Objectives
[ a

Final Exam

Knowledge Check Quiz
@

The following columns are displayed on My Learning Modules Web Part under each Course Title and
its status:
e Title - title of the Learning Object;

e Status — status of the Learning Object that corresponds to the user's learning progress. The
following buttons appear for learning objects depending on their status:

2 Start user does not have any attempts;

Locked user has not completed prerequisites for the item;

B New Attempt user had some attempts and did not pass them;

@
S ELEARNINGFORCE




@ LMS365

Completed user had some attempts and passed them;
) Continue user had some attempts but did not complete them;
B3 Outof Attempts user has no more attempts.

When a certificate is granted for the completed item, user can view it by clicking the certificate icon
(%) next to the item.
e Progress bar — the bar graphically displays the user’s progress on the Learning Object based

on the percentage value of the passing of the item by the user upon completion of the
Learning Objects, i.e. the percent value how many step/ questions user passed.

For example, the Progress bar for this Quiz informs that user has passed 17% of available
questions:

Hardware Requirements

2.4.2 Starting Attempt from My Learning Modules Web Part

Each status of the Learning Object is a link to the attempt of the corresponding Learning Object. To
take an attempt, do the following actions:
1. Presses on the status of the Learning Object:

a) the system redirects user to the New attempt page of the corresponding Learning Object
if the status of the Learning Object is Start (u) or New Attempt (u )

b) the system redirects user to the last attempt page if the status of the Learning Object is

Continue (m );
c) the system redirects user to the New attempt page if the status of the Learning Object is

Completed (“) and user can take another attempt;
d) the system displays message out of attempts message if the status of the Learning Object

is Out of attempts (B).

2.5 Feature Matrix

Feature Matrix section shows what types of Learning Objects are supported by the current version
of the My Learning Modules Web Part:

Learning Objects Feature Matrix
My Learning Modules Web

Object Type Part
Quiz Y
Question Pool
SCORM Y
AICC Y
Linked SCORM Y

@
& ELEARNINGFORCE




AT
‘ Assignment task

Legend

Y - supported
- will not be supported in current
version
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3.SAVING COURSE AS TEMPLATE

NOTE: To use Save as Template option, user should have permissions to create new items in the
Course Template Gallery organization lists.

To save a course as a template, do the following:
1. On the Organization level, go to Settings>Courses;

2. Go to Course Tools;
3. On the ribbon menu click the Current View drop-down menu and select My Active Courses

view:

BROWSE COURSE TOOLS

Current View Search

e e Published Cour: ~

Create Create Course From Change item
Course Template Order Published Courses

[ S ) A
A Man Categories

My Courses

E‘,:.f:nf A
‘ Unpublished Courses
Rooms Recent Courses
Auestion Pool Courses Published Last 6 Months
q Courses Where Seif Enroliment Enabled
Q’:;.;U: >

My Active Courses

My Inactive Comses\

All Courses

4. Once you see My Active Courses list, select the needed course by putting the cursor arrow

on its name;
5. Click the drop-down arrow against the name of the selected course. Choose the Save as

Template option from the drop-down list:

BROWSE COURSE TOOLS
=1 Current View Search
3 - A
. My Active Cours ~
Create Create Course From Change item
Course Template Order
New Manage Views Search
Recent
Rooms
Nickname Category Published
Question Pool
o Courses you are managing
Reports
Hardware Course v new course Default Yes
Site Contents
Software Course View Default Yes
d Courses you are taking
= I'F Export
Yes

gateam1 e-learning
¥ Save as Template

¥ Clone

X Delete
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6. Type the course template title. You can optionally specify another course to be saved as
template (when the course has already been selected, the operation may be skipped):

Title * Course Template

Settings Course:

Hardware Course |V

Title;

Hardware Course
Description:

new course
Category:

Default

URL:
http://vmefisrvspi16pre.elearningforce.com/my/personal/rgf
Options:
Announcement
Documents
Learning Modules
Links
Quizzes
Drop Box
Assignments
Grade Book
Mailbox
Calendar
SCORM/AICC
Reports
Wiki Page Library
Seating Chart
Staff
Roster

Groups

Assistants
Faculty
Learners
Visitors

Category Sample Category #1 |v|

Save Cancel

NOTE: Templates will contain the following items:
— Course tools (learners data such as, for example, attempts, will not be saved);
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— Custom lists (if lists have specific access rights, only access rights relevant for
SharePoint groups will be saved);
— SharePoint groups;
— Sub Webs;
— Navigation.
Data from Learning Module, SCORM, Quiz, Survey, Grade Book, Assignments, Drop Box,
Discussion Board, Chat, Conference, Reports and Mailbox is not exported.

7. Click Save to save the changes.
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4.COURSE SETTINGS

This section allows you to manage your course settings. It contains the following options:
o Course Teachers;

e Category;

e Publishing,

e Course Options;

e Certificate Templates;

e Scale Templates:

I -
Shared with...
Edit page
Add an app
Site contents

Change the look

Site settings

Course Teachers
Category

Publishing

Course Options
Certificate Templates

Scale Templates

See the detailed description for some options below.

4.1 Publishing

To set publishing options for your site, do the following:
1. Go to Settings > Publishing. The following page will appear:
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Site Settings - Publishing

Publishing

Published

® Yes No
Start Date

2/8/2016 B 12am v |00 ¥
End Date

—
5/11/2016 25|12AM Y| |00 ¥

2. Fillin the form fields as follows:
— Select Yes to publish the course. Select No if you do not want to publish the course.

You may specify publishing start date and end date:
— Select Yes option;
— Use the drop-down calendar against the Start Date field to specify publishing start date.
From the drop-down lists select publishing start time;
— Use the drop-down calendar against the End Date field to specify publishing end date. From
the drop-down lists select publishing end time.

3. Click OK to save publishing settings.
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4.2 Course Options
To enable or disable options for course administrators and learners, do the following:
1. Go to Settings >Course Options:
Site Settings + Course Options
Course Options ) )
Enable / Disable Course cptions Display Display Option Name Position from Top

Administrator Learner

v Announcements }. "
v v Calendar r 30
v v Documents 3 v
¥ v Discussion Board 4 v
v v Chat D7 Y
v v Mailbox 6 ¥
v v Links 7Y
v Reports 8 v
L4 L4 Leaming Module g Y
v v Quizzes 10V
v v Drop Box 11y
v v Assignments 12V
v v Attendance 13 Y
L4 v Conference 14 v
v v Grade Book 157
v v Help 16 ¥
v Tracking ¥ G
L4 v Wiki Pages 18 ¥
v L4 Seating Chant 19!V
v Learners & Groups 20 ¥
v Staff 21 VY
L4 Roster 22:V
v SCORM/AICC

Grade Book Setting

Automatically add grades to Grade Assignments Quizzes SCORM/AICC Learning Module

o)

Cance
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NOTE: Disabling feature on the organization level will not delete it on the course level, i.e. tool
information (including tool Web Parts) will remain.

NOTE: Disabling a tool on the course level will hide the data it contains. To make the data visible,
enable the tool once again. When a tool is disabled, user still can access it via a direct link.
Teachers are allowed to hide Learners and Groups, Grade Book and Documents tools (not
possible in version 2.0) as well as other tools. Learners are allowed to hide the Documents
and Grade Book tools (not possible in version 2.0) as well as other tools.

The Learning Module tool is visible if either all or some of its items (a SCORM or a
Learning Module) are enabled. If some item is disabled, the link will not be available on
the Create page either.

2. On the open page you can see two lists: Course Administrator (Teacher) Options, Learner
Options:

— From the Course Administrator (Teacher) Options list select the options which you want
to enable for course administrators;

— From the Learner Options list select the options which you want to enable for course

learners.
— To disable an option, clear the checkbox next to it.

3. Click OK to save changes.

4.3 List Publishing Scheduler

To run the List Publishing Scheduler, do the following:
1. On the Course level, go to Settings >Site Settings>Course Settings >List Publishing

Scheduler:

Software Course

Site Settings

15t Publishing Scheduler

~hat Scale Templates

eaming Module Templates

The option allows making a schedule for lists viewing, i.e. you can specify a period when learners will
have permissions to view the lists.
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Setting permissions:

To set permissions, do the following:
1. On the Items tab, click New Item:

ge SUDiTE
_NQ’-V L c oen
tem. Foider m
New Item na Lo Lol

I R G

Site Contents £dit List URL

2. The following window will appear. Fill in the required fields:

Start Date 2/8/2016 Ee 7em v|loo v

End Date 2/17/2016 Ee 7em v|loo v

List URL Announcements v

Cave Cance

— Choose the start and the end dates and the time for the list publishing;
— Choose the item for which you set permissions.

3. Click Save to confirm the changes.

NOTE: When setting an item publishing period via the Publishing option in the Quiz Settings
menu, the item appears in the List Publishing Scheduler automatically.
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4.4 Certificate Templates

On the Certificate Templates page you can create and manage certificate templates for your course.
To access the page, go to Settings > Certificate Templates:

#, Hardware Course

@LM‘S;?’%‘I’ Certificate Templates o

@ New 4 upload W

All Pictures  Explorer View  Selected Pictures  see Find a file 0

Ll

~ Hardware.jpg 1678 x 1118 284 K8

o
This page contains all current certificate templates.

NOTE: By default all certificate templates thumbnails are shown. From the View menu select the

necessary view (select Explorer View to load a standard Windows Explorer window into
the workspace area).

To view only desired certificates:
- Select checkboxes against the certificates you want to view;
- From the View list select Selected Pictures.

To view certificate templates as a list:

- In the View menu point over all pictures. A submenu will appear.
- Select Details.

To switch to the filmstrip view:

- In the View menu point over all pictures. A submenu will appear.
- Select Filmstrip.

Managing Certificate Templates

To manage certificate templates:

1. Go to Settings> Certificate Templates;

2. Select the checkbox next to the item you want to manage;

3. From the Actions menu, select the needed action:
— Select Edit to open the selected certificate template in a picture manager;
— Select Delete to delete the selected certificate template;
— Select Download to copy the selected certificate template to your computer;
— Select Send to insert the selected certificate into an e-mail or a document;
— Select View Slide Show to view certificate templates in a slide show format;
— Select Open With Windows Explorer to open the files with Windows Explorer;
— Select View RSS Feed to syndicate items with an RSS reader;
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Select Alert Me to receive e-mail notifications when items change.

Creating Folders

To create a folder for organizing certificate templates, do the following:
1. Go to Settings> Certificate Templates
2. Click New Folder in the Files menu:

BROWSE COURSE TOOLS FiLE TBRAR
i Check Oy

New Upiocad New Ed e o St 3
Document » Document] Folder | Document Discard Check Ou roperties Properties Default
&y Open & Check Out Marage

@ New t Upload
Site Contents

All Pictures Explorer View  Selected Pictures

3. In the Name field type the name for the folder and click Create:

Create a folder

Mame *

Course Cer’[ificates|

.'-'+ INWITE PECPLE

INVITE PEOPLE — enables inviting people, who can view or edit content in the current folder

[nvite people
|Canedit ¥

Learner 8 x

Can view

2 with this invitation (Optional

¥ Send an email invitation

Creating Certificate Templates
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The system allows you to create certificate templates for the courses, quizzes, learning modules and
SCORM.

To create a new certificate template:
1. Go to Settings > Certificate Templates;
2. Click New button ' or New document on the ribbon, and then select the certificate
template you want to create:
— Select Course Certificate Template to create a new course certificate template;
— Select Quiz Certificate Template to create a new quiz certificate template;
— Select Learning Module Certificate Template to create a new learning module
certificate template;
— Select SCORM Certificate Template to create a new SCORM certificate template.
3. Use the Choose File button to upload the desired certificate template image from your
computer:

Add a picture
Choose a file Choose File | Hardware,jpg

#| Overwrite existing files

oK Cancel

4. Select Overwrite existing files to overwrite the files in the system;
5. Click OK to save changes. The Edit Item form will appear;
6. Fill in the form (fields marked with an asterisk are required to be filled in):
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» Cut

BB R

=.~m S c \ & Cony

Check Carcel Paste

n
" a " - ~
Name Course_cert_1 JPg
Preview

S

Text* Congratulations
You have passed Course {course}

ee he r e deta
Text Alignment * Near
e Center
Far
Vertical Alignment * Near
® Center
Far
Drop Shadow
Font Type * Andalus d
Font Size {px) * 20
Font Style ¥ Bold
Italic
Underline
Stnkeout
Is Default

reated at 1/10/2015 508 PM by [ | Teacher 1

Check in Cance

A by Teacher 1

— Name - enter the name of the certificate;
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— Preview — use your mouse to set text area.

— Text — enter the text that will be placed in the defined area on the certificate template.
You may use variable that are described in the form;

— Text alignment — check the necessary radio button of either Near, Center or Far to set the
text alignment;

— Vertical alignment — check the necessary radio button of either Near, Center or Far to set
the vertical alignment;

— Drop Shadow — select this checkbox if you want the text to drop shadow.

— Font Type — Select from the drop-down box the font type for the text of the certificate.

— Font Sixe- input the font size of the text;

— Font Style — check the boxes next to the necessary font styles that you wish to add;

— Is Default — check the option to make the Certificate default.

NOTE: Certificate Templates can be set as default on the Organization level and on the Course
level. If some type of certificate templates (for quiz, learning module, etc.) is set as default
on both levels, templates set on the course level override that set for the whole
organization.

7. Click Check In.

Certificate Variables

The Certificate text field allows you to use the following variables (the variables will be replaced by
specific data later on for each particular student):

Variable Description
{name} and When the certificate is generated, {name} and {username} are
{username} automatically changed to the name and username of the user who has

completed the course.
{firstname}/{lastname} When the certificate is generated, these variables are automatically
changed to the First/Last name of the user who has completed the course.

{course} When the certificate is generated, the {course} variable is automatically
changed to the name of a corresponding course.
{duration} When the certificate is generated, the {duration} variable is automatically

changed to the duration of a corresponding course (including the
Material course type).
{date} When the certificate is generated, the {date} variable is automatically

changed to the date when the certificate was issued.
Note: For the {date} variable you can use various date formats, for
example:
{date:d} outputs 08/17/2000,

— {date:D} outputs Thursday, August 17, 2000,

— {date:f} outputs Thursday, August 17, 2000 16:32,

— {date:F} outputs Thursday, August 17, 2000 16:32:32,

— {date:g} outputs 08/17/2000 16:32,

— {date:G} outputs 08/17/2000 16:32:32,

— {date:m} outputs August 17,

— {date:r} outputs Thu, 17 Aug 2000 23:32:32 GMT,

— {date:s} outputs 2000-08-17T16:32:32,
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— {date:t} outputs 16:32,

— {date:T} outputs 16:32:32,

— {date:u} outputs 2000-08-17 23:32:32Z,

— {date:U} outputs Thursday, August 17, 2000 23:32:32,

— {date:y} outputs August, 2000,

— {date:dddd, MMMM ddyyyy} :Thursday, August 17 2000,
— {date:ddd, MMM d ""yy} :Thu, Aug 17 '00,

— {date:dddd, MMMM dd} :Thursday, August 17,

— {date:M/yy} :8/00,

— {date:dd-MM-yy} :17-08-00.

{office} When the certificate is generated, the {office} variable is automatically
changed to the user’s location specified in the CCM Profile.
{company} When the certificate is generated, the {company} variable is automatically

changed to the user's company specified in the CCM Profile.

4.5 Scale Templates

This option allows users to create and manage scale templates that are used in the Course’s Grade
Book. To open the Scale Templates section, do the following:

1. On the Course level, go to Settings > Scale Templates;

2. Alist of existing items will appear:

¥ Hardware Course

Scale Templates o

@ new item or edit this list
All Items
v: Title ceale Te b a
Default (UK) =

Default (US) =

NOTE: An Item is an aspect (or a field of activity) for which Students can get a certain grade. First
user should create scale templates items in the Scale Templates section. Then user can use
these items when creating quizzes, assignments with grade, and so on.

451 Creating Scale Templates Items

1. Go to Settings> Scale Templates;
2. Click the New Item button or the Add new item link. The following form will appear:
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Title Scale Template

Description Scale for assignments grading

Scale Template

Excellent 100 AX
Good 20 7 X
Satisfactory 60 AX
Poo 30 GX

3. Fill out the form:
— In the Title field, type the title for the scale templates item;
— In the Description field, type description for the scale template item;
— In the Scale Template section, add grades to the scale templates item;
o In the Title field specify the name of the grade as it will be shown to students;
o Inthe Value field enter the grade value, %;
o Click Update to add the grade.

NOTE: You can edit or delete the grade that you added by clicking Edit button or Delete button:

Excellent 100 B o

4. Click Save button either at the top or at the bottom of the page.

452 Editing Scale Template Item

To edit a scale template item that was created earlier, follow the steps given below:
1. Go to Settings> Scale Templates;
2. Point out the necessary item and click the callout menu button =« ;
3. Select Edit Item from the drop-down menu:
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Scale Template %t pemis Fucallont —300..  Scale for assignments grading

v Edit Item

Agvanced L4

4. Modify the properties of the item;
5. Save the changes.
453 Deleting Scale Template Item
To delete a scale template book item that was created earlier, do the following:
1. Go to Settings > Scale Templates;

2. Point out the necessary item and click the callout menu button ==+ ;
3. Select Delete Item from the drop-down menu:

Scale Template %t pems Furallont — 3100 Scale for assignments grading

v Edit Item

Agvanced L4

4. Confirm the deletion.
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5.COURSE FLOWS

The Course Flow functionality is intended so the teachers could control how the learners progress
on the course. The main function of the course flow is to display an interface controlling the certification
process of learners who are enrolled in a program consisting of several courses, as well as control the
progress within such courses. Each Course Flow provides the ability to manage course flows (learning
curves) by setting the order in what courses should be passed by learners. Also it provides an ability
to define requirements for learners’ transitions from one course to another.
In other words, the Course Flow functionality presupposes the learner going through a number of
courses.
Imagine that we have the following course flow:
If the learner is added to the first course in the course flow row, he will be automatically enrolled in
the next course of the course flow once he has completed the first course. In case the first course is
not completed, the learner cannot start the next one.
Prerequisites are defined by the Teacher or Instructor on a Course level. Prerequisite is a rule that
defines passing conditions for the Learner on that course. If this condition is met, Learner could get
an access to next course. Learner transitions between Courses are maintained by the Teacher who is
responsible for marking current course ‘Completed’ or ‘Failed'.
Based on pre-requirements and learners’ involvement in course flows SharePoint LMS system could
find out what courses have already been passed, what courses are available to the learner and what
courses are not. Course Flow should present courses availability information by marking passed,
current and unavailable courses in different colors.
Every learner can observe course flow listings he/she is involved in.
When Course Flow feature is activated for organization (should be activated in CA > Application
Management > SharePoint LMS > Global features > Additional Options and Settings > Organization
features > Additional Options), the following items are created:
1. Lists:

= Course Flow Templates — contains list of Course flow templates. It can be viewed in Site

Settings > Organization > Course Flow Templates:

@/LMS-""* Course Flow Templates o

wed CF Template 1 am

Sample Categon

Sample Category #1

Sample Category 32

°F Template 3 o

= Course Flows — contains list of Course Flows of Organization. It can be viewed in Settings >
Course Flows:
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On-Premises
SROWSE EMS Q) sHaRE ¢y Fouow O
’ Search this site ol
(\/LMS365 C Fl .
Onrams ourse Flows o
C 23 Pl Tale Mo
Course 4 Course / B Leammerl
Coursel A Cial ® O 9 Learer 2
ekt " Requires Certification i’ Requires Certification e
Course2
Course3 CF2 § - B Leamer 1
o Course2 > o Course3 > o B T R
Rooms Requires Certification Requires Certification
Libranes
Lists Course 4

D Requires Certification
ASCUSSIONS

S Add
_____ & Add new item

= Course Flow Progress — contains information about learners’ progress in completing a Course
Flow. To view Course Flow Progress, select a course flow and click Course Flow Progress
button in the ribbon menu:

Course 4 Course Flow W Learner 1
. @ L) @
Coursel Requires Certification Requires Certification
Course3 Course Flow Learner 2
"y CJ L) @
Rooms Requires Certification Requires Certification
Libraries
Course Flow Learner 3
o ®—® a Q)
Discussions Requires Certification Requires Certification

» E-mail Templates related to Course flow events are added. To view them go to Site Settings
> Organization > E-mail Templates.

2. Course Flow Certificate content type in Certificate Templates;

3. Page My Course Flows - contains Course Flows web part. To open it, go to Settings > My Course
Flows;

4. Course Flow Grade Book - contains information about grades received by learners for every Course
Flow item. To open it, go to Settings > Course Flow Grade Book;

5. Course Flow Administrators user group for users Course Flow Administrator role. Course Flow
Administrator can create Course Flows and add all course items to it (even if he has no permissions
for the course), edit and delete course flows created by him.

5.1 Creating Course Flow

To create a course flow, do the following:
1. On the organization level, click Settings, and select Course Flows from the list. Course Flow
List will appear with all available Course Flow schemas:
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I -
Shared with...
Add an app
Site contents
Change the look
Site settings
Create Course from Template
Create Course

Courses

My Course Flows

Course Flows

Course Flow Grade Book
Categories

Student Progress
Unified Grade Book
Organization Features

Global Announcements

NOTE: Course Flow list does not possess any progress information, and all Flow schemas are
shown in gray color:
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Course Flows o

Course Flow

B Learner 1
Coursel o o Course2 >’ T Leaener
Requires Certification Requires Certification Leamer 3
CF2 o B Leamer 1
.‘ < ey ® = ' 2 olate 3 Learner 2
Requires Certification Requires Certification

Course 4

Requires Certification

2. Click New Item > Course Flow or Add new item link;
3. Complete the open form (fields marked with an asterisk (*) are required):
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Title * Course Flow

Map

Coursel
Requires Certification
Learners *
Enter users SELArATO0 WITth SeMCoiONns. ...J 1 .
Settings [7] Delete users from courses when the course flow is completed
days after completion
Notifications Send notification when user is enrolled to the course flow

[T1to teachers
¥ito leamners
Il to specified users

& [
Send notification when user 1s enrolled to the course
[T to teachers
¥ 10 learmners
[7] to specified users

*
ot

Send notification when the course flow has been completed
[@] to teachers
@) to learners

to specified users

Send notification when certificate is expired
10 | days before expiration

[¥to teachers

[@] to learners

[ to specified users

-
L2

Send notification when user is deleted from courses

days before deleting

[#]to teachers

=

{¥]to leamers

[F] to specified users

Save Cancel

— Title — type the name for the course flow.
— Map — create a diagram of the course flow:

a) Click the green Add Course here icon;

b) In the open dialog box, select the first course in a flow and passing criteria for it:
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B Select Course and passing condition Learning Material Help

Course Name Course: | Introductory Course -~

e to be used i

i ourse riow scnen

IR
Pa>smg Critena = ,_7] Quiz
G = ¢ Introductory Quiz
I e e .
New Quiz

# & Learning Module
@ & SCORM
Requires Certification

Time: days before next course can be

a) Course Name - select course from the list of Organization’s courses;
b) Passing criteria:

v" Learning Objects list — displays all Learning Objects created in the course. Select check
boxes to set a Learning Object as condition for passing that course in a Course Flow;

v Requires Certification — select the check box to set Course Certificate as condition for
passing that course in a Course Flow;

v' Time - set the number of days after which Learner who completed the course is
added to a Learners Group, created for the next Course in the Course Flow. If the field
is empty, the Learner is added to the learners group of next Course immediately after
completing the Course.

NOTE: After course flow is created, in the first course a group is created with the name of course
flow with users specified in the Learners field during CF creation. When learners complete
the first course in the Course Flow, they are moved to the group created for the next
course in the Course Flow.

OR
a) In the Course Flows section click the Create from template button in the Items section of
the ribbon:
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Shared With
New |Create From] New Course Fow  View Eoe Amach Aler Tags &
Item . | Template | Folder Progress Rem Ttem ?

Workfiows Approve/Ressct
” - ~ L -
Delete ftem e Ve .

I,

]

4
4

b) Select Course flow template to be used. In this case information for Map, Notifications and
Settings will be taken from template.

c) Click OK. The selected course will be displayed in a scheme as follows:

Coursel

d) If you want to set more prerequisites, add more courses to the scheme:

Map

Map
Coursel Course2 -
) #Add Course here (]

That means that Course 1 is a prerequisite for Course 2.

e) Click Certificate Template to define the certificate that learners will be awarded on the
Course Flow completion. The following dialog box will appear:

@
S ELEARNINGFORCE




@ LMS365

Calact Cauires Baw Cortihcate tam X
1]  Select Certificate Template for a Course Flow Help

Certificate Template

W g b s - ned LETU 1 L

Expiration Period

oo

Cancel

Q

e Select Certificate Template to be used in the certification process from the list;
e Specify the Expiration Period in the corresponding field. The period is set in weeks;
e Click OK to save changes.

NOTE: Only Course Flow Certificate can expire. Course Flow itself cannot expire. When the
learner’s Course Flow Certificate is about to expire, both the learner and the teacher will
receive the following e-mail: ‘Hello ..., This email was sent to notify you that your Sunset.jpg
(the corresponding URL is added) will expire at month/date/year at 00:00:00 AM'.

NOTE: Once either the Course Flow Structure or the Certificate template is changed, they are
updated for each learner’s course flow. If the learner has already received the former
template certificate, this certificate remains unchanged.

— Learners — select the learners enrolled in this flow;
— Notifications — check corresponding boxes to send notifications to learners, teachers and
specified users in the following cases:
e User enrolled to Course Flow;

e User enrolled to Course ;

e Course flow completed;

e User deleted from Course;

o Certificate Expired (number of days prior certificate expiration can be set here).

NOTE: For each case two email templates are created: one is sent to learner, and the other — to
teachers and specified users. Below are two email templates created for different users
on the same event:

Notification for learner that he/she has been enrolled to the course flow:
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CreFremises
BROWSE VIEW ) Hare Yy fouow O
Version History Alert Me
7 8% shares Witk & Wwerkhows
Edr
Item
arage At
O This email template will be used to notify learners that they have been enrolied to a course flow.
Subgect Weicome to the course flow
Body You have been enrolled to the "{course_fiow]’ course flow. Please, start with
course; {course),
*You can use the following constants {user_name) - display name of learner,;
[course_flow] - course fiow title with link;
{course} - course title with link;
e-mail tempiate
7 PM by || ageucheva_a -
P ) e Close
6537 PM by | ageucheva_a

Notification for teacher or specified user that new user has been enrolled to the course

flow:
EROWSE ) SHARE 1y fouow O
Varsion Hstony Alsrt Ve
A 3 Shared With & Wordiows
Edn
ftem
Marage Actions
This email template will be used to notify teachers (and users specified in course flow settings) that leamer has been
enrolled to a course flow,
Subject Learner has been enrclied to the course flow
Body New user ([user_name}) has been enrolled to the "{course_flow]" course flow.

{user_name) is automatically ensolled to the first course: [course),

*You can use the following constants  [user_name)} - display name of leamer;
(course_flow} - course flow title with knk;
{course} - course title with hinkc

all temolate

'™ by | ageucheva_a

Y OAA

PM by || ageucheva a

— Settings — check box to delete users from courses when the course flow is completed or
specify the number of days after course flow completion to delete users from courses.

4. Click OK to create a course flow.

5.2 Viewing Course flows

To view a Course flow, go to Settings > Course Flows:
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Q) sHaRE ¢y Fouow O

Search this ste o

Course Flows e

[ Map
Course 4 Course ’ S B Leamer1
Coursel o i . ® © o Leamner 2
" Requires Certification i’ Requires Certification § et
Course?
Course3 CF2 B Leamer 1
e Course2 - Course3 . e T Foame D
Rooms Requires Certification Requires Certification

Libranes
Course 4
Requires Certification

O -

& 8

» @

=

[+]

2

2

I
®

® Add new item

Select needed Course Flow and click the View Item button in the ribbon menu. Detailed information
about the Course Flow will be displayed in the open window:

o

<E ath
IWSE vIEW

Version Metory Alert Me
=2 &7 Shared With @ Werifiows
EoR
tem D Delets ftem

farage Achon
Recent 5
Title Course Flow
Rooms
Map

Question Pool Coursel Course2

Requires Certification Requires Certification

Reports
Learners Hank Moody
Harvey Spector
Settings Delete users from courses when the course flow is
completed Off
Notifications Send notification when user is enrolled to the course flow
to: Learners

Send notification when user is enrolled to the course
to: Learners

Send notification when the course flow has been completed

to: Teachers, Learners

Send notification when certificate is expired
to: Teachers, Leamers

Send notification when user is deleted from courses
toc Teachers, Learners

SgeuChevd_d

"
o
o

Sgecheva_s

5.3 Viewing Course flow Progress

The Course Flow progress can be viewed by teachers as well as by learners.
To view your course flow progress, do the following:
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1. On the organization level, click Settings, and select My Course Flows from the list. The
following page will be displayed:
— Forlearner:

BROWSE PAGE

@LM-S:??’?S My Course Flows

Courses Course Flows

Coursel Certificate expires after before

Course2 & &

Caiisa .Ccrnplcled .ln progress .Nol ac(e',',nble.Unpublu',hed
Soams Course Flow Teacherl

@ D) @ ()" certificate 3
Lists Requrres Certificati.. Requires Certificati = =
Discussions CF2 Teacherl
Sites ) cartificate_template 3
Requires Certificati . e Requires Certificati ®

Recent

Rooms Course 4

Reports ® Requires Certificat >

— For teacher:

BROWSE  PAGE

@LMS-S.@S My Course Flows

Colases Course Flows

Select course flows: No selection «

Loursel

S Select leamers: mer § I
Course2
&0
Course3 o
Centificate expires  after before
Rooms B9 ]
Libranes B .
. [l compteted [ in progress ot accessibie | Unpublished
Lists Title Author Msp Lodrners

Discussions Course Flow Teacher 1 Learner 1
Sites 2 . .

o Requires Certification 4 Requires Certification

Recent

Rooms CF2 Teacher 1 Learner 1
; - Course2 , . O
Question Pool Requires Certification G4 e Requires Certification .

Reports
Site Contents Course 4

Requires Certification G

A teacher is able to review the progress of multiple Students or multiple Course Flows. He can
filter/search for the needed course flows. To filter results by learners, select needed learners using
the Browse button. To search for a particular Course Flow, click the drop-down menu Course Flows
and fill in search form in the open window:
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x
Search =
Simple search Advanced search =
Title
) Title:
Please enter a title to search for (e.g
Titlel™).
Learners
Learners E
[ WEE
Author b
Author
&2
Zearch
oK Cancel

v Title — enter a title or its part to search the needed Course Flow;
v Learners — use people picker or browse button to select learners;
v" Author — use people picker or browse button to select Course Flow author.

Click the Search button. All Course Flows corresponding to the criteria will be displayed in the
list. Select checkboxes near the names of Course Flows you want to view and click OK. All selected
Course Flows will be displayed on the My Course Flows page.

5.4 Viewing Course Flow Grade Book

Course Flow Grade Book shows grades received by learners for every Course Flow item. For learners
it displays only his/her grades. Teachers can view information about all learners from all course flows.
To view Course Flow Grade Book, go to Settings > Course Flow Grade Book. Select Course flow
from the drop-down list in the right upper corner. Information about received grades will be

displayed:
Q= =)
Q/ ) Search this site o)
LMS365
o CoUrse Flow Grade Book
- % Coursa F :""'3
il Leammer 1 Cas®) Failed GB38%) False
CourseZ 0. wiexarmpie\l1
Eiieed Learmer 2 Fatse
= 0P wiexampie\12
Rooms Learner 3 A (95 %) A (95 %) Passed (100 %) A (95 %) False
s 0P Wiexample\l3)
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5.5 Course Flows Web Part

Course Flows web part can be added on any SharePoint LMS page. It displays information in the
table with the following columns:

e Title — shows Course Flow title;
e Author — shows Course Flow author;

e Map - displays Course Flow scheme and indicates status of course flows items with colors of
elements;

e Learners — shows learners of the Course Flow:

B leamer ]

Course
Fi Coursel
Flow % 2
. CRE ) (Il certificate_template 3 Learner 2
v Requires Certification Requires Certification Learmner3

]

CF2 N Leamnerl
v Course2 \ S RS S
. ® ) ® - = Leamer 2

Requires Certification Requires Certification

Course 4

Requires Certification
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6. ANNOUNCEMENTS

Announcements are intended for informational purposes: a user who needs to share some important
messages with the others should create an announcement that will be viewed by all course
participants (Learners and Teacher). The information will be displayed on the Home Page as well as
on the Course Home page (if other is not specified by the Course Home page settings).

To get to the Announcements section, enter the necessary course and click the Announcements
icon in the left Tools menu. The list of available announcements will be shown in the main workspace
area:

# Software Course
(Fmsss Announcements

Tools (#® new announcement or edit this list
& Announcements All items s Find an ite 0
2 !
y UC cuments ) i ) 7
New Courses e 2/3/2016 5 days ago
w Di on B¢
Course Teachers eee  2/2/2016 6 days ago
- Chat : - .
Attention, please! e 2/2/2016 6 daysago
g Mailbo - )
Lectures oee  2/2/2016 6 days ago

The home page of this section displays the current month announcements list with the possibility of
editing and deleting announcements. To work with an announcement, click the callout menu next to
the name of the needed announcement and select the necessary option form the context menu.

NOTE: For better representation, you can change the list view. From the View list, select the
necessary view (select Current to view up-to-date announcements, select All to view all
announcements).

Column names at the top of the list are clickable and allow you to sort announcements

in ascending or descending order:

e Use the Title link to sort or filter announcements by title;

e Use the Modified link to sort or filter announcements by modification date;

e To remove filter criteria, click the necessary link in the column head, and then select
the Clear filter option from the context menu.

The Actions and Settings buttons on the List tab allow performing actions and operations typical
for SharePoint.

6.1 Adding Announcements

To create a new announcement, do the following:
1. Enter the necessary course;
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2. Go to the Announcements section;

3. On the Items tab, click the New item button or click new announcement button ®:

Shared With

New Ne View Edit Attach Alert Tags & Worki
tem . Foider Item Item Delete ltem File Me . Notes
———
New Manage Actions Share & Track Tags and Notes

Site Contents ) new announcement or edit this list

All items e« Find an item jo
v Title ¢ Date
Announcement % e 2/2/2016

4. Fill out the open form (fields marked with an asterisk are required):
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SharePoint Sites

ave ancel Paste Attach Spelling
A 9
- nno
ite e
Title * Course Teachers
Av \ S
Body We are glad to introduce new course teachers - Mr. Smith and
Mr. Jonson
Keywords new teachers
. s T
Start Date 2/2/2016
Expires

— Title — type the name of the new announcement (the field is required);

— Body — type the full information of the announcement. Use the embedded Visual Editor to
format the description text;

— Keywords — specify words which will help learners find necessary documents (keywords should
be entered in the site search field at the top of the page);

— Start Date - specify the date when the announcement becomes valid. If the start date is not
specified, the announcement will become visible after you save the changes;

— Expires — specify the date when the announcement becomes invalid. If the date is not
specified, the announcement will be available for an indefinite period.

5. If you want to attach a file to the announcement, click Attach File, and then browse the
necessary file in the opened form. Click Save to attach the file;
6. Click Save at the bottom of the form to add the announcement.

6.2 Viewing Announcements

To view an announcement, do the following:
1. On the Course level, go to the Announcements;
2. Select the announcement you want to view and click the callout menu button -:-, to open
the callout menu:
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¥\ Software Course

Announcements

(#) new announcement or edit this list

Allitems  «ss Find an item Jo
v B Title Soart Date  Modifiad
Attention, please! & el 2/2/2016 11 minutes ago
Lectures % «wq Editltem ites ago
Announcement 2 3t s+« Delete Item ites ago
Announcement X e e stes ago
Advanced »

3. Select View Item in the callout menu. A new page with the announcement will open:

Title Course Teachers

Body We are glad to introduce new course teachers - Mr. Smith

and Mr. Jonson

Keywords new teachers
Start Date 2/2/2016
Expires

2/2016 6:43 PM by _ ageucheva_a

016 6:43 PM by ageucheva_a

~
LiQse

The ribbon of the dialog box comprises the rest of the menu options for managing the
announcement. Ribbon action buttons allow users to perform the following operations:
— Editing the announcement - click Edit Item to modify the announcement;
— Viewing the announcement version history - click Version History to view the history of the
changes made to the announcement and/or view the previous versions;
— Managing permissions - click Shared With to assign users and group permissions to this item;
— Deleting items - click Delete Item to delete the announcement;
— Making notifications - click Alert Me to manage notification settings;

4. Click Close.
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6.3 Editing Announcements

To edit an announcement, do the following:
1. On the Course level, go to the Announcements;
2. Specify the announcement you want to edit by placing the cursor on the announcement
name;
3. Click the callout menu button next to the necessary announcement to open the callout menu;
4. Select Edit Item in the drop-down list:

¥\ Software Course

Announcements

(#) new announcement or edit this list

All items  ««s | Find an item 0
@ B s R T
Attention, please! s 2/2/2016 11 minutes ago
Lectures 3 «e Editltem 1tes ago
Announcement 2 3t s+« Delete Item ites ago
Announcement X § View Rem ites ago
Advanced ’

5. Modify the necessary fields;
6. Click Save to save the changes.

6.4 Deleting Announcements

To delete an announcement, do the following:
1. Click the callout menu button to the right of the necessary announcement to open the callout
menu;
2. Select Delete Item from the list:
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¥\ Software Course

Announcements

(#) new announcement or edit this list

All items  «ee | Find an item 0
v Title Ctart Date Modified
Attention, please! ¥ sl 2/2/2016 11 minutes ago
Lectures Xt s Editltem Ites ago
Announcement 2 3 s+« Delete Item ites ago
Announcement X $ View tem stes ago
Advanced 4

3. Confirm the deletion. The item will be sent to Recycle Bin of the site:

Message from webpage ﬂ

Q Are you sure you want to send the item(s) to the site Recycle Bin?

6.5 Creating a Global Announcement

The Global Announcement is an announcement created for several courses or organizations. The
feature is available for organization administrators.

To create an announcement, do the following:
1. On the organization level, click Settings;
2. Select Global Announcements:
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I -
Shared with...
Add an app
Site contents
Change the look
Site settings
Create Course from Template
Create Course
Courses
My Course Flows
Course Flows
Course Flow Grade Book
Categories
Student Progress
Unified Grade Book
Organization Features

Global Announcements

3. The following page will open. Click new item button @ to create new global announcement:

1| SharePoint

- Global Announcements o

—
4 z
AV
s QU
2 O)

N

Recent (® new item or edit this list
Rooms All items <= Find an item jo SAVE THIS VIEW
Question Poo _
v 4 Start [ Jified 1
Repon
Site Contents New Courses H -se  2/3/2016 11 minutes ago

4. Fill in the fields as required (fields marked with an asterisk are required):
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) SharePoint

Global Announcements

Courses * Filter 1 Organizations v
Titlet Category Publishad Language
Hardware Default Yes English
Course (United
States)
Software  Default No English
Course (United
States)
Title * Global Announcement
Body This announcement refers to all users of our organization

Keywords new course
Start Date * 2/3/2016
Expires 2/26/2016

Save Corce

— Courses: click Change filter:
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Filter 1 Organizations «
Change Filter
Tret Category Published Language

Hardware  Default Yes english
urse (United

C S
states)

5. On the Organization tab, check necessary Organizations and Categories that contain courses
you want to create an announcement for:

Cl T.\i- x
3 Select filter Help
Organizations Custom filters

Title
= §#l @ SharePoint
Published: | <none> ¥
o Default
Start Date D
Check all children
End Date =

NOTE: To choose all categories of a specific organization, first select the check box for the Check
all children option, and then select the name of a corresponding organization (see the
picture above).

To facilitate courses filtration, you may use Custom filters. Select courses by filling in the
Title, Published, Start date and End Date fields.
e If you specify only start date, courses with the same or later publication date will be

displayed;

e If you specify only end date, courses with the same or earlier publication date will be
displayed;

e Courses that do not have start and end dates are displayed regardless the date
specified.

6. Click OK to close the Filter window;
7. Select the necessary courses. To choose all courses, select the Title check box.

@
& ELEARNINGFORCE




@ LMS365

Courses Filter 1 Orgamzations

Ttle t Category Pubfshed Lenguage

v Hardware Default Yes English

Course (United

States)

¥ Software efault No English

Course (Unsted

States)

— Title - type a title for the announcement;

— Body - enter the description of the announcement;

— Keywords — enter keywords for the announcement;

— Start Date - specify the date when the announcement becomes available for users;
— Expires — specify the date for the announcement to become invalid;

8. Click OK to save the announcement.

6.6 Editing Global Announcement
It is possible to edit Global Announcement on all courses where it was created or on separate courses.

To edit a Global Announcement on all courses where it was created, do the following:
1. On the organization level, click Settings > Global Announcements;
2. Select the needed Global Announcement from the list;
3. Click the Edit Item button in the ribbon menu or select Edit ltem from the callout menu:

BROWSE ST
— Version History TR 7 C
57— S Fe | a2 v
- ;)‘\'_ ._'_.[J "hared With \ | '
Nev oW Vies Eait Attach Alert Tags & Workflows Approve/Reject
em . Folde tem fem O Delete ltem Fle Me ~ Notes
New Manage Actions Share & Track Tags and Notes Woridiows
Recent @ new item or edit this list
Rooms :
TS All items ) nd an tem p
Question Pool
v ) Modified
Reports 3
L v n nt & " utes ago
Site Contents . Global Announcement . Edst item B
New Courses X . utes ago

Delete Item

View Item

Advanced »
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4. The Global Announcement edit form will open:

BROWSE EDIT
B A. x, cut x ]J L ABC
H & -
. L1 B copy -— v
Save  Cancel Paste ete  Anxh  Speling
‘ve ) F & - -
Co E srel Al -
Rec _~{'f
Courses Filter 1 Organizations
Room
Question Poo
Titlet Category Publighed: Language
Report
e ¥  Hardware Default Yes English
Site Contents =
: Course (United
States)
Software  Default No English
Course (United
States)
PO [
Title | Global Announcement]
Body This announcement refers to all users of our organization
Keywords new course
Start Date * 2/3/2016 r_]
Expires 2/26/2016 )
eated at 2/3/2016 11:25 AM by .| ageucheva_ s S Cance
Last modified at 2/3/2016 11:25 AM by ageucheva_a

5. Make the necessary changes:
- Courses — select courses on which you need to edit the Global Announcement. If you
uncheck a course, on which the Global Announcement is created, it will be deleted;
- Title - edit the title of the Global Announcement;
- Body - edit the text of the Global Announcement;
- Keywords — edit keywords of the Global Announcement;
- Start Date — edit start date of the Global Announcement;
- Expires — edit expiration date of the Global Announcement.
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6. Click Save button to save the changes or Cancel button to discard the changes. The Global
Announcement will be modified on all courses where it was created.

To edit a Global Announcement on selected course where it was created, do the following:
1. On the needed course go to the Announcements section;
2. Select the needed Global Announcement from the list of course announcements;
3. Click the Edit Item button in the ribbon menu or select Edit Item from the callout menu;
4. The Announcement edit form will open:

Title * Global Announcement
Body This announcement refers to all users of our organization
Keywords new course
Start Date * 2/3/2016 I-J
Expires 2/26/2016 D
v b 2016 11:2 System Account 5

difeed at 2/3/2016 11:25 AM by System Account

7. Make the necessary changes:
- Title — edit the title of the Announcement;
- Body - edit the text of the Announcement;
- Keywords — edit keywords of the Announcement;
- Start Date — edit start date of the Announcement;
- Expires — edit expiration date of the Announcement.

8. Click Save button to save the changes or Cancel button to discard the changes.

NOTE: The Announcement will be modified only on one course. If the Global Announcement will
be later edited on the Organization level, changes made for one course will be lost.
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7 CALENDAR

The Calendar section allows you to view and manage various events appointed for the course.
Course calendar represents a kind of organizer or planner used to schedule meetings, important
events, and so on. The information will be displayed on the Home Page as well as on the Course
Home page (if other is not specified by the Course Home page settings).

To open the Calendar section, enter the necessary course and click the Calendar icon in the Course
Tools menu. The system will open a monthly calendar view:

BROWSE ) SHARE Yy FOLL
C\:/ ?, Software Course Search this site 0
o, < o
LMS365
- Calendar o
] 2016 B .
208 « # February 2016
Ja Feb Mar
AGr L MEY - SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
" . e 31 1 2 3 4 5 6
Today is Wednesday, February 3,
2016
7 8 9 10 11 12 13
el C in View
f__]Lalendats in View 12:00 pm - 1:00 p
New Quizz
ite Contents 14 15 16 17 18 19 20
12:00 pm - 1:00 p
Meeting!
21 22 23 24 25 26 27
12:00 pm - 1:00 p
Working with doc
28 29 1 2 3 B S

Titles of planned events are represented as links shown in each day cell; to view detailed event info,
click the necessary link.

A set of controls above the calendar grid allows you to switch between days and change calendar
views:

— Use the Arrow( ® and ?)buttons to switch to a previous or following day
correspondingly;

— Click Expand All to expand all the events; click Collapse All to collapse all the events;

— The Day (E), Week (F) and Month (ﬁﬁ) icons are intended to switch to various calendar
modes.

To view events scheduled for a certain day, click Day (3) at the top to switch to the daily calendar
view. Switch to the necessary date using the Arrow ( *and ) buttons:
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Overiay

Em Menth A A

Today is Wednesday, May 4

2016

{7 calendars in View

Tools
«&8 Announcements
[ Calendar
» Documents
® Discussion Board
& Chat

& Mailbox

s 7] Create View

[7 Moty View . | Calendar -
Expand Collapse Calendars

Tags & E-maia Aen
:ﬁ Create Column Notes Lk Me.
Manage Views Tags and Notes Share & T
+ % Wednesday. February 10, 2016
WEDNESDAY
7 AM
8
9
10
1

12PM Y Quiz
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N &7 5

/SS Connect to
Feed Outicok

To view events scheduled for a certain week, click Week (F) to switch to the weekly calendar view.

Switch to the necessary week using the Arrow ( “'and ' *) buttons:
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= B

E.malla Aert RSS

Link Me. Feed

,,,,,, = e Ve g tes - & p e et
1 February 2016 ’ - . g 2 AL
4 + % February 7 - February 13 2016
& 75 &M 9T 10w 117 12 F 138
4 5 6

7 AM
14 15 16 17 18 19 20
21 22 23 24 25 26 27 8
28 29
Today is Wednesday, May 4 q

EE] calendars in View

wé Announcements
[=] Calendar 12 PM

o Documents

If you want to switch off the calendar view and see the list of events organized as a usual table view,
on the Calendar tab, from the Current View list, select the necessary option (for example, All Events

or Current Events):

*, Software Course

@LM§%’§? Calendar o

Site Contents @ new event or edit this list
Calendar All Events Current Events jeo)
v © 0 &

2/10/2016 12:00 PM  2/10/2016 1:00 PM

Meeting! %t 2/19/2016 12:00 PM  2/19/2016 1:00 PM
2/23/2016 12:00 PM  2/23/2016 1:00 PM

Working with documents 3%

NOTE: Column names at the top of the list are clickable and allow you to sort events in ascending

or descending order:
Use the Recurrence, Attachment, Title, Location, Start/ End Time and All Day

Event links to filter or sort events by corresponding criteria;
e To remove filter criteria, click the necessary link in the column head, and then select

Clear filter from option from the context menu.

The Items and List tab son the toolbar allow performing actions and operations typical for
SharePoint.
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7.1 Adding Calendar Event

To add a new item to the calendar list, do the following:
1. Enter the necessary course;
2. Click the Calendar link in the Course Tools menu. The system will open a calendar;
3. On the Events tab, click new event button. The following form will be opened:

Title
Location

Start Time 2/3/2016

r
\
5
p
’
C
3
A"
-
-
L
o
-

.....

End Time

LS
w
r
P
o
J
A
-
-
L
o
-

Description

Category . v

Specify your own value;

All Day Event Make this an all-day activity that doesn't start or end at a specific

hour.

Recurrence Make this a repeating event.

[
N
"
)
v

4. Fill out the form fields as described below (fields marked with an asterisk are required):
— Title — type the name of the new item;
— Location - type the location where the activity will take place;
— Start time — Specify the date from which the event will be valid. You can set a necessary
date using a calendar icon (3);
— End time — Specify the date till when the event will be valid. You set a necessary date
using a calendar icon (ﬂ);
— Description — Enter the event description. Use the embedded editor to format the text;
— All Day Event — Select the check box if the event should be applied to the whole day
rather than be limited by particular hours within the day (if you select the check box, the
Start Time and End Time field values will become unavailable);
— Recurrence — Select the check box if the event should be repeated with a certain interval.
Specify the recurrence details with the help of section controls:
= Select the recurrence interval (for example, Weekly or Monthly);
* In the Pattern section, define the days when the event should occur;
* In the Date Range section specify the start and end day for the event;
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To attach a file to the event, click Attach File and browse the necessary file in the open form. Click
OK.

5. Click Save either at the top or at the bottom of the form to add the announcement.

7.2 Viewing and Managing Calendar Events

To manage a calendar event, do the following:
1. Enter the necessary course;
2. Click the Calendar link in the Course Tools menu. The system will open the calendar;
3. Choose the necessary event and click its name. The system will open event details:

Title Meeting!

Location Minsk, Belarus

Start Time 2/19/2016 12:00 PM

End Time 2/19/2016 1:00 PM

Description Discussion of a new course for the organization
Category Meeting

All Day Event

Recurrence

Created at 2/3/2016 11:53 AM by ageucheva_a

| at 2/3/2010 12:21 PM by ageucheva_a

4. Use the buttons at the top of the form to perform the following operations:

— Click Edit Item to edit event properties;

— Click Version History to view the history of changes made to the event and/or view
previous versions of the event;

— Click Shared With to assign users and group permissions to this item;

— Click Delete Item to delete the event;

— Click Alert Me to manage notification settings;

— On the Custom Commands tab, click Export Event to export the event to your Microsoft
Outlook (the same event will be created in your Outlook Calendar).
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8. DOCUMENTS

The Documents section of the system allows you to create a repository of files that can be
downloaded or viewed online by your learners.

To work with course documents, enter the course and click the Documents link in the Course Tools
menu. The system will display a list of course folders and documents organized as a tree structure.
Each folder or document in the list is characterized by its type, name when it was modified, person
who last made changes to the document and description:

Software Course Sa 0

Documents o

@ New 2 upload 25 sync v
All Documents Approve/reject items My submissions ; s file jel
v [0
Documents February 3 heva_a Pending

gy Important Information February 15 ageucheva_a Approved In Progress
Q° SharePoint Introduction February 15 ageucheva_a Approved In Pr
k= Hardware&System «s«  Hardware February 16 ageucheva_a Scheduled In Progress
" Reguirements Requirements
as Tutorial February 5 ageucheva_a Approved
- Test A few seconds ago ageucheva_a Pending Progres

To view or download a document, click the document name in the list. Depending on the file type,
the system will either display the document or offer it for downloading.

NOTE: For better representation, you can modify the list view. From the View list select the
necessary view (select Explorer View to load a standard Windows Explorer window into
the workspace area).

Column names at the top of the list are clickable and allow you to sort documents in

ascending or descending order: Use the Name link to sort documents alphabetically by

name

e Use the Type link to sort or filter documents by type;

e Use the Modified and Modified By links to sort or filter documents by modification
date or by the person who last made changes to the documents;

e To remove filter criteria, click the necessary link in the column head and select Clear
filter from option from the context menu.

The Documents and Library tabs at the top allow performing actions and operations typical for
SharePoint.
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8.1 Creating and Managing a New Folder

For better organization of your documents you can create folders and subfolders in the documents
repository.

To add a folder, do the following:
1. Enter the necessary course;
2. In the Course Tools menu, click Documents. The list of available documents will be shown

in the main workspace area;
3. On the Files tab, click New Folder. The following form will be opened:

Create a folder

Mame *

.'—'* IMVITE PECPLE

4. Type the name of the folder in the Name field;
5. INVITE PEOPLE - enables inviting people, who can view or edit content in the current folder:

X

,
D
L)
L
(4)]

8V
D
Q)

Name *

New Documents

Invite people

Learmner 1 » Canedit ¥ |

Can view

¢ Send an email invitation

Create Cancel

6. Click Create button to add the folder.

To manage folders that were added earlier, do the following:
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1. Enter the necessary course;

2. In the Course Tools menuy, click Documents. The list of available documents and folders will
be shown in the main workspace area;
3. Click the callout menu button by the name of the necessary folder to open the context menu,
and then select one of the following options:
— Click Open to open the folder;
— Click Properties to modify folder properties: in the displayed form change the name of
the folder and save changes;
— Click Share to assign users and group permissions for this folder;
— Click Rename to change the folder's name;
— Click Delete to delete the folder from the list;
— Click Approve/Reject to approve or reject the folder;
— Click Connect to Client to connect to your Outlook (you need Microsoft Office 2007
installed);
— Click Alert Me to work with notification settings for the selected folder;
— Click Change New Button Order to control order and visibility of content types of the
new button.

8.2 Creating New Document

To create a new document based on the templates that were specified for the course, do the
following:
1. Enter the course, and then click Documents in the Course Tools menu;
2. Inthe library, open the folder where the newly created document should be stored;
3. Click New Document and select the necessary document type from the context menu:
— Document;
— Website Package;
— Wiki Page;
— Basic page;
— Multimedia content;
— Link to a document;
— Link to a multimedia content;

4. The system will open a document template (you need Microsoft Office 2007 installed).

NOTE: In the schedule approval section, if you do not set any dates when create/upload a
document, then its status automatically becomes Pending, and then in 5-10 minutes sets
as Approved.

5. Create the document using the template;

6. When finished, save the document in the usual manner (go to File > Save As and specify the
file name; the system will offer you to store the newly created file in the course library on the
server).

8.3 Changing the Order of the Documents

To change the order of the documents, do the following:
1. On the course level, go to Course Tools > Documents;
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2. The All Documents list will appear:

Software Course Search this site jol

Documents @

@ New 2 upload 2 sme O v
All Documents  Approve/reject items My submissions  see Find a file ol
v ﬁ Nome Descriptior Modified B Approval Stat Scheduling Approva
Documents February 3 ageucheva_a Pending
[y [mportant Information February 15 ageucheva_a Approved in Progress
ue SharePeint Introduction February 15 ageucheva_a Approved In Progress

3. On the ribbon, go to Files section and click the Change Item Order button:

BROWSE | FILES | LIBRARY <) SHARE ¥y FOLLO (=]
2N o Check Out ET‘ =]
_ |y =

Upload New Share Pin/Unpinths Create  Alert
st shortcuts  Mew

New v _ Edit
Document+ Document Foider Document

ey Jpen re Copes lorkfio
Tools @ New 2 upload & sync v
All Documents  Approve/reject ltems My submissions e« Find & file 0
v ﬁ Description Modified Modified B Approval Status
Documents February 3 ageucheva_a Pending
fiat [—\‘ Important Information February 15 ageucheva_a Approved In Progress
& Cha =
[+ 3 SharePoint Introduction February 15 ageucheva_a Approved In Progress
4. The following dialog box will appear:
Software Course Search this site jo

Documents: Change Item Order

Item Order
Under "Position from Tog slectan or for aach item Ite
Position from Top Name

1Y Documents

2 Important Information

3V SharePoint Introduction

v Hardware&System Requirements

5Y Tutonal

6" Test

OF Carce

5. Click the down arrow, indicating the positions from top of the certain item to indicate its
position in the list. The name of the item is opposite to the Position from the Top drop-

down list:

@
S ELEARNINGFORCE




@ LMS365

Software Course Search this site 0

Documents: Change Item Order

Item Order
nder "Position from Tog electan yer for 2ach iterr ter
Position from Top Name
1 ¥ Documents
i2v Important Information
b SharePoint Introduction
3 Hardware&System Requirements
4
Tutonal
5
6 Test

6. Click OK button to save the changes or Cancel button to discard them.

NOTE VYou can change the order of folders and any documents. By default, folders are placed at

: the top of the list. The selected document cannot be placed before folders. Imagine that
we want to put Potter script at the top of the list. In the Change Item Order dialog box
we select “1” from the drop-down opposite the name of the needed document:

Documents: Change Item Order
Item Order

Position from Top Name

Documents
Tutonial
Important information

SharePoint Introduction

oo B W '«Jm

Hardware&System Requirements

Test

o
“

Then we click OK button to confirm the choice. As a result we have the following list:
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Software Course Search t jo)

Documents o

@ New i Upload c Sync v
All Documents  Approve/reject Items My submissions  «- Find a file jol
v [0
Documents February 3 _a Pending
g Tutonal e About a minute ago /a_a Approved In Progress
L‘;} Important February 15 ageucheva_a Approved In Progress
Information
[+ SharePoint February 15 ageucheva_a Approved [n Progress
Introduction
[ Hardware&System «ss  Hardware February 16 ageucheva_a Scheduled In Progress
Requirements Reguirements
as Test «s  Testyour 8 minutes ago ageucheva_a Approved In Progress

knowledge!

No changes are observed as by default folders are placed at the top of the list and their
position cannot be changed.

8.4 Creating New Multimedia Content

To create new multimedia content, do the following:
1. On the Course level, go to the Documents section in the Course Tools menu;
2. Go to Files > New Document and select Multimedia content. The following form will open:

X

alla rman
NI "~

-

d Docu

(Y

Upload Document

- Name
. S e HOcumsr? J irdend {0

upioad _Choose File | No file chosen

J J ._" _'.y TS oy
OK Cance

3. Choose a file from your local computer. If a file with the same name already exists in the
library, and you want to replace it with the newly uploaded file, select the Overwrite existing
files check box. You can as well pass to uploading multiple files by clicking the corresponding
link;

4. Click OK to upload the selected file. Once the document is uploaded a form for updating the
file's properties will be opened:
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L

HB Ho X

Seve Cance Paste Delets
tem

Items on thas list require content approval. Your submission will not appear in public views until
approved by someone with proper nghts. More information on content approva

Content Type Multimedia content |w

Media Player

Download
300 x| 200 Play Copy to clipboard

Description
K Sywor ds
Start Date ey 12AMIx! 00w

P L
End Date 12 2AMIwl 00w

e ageuineva a
Save Cance
sgeucheva_a

5. Define the needed settings:
— Content type — select type for the document;
— Media player — this option allows you to perform the following actions:
e Define the size of the player’s window — enter the numbers you need in the
boxes under the window;
e Assign auto play if required — check the Play box if you want the player to start
playing automatically on opening the file;
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e Copy to clipboard — click this button to copy the player to the course clipboard if
necessary;

— Description — enter the description of the file;

— Keywords — specify the words that would help learners to find necessary documents
(keywords should be entered in the site search field at the top of the page);

— Start Date - enter scheduled approval start date;

— End Date - enter scheduled approval end date.

6. Click Save button to save the changes.

NOTE You cannot paste a multimedia object to a SharePoint page in SharePoint LMS 2013. The
multimedia object will not be inserted. It is a Share Point limitation. If you go to Course>
Edit and press Ctrl+V to paste the multimedia object you have copied before, it will not
be inserted. The web page will remain unchanged:

Computers and Technology Course

@LMS?’@ Computers and Technology Course

s to display

@ new item or edit this list
v B e

Add new leaming Set up your There are no items to show in this view of the "Drop Box
paths Add quizzes gradebook

Now each SharePoint LMS Course has a new feature in Document Library Settings. Go to
Documents> Library>Library Settings>Play settings:

Documents » Settings

List Information

Name: Documents

Web Address: http//sp2013-iwa/sites/cl/Documents/Forms/Allltems.aspx
Description: SharePointLMS Document library is to store course documents
General Settings Permissions and Management

arimicciane for Hh po
CIMISSIONS TOr TS COCUIMent Loy
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This section allows you to specify the way media files are played. If the checkbox against the Allow
play option is checked (default settings), then media content (e.g. .swf-files) will be opened

through our skin (through our Play.aspx page):

t .
m' B nttp://sp2013-iwa/sites/c1/_layouts/15/imsd play.aspx icats
File EEI" View Favorites Tools ‘ -

ict=(04c9ad25-38f6-46bc-8856-5 O ~ ¢ X

Help
% Coursel Home Marketing Site

@LM§3f55 Play multimedia file
Recent @ 1/ 9D

Library

Site Contents

e

SharePoint

SharePoint Learning Sulte

logo

But these html-settings prevent playing .js-files. If the checkbox against the Allow Play option is
unchecked, then all media content files are played correctly (the standard library settings):

Other libraries on the Course have this option unchecked and disabled (to play the media content
files by default settings):

Advanced settings:
Options:

Provide settings for additional capabilities for this resource
Allow play

0K Cancel

When html-settings are on, .js-files are played correctly:
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File Edit View Favontes Tools Help

h\
@ 1 1 ® T 2099

©

SharePoin

SharePoint Learning Suite

8.5 Creating Basic Page
Basic page option allows creating HTML pages.

To create new basic page, do the following:
1. Enter the course;
2. In the Course Tools menu, click Documents;
3. Click New Document, and then select Basic page. The following form will appear:
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New Page

Name* | Group Page

Content

oINg 10 Mest Nt Monday

Description

D at L MIng Dasic H

Keywords
group; news
Link Target
» _self

Spedty your own value

Start Date
2/18/2016 B [12am *
End Date
A ~ M AV Y v

4. Fill in the open form:
— In the Name field, type the name for the basic page;
— Use the embedded HTML editor to create content for your page;
— Use the HTML editor to create the description for the page.

NOTE: There is no spelling checker in the basic page creation form. To check the spelling,
create a page, go to the list of documents, select the necessary basic page, and then
click Edit Properties.
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— Keywords — specify words that would help learners to find necessary documents
(keywords should be entered in the site search field at the top of the page);

— Link target — specify a link target. Select one from the drop-down list or specify your
own value;

— Start Date - enter scheduled approval start date;

— End Date - enter scheduled approval end date.

5. Click Create.

8.6 Creating a Wiki Page

To create a new wiki page, do the following:
1. Enter the course;
2. In the left Tools menu, click Documents;
3. Click New Document, and then select Wiki Page. The following form will appear:
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? Coursel Home

New Page

Name *  Leamning management systei

Wiki Content

A Leaming Management System (LMS) is a software application
for the administration, documentation, tracking, reporting and delivery
of e-leaming education courses or training programs "

LMSs range from systems for managing training and educational records

to software for distributing online or blended/hybnd coliege courses

over the intemet with features for online collaboration. Colleges and
universities use LMSs to deliver onfine courses and augment on-campus
courses. Corporate training departments use LMSs to deliver onine Iraining,
as well as automate record-keeping and employee registration

Description

ek for help about adding basic HTML formatting

Keywords

LMS; Learning Management System
Link Target

2 celf E]

> Specify your own value:

Narme of wr el

Start Date

2/17/2016 E5 [12aM + | [00 +
End Date
7/21/2016 [E 12aM | [00 v

Create Cancel

4. Fill out the form fields as described below:
— In the Name field, type the name for the wiki page;
— Use the embedded HTML editor to create wiki content;
— Use the HTML editor to create the description for the wiki page;

NOTE: There is no spelling checker in the wiki page creation form. To check the spelling, create
a page, go to the list of documents, select the necessary wiki page, and then click Edit
Properties.
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— Keywords — specify words that would help learners to find necessary documents
(keywords should be entered in the site search field at the top of the page);

— Link target — specify a link target. Select one from the drop-down list or type your own
value;

— Start Date - enter scheduled approval start date;

— End Date - enter scheduled approval end date;

NOTE: You may create a link to another wiki page in this library. Enter the name of the page as
follows: [[Page Name]]. For example, to link to the My Education wiki page type [[My
Education]]. Use the Link Target section to set the link target.

Link Target. From the drop-down list, select one of the following targets: self, parent,
blank, top. You may also specify your own value: select the Specify your own value
option, and then enter the name of the window where the link will be opened when
clicked.

4. Click Create button to create a document.

8.7 Creating a Website Package

To create a new website package, do the following:
1. Enter the course;
2. In the left Tools menu, click Documents;
3. Click New Document, and then select Website Package. The following form will appear:

#, Software Course Search this site o

Upload Document:

Upload Document

Choose File | No file chosen

v

4. Choose a file from your local computer. If a file with the same name already exists in the
library, but you want to replace it with the newly uploaded file, select the Overwrite existing
files check box;

5. Fill out the form fields as described below:
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BROWSE  EDIT  COURSE TOOLS ) SHARE Yy Fouow O
I I B o X Cut x
L [y Copy
Save  Cancel Paste Delete
Item
Commit Chipboard Actions
Recent Items on this list require content approval. Your submission will not appear in public views until approved by someone with proper
) rights. More information on content approval
Library
Site Contents Default file [Content_Types].xml v | Speafy default file to show when browsing package content

Description Teacher Manual

Click for help about adding basic HTML formatting.

Keywords
Start Date : 12AM ¥ |00 v
h led appr ]
End Date B [12am v |loo v
Scheduled approval end date

PN ,l" ageucheva_a Save Cancel

ageucheva_a

— In the Default File field, type the name for the website package;

— In the Description field, create the description for the website package;

— Keywords — specify words that would help learners to find necessary documents
(keywords should be entered in the site search field at the top of the page);

— Start Date - enter scheduled approval start date;

— End Date - enter scheduled approval end date;

6. Click Save button to save the changes or Cancel button to discard them.

8.8 Uploading Document

To upload a document, do the following:
1. Enter the course;
2. Click the Documents link in the Course Tools menu;

3. Click Upload Document button in the ribbon menu or Upload button r LII:'lc'a"ﬂ:

o i ) SHARE Yy C o
1 ‘T Y
New Upload | New Edit h
Document v | Document | Foider e t erties
I — New L 7,:_:’ EAV‘<F>1' Out ] .', 2 .:74;7-3 1 Act "T‘, | 15 Lopes ",Lv:'
Tools @ New A upload| & sync ¥
4 e All Documents  Approve/reject ltems My submissions s« Find & file jeol
v T
Documents February 3 ageucheva_a Pending
4 1on Board
D’ Important Information February 15 ageucheva_a Approved
@& Chat =
’ g SharePoint Introduction February 15 ageucheva_a Approved
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4. The following form will be opened:

V)

Upload Document

L

Uplcad Document
Name

 Choose File | No file chosen

! Overwnte existing files

Q
-
“\
e

)

)
e ]

5. Choose a file from your local machine. If a file with the same name already exists in the library,
but you want to replace it with the newly uploaded file, select the Overwrite existing files
check box. You can as well pass to uploading multiple files by clicking the corresponding link;

6. Click OK button. Once the document is uploaded, a form for updating the file’s properties
will be opened:
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X

Items on this list require content approval. Your submission will not appear in public views until
approved by someone with proper rights. More information on content approval

Content Type Document v

Create a new document
Description Check your knowledge

Click for help about adding basic HTML formatting
-lnk Target o Self L

Specfy your own value:

Start Date i 12AM Y (DO Y

End Date 12AM Y |00 ¥
eduled app  Qate
Keywords

reated at 2/3/2016 12:225PM b euch k! o
e cerss e Save Cance

ageucheyva_a

7. Fill out the form:

— Content type — select type for the document;

— Description — type the description of the file;

— Link Target — select the target for the link from the drop-down list OR select the Specify
your own value option, and then enter the link URL into the field;

— Start Date - enter scheduled approval start date;

— End Date - enter scheduled approval end date;

— Keywords — specify words that would help learners to find necessary documents (keywords
should be entered in the site search field at the top of the page);

8. Click Save button to save the changes or Cancel button to discard them.
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8.9 Managing Documents

To manage documents that were added earlier, do the following:

1.
2.

Enter the necessary course;

In the Course Tools menu, click Documents. The list of available documents will be shown
in the main workspace area;

Click the name of the necessary document, and then select one of the following options from
the callout menu:

Click Open to open the document;

Click Share to share file or folder with other person or group;

Click Follow to follow the document and get updates in your newsfeeds;

Click Open in Word to open the document in Microsoft Word;

Click Download to download a document;

Click Rename to change the document’s name;

Click Delete to delete the document from the list;

Click Copy to make a copy of the document;

Click Version History to view the versions of the document;

Click Properties to modify document properties: in the displayed form, change the name of
the folder, and then save changes;

Click Compliance Details to determine what retention stage an item is in. You can also take
action to keep this item in compliance with organizational policy;

Click Check Out to be able to edit the document while no one else is enabled to edit it. As
soon as you finish editing, click Check in to enable other people to make changes to the
document;

Click Approve/Reject to approve or reject the document;

Click Workflows to manage workflow steps.

NOTE: The list of options may vary depending on the file type.

You can add additional option — Publish and Approve. This option allows you creating a new version
each time you edit a file in this document library. To enable this option, follow these steps:
1) Select any folder in Libraries section:
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Courses

Libranes @
Lists

Discussions

Sites

Site Contents

Grade Book
Modified 23 hours ago

List Publishing Scheduler

} weeks ano
£ Weess ago

2 Weeks ago

SCORM Storage

&

Modified 2 weeks ag¢

NOUrs 590

2) Go to Settings section of the selected library:

Reports

Site Pages

3 items

| I Modified 21 hours ago

Reusable Content

C a
Site

Use this library to create and store pages on this site.

REMOVE

S@NGS ABOUT

Style Library

3) In the Library Settings section, go to Versioning Settings:
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Style Library

ems

Site Collection Images
0 items
l Modified 2 weeks ago
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List Information
Name:

Web Address:
Description:

General Settings

B Versioning settings

8 Advanced seftings

etlings
8 Validaton settings

» -~ - cott
8 Coiumn Oefault value settings

o8 Audience targeting settings

o Rating settings

4) In Document Version History section, check the radio button against the Create major and
minor (draft) versions example 1.0, 1.1, 1.2, 2.0:

Document Version History
BT AN ALNAR 8 et T2 Creatat weety Sin ek et 2 Tl i I T ent Drary. Lasm abokt Create a version each time you edit 3 file in

Vergions this document library?
No versioning
Create major versions
Example: 1.2 3, 4
Create major and minor (draft) versions
Example: 1.0,1.1, 1.2, 20
Optionally imit the number of versions to
retain:

Keep the following number of major

Versions:

Keep drafts for the following number of

major versions

5) Click OK button to save the changes. Click Cancel button to discard the changes;
6) Create any file and click Action menu against its name. The new option will appear in the list
of properties:
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Site Pages o

@ new Wiki page

All Pages By Author By Editor e o
exyamople aspy X
v D nName y  SXampie.asp
bv vou 279279013 3
&) eamplel 1 Changed by you on 7/23/2013 3:05 PM
& eamplen e Shared with lots of people
&) Home http//sp2013-iwa/sites/c1/SitePages/examg
&) Roster
&) Staff OPEN  SHARE

Publish and Approve
View Properties

Edit Properties

Check Out

Publish a Major Version

Version History

8.10 Creating Links to Documents

Home DA
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this ste g o)

reates
3 minutes ago

5 minutes ago

int July 10

int July 10

July 10

To create a link to a document in a different location (for example, to a document from another

course), do the following:
1. Enter the necessary course;

2. In the Course Tools menu, click Documents. The list of available documents will be shown

in the main workspace area;

3. Click New Document, and then select Link to a Document. The following form will appear:

¥ Software Course

New link to a document: o

Document Link

> and URL of the document vou Document Name:

Document URL (Click here to test):
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4. Fill out the form fields as follows:
— In the Document Name field, type the document name;
— Use the Browse icon (£=) to select the file location.

5. Click OK. The following page will appear:

Items on this list require content approval. Your submission will not appear in public views until approved by someone with proper nghts. More information on content
approval

Content Type Link to a Document Y

URL
https://en.wikipedia.org/wiki/Hardware

Description

for help out adding basic HTML formattin
Keywords
Link Target o | _self Y

Specify Jr own value:
i ed

Start Date : 12AM Y 00 ¥
End Date B [12am vloo v

ed approval end date

Open this Web Part

Open Web Par

ersonal settings.

ageucheva_a

ageucheva_a

6. In the open window, specify the fields as described below:

— Content Type — by default it's a Link to a Document;

— URL - the link to the necessary file appears by default;

— Description — use the HTML editor to create document description;

— Link Target —select the target for the link from the drop-down list OR select the Specify
your own value option, and then enter the link URL into the field;

— Start date - enter scheduled approval start date;

— End date - enter scheduled approval end date;

7. Click Save button. The link will appear in the list of the course documents.

8.11 Sharing Documents
The feature allows sharing course library documents between other courses and organizations.

The feature should be enabled for the site collection which documents will be shared. The activation
is not required for site collections where links to documents will be located.
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To activate the feature, do the following:
1. Go to Settings>Site Settings>Site Actions>Manage site features;
2. Click the Activate button next to the ELEARNINGFORCE - LMS: Shared Documents

Feature:

ELEARMNINGFORCE - LMS5: Shared Documents Feature
Activate

&

Provides several interface items to manage shared documents within this site

Once the feature is activated, you may share documents.

8.11.1 Creating document shortcuts between courses managed by the same
teacher
To create a shortcut, do the following:

1. Go to the page with the list of documents;
2. Click Files>Create shortcuts (in Share & Track section):

,,,,,,, (hi-] <y SHAR e (=]
L t )
(g
New ew Change Item a
Document+ Document Foider e e ert: Order
en & Chey Workflo
Tools @ New A upload = sync v
An
&/ All Documents  Approve/reject ltems My submissions jol
m
t

v f": Name Description Modified Modified B

ageucheva_a Pending

Documents

ageucheva_a Approved In Progress

& Important Information

Q¢ SharePoint Introduction ageucheva_a Approved In Progress

3. Select the check boxes next to the documents you want to share with other courses;
4. Click Next:

Software Course r - jo
Select files
= SDocuments
[ ) Hardware&System Requirements.pdf
&5 [ Tutorial.docx
8% () Test.docx
@) () SharePoint Introduction.pptx
£3] ) important Information.aspx
Cance Next

5. Click the Documents link of the course you want to share these documents with. The link will
become bold:
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Software Course Search t te

Create shortcuts

S B Courses you are managing
& MDefault
= m-iarcv.are Course
& E3Documents
= ms::'!".war»:- Course
& B Documents
=t m:mf.rodpcuon Course
NDocuments

& m.:omputc-rs and Technology Course

JDocuments
= m'-tarc\-.arr:-_C:urse
JDocuments
= m&:n;.ree 1
Joocuments
= m&:srups IT Traming
“30ocuments

The links to these documents will appear in the specified course document library.

NOTE: After a shortcut is created, users will see a link to a document or folder. This does not
mean, however, they will have an access to the item. Make sure users have the
corresponding permissions to view the item.

6. Click OK to save shortcut.

8.11.2  Sharing documents between all organizations, courses or SharePoint
libraries

To enable the option of sharing the documents between all organizations, courses or SharePoint
libraries, do the following:

1. Enter the Documents section;

2. In the Share & Track section click Pin/Unpin this list:
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W 1 Change [tem Share |Pn/Unpin this| Creste Alent nioad & ¢ Pu
erties Properties Orger 5t shortcuts Me oy Notes

Tools @ New l Upload C Sync v

All Documents Approve/reject ltems My submissions Find 2 file 0

33x mer
Documents February 3 ageucheva_a Pending

® Discussion Board >

2 as Tutonal 39 minutes ago ageucheva_a Approved
@ Cha

1 impo February 15 geucheva 3 Approved

oo o D" 5 Tpcrtanr ebruary 15 ageucheva_a Approved
- Bdcaiciaie information

The course documents become available to users from different courses and organizations.

NOTE: e« The sharing option can be accessed by a farm administrator only.
e Documents may be viewed and linked by any SharePoint LMS user.

To access the documents from a different course or organization, do the following:
1. Enter the necessary course;
2. Enter the Documents section;
3. Select New Document>Link to a document;
4. Create a link to a necessary document:

% Introductory Course

@LMS;?@S New link to a document: o

Tools Document Link

& Announcements Soeafv the name and URL of the document vou want to kink to. Bocument Name;
- o P T O oa i X B
[} Calendar Select document
g Documents 3 Select document Help =

@ Discussion Board
& Chat SharePoint-80 ¥
3 Mailbox

@ "
& Link

[Lpepu(s

A Leaming Module

3y Module Gallery

5] Grade Book

t Publishing Scheduler
2, Help

g} Tracking

ki Pages

§8§ Seating Chart

& Learners & Groups s -

g Staff Url
W Roster =

Site Contents

(For more information, see section 8.10 “Creating Links to Documents”).
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8.12 Creating Equations

NOTE: User should have Equation ActiveX control installed on local computer in order to be able
to use the Equations.

The ‘ELEARNINGFORCE - LMS: Equations Feature allows creating and using equations.

To activate the feature, do the following:
1. Go to Settings >Site Settings>Site Actions>Manage site features;
2. Click the Activate button next to the ELEARNINGFORCE - LMS: Equations Feature:

*-! ELEARMINGFORCE - LMS: Equations Feature
: .- g ) Activat
Provides ability to create and manage equations in your web e

Once the feature is activated, you may create equations and use them in lists of the course or
organization where it was created.

Equations are created in Equations document library. To create a new Equation, do the following
actions:

1. Go to Site Contents > Equations:

.

Org14.1.0.29

Site Contents

(Jms365

Lists, Libraries, and other Apps & SITE WORKFLOWS £ SETTINGS

Assignment Templates

Mocified 3 days 330
add an app sty il u
Certificate Templates Content and Structure
0 items Reports
Modified 6 days ag J items

Modified 6 days ag

Categories

Course Flow Progress
days 59
Course Flow Templates

Course Flows Course Template Gallery

ed b days ago

E-mail Templates

Equations

Modified 6 days ago

Modified 6 days a9

Form Templates Generated Reports
0 items o Oitems
Modified 6 days ago ‘ V \ Modified 6 days ago

2. In the ribbon menu click Files > New Document > Equation:

Modified 6 days ago

o 3 o
a a

7 3

¢ ¢

P

0
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BROWSE ’ FILES | LIBRARY
N TL‘ Check Out
—' Nt Check In
New Upicad New 3+3] View
Document . Document Foiger Document Discard Check Oyt Properties
Equation Open & Check Out
Create new equation
Recent h Equation
3. Fill in the Equation creation form:
Equation Name
Name
. - | Test equat»orl
W Overwrite existing
Equation <
tquation
Double dick on equation to customize it bafore saving
: sdfasd
1111y _%sdfasdf
asfasdfasdf
oK Cance
BN
. Equation Name — type equation name;
. Equation — double click on the field to open the Equation Editor and make the

necessary changes:
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-

o

A Upartar Edte
Fie (ae Vew formue e fas el
£ LY FiL 2100 s@l YD ENC dool Awl ANS

O §e 20 D ol Og ~~ 00 -0

11111 asdfasdf -
asfasdfasdf

« |
S Mt S R4 Soom 0%

4. Close the Equation Editor and click OK to add the Equation to the library:

New Equation:

Equation Name
) Name

SO

Test equation

V] Overwrite existing files

Equation )
cquation

N
E=mc
oK Cancel

5. Type name for the new equation and click Save to save the changes:

O The document was uploaded successfully. Use this form to update the properties of the document.

Title | Equation ll

Created at 2/16/2016 1:52 PM by ageucheva a Cave Cancal
Last modified at 2/16/2016 1:52 PM by ageucheva_a

6. The new Equation will be added to the list of equations and can be used in other lists:
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@LW?Q? Equations o

Equation
Rooms asdfasd,
11111f—f
Question Pool asfasdfasdf v
Reports E=mc' omy

To use the created equation in other lists, do the following actions:

1. Go to the needed list, for example, Assignments and create a new item in the list:
*
BROWSE | ITEMS | LIST
ersion History
E
! Shared With
New New 3 td View Leams Syri a  Attar
ftem« FOIder & e Delete [tem Assignments Assignment File
Assignment nogc oo
== (Create a new Assignment
Tools @ new item jor edit this list
«f Announcements All Events Calendar Current Events  «ss
2.

In the Description field (or Body field for other types of items) go to the ribbon menu Insert >
Equation > Existing Equation:

BROWSE EDIT FORMAT TEXT | INSERT
e Y l’"m P AN 1« N |
, ' v N | C& <[>
Lo ‘_C] ‘@') a O & [] '
Table  Picture Embedded Eguation Video and Link Uplcad Embed
. v Media v v Audio + - File Code
Tabies Mel custom equation Lnks Embed
Exsting equation [#
Tools -
Tempiate

3. Select the Equation from the list of equations and click OK;

4. 1t will be added to the Description field. Type the needed text and click Save to save the
changes:
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Template none E]

Title * Assignment 1

Assignment Type Online Submission E]

Opening Date * 1/4/2014 B [1em [2]/00[=]
The time that

Due Date * 1/5/2014 B 12 am[=]00[=]

Closing Date

The last date that the systs

allow submissions for this assignment

if left empty, 1t will defz

Description *

& Attach file
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9. LEARNING MODULES

The Learning Modules section allows a user to create educational lines in the studying process. To
get to this section, enter the necessary course, and then click the Learning Modules icon in the
Course Tools menu:

Learning Modules o

Learning Modules

. Hardware Requirements 1 1 minute 3go
6 g
- aara Titaris n 7 “1te o
& Hardware Tutorial 0 7 minutes ago
> ntroduction 0 12 minutes ago
Learning Module - 3 months ago
§§ SCORM1 1 5 minutes ago

NOTE Items in the Learning Modules list can be reordered. To reorder items, click Actions>
Change order at the top. From the drop-down lists with numbers, select a position for
every item, and then click OK:

Learning Modules: Change Item Order

Item Order
Position from Top Name
1v Hardware Requirements
2 Hardware Tutorial
3V ntroduction
4v New Leamning Module

S Y SCORM 1

A Learning Module represents a sequence of steps that all students who enrolled in a course should
complete. The steps of a Learning Module may be of a various nature: these can be different
documents that student should process, educational links that user should view, quizzes that student
should complete, and so on.

A user can add learning modules in two ways:
— Create a learning module;
— Upload a SCORM compliant course content.

The Learning Modules section also gives a user possibility to edit, compose and delete learning
modules.
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9.1 Creating Learning Modules

To create a learning module, do the following:

1. Enter the necessary course, and then click Learning Module in the Course Tools menu;
2. Click Create at the top of the page;

3. From the open list, select Learning Module;
4. In the open form, specify the fields as described below:

) Introductory Course

Create Learning Module

Name and Description

3 Name:
YPE 2 NEW name as you want t t pear in
the site. Type 3 introduction
es pu wxitnatl w 210 Site vISIors use DES‘:TID(JOP
this resource

Introductory Module

¢! Show Welcome Page

Welcome Message

Now you will start the first module in that course

This is shown to leamer before beginning the Learning Module.
Completion Message

Congratulations! You have completed the Learning Module,

This is shown to leamer after the Learning Module is completed.
@ Advanced settings

Certification

Certify
de settings for setup certificaton °
Yes e No
Certificate Template URL (Click here to test):
Scheduling
: Schedule
u D Alte on S
| remove all unique tems Yes ® No

Start Date

B 12am v/ [oo v
End Date

B2 12am v | oo v

oK Cance
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Name — type the name for the learning module;

Description — type a short description for the learning module that will be displayed on the
main page of the section;

Show Welcome Page — select this option to display Welcome Page before starting the
Learning Module attempt;

Welcome Message — type a description for the learning module that will be displayed when
user starts the learning module;

Completion Message — type a message that will be displayed after the learning module has
been passed;

Advanced Settings — specify advanced settings if needed:

Attempts:

w

Timeout batween attempts:
seconds
Show in Gradebook:
® The last attempt The best attempt
Options:

¥ Show table of content

Attempts — specify the number of attempts learners can use to take the learning module;
Timeout between attempts — specify the time period between attempts;

Show in Grade Book — specify whether you want the last or the best attempt to be displayed
in the Grade Book section;

— Show table of content — select this option to display table of content for learners.

NOTE: The table of content is displayed in the left upper part of the Learning Module area. Click
the down arrow to open the list of items contained in the Learning Module:

Hardware Requirements

QIO

Hardware Tutorial

Hardware and System

g?-'a 'ﬁ«f" m Il

Requirements.pdf

@ Introductory Quiz
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— Certification — select Yes to enable certification for this learning module. Use the Browse
button to select certificate template for the learning module. Select No to skip using
certificates;

NOTE: If a default Certificate Template is set for Learning Modules on Organization or Course
level, it is selected by default:

Certification

Certify
up f
e Ye No
Y R e | .
http://and-fe01:42797/sites/c1/CertificateTemplates, |
Certificate Template URL (Click here to test):

The setting can be changed during Learning Module creation or editing.

— Schedule — enable/disable scheduling for this learning module;
— Start Date, End Date — specify publishing period for this learning module.

5. Click OK at the bottom of the page. The Add Item page will appear automatically. This page
allows adding items to the learning module;

6. Enter the necessary course, and then click Learning Module on the left Tools menu;

7. Click the name of the necessary learning module, and then select Settings. The Customize
Learning Module page will appear;

8. Click Add Item in the Learning Module section. The following form will open:
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) Introductory Course

Hardware Requirements - List Settings - Add Item

item Type v
item Type:

T I R ® AICC
Chapter
Content
Document
Eile
Link
Quiz
SCORM
Survey

Assignment

Item settings

AICC
) - =
pe
Use
® The last attempt The best attempt
E-signature
Please select your E-signature requiremen <none> Y
Parent node
<none> ¥

Piease select parent node
& Prerequisites

Y - >
oK Next Cance

On this page you may add items to the learning module and specify details for them.
— From the Item Type list, select the type of item you want to add.

You can find the detailed description of each item type settings given below:

AlCC
To add a new AICC to the learning module, do the following:
— From the Item Type list select the AICC option:

Item settings

P i i d to thi —

Please perform settings related to this

iterm type AICC1 |E|
Use:

@ The last attempt @ The best attempt
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From the AICC drop-down list, select the AICC you want to include into the learning module;
Specify whether you want the system to display AICC Last attempt or Best Attempt in case

you would like to take a learning module again.

Assignment
To add an assignment to the learning module, fill in the following form:

Follow the steps given below:
a) Choose the needed assignment item from the Assignment drop-down menu:

ltem settings
Assignment Opening date

(for recurning assignments)

Al|

CaA2 step when the task status is:
I A
'r'\3 g
{ag [ than Not started
-

Submatted” or "Approved’

& ‘Aporoved

b) In case a recurring assignment item is chosen, select the opening dates for each
repeating event of this recurring item.

NOTE: To see the limit for the recurring items, go to Application Management>SharePoint
LMS>Global Features>Other Configuration Settings>Recurring assignment's
opening dates limit:

The number defined here limits the number of the entries for opening dates that a user
will see in a learning module item's form. The default value is 30 (the value must be from

1 to 365):

Other Configuration Settings ) ) ) ) o
Recurring assignment’s opening dates limit:

30

Recurring task's generation limit:

30

Recurring task’s generation limit feature shows the maximum number of the tasks to
be generated when copying an assignment. By default, the maximum number of the
tasks to be generated is 30.

The Complete step when the task status is option allows selecting what condition the assignment
step will be considered to be completed inside the learning module under. Thus, it is possible to
single out the three statuses:

v' other than ‘Not started’ assignment task status
The step is marked as Passed in the learning module if the user’s task for this assignment has any
status except for Not started. The option is aimed at making a learner complete the assignment.

v ‘Submitted’ or ‘Approved’ assignment task status

@
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The step is marked as Passed in the learning module if the user’s assignment task status is either
Submitted or Approved. If the status is either Not Started or In progress or Returned to learner,
the learning module step is marked as Not Passed. The status is not changed automatically (e.g. in
case it was submitted, and later returned by teacher for correction). The status will be updated only
if the leaner goes to the item in the learning module.

v’ ‘Approved’ assignment task status
The step is marked as Passed in the learning module if the user’s assignment task status is Approved
to make sure the assignment will not be marked as Passed in learning module until it is passed
successfully. In other task statuses the learning module step is marked as Not Passed.

NOTE: If a teacher saves task as a draft, it does not influence the status of the assignment in the
Learning Module, since the task is still completed for the learner. If the teacher returns a
task to the learner for correction, the assignment step will not be marked as Not Passed
in the Learning Module automatically. Its status will be updated only if a leaner visits this
item in the Learning Module.

Chapter

You have the possibility to divide a learning module into chapters. A chapter is created as a general
item From the Item Type list, select the Chapter option, and then type the name for the chapter in
the Chapter Name field. Consider items settings:

Item settings
Chapter Name:

Chapter 1

Show inner content

Set same prerequisites for all child objects
Chapter Description;

Chapter description text

— Select the Show inner content checkbox if you want chapter inner content to be displayed;

— Select Set same prerequisites for all child objects check box in case you want the system to
override all child prerequisites. If an option is checked for the parent item, then prerequisites
field is disabled in child items and shows the selection that was already chosen for the parent.
When a user unchecks the inheritance back, child items have those prerequisites that they
previously had;

— Use the embedded editor to create chapter description.

Content
To add content to the learning module, fill in the following form:
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[tem settings

) ) Title
Please perform settings related to this -
tem type List of useful resourses
Content

On the resourses from this list you can find necessary info.

B Listixt

— From the Item Type list, select the Content option;
— In the Title field enter content title;
— Use the embedded content editor to create content.

Document
To add a new document to the learning module, do the following:
— From the Item Type list select the Document option:

Item settings
Flease perform settings related to this File Name Mo selection «

tem type
Select doocument

W

— In the File Name field select the document you want to add to the learning module. The list
will comprise files that have been created or uploaded to the Documents section of the
course:

22| Select document Help

= EMDocuments
[ List.txt
D!ask‘:.:u-h

| File Name

Ok Carce

File
To add a new file to the learning module, do the following:
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— From the Item Type list select the File option;
— Enter Title and Description for the item:

Item settings

File Name

Please perform settings related to this o 7
tem type 10-06-2013 15-55-30.png Delete

[10-06-2013 15-55-30.png.

Choose File No file chosen Upload

-

Maximum file sze 2037 megabytes

— Use the Choose File button to select a file on your computer. Click Upload to upload the file.
You may upload as many files as you want. The uploaded files will appear in the File Name

drop-down list;
— From the File Name drop-down list, select the file you want to add to the learning module.

To delete a file from the list, select the file and click the Delete button next to the File field.

NOTE: The system supports the following file formats:
txt, .gif, .png, .tiff, jpg", Jpeg, .bmp, .ico, .ima, .img, .wma, .mp3, .wav, .wmv, .mpeg, .mpg,
.asf, .swf, .avi.

Link
To add a new link to the learning module, do the following:
— From the Item Type list select the Link option;
— Enter Title and Description for the item. Use constants in the Description field to give Learners

clear instructions;
— Choose the necessary links from the Link drop-down menu. The list will comprise links that

have been created in the Links section of the course:

Link
Wikipedia ¥

Wikipedia
Software Testing

Quiz
To add a new quiz to the learning module, do the following:
— From the Item Type list select the Quiz option:
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item settings
Quiz

Quizl v
Percent to pass:
® Reuse quiz settings:

Ovemde quiz settings with:| 100

® The last attempt The best attempt

Skip review page

— Choose the necessary quiz from the Quiz drop-down menu. The list will comprise quizzes
that have been created in the Quizzes section of the course;
— In the Percent to Pass field select between two options:
a) Reuse quiz settings (present set for this quiz is displayed);
b) Override quiz settings (enter in the field the percent of right answers that is necessary
to pass the learning module);
— Specify whether you want the system to display quiz Last attempt or Best Attempt in case you
would like to take a learning module again;
— Enable option ‘Skip review page’ if you don’'t want the results page to be displayed to learners
after passing quiz inside the Learning Module. If you leave this option disabled, learners will
be suggested to review quiz results after finishing quiz:

®o003 1

@ You finished this quiz. Press Submit to finish

Your result is A*

Review this attempt
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SCORM
To add a new SCORM to the learning module, do the following:
— From the Item Type list select the SCORM option:

[tern settings

_ . " ot SCORM:

Please perform settings related to this

tem type SCORM 1[=]
Use:

= The last atternpt The best atternpt

— From the SCORM drop-down list, select the SCORM you want to include into the learning
module;

— Specify whether you want the system to display SCORM Last attempt or Best Attempt in case
you would like to take a learning module again.

Survey
To add the needed survey, do the following:
— In the Item Type section select the Survey Item Type;
— From the Survey drop-down list select the survey you want to include into the learning
module:

[tem settings
] o Survey:
Please perform settings related to this item type
Surveyl ¥

9. In the Item settings section, specify settings for the item. These settings depend on the
item you have chosen from the Item Type list;

10. In the E-signature section select E-signature option for the item. This option adds a
confirmation button which user has to click after passing an item:

E-signature

Dleaca calact D S s o i b B WL Thai S <pone> v

Simple check box
Parent node | Authorization
<none> ¥

358 818t parent e

- None - the item does not require an E-signature;

- Simple check box — adds a confirmation button with a simple check box;

- Authorization — adds a confirmation button, which requires authorization by user’s
password.

NOTE: “Authorization” option only supports Active Directory passwords.

11. From the Parent Node drop-down list, select parent item for the item you add;
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12. In the Prerequisites field, select the check boxes next to the learning module items that
learner must complete before starting the item you are creating. There you will find a list of
already saved items;

NOTE: To view item prerequisites, select Settings from the drop-down menu of a necessary
Learning Module. Move the pointer over an item to highlight the item’s prerequisites in
red:

a1
(=] Important Information.aspx <= Prerequisite

: € Item

a Add Item

13. Click OK at the bottom of the page to save the item, click Next to save current item and
continue, click Cancel to discard changes.

9.2 Learning Module Templates

9.2.1 Saving Learning Module as Template

To save a learning module as a template, do the following:

1. From the drop-down menu by the template name, select Settings;
2. On the open page, click Save learning module as template:
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OneFremises

Hardware Requirements - Learning Module Settings

Learning Module Information

Name: Hardware Requirements

Web Address: httpi//srv-fe01-sp2013/sites/intr/LearningPaths/Hardware Requirements/Allitems.aspx

Description:

General Settings Permissions and Management Communications
= Title description and navigation 8 Delete this learning module @ RSS settings

& Advanced leaming module settings 8 Save leaming module as template

s Rating settings @ Permissions for this learning module

o Audience targating settings 8 Save leaming module as template incl, content

@ Publishing ® Workfiow Settings

@ Form settings 2 ;nvtr';: 152 Matadata and \r-.,".'.t":ﬁ-, Sett ngs

® Information management policy settings
3. The following form will appear:

Hardware Requirements - List Settings - Save as Template:

File Name
File name:

Learning Module Tempiate

Template name:

Template 1

Template description:

Target

Template Gallery: List Template Gallery »

Category

oK Cancel

1. Fill out the form as described below:

— File Name — type the name for the template file;

— Template Name — enter name of the template. This name will appear on the Create page;

— Template Description — enter the description for the template;

— Click the Template Gallery button and choose the gallery where you want to save the
template;

— From the Category drop-down list, select category for the learning module template.
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2. Click OK to save changes. This option creates a list template that is stored in the Settings>Site
settings>Galleries>List Templates gallery of the course site collection.

To create a Learning Module from the saved template, do the following:
1. Enter the Learning Module tool of the course;
2. Click Create;
3. Click the template name;
4. Fill in the name, description, quick launch option, and then click Next. You will be redirected
to the new Learning Module from template all items page.

9.2.2 Saving Learning Module as Template Including Content
Saving Learning Module with all its content option allows you to save and reuse the learning module
template with included items (chapters, content, quizzes, files, documents, SCORMs, etc.).
To save a learning module as a template including content, do the following:

1. From the drop-down menu by the template name, select Settings;
2. On the open page, click Save learning module as template incl. content:

Hardware Requirements - Learning Module Settings

Learning Module Information

Name: Hardware Requirements

Web Address: http//erv-fe01-sp2013/sites/intr/LearningPaths/Hardware Requirements/allitems.aspx

Description:

General Settings Permissions and Management Communications

R information management policy settings

If a learning module is saved using this option the template is stored in Settings>Site
Settings>Course Settings>Learning Module Templates list.

To create a Learning Module from this template, do the following:
1. Enter Learning Module course tool;
2. Select Create>Learning Module from Template:
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?| introductory Course

Learning Modules - Create

— Learning Module from Template
%]

Learning Module SCORM/AICC LRM
Learmning Module / SCORM/AICC LRM
eaming Moduyle from Template More .., More .,
Template 1
3. The form will open;
4. Select the template;
5. Enter the name and description;
6. When you apply this template you can either choose to replace identical items from template

or not;
If the option is checked, then course items with identical URLs will be replaced by the items from the
template (in case they intersect). E.g. if you already have '‘Quiz_1" in your course quizzes, and the
template also contains ‘Quiz_1" item, they will intersect and it will be either replaced with the one
that's stored in the template or not:
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Create Learning Module

Leaming Module Template
Mok e Tacrrla Template Template with content «
] oaue jempiate ’

Title
Hardware Requirements
Description

URL

http.//srv-fe01-sp2013/sites/intr/LeamingPaths/Hardware Requirements

Name and Descniption
Name:

headings and links throughout the site. Type a Hardware Reguirements

Description

Replace identical items
Replace

Yes e No

Navigation:
S sther a link to this resource appears if . Display this resource on the Quick Launch?

Yes e No

9.2.3 Reusing Learning Module Template on Another Course (Same or Different
SharePoint LMS Installation)

To be able to reuse the templates on other courses (belonging to other organizations or located in
another farm) you need to do the following:
1. Save Learning Module as a template (for info, see sections 9.2.1"Saving Learning Module as
Template” and 9.2.2 "Saving Learning Module as Template Including Content”);
2. Find and download the learning module template in (an .stp file):
— If you used the Save Learning Module as Template option, go to Settings>Site
settings>Galleries>Learning Module gallery;
— If you used Save Learning Module as Template Including Content option, go to
Settings>Site settings>Course settings> Learning Module Templates list;
3. Open the course where you want to reuse this template;
4. Open the same gallery or list and upload the saved template there;
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5. Go to the course Learning Module tool and create a new one from the template you have
uploaded.

9.3 Adding Items to the Forced Sequential Order

For better control over the learning process, you can set Forced Sequential Order for passing Items.
This will make items available to Learners only in the specified order, and they will start the next item
only after passing previous one.
It can be set on the Learning Modules page:

1. Click "Actions’ > 'Prerequisites’”:

fif Create  Actions «

Change Order
Change the order of the Learning Modules

e

Learning Modi

Prerequisites
| A Specify forced sequential order to pass learning modules

§ Hardware ‘rutornn
2. On the opened page select Yes to enable the Prerequisites functionality:

) Introductory Course Search this site jo)

Learning Modules - Prerequisites

Enable Prerequisites
Enable Prerequisites?

e Yes No

Don't show
SCORMSs/AICCS/LRMs
when also used In
Learning Module

Forced Sequential Order
Too t a number for Position from Top Name

nder "Position from Ton" select a numbse

ac 1 v Intreduction
et - dont wan
de the item to the sequential order 2 y Hardware Tutonal
3 v SCORM 1
4 v New Learming Module
5 v Hardware Requirements

L Lance

o
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3. Enable option ‘Don’t show SCORMs/AICCs when also used in Learning Module’
to hide items when they are included into a Learning Module;

NOTE: It is best practice to set the option ‘Don’t show SCORMs/AICCs when also used in
Learning Module’ the same as in My Learning Modules web part settings, as different
settings for these options may lead to hiding prerequisites from Learners on My
Learning Modules web part.

4. Set items in the needed order in the 'Forced Sequential Order’ section by selecting

their position from top;
5. Click OK to save the changes.

Items set in the forced sequential order will become prerequisites for each next item, so it will be
impossible to start item #2 before passing item #1 and so on.
It will be displayed on the Learning Modules page:

Learning Modules o

|| Create Actions «
Leamning Modules

© vou must pass items in the sequential order.

& Introguction 0 56 minutes ago
8 Hardware Tutorial 0 51 minutes ago
Hardware 2 33 minutes ago

Reguirements

0 You do not have to pass items in the sequential order

& New Learning Module - 3 months ago

3 SCORM 1 1 48 minutes ago

Items under warning ‘You must pass items in the sequential order’ have prerequisites and are

displayed in the order as they must be passed.
Items under warning 'You do not have to pass items in the sequential order’ have no prerequisites

and can be passed at any time.

It is also displayed on the My Learning Web Part — items with prerequisites have ‘Locked’ status until
their prerequisites are passed:
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H, Learnmin l‘l auie

Introduction

|
R ) |3
Hardware Requirements
— =
(L= r
Hardware Tutona
L ]
New Learning Module
l 2
SCORM 1
! 1>

NOTE: If Learner had some attempts on a learning object before it was added to the forced
sequential order, it does not change its status.
For example, on the image above item ‘Hardware Requirements’ had status ‘Continue’. If
we add it to the forced sequential order, it does not become locked and can be continued
by Learner at any time:

My Learning M

Introduction

R , a3
Hardware Requirements

|

= v i
Hardware Tutona

L 2]
New Learning Module

| o
SCORM 1

| 3

9.4 Managing Learning Modules

You may view, edit and delete learning modules. You also have the possibility to view all attempts to
pass the learning module made by users.
To view the created learning module, do the following:

1. Enter the necessary course;

2. Click Learning Module on the Course Tools menu;

3. Click the name of the necessary learning module;
4. From the drop-down menu, select Start.
5

To navigate between the learning module chapters and items, use the Previous (©) and

Next (®) buttons at the top or at the bottom of the page.
NOTE: Documents, Files, Links, Quizzes or SCORM items used in learning modules can be
deleted from the list. When you try to pass a corresponding node of the learning
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module, you will see the following note: "Specified content is missing or access
denied. Please contact administrator”.

NOTE: Learning Modules can be taken inside the Learning Module Web Part. The Web Part
should be added on the course level.
To add a learning module, enter the Web Part Edit mode, and then select a necessary
learning module from the editor drop-down list.
Web Part displays the latest attempt of the current user and link to a new attempt. A
learning module can be taken inside the Web Part. When trying to take quizzes or
SCORMs you will be redirected to the corresponding pages.

9.4 Viewing Attempts to Pass the Learning Module

Enter the necessary course;

Click Learning Module on the Course Tools menu;

Click the name of the necessary learning module;

From the drop-down menu, select All Attempts. The list of attempts will appear:

il S

# Introductory Course

(JMS5  New Learning Module

Attempt =1 ageucheva_s Yes Yes
Attempt 21 Learner 10, Yes Yes
Attempt 22 ageucheva_a Yes Yes
1 Board Attempt #1 Assistant 3 Yes Yes

5. To view the response details on each attempt, click the necessary attempt:

Hardware Requirements

O®®

ﬂ% Tutorial.docx @

Hardware Tutorial

!A Hardware and System Requirements.pdf
& Mok

E@ Introductory Quiz @

@
& ELEARNINGFORCE




@ LMS365

6. If you want to make another attempt to complete the learning module, click New Attempt;
7. If you want to delete the response, click Delete Response;

NOTE: To delete all attempts at once, select all attempts by selecting the Title check box on the
attempts page. Click Delete Item on Items tab. The option is also available for SCORMs:

v Attempt =1 ageucheva_a

Attempt 22 cimw ageucheva_a

8. Click OK to confirm the changes.

9.4.2 Editing Learning Module

To edit a Learning Module, do the following:
1. On the Course level, go to the Learning Module section;
2. The list of the current learning modules will appear:

Learning Modules o

Create Actions

Learning Modules

& Hardware Requirements 1 1 minute 3go

a Hardware Tutonal 0 7 minutes ago
2 ntroduction 0 12 minutes ago

New Learning Module K 3 months ago

$ SCORM 1 1 5 minutes ago

Select the needed learning module by putting the cursor arrow on it. Click the drop-down
arrow against the name of the necessary learning module to open the drop-down menu.
Choose Settings:
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@ Introductory Course

(Jms36s Learning Modules o

Tools

A e AT e
w Announcements
——

; _‘_j Calendar

Learming Modules

n, Documents -
6d [‘—%::r.:l.'.'s':‘- Requirements
® Discussion Boare
8 HadW st
Chat
- S Hardw ;

All Attempts
¢= Mailbox e '
- & ntrogl
& i . _} Settings
o - K o‘_‘ New U
§57] Reports & SCORE X Delete

3. In the Learning Module section, you can change General Settings of the Learning Module,
or edit separate Items of the selected Learning Module;

4. To edit general settings, click the link of the needed section and make necessary changes;

5. Toedit separate Items, select the item you need to edit and click the drop-down arrow against
the name of the needed item to open the drop-down menu. Choose Edit:

Learning Module

8- Tutorial.docx

[ :
‘jiHardwaw Tutorial * |

L Edit 1 Requirements.pdf
3 ’.'-:'.c‘i.'cl\
2 A
Move Down
Vie Delete

6. Click Save to save the changes. Click Cancel to discard the changes.

NOTE: After editing items in Learning Module (including deleting Items, adding new Items),
Learner's Attempts with statuses Finished = Yes, Passed = Yes remain unchanged:

Attempt #2 ageucheva_a Yes Yes

v Attempt #1 Assistant 3 Yes Yes

When you open the Attempt for view, status of each separate item is displayed:
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New Learning Module

® OO

A
J 1

= Tutorial.docx

Hardware Tutorial

Hardware and System Requirements.pdf

OOOO

Introductory Quiz

Bidf

Moving Items

To move an item, do the following:

1.

oA wWnN

9.4.4

Enter the necessary course;

In the Course Tools menu, click Learning Module;

Click the name of the necessary learning module;

From the drop-down menu, select Settings;

In the Learning Module section, find the item you need to move;

Point over the item and select Move up ( "%V ) or Move down (Move Down ) to change
the item'’s position:

Learning Module

&= Tutorial.docx

N | ;
_»iH.)rdwau: Tutorial *

Edit 1 Requirements.pdf

NMove Up
2 A \
NMove Down

Vie Delete \

Specifying Item Prerequisites

To specify prerequisites for an item, do the following:

1.

vk W

In the Course Tools menu, go to Learning Module;

Click the name of the necessary learning module;

From the drop-down menu, select Settings;

In the Learning Module section, find the item you need to edit;
Point over the item and select Edit;
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6. In the Prerequisites section, select the check boxes next to the items you want users to pass
before the current item:

3 Prerequisites

¥ Hardware&System Requirements.pdf

¥ SharePoint Introduction.pptx

7. Click OK to save the changes.

To avoid the conflict of Prerequisites when moving the items, pay the attention to the following
situations:

Situation 1:

Learning Module

El Important Information.aspx
[*5]Quiz 1

[ Aacc1

[ Essay

|E|5urve'_.r 1

o Add Hem

We have the following data:
1) The Important Information file, Quiz 1 and AICC 1 are the prerequisites of the Essay
Assignment;
2) Quiz 1 is the prerequisite of AICC 1.
The Actions:
a. Once you decide to move up AICC 1, open the drop-down menu by the name of the
needed item and click Move Up:

Learning Module

E Important Information.aspx

[*5]Quiz 1
: AICC1 =
Edit
Maove Up @
Maove Down
Celete
View [click to edit)
All Ttemns
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b. The following dialog box will appear:

I.-”"_"“-.I Ttern Your attidute to our lectures has AICCL prerequisite. Would you
" like to remove prerequisite and continue?

(9 ) [ o

Situation 2:

L_-'I;i‘dl:l:l
ﬁEssa[« in English Literature

IEYDur attidute to our lectures

LjCha =] _

IEYI:ur Open Menu i’ lectures

We have the following data:
1) The Essay in English Literature assignment, AICC1 and Your Attitude to our Lectures

survey are the prerequisites of Chapter 3;
2) Your Attitude to English Literature Lectures survey is a separate item.

The Actions:
1. Once you decide to move up Your Attitude to English Literature Lectures survey, open

the drop-down menu by the name of the needed item and click Move Up;
2. The following dialog box will appear:

% Itern Chapter3 propogates prerequisites to all children. Would you like
¥' toinherit prerequisites from Chapter3 and continue?

[ of || cancel

9.4.5 Deleting Learning Module

To delete a learning module, do the following:

1. Enter the necessary course;
2. Click Learning Module on the Course Tools menu;

3. Click the name of the necessary learning module;
4. From the drop-down menu, select Delete:
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2 | Starcups IT Training -

Y-

Start
All Attempts

[ Settings

)( Delete

5. The following form will appear:

Message from webpage o]

40- Are you sure you want to delete this item?

[T) [ Cancel

Click OK button to confirm the deletion or Cancel button to discard it.

9.5 Passing the Learning Module

To start the learning module, do the following:
1. On the course level, to the Course Tools>Learning Module;
2. Select the necessary learning module and click the down arrow by the name of the
necessary learning module to open the drop-down menu and click Start:
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OneFremises

Learning Modules o

11/ Create AcCtions «

Learning Modules

¢ Hardware

Reguirements

3 Start
= All Aue‘nb\

0@ Settings

.J.‘a
X Delete

és -
Module

OR on My Learning Modules web part select the needed Learning Module and click Start/New
Attempt:

My Learning ! fodules
Introduction

Hardware Reguirements

New Learning Module

SCORM 1

Software Quiz

3. The following page will appear:

BROWSE €y SHARE Yy Fouow O,

(JMs365

? Course 1 Search this site 0

Hardware Requirements

Tools
.{) Announcements

[E5] Calendar
oy Documents

8 Diccussion Bosrd You are about to begin attempt 1

@ Chat

@
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4. Click Next (@) to start a learning module attempt. The first item of the Learning Module
will open;

5. To move to each next item of the Learning Module click Next (@);
6. After submitting each item a Results page will be displayed;
- You can move on to the next step or attempt to pass item again if your status is ‘Passed":

@ You passed this SCORM. You can move on to the next step

@ Attempt this SCORM again

- You can attempt to pass the item again, continue the last incomplete attempt (if there
are any) or skip it and move on to the next step if you didn’t pass the item:

® You didn't pass this quiz. You will need to get 100% to pass
@ Attempt this quiz again
@ Continue the last incomplete attempt

@ Skip Quiz and move on to next step in Learning Module

User's current progress in the Learning Module is constantly displayed on the Learning Module page:

Hardware Requirements

N\
BO

After closing the last item of the Learning Modules, a Results Page is displayed.
If you skipped or didn't complete some steps, you can return to them by clicking their names in the
list:
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Hardware Requirements

@ ©

You did not complete this Learning Module.

@ Hardware Tutorial

If E-signature option is enabled for learning module item, confirmation is required. A modal window
with confirmation button will be opened.
It may be simple check box confirmation, when you just check the box and click ‘Confirm’ button:

Terms And Conditions

By clicking on the confirmation button I am acknowledging that I have completed this
training.

Or password authorization confirmation, when you need to enter your password and click ‘Enter’ or
‘Confirm’ button:
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OneFremises

Terms And Conditions

By clicking on the confirmation button I am acknowledging that I have completed this
training and my password is my signature,

Your pasf-\'lcrdl 001100-4

If you completed all items successfully, you can Submit your results:

4 Introductory Course Search this site yo)

(JMS365  Lardware Requirements \

w8 Announcements @ @ @

You completed this Learning Module.

Prece the Stihm hiitton to <ave volir res<t

9.5 Passing Quiz inside a Learning Module

When the learner is passing a quiz inside a learning module, the following additional information is
displayed to learner next to Quiz title:

- Number of skipped questions;

- Time spent on this Attempt;

- Number of points for this quiz: Received/Total:
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952 Passing Assignment inside a Learning Module

When the learner is passing a leaning module attempt and the next item should be an assignment,
there can be the following possible situations:
1. The assignment task does not exist for the learner. It means that:

v the assignment task has not been generated yet;

v' OR it will not be generated for a user;

v" OR the assignment task was deleted.
In such a case the system behavior depends on what user has set in the If task is not generated for
the user option before he starts the learning module attempt:

Hardware Requirements - List Settings - Edit Learning Module Item

tem settings
Aﬁsfgrment
New Assignment v
Complete step when the task status is
® other than ‘Not started'
Submitted” or "Approved

Approved

f task is not generated for the user;
® hide learning module step

show notifying message

¢ If hide learning module step radio button is selected, the assignment step should
be skipped. A user can successfully pass a learning module attempt:

7 Introductory Course carch this site Je)

Hardware Requirements

. oLIclo

D Calendar

oy Documents

(JLMs365

Viaen #amantstsal flates | mamatma NA=
You completed this Learning Module.

Mailbox O

¢ If Show notifying message option is selected, the relative message will appear once

you start the learning module: The assignment is not available. Please contact the
course teacher (administrator):
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Hardware Requirements

H O

NOTE: |If the task is not generated for a learner, and this assignment is included into a learning
module, he will not be able to complete the learning module. In such a case, the
assignment step status is incomplete. The teacher is to decide what individual learning
modules or assignments he/she wants to create.

2. The assignment task exists for the learner; the learning module item status is Passed;
In such a case, the user sees a message ‘Item is passed. Use the following link to view the task. Press
Next to go to the next learning module item".
Learner will be redirected to view task form where he can view task’s status, grade if any, and edit
the task if it is available to be modified, and afterwards he will be redirected back to the learning
module.

3. The assignment task exists for learner; the status for this learning module item is Not
Passed;
In this case a user sees a message ‘Item is not passed. Use the following link to view the task. Press
Next to skip this assignment'.
The learner will be redirected to view task form where he can view task’s status, grade if any, and edit
the task if it's available to be modified, and afterwards he will be redirected back to the learning
module.

953 Viewing Learning Module Certificate
If Certification is enabled in the Learning Module settings, a Certificate is granted for a Learner after
he/she Submits an attempt. It can be viewed in the attempt review mode only. To view the granted

Certificate, do the following actions:

1. Go to Learning Module section, select needed Learning Module and click 'All Attempts’ in
the drop-down menu:
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OneFremises

Learning Modules o

11 Create Actions -

Learning Modules

¢ Hardware

Reguirements
5 Start

a All Attempts

A Settings

L
X Delete

O'D -
Module

2. In the list of all attempts click the name of Attempt with Finished and Passed status 'Yes'
to open it for review:

Hardware Requirements

(reated B

Attempt =1 o mw ageucheva_a
Attempt =2 o wew ageucheva_a
Attempt 23 o wew ageucheva_a
Attempt 54 o wew / ageucheva_a
Attempt 5 O new ageucheva_a Yes Yes

3. Click the Certificate icon to open the Certificate:

New Learning Module \

E Tutorial.docx @
:
@ Hardware Tutorial
x Hardware and System Requirements.pdf @
@ Intreductory Quiz @
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4. You will be suggested to download or print your Certificate:

Download your certificate

Print your certificate

9.6 SCORM Content

SCORM (Sharable Content Object Reference Model) is used for creating units of online training
material that can be shared across systems. SCORM defines how to create objects that can be reused
in different systems and contexts.

It is created based on several public standards and is followed by major e-Learning actors like NETg,
Macromedia, Microsoft, Skillsoft, etc. It acts on three levels:

— Economic level: SCORM allows whole courses or small content units to be reused on
different Learning Management Systems (SharePoint LMS) through the separation of
content and context;

— Pedagogic level: SCORM integrates the notion of pre-requisite or sequencing (e.g. “You
cannot go to chapter 2 until you pass Quiz 1);

— Technological level: SCORM generates a table of contents as an abstraction layer situated
outside the content and the SharePoint LMS. It helps the content and SharePoint LMS
communicate with each other. Communication is performed by means of bookmarks
(“Where is John in the course?”), scoring (“How did John pass the test?”) and time (“"How
much time did John spent in chapter 1?").

By default SharePoint LMS SCORM Storage and SharePoint LMS SCORM features are activated
on the course. When SharePoint LMS SCORM feature is deactivated, the created SCORM lists are not
deleted. When SCORM Storage feature is activated, a user can navigate the list from Settings>Site
Settings>Course settings>SCORM Storage. When it is deactivated, the option is only hidden from
Settings>Site Settings>Course settings>SCORM Storage. In such a case, the list is not hidden to
keep list resources available in case they are linked.

NOTE: If SCORM tool is unchecked on the course options page, the features are not deactivated.
Created SCORM lists become invisible and inaccessible for learners if such SCORMs are a
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part of the learning module. The option to create new SCORMs in learning module course
tool is neither available.

9.6. Uploading SCORM Compliant Course Content

The Learning Module tool allows you to upload SCORM compliant course contents. Currently 1.2
and 1.3 (2004) SCORM versions are supported by LMS.

To upload a SCORM package, do the following:
1. Open the Course you want to upload a SCORM package for;
2. On the Course Tools menu, select Learning Module. Click Create:

7 Introductory Course

_earning Modules o

Create Actions «

Ul

Learning Modules
¢ Hardware and System Reguirements
L B v

v  Hardware Reguirements
» o

3. Choose SCORM/AICC:

Learning Modules - Create

Select an item to create a new list, library,
discussion board, survey, page or site.
Hover over an item to view details.

Learning Module SCORM/AV LRM

Learming Module SCORM/AICC LR
Leaming Module from Template More .. More
Template 1

4. Complete the open form according to the following recommendations:
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Create content package

Name and Description

Name
hout the ste, Tvpe 2 descriptive text that Will help site SCORM 2

Description

Select content package

points *E

3 Advanced settings

— Name and Description— defines a name as it will appear in the headings and links
throughout the site and a descriptive text that will help site visitors use the resource.
The field is required. Type the SCORM title and description;

—  Select content package — upload (&) or browse (=) content package;

In the Advanced settings section select the following options:

Attempts:

Timeout between attempts

seconds
Options:

¥ Open in new window
Modal Window
Allow Resizing
Show Start Page
Allow Browse (realised in s¢o)
Allow Review (realised In sco)
Allow user to resume incomplete attempt if Completion Status ='No
Use controf mode flow for all nodes
Show statistics for learner

Show navigation buttons

— Attempts — specify the number of attempts a user can take the SCORM,;

— Timeout between attempts — specify the period between attempts (in seconds);

— Open in New Window - select the check box if you want the SCORM to be opened in
a new window (the option is checked by default);

— Modal Window - select the check box if you want the SCORM to be opened in a modal
window (the option automatically disables ‘Open in new window' option):
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Options:
[#] Modal Window

& Custom 5creen

Width: | 960 Px
Height: | 720 px
Full Screen

e Custom Screen — specify the custom size of the SCORM modal window (in
pixels);
e Full Screen — select the check box to maximize the SCORM modal window;

— Compatibility mode — select the document compatibility mode for the uploaded
SCORM.

NOTE: The Compatibility mode selection is available only if Modal Window option is unchecked.

‘WOE"'J.JR v

If SCORM doesn't have a problem with displaying content you shoukdn't change 'Default’ compatibility
mode. But if SCORM package is designed for older versions of the IE browser and is not displayed as
intended you can change the compatible mode.

In the table below you can see options of browser version available for selection and corresponding
supported document modes:

Browser version Supported document modes
IE=8 IE8 mode
IE=9 IE9 mode
IE=10 IE10 mode
[E=11 I[ET1 mode
IE=edge The highest supported document mode of the browser
[E=EmulatelE7 IE7 mode (if a valid <!DOCTYPE> declaration is present)

Quirks mode (otherwise)

[E=EmulatelE8 IE8 mode (if a valid <!DOCTYPE> declaration is present)
Quirks mode (otherwise)

[E=EmulatelE9 IE9 mode (if a valid <!DOCTYPE> declaration is present)
Quirks mode (otherwise)

[E=EmulatelE10 IET10 mode (if a valid <!IDOCTYPE> declaration is present)
Quirks mode (otherwise)

[E=EmulatelE11 IET1 mode (if a valid <!IDOCTYPE> declaration is present)
Quirks mode (otherwise)
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The system automatically switches IE to the selected Document compatibility mode when the SCORM
attempt is started by user:

BROWSE

?) 0365 ver.40040 coruse

(VS35 ccORM 2

Tools
‘.E Announcements
e Welcome to the Basics of Solitaire!
:af Calendar
T This lesson will teach you the basic knowledge needed to play Solitaire. Yod will also
& 1 learn how to play two of the most popular versions of the game, Canfield and Klondike
»® Discussion Board Solitaire.

File Find Disable View Images Cache Tools Validste | Browser Mode: IE9 Compat View Document Mode: IES standards
THTML CSS Console Script Profiler Network
RS HAE Style Trace Styles  Layout  Attributes

<!-- DOCTYPE htmlL PUBLIC "-//W3C//DTD XHTML 1.@ Strict//EN""http://www.w3,.0rg/TR/xhtmlly,

# <html lange"en-US" dire"ltr*>

The following table shows the document modes that each version of Internet Explorer supports:

Browser version Supported document modes

Windows Internet Explorer 8 Quirks Mode
IE7 Mode
IE8 Mode

Windows Internet Explorer 9 Quirks Mode
IE7 Mode
IE8 Mode
IE9 Mode

Windows Internet Explorer 10 Quirks Mode
IE7 Mode
IE8 Mode
IE9 Mode
IE10 Mode

Internet Explorer 11 Quirks Mode
IE7 Mode
IE8 Mode
IE9 Mode
IE10 Mode
IET1 Mode

— Allow Resizing — select the check box to allow users changing the size of the SCORM
content window. When the option is checked, you will have to specify the minimal
size of the SCORM content window (in pixels):
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Allow Resizing

Minimal size of SCORM content window:
Width: | 320 px

Height: | 240 px

— Show Start Page - select the check box to show the start (description) page when
starting the SCORM attempt:

SCORM 2 - New Item 9%

You are about to begin: SCORM 2
You have 5 attempt(s) out of 5 attempt(s) |eft.

Press START to begin.
Start Cancel

— Allow browse (realized in sco) — when checked, the option is shown:
e in the Edit Content Block dropdown menu on the learningpathlist.aspx page;
e in the Ribbon lists>Items>Manage tab. The user can click it and open a
package in the browse mode without selecting an attempt first.

NOTE: The Browse option is not shown on DispForm (dispform.aspxas). It does not apply to the

attempt, but to the whole SCORM package.
When a user opens SCORM in browse mode, no attempt is created in the User Interface.
It is only stored in cache.
The Browse mode is opened on Edit Form. If once checked in the SCORM settings,
the following advanced settings apply to this mode:
¢ the table of contents;
¢ the control flow mode;
¢ the navigation buttons.

NOTE: When the package is opened in the Browse mode, it may allow a user both to navigate
between the nodes and to hide the assessments. The later depends on the SCORM
package.

If a user is out of attempts, the Browse option is not shown any more (assuming the user
does not need to browse the package if he cannot attempt it anymore).
— Allow Review (realized in sco) - when checked, the option is shown:
¢ in the Ribbon lists>Items>Manage tab. The option becomes available only
if one attempt is selected as applicable to an attempt. If two or more selected,
it is disabled;
e DispForm(dispform.aspxas)

NOTE: The Review option is not shown in Edit Content Block dropdown menu as it applies to a
single attempt. When a user opens the SCORM in the Review mode, no attempt is created
in Ul, it's only stored in cache.
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The Review mode is opened on Edit Form. If checked in the SCORM settings, the following
advanced settings apply to this mode:

e A new window;

e The table of contents;

¢ The control flow mode;

¢ The navigation buttons;

NOTE: When the package is opened in the Review mode, it may allow a user to navigate

between the nodes. Also it allows users to show both the user’'s answers and the correct
answers for the assessments. The later depends on the SCORM package.

When a user opens an unfinished attempt in the Review mode, he is redirected to the
first slide, as opposed to a slide where he stopped the attempt. He/she cannot continue
the attempt from the Review mode. The Review option is available for learners as well.

— Allow user to resume incomplete attempt if SCORM Completion Status ='No'- this
option allows users continue an incomplete attempt when SCORM completion status
='No". Some SCORM packages set this status immediately when starting a SCORM
resulting in the “New Attempt” button being displayed to the Learner instead of
‘Continue’ button.

In the table below possibility to continue attempt depending on status is described:

Completion Success Possibility to Continue Attempt

Status Status

Yes Yes Continue is impossible - it is successful attempt

Yes No/Empty  Continue is impossible - this can only happen in SCORM 2004 if

Empty

No

User ca
1.

‘Treat Completed as Passed' is disabled

Any Status  Continue is possible - such attempt is incomplete, it is not finished
attempt. i.e. you can Suspend, or go to another tab

Any Status  Continue is possible

n continue attempt from the following places:

Learning Module section > All Items view. Check the needed attempt and click ‘Continue’
button in the ribbon menu;

Learning Module section > All Items view. View the needed attempt and click ‘Continue’
button;

SCORM ECB menu:

if the option is unchecked, 'Continue' button is present only if incomplete attempts exist;

if option is checked, ‘Continue’ button is present only if incomplete attempts or incomplete
attempts with Completion Status = 'No' are present;

Learning Module: link 'Continue last incomplete attempt' (‘incomplete’ attempts and
‘incomplete attempts with Completion Status=No' are viewed as incomplete attempts (if
option checked);

My Learning Web Part: 'Continue' button appears only for incomplete attempts or
'incomplete attempts with Completion Status=No' (if option is checked). If option is
unchecked, it appears only for incomplete attempts.

NOTE: ‘Continue’ button opens the last from Incomplete and ‘'Incomplete with completion

status=No' attempts (it depends on their order). After clicking 'Continue' button, User is
redirected to the SCO element on which he/she stopped last time.
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— Use control mode flow for all nodes - the check box is selected by default for
sequencing control flow. This option is used for a better end-user experience with
different kinds of SCORM packages. If this option is selected, after attempting to take
the SCORM, you will be redirected right to the SCORM (questions or description if
there is any). If you clear the check box, the sequencing flow may be violated for the
SCORMS where the control flow is set to False by default. The corresponding message
will appear. The SCORM content is to be selected manually on the Tools menu.
Select/clear the check box depending on how you want to implement the sequencing;

— Show statistics for learners — select the check box to show the result page after
completing the SCORM attempt:

! Show navigation buttons
¥ Show Next button

v w Back button

v
=
(o)

¥ Show Suspend button
¥] Show Exit button
#| Show table of content
Show node completion status
Treat complete as passed
¥ Finish by lesson status
¥ Redirect to statistics page when completed

¥ Go to next SCO automatically

Course completing settings:
Complete course upon SCORM completion

— Show navigation buttons - select the check box to display the bottom bar for switching
between the SCORM items. You can select the check boxes for 5 options: Next, Back,
Suspend, Exit and Table of content buttons;

NOTE: If you leave the Show navigation controls box unchecked, it will only hide the navigation
bars in the SCORM player, but not on the start or statistics pages.

— Show node completion status - select the check box to display the current completion
status of SCORM items;

— Finish by lessons status — select the check box to specify, if an attempt is finished when
lesson status for all elements is set (when attempt is started from learning module list
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the source page is redone to learning module list (the purpose is that learner is
possibly never taken to all attempts page):
After this option is checked, 2 options become available and checked:
e Go to next SCO automatically — automatically moves user to the next SCO element. Works
only for Intermediate SCO element;
e Redirect to statistics page when completed — automatically exits from SCORM after completion
to statistics page. It works only for Final SCO element.
If 'Go to next SCO element automatically’ option is checked, the system automatically moves to
the next SCO element if the element is intermediate.
If the system receives from LMSFinish Positive status (completed/passed), it automatically moves to
the next SCO element. If the system receives another status, nothing happens.
NOTE: In SCORM 1.2 if SCO element has completed status = ‘Passed’ or ‘Competed’, the system
automatically moves to the next SCO element. If SCO element has completed status =
‘Failed’ or ‘Incomplete’, the system does not move to the next SCO element.
In SCORM 2004 if among SCO element with completed or success status, there is at least
one element with status ‘Passed’ or ‘Competed’, the system automatically moves to the
next SCO element.
NOTE: If 'Go to next SCO automatically' option is unchecked, to move to the next SCO element,
user should click ‘Next' button.

If 'Redirect to statistics page when completed’ option is checked, the system automatically moves
to the statistics page when SCO element is the last one.

If the system receives from LMSFinish any SCORM status excluding empty, it moves to the statistics
page.

If 'Allow user to resume incomplete attempt if SCORM Completion Status ='No’ v ‘Redirect to
statistics page when completed’ options are enabled, the system exits if it receives from SCORM at
least 1 Positive status (completed/passed).

NOTE: If 'Redirect to statistics page when completed’ is unchecked, user should click ‘Next’
button to go to the statistics page.

NOTE: In SCORM 2004 content commands take priority over automatic redirections ‘Exit’ and
‘Next'.
In SCORM 1.2 automatic redirections ‘Exit" and ‘Next’ take priority over content
commands.

— Show in Gradebook — specify whether you want the last or the best attempt to be
displayed in the Grade Book tool. The best SCORM attempt is counted according to
the following rules:

e SharePoint LMS compares the 'Points' value of the attempts:
> if the value is the same, then one of the attempts is taken as the best
one;
> if one attempt has points, and the other doesn't, then the best is the
one that has points;
> if both attempts don't have points, then:
e SharePoint LMS compares the 'Success Status' values of the attempts:
> if the value is the same, then one of the attempts is taken as the best
one;
> if one attempt has status, and for the other it's empty, then the best is
the one that has status;
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> if both attempts have empty statuses, then:

e SharePoint LMS compares the 'Completion Status' values of the attempts:
> if the value is the same, then one of the attempts is taken as the best
one;
> if one attempt has status, and for the other it's empty, then the best is
the one that has status;
> if both attempts have empty statuses, then they're both incomplete
(incomplete attempts are not shown in Grade Book).

— Course completing settings — select the check box to enable course completion upon
SCORM completion. If this option is enabled Learner is granted certificate
automatically after SCORM completion. This Item is added to Grade Book, but by
default it is hidden. To view it in Grade Book, Modify View in Grade Book list.

NOTE Check that you have also set up the course certificate. Otherwise course completion will
not work.

Advanced SCORM Grade Options
f Enable advanced grade options

Book. Note: Scale

Show in Gradebook:
® The last attempt The best attempt

Certification
Certify:

Yes e No

Certificate Template URL (Chck here to testh
Scheduling
Schedule
pe Yes o No

Start Date
B [12am v ][00 ¥

End Date
El[12am v | |00 v

— Enable advanced grade options — specify what parameter will be used for calculating
the grade (percentage) in Gradebook:

Advanced SCORM Grade Options
¥ Enable advanced grade options

“n enahled ) y ahre what srameter De “d

vy

ine grage ercentage) in GradeBook. Note: Scale -~ WSk b etk
e SCORM grade options:

® Use SCORM completion status

Use SCORM success status

When users enable advanced grade settings, they need to specify one of the following options:
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+ Use SCORM completion status - if checked, it means that when SCORM is added to
the Gradebook, its grade (percentage) will be 100% when SCORM completion status
is Yes, and 0% when SCORM completion status is No);

+ Use SCORM success status - if checked, it means that when SCORM is added to the
Gradebook, its grade (percentage) will be 100% when SCORM success status is Yes,
and 0% when SCORM success status is No);

« Use SCORM points - allows the user to set the minimum and maximum values in the
range for the SCORM grade (percentage) in the Gradebook and to override such
values set in the package).

The grade percentage is calculated according to the following formula:
POINTS — minPOINTS
*100% ,

maxPOINTS — minPOINTS
where minPoints and maxPoints are respectively Min and Maxpoint values defined in the SCORM

Grade options.
NOTE: If the Scale parameter is set for the SCORM package, once completing the attempt, the
user will see the scale he has got.
When the scale parameter presents in the package, it overrides this setting.

— Certify — select Yes to enable certification for this SCORM;

NOTE: If a default Certificate Template is set for SCORM/AICC on Organization or Course level,
it is selected by default:

Certification
Certify
e Yes No
[

http://gnd-fe01:42797/sites/c1/CertificateTemplates,

Certificate Template URL (Click here to test):

The setting can be changed during SCORM creation or editing.

— Use the Browse (i) button to select a certificate template:
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~artifie Termnlase O X

J Select Course Certificate Template Help

Show all courses with certificate templates

= h‘:?.'. arePoint LI Manage
Manage
3 shaCourse 1 angage
= 'Aul-;oz’tt ite Tempiate
™ -
LILP_cert_2pg
|
Url

oK Cance

— Schedule - select Yes to schedule the SCORM for a specific date and time; note, please,
that this feature will remove all unique items permissions;

— Start Date - enter the start date. From the drop-down lists select hours and minutes
when the learning module should be published;

— End Date - enter the end date when publishing stops. Use the drop-down lists to
specify end time.

6. Click OK to save the changes. Now this SCORM will appear in the Learning Module section.
You can add it to the existing learning module or use it separately.

NOTE: Before you start saving a SCORM-package as a template, consider its size. If the package
is 25 MB or larger, see the Saving SCORM as a Template section of Installation and
Management Guide.

9.6.2 Previewing SCORM

To preview uploaded SCROM, do the following actions:
1. Go to the Learning Module section and find the SCORM to edit;
2. In the drop-down menu click Settings:
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S |scorm 1 v

Start

All Attempts
52 Settings
¥ Delete

Browse

3. Go to the Advanced SCORM settings and if needed change some settings;
4. Click ‘Apply & Preview' button:

OK Apply & Preview Cance

SCORM package will be opened for preview with current settings.

NOTE: Preview functionality is available only when ‘Open in New Window’ or ‘Modal Window’
option is selected. It is not possible to preview SCORM if compatibility mode is enabled.

9.6.3 Saving SCORM as Template

To save SCORM as template, do the following:
1. On the course level go to Tools>Learning Module;
2. The list of the Course Learning modules will appear;
3. Click the down arrow by the name of the necessary SCORM and select Settings:
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OneFremises

Learning Modules o

Create Actions ~

Learmning Modules

8 |Hardware Tutorial v
&= Introduction Start

g New scorm

All Attempts

= Settings

/ % Delete

Browse

4. Click Save SCORM as template link on the SCORM settings page:

SCORM 2 » SCORM Settings

SCORM Information

Name: SCORM 2

Web Address: http//sp2013-rwa/sites/c1/Scorms/SCORM 2/AlMtems. aspx

Description:

General Settings Permissions and Management Communications
o e, descriotion snd raviaaton » Deiete this SCORM = RSS settings
& Advanced SCORM settings u Save SCORM a5 tamplat

= Audience targeting settings u Permissions 5 SCORM

B Rating settings u Workfiow Settings

8 Publishing U Enterpeise Metadata and Kaywords Settings

® Form settings u Information management policy settings

Views

v i fau

All Items

8 Create view

5. Fill'in the open form:
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SCORM 2 + List Settings » Save as Template: SCORM 2

File Name

Name and Description

Target

6.

File name:

SCORM Template

Template name:
SCORM Template

Template description

Template Gallery:  List Template Gallery «

Category

- File Name — type the name for template file;
- Template name — type template name;
- Template description — type description of the template;

- Template Gallery — select gallery to store template (by default it is stored in List Template
Gallery)

- Category — select template category;

Click OK to save SCORM template.

NOTE: To find saved template, go to Settings > Site settings > Galleries > List templates. To

9.6.4

save template as a file click Download a copy button on the ribbon menu. Then it is
possible to upload the template file to List templates gallery on other courses.

Including SCORM into a Learning Module

To include a SCORM into a learning module as one of its items, do the following:

1.

2.
3.
4

On the course level go to Course Tools>Learning Module;

The list of the Course Learning modules will appear;

Select the needed learning module by putting the cursor arrow on the item;

Click the down arrow by the name of the necessary learning module to open the Edit Content
Block drop-down menu:
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™ Introductory Course

M | earning Modules o

71 Create Actions «

«& Announcements

f=] Calendar

o Documents

same Ues

Learning Modules

Hardware Requirements

¥ Discussion Board
Haraw Stant

Hardw
All Attempts

o-.;
@ Chat a
=
o-.;

& Mailbox ntrod)

[ Settings

ﬁ", Links g Newl

LR

§37] Reports S SCOrRE X Delete

5. Select Settings. Once you click Settings, the Learning Module Information form will
appear:

General Settings Permissions and Management

8 Title, descnption and navigation # Delete this learning module

8 Advanced leaming module settings o Save learning module as template

8 Rating settings @ Permissions for this learning module

8 Audience targeting settings 8 Save leaming module as template incl, content
8 Publishing o Workfiow Settings

B Form sethngs 8 Enterprise Metadata and Keywords Settings

8 Information ":.qr':‘,';:-m-_-n! policy ~.-.-lt'ng'.

Learning Module

E] important Information.aspx
[JAKCC1
%3] Quiz 1
M Essay
=survey 1

" Agd ltem
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6. Click the Add Item link. The following form will appear:

Introduction - List Settings - Add Item

Item Type
g Item Type

AICC
Chapter
Content
Document
File

Link

Quiz

Q
& SCORM
Survey

Assignment

item settings
SCORM

SCORM ¥
Use

® The last attempt The best attempt

E-signature

Parent node

<none> ¥

7. Inthe open form, select the SCORM radio button, and then select the necessary SCORM from
the list of the uploaded ones; for details on completing this form, see Chapter 9.1, ‘Creating
Learning Modules’;

8. Click OK to finish or Next to add more items.

9.6.5 Linked SCORM

Linked SCORM feature is used for uploading SCORM packages that can be later added to different
courses. After the SCORM is added to the special storage of the selected organization, it can be used
by different Courses of this Organization and added to their Learning Modules. So, there is no need
to upload the same SCORMs again and again to every course.

Once Organization is created SharePoint LMS SCORM Storage feature is activated by default,
SharePoint LMS SCORM feature is deactivated by default;

When SCORM Storage feature is activated, a user can navigate to this list from Settings>Site
Settings>Organization>SCORM Storage;

When SCORM Storage feature is deactivated, the option is only hidden from Settings>Site
Settings>Organization>SCORM Storage, but, in fact, SCORM List is not hidden (to keep list
resources available in case they are linked), and a user can navigate to this list from Lists>SCORM
Storage on any Level.

SharePoint LMS SCORM feature can be activated, but doesn’t work on organization.
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NOTE: The only difference between usual SCORM and linked SCORM can be seen in Select
SCORM package to upload field: for usual SCORM this form allows to upload a package,
for linked SCORM a form allows to select one of the packages uploaded previously to
SCORM storage list.

To start using a linked SCORM feature, do the following:
1. Activate the SharePoint LMS SCORM Storage feature on the Organization level:
a. On the Organization level, go to Settings>Site Settings>Site Actions>Manage
Site Features:

Tita Actons

Manage site features
Save SIE as [emplate
Enable search configuration export
Site Collection Web Analytics reports
Site Web Analytics reports

Reset to site definition

b. Click the Activate button against the ELEARNINGFORCE - Content Package
Storage feature:

ELEARMINGFORCE: Content Package Storage
Activate

&

Provides ability to manage content packages in global storage

2. Add SCORM packages to the storage:
a. Go to Settings>Site Settings>Organization>SCORM Storage OR Lists>SCORM

Storage,;
b. Click Upload Content Package;
c. Click Choose File and select the SCORM package (archive) from your local machine:

Upload Content Package

Upload Content Package
(i ] Package containing FLASH is not supported in iOS, Android. Use HTMLS based package instead.

Name

Choose File | SCORM Fair ..ng 2010.2ip

¥ Overwnte existing files

d. If you have already uploaded a SCORM package with the same name and want to
overwrite it, select the check box Overwrite existing files;

e. Click OK to save the changes. The uploaded SCORM will now appear in the SCORM
list;

f. To add more SCORM packages to the storage, repeat steps b-e;
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NOTE: If after creating SCORMs based on the uploaded packages you delete or rewrite them,
the SCORMs will not be working for the users who attempt to pass them. These users will
see the following message: “SCORM package is not found. Contact SCORM author for

more details.”

3. To create a linked SCORM, on the Course level, go to Learning Module>Create:

7\ new course

(JMs365 Learning Modules o

e Contents .
T Create Actions =

Learming Modules
2 Hardware Reguirements

g Hardware Tutonal
3. Choose SCORM/AICC:

Learning Modules - Create

Select an item to create a new list, library,
discussion board, survey, page or site.
Hover over an item to view details.

Learning Module SCORM/AV LRM

Learning Module SCORM/AICC
Learning Module from Template More More ..

More

@
S ELEARNINGFORCE




@ LMS365

4. In the open form, complete all fields as described above:

Create content package

Name and Description
Name
5 o appear in headings and links
hout the site, Tvpe 8 descriptive text that will help site SCORM 2

Description:

Select content package
points L JEE

3 Advanced settings

Select content package - use the Browse (") button to select the necessary SCORM

package from the storage. The following window will display a tree of organizations
and courses:

alae Antent PDarkana X
SCITU - ILC SGLRGUT
;] Select Content Package Help
|
-

+335PLMS Organization
® asoLms Organization

* ;‘9,.::?::51 1 for REM (SCORM)
B FiMs 43.019

= 3

<h T, AT
' asacharePoint LMS
2 sfaCourse 1

@ '=iContent Package Storage

poINts_max

points

points_only

Url: | /sites/cltw/ScormsStorage/points

Q
3

5. Select the SCORM you need from the Content Package Storage folder;

NOTE: The tree will be filtered by Content Package Storage folder, which has at least one item
uploaded to it. The folder may not be shown in this tree:

— if such list is empty on a site collection;
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— if the Content Package Storage feature is deactivated on a site collection,
unless it is an organization that contains child organization or course where such

list is not empty.

NOTE: Linked SCORM's settings page will look alike and have the same options that can be
found on a regular SCORM's settings page. The only difference is that a user will be able
to look up the path to the original SCORM package in the SCORM Information section

like it's shown below:
Linked package - SCORM Settings

SCORM Information

Name: Linked package

Web Address: http://gnd-fe01:42797/sites/c1tw/Scorms/Linked package/Allitems.aspx
Description:

Content package: http://qnd-fe01:42797 /sites/cltw/ScormsStorage/points

General Settings Permissions and Management

Titla ceription and naviaatior o Dalate thic SCORM

NOTE: When a user starts the linked SCORM attempt, the system checks his permissions to

SCORM resource in the storage list:
« if a user has permissions it opens the resource under the current account;

 if not — under the application pool account;
« if application pool account permissions were removed from the storage
list, and the user does not have permissions there, s/he gets access denied.
In case SCORM package was deleted from the Content Package storage list, the user
will see the error message: “Selected SCORM is not found. Contact course administrator

for more details”.

9.6.6 View SCORM attempt

To view a SCORM Attempt, go to Learning Module section, check the needed SCORM and select
from the drop-down menu All Attempts item. All Attempts list will be displayed:

(M6 SCoRM 2

site Contents

f 1 |
Learmer 1 INO

Attempt
Attempt #2 o= Learner 1

Attempt #3 o Learmner 1 Yes Yes 100
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Click the name of the needed Attempt to view its details. Attempt display form has some differences
depending on the attempt status and user viewing the attempt (Teacher or Learner)/
1. If the Attempt is completed, it is displayed for Teacher as shown below:

SCORM 2 - Attempt #4 ®
o B G
Redew Delete Close Oownload  Print
You have completed: SCORM 2
You have scored 100 and have passed
You may download or pnnt your certificate by clickang the button above
ihhhhaaaa
Scale
Time
Interactions
Miscellaneous

For Learner it is shown in the following way:

SCORM 2 - Attempt #4 x
= 8 C
Renew Cloze Download Prnt

You have completed: SCORM 2
You have scored 100 and have passed
You may download or print your certificate by clicking the button above

ihhhhaaaa
Scale

Time
Interactions

Miscellaneous

The following buttons are placed in the ribbon:
v Buttons Review and Close are added on the ribbon to manage the attempt;

v Button Delete is added in Teacher's view to allow deleting the attempt;
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v" Buttons Download and Print are added on the ribbon to download or print SCORM
Certificate (if the SCORM is certified);

2. If the Attempt is Incomplete, it is displayed for Teacher as shown below:

CrOBM 9 - Atternnt & X
C (O )KMNM - MATIEM .
A ) - WS | -

G0d o

Contirue Review Delete Cose

thhhhaaaa
Scale

Time
Interactions

Miscellancous

For Learner it is shown in the following way:

SCORM 2 - Attempt #2 a
ago

ihhhhasaa

Scale

Time

Miscellancous

The following buttons are placed in the ribbon:
v" Buttons Continue, Review and Close are added on the ribbon to manage the attempt;
v" Button Delete is added in Teacher's view to allow deleting the attempt;
v Buttons Download and Print are added on the ribbon to download or print SCORM
Certificate (if the SCORM is certified).

9.7 AICC Content

SharePoint LMS is compliant with Aviation Industry Computer-Based Training Committee (AICC)
educational standard. SharePoint LMS SCORM/AICC site feature provides the ability to upload and
use AICC packages on a site collection.

NOTE: There is a single form to create SCORM/Linked SCORM/AICC.
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9.7.1 Uploading AICC

To upload an AICC package, do the following:
1. Open the Course you want to upload an AICC package for;
2. On the Tools menu select Learning Module. Click Create:

7\ new course

@LMS"GD | earning Modules o

e Contents .

i Create Actions «

Learming Modules

¢  Hardware Reguirements
LR

g Hardware Tutorial
3. Choose SCORM/AICC:

Learning Modules - Create

Select an item to create a new list, library,
discussion board, survey, page or site.
Hover over an item to view details.

Learning Module SCORM/AV LRM

Learning Module SCORM/AICC
More ..

Learning Module from Template

More

4. Complete the open form according to the following recommendations:
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3 Course 1 ¥el

Create content package

Name and Description
Name:

AICC package

Description:

Select content package

(2

aice(sends status)

Name and Description— defines a name as it will appear in the headings and links
throughout the site and a descriptive text that will help site visitors use the resource.
The field is required. Type the AICC title and description;

Select content package — upload (i) or browse (E2) content package;

In the Advanced settings section select the following options:
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3 Advanced settings

Provide sattin for addaional capabiite

S resource Attempts:

Timeout between attempts:

Seconas
Options

¢ Open in new window
Modal Window
Allow Resizing
Show Start Page

Show Submit button

Show in Gradebook:

.

® The last attempt he be

o
vy

t attempt

Certification
Certrfy:
Dol etings f5e catin certiicition

proces Yes @ No

Certificate Template URL (Chck here to test):

Scheduling
y Schedule
ety S oy ] options Attent
This fentire Wl ratoie all (Aione tes Yes @ No
PETNGI00S Start Date

B 12am v oo
End Date

E3(12AM Y| |00 ¥

— Attempts — specify the number of attempts a user can take the AICC;

— Timeout between attempts — specify the period between attempts (in seconds);

— Open in new window - select the check box if you want the AICC to be opened in a
new window (the option is checked by default);

— Modal Window — select the check box if you want the AICC to be opened in a modal
window (the option automatically disables ‘Open in new window' option):
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# Modal Window

# Custom Screen

Width: | 960 px
Height: | 720 P
Full Screen

e Custom Screen — specify the custom size of the AICC modal window (in pixels);
e Full Screen — select the check box to maximize the AICC modal window;
— Allow Resizing - select the check box to allow users changing the size of the AICC
content area. When the option is checked, you will have to specify the minimal size of
the AICC content window (in pixels):

#| Allow Resizing

mMinimal size of AICC content window:
Width: Px
Height: P

— Show Start Page - select the check box to show the start (description) page when
starting the AICC attempt;

— Show Submit button - specify whether to show the button on the edit form or not
during passing the attempt. The option is checked be default;

— Show in Grade Book — specify whether you want the last or the best attempt to be
displayed in the Grade Book tool. The best AICC attempt is counted according to the
following rules:

e SharePoint LMS compares the 'Points' value of the attempts:
> if the value is the same, then one of the attempts is taken as the best
one;
» if one attempt has points, and the other doesn't, then the best is the
one that has points;
» if both attempts don't have points, then:
e SharePoint LMS compares the 'Success Status' values of the attempts:
» if the value is the same, then one of the attempts is taken as the best
one;
» if one attempt has status, and for the other it's empty, then the best is
the one that has status;
» if both attempts have empty statuses, then:
e SharePoint LMS compares the 'Completion Status' values of the attempts:
> if the value is the same, then one of the attempts is taken as the best
one;
> if one attempt has status, and for the other it's empty, then the best is
the one that has status;
> if both attempts have empty statuses, then they're both incomplete
(incomplete attempts are not shown in Grade Book).
—  Certification — select Yes to enable certification for this AICC;
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NOTE: If a default Certificate Template is set for SCORM/AICC on Organization or Course level,
it is selected by default:

Certification

Certify
e Yes No
htto://a Fa1:A77Q7 icitac ie] ICartihirataTe latac .r_:
tp.//gnd-fe01:42797/sites/cl/CertificateTemplates,
Certificate Template URL (Click here to test):
The setting can be changed during AICC creation or editing.
Use the Browse () button to select a certificate template:
Select Course Certificate Template =5
&8 Sselect Course Certificate Template Help

= &
shacnarePoint LI Manage
= shalourse 1 1("_7;;2::

Url

oK Carce

— Scheduling - select Yes to schedule the AICC for a specific date and time; note, please,
that this feature will remove all unique items permissions;

— Start Date - enter the start date. From the drop-down lists select hours and minutes
when the learning module should be published;

— End Date - enter the end date when publishing stops. Use the drop-down lists to
specify end time.

5. Click OK to save the changes. Now you can add this AICC to the existing learning module
or use it separately.

To import AICC template, do the following:
1. Open the Course you want to upload an AICC package for;
2. On the Tools menu select Learning Module. Click Create:
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@LM—.SR@? _earning Modules o

v
—~

)

e Contents

i Create Actions «

Leaming Modules
¢ Hardware Reguirements

LR
g Hardware Tutorial

3. Choose More...:

Learning Modules - Create

Select an item to create a new list, library,
discussion board, survey, page or site.
Hover over an item to view details.

Learning Module SCORMY/AICC

Leamning Module E-C;}Rrv,‘,"»\l/

Learning Module from Template

More

4. The Import Templates section will appear. Click No Selection>Change:

Site Settings » Import Templates

Template Gallery
, Template Gallery: No selection «

Change
O

Choose gallery to import tempeates from

5. Select the name of the existing on course AICC template and click OK:
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Site Settings » Import Templates

Template Gallery
Template Gallery: List Template Gallery «

MList=Template-Gallery

o Cance

NOTE: If SCORM/AICC course option is unchecked for the administrator/learner:
« existing AICC packages are hidden for both in the learning module list, but
accessible using direct links to AICC lists;
« existing AICC packages are not hidden in Learning Module settings, Grade Book
settings, My Learning Modules and Recent Changes web parts;
« create SCORM/AICC option on the Learning Module create page is hidden for
teacher, assistant, faculty users;
- create AICC list option is not hidden but teacher, assistant, faculty users get access
denied when trying to create such.
NOTE: Linked AICC functionality (similar to linked SCORMs) should not be implemented.

9.7.2 Viewing AICC

Once the AICC package is uploaded, follow the steps given below to start the attempt:
1. On the course level go to Course Tools>Learning Module;
2. Once you click the Learning Module icon, the learning module list will appear;
3. On the Learning Module level, select the needed AICC by putting the cursor arrow on it;
4. Click the down arrow by the name of the needed AICC to open the drop-down menu:
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Learning Modules o

Create Actions -

Learning Modules

i 1
E | A { ] o
,,'; ~argware "v:“'..f.h‘lv:r 'S:‘-,n
a ~ar ar T:_," x'.i

All Attempts
g ntroduction

Settings
5 New scorm ‘7 9

X Delete

5. Click Start to manage the attempt;

6. If you are allowed to take the attempt, the following message will appear: "You are about
to begin n. attempt”:

AICC Package

You are about to begin attempt 1

This AICC allows 5 attempt(s)

Start Cance

NOTE: The message 'You are about to begin n. attempt’ is shown only if the attempts’ limit is
defined in AICC settings.
Start button is used to create a new attempt. In such a case the user is redirected to the
attempt'’s edit form.
Cancel button is used to omit the attempts.

NOTE: If the learner is not allowed to take an attempt, he sees a message: 'You cannot start this
AICC. Out of attempts. This AICC allows n. attempt(s)":
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You cannot start this AICC, Out of attempts.

This AICC allows 2 attempt(s)

Cancel

7. Click Start to proceed. The Attempt Edit Form will appear:

AICC 1 - Attempt #3

The form under consideration displays the following content and functionality:
Attempt's edit form displays the following content & functionality:
= content of the AICC package with the ability to control the size of the content window:
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. Submit

T~

Submit button shown if not hidden in AICC's settings;
Next question button;

Finish button shown on the edit form'’s statistics page only;
Choose the needed answer and click Submit to proceed:

o

o =

Question 1 of 1: Point Value: 10
111
2 True
False
Submit

9. Click Next Question to proceed the attempt:
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AICC 1 - Attempt #3
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10. Click Submit to finish the attempt. The learner is redirected to edit form's statistics page
with the Finish button which afterwards redirects him to source:

AICC 1 - Attempt #3

NOTE: If the user has not specified the answer selecting the needed radio button, the system will
show the following notification:

Alert (2]
NOTIFICATION:

An answer was not selected. Close this window and
try again.

Try Again

11. Click Finish to see the Quiz Results table:
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AICC - Attemnt # x
Quiz Results
Your Score : 100% (10 points)
Passing Score : 80% (8 points)
Result:
Congratulations, you passed.
Review Quiz Finish
| =

i »

NOTE: To review the attempt, click Review Quiz button. The following form will appear:

& Question 1 of 3: Correct Point Value: 10

Select 1

Oz rew)
(Quiz Review) 41 Previous Next I»
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To monitor the answers, click Next button. To see the previous answers, click Previous
button.

12. Click Finish to complete the attempt. The following message will be displayed:

AICC 1 - Attempt #3

Thank vou for exiting the content. You mav now navigate away from this content.

13. Click Submit button at the bottom of the page to submit your attempt and see AICC status:

Submit Close

1|

14. Once your click Submit, you will see your status information. The following form will appear:

AICC 1 - Attempt #3 "
You finished this AICC, Press Finish to leave
Your Status for this AICC is complete

Score is (100)

The following AICC statuses can be considered:
v' Complete - the status indicates that the user has successfully passed the attempt;
v Incomplete - the status signifies that the attempt is either not finished or it is not finished
correctly. If the attempt is not finished, the following form will appear:
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AICC 2 - Attemnpt #1 x

You finished this AICC, Press Finish to leave
Your Status for this AICC is incomplete

Fimish

NOTE: In case the package never sends the Status to SharePoint LMS during passing the
attempt, and Submit button is hidden in the AICC settings, the learner will never be able
to finish the attempt; - its status will be empty.

NOTE: If the attempt is unfinished, it can be edited and continued. If AICC has captured the
Course Location parameter for the attempt, it will be resumed from the point where
learner left the attempt. If not learner will have to continue from the beginning.

To view the attempts, do the following:
1. On the course level, go to Course Tools>Learning Module;
2. Click the Learning Module icon. The Learning Modules list will appear;
3. Select the needed AICC by putting the cursor arrow on it;
4. Click the down arrow by the name of the selected AICC to open the Edit Content Block drop-
down menu;
. Select All Attempts;
6. Once you click All Attempts link, the following form will appear:

AICC 2

Attempt 21 o B Leamer 1 Yes 100

Teacher 1 No

All Attempts view of the AICC list displays the following columns by default:
e Title (linked to item) — specifies the title of the needed AICC;
e Created By — indicates who the AICC was created by and who manages certain AICC ,
e Status (Passed or Incomplete) — specifies the attempt status and indicates whether the
attempt is passed or not;
e Points (value range from 0 to 100) — shows the number of the points the learner has
gained once he/she has passed through AICC;

9.7.3 Managing AICC

To manage AICC, do the following:
1 On the Course level, go to Course Tools>Learning Module;
2. Click the Learning Module icon. The list of current learning modules will appear:
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OrePremises
|/ Create Actions v
Learning Modules
8 aca 1 1 minute ago
& Hardware and System Requirements o 11 minutes ago
& Hardware Requirements 1 9 minutes ago
a Hardware Tutonal 2 1 minute ago
& Introduction 0 2 hours ago
g New scorm 1 9 minutes ago

3. Select the needed AICC by putting the cursor arrow on it;
4. Click the drop-down arrow against the name of the needed AICC file to open the Edit
Content Block drop-down menu:

Learning Modules

il Create Actions -
Name Descnption

Leamning Modules

8 |aicc v

& Hardware Requiref Start
= Hardware Tutonal
All Attempts

$ Introduction
: Ca Settings
a New scorm

X Delete

5. Click Settings. The following form will appear:
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AICCT - AICC Settings

AICC Information

Name: A

ICC1

Web Address: http://virtualacademy-qa.sharepointims.com/course/course/Aiccs/AICC 1 /Allitems.aspx

Description:

Content package: http://virtualacademy-qa.sharepointims.com/course/course/ScormsStorage/aicc(fixed)

General Settings Permissions and Management Communications
@ Title, de a viga 8 Delete thes AICC & RSS satting
o Advanced AICC settings g Save AICC as template

@ Rating setting 8 Permissions fo AICC

s Audience targeting settings 8 Workflow Settings

@ Publishing 8 Enterprise Metadata and Key is Setting

8 Form settings @ Information management policy settings
Views

— Title, Description and Navigation - allows to change the list's title, description, and appearance
on the Quick Launch;
To change Title, Description and Navigation sections, go to General Settings>Title, description
and navigation.

— Advanced Settings - allows to change the following settings for the AICC:
o Attempts;
e Timeout between attempts;
e Modal Window option;
e Content area size option;
e Allow Resizing option;
e Minimal size of AICC content window option;
e Show start page option;
e Show Submit button option;
e Show in Grade Book option;
e Certification.
To change the needed AICC Advanced settings section, users need to go to General Settings>
Advanced AICC settings. The following form will appear:
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AICC package - List Settings » Advanced AICC settings

Advanced settings
Attempts:

5
Timeout between attempts
seconds
Options:
« Modal Window
® Custom Screen
Width: | 960 2]
Height: | 720 px

Full Screen
¥ Allow Resizing

Minimal size of AICC content window:

Width px
Height px
Show Start Page

Show Submit button

Show in Gradebook:

® The last attempt The best attempt
Certification
Certify:
t Cess
Ye e No

Certificate Template URL (Click here to test):

To change AICC Scheduling section, users need to go to General Settings>Publishing. The
following form will appear:
— Schedule - select Yes to schedule the AICC for a specific date and time; note, please, that this
feature will remove all unique items permissions;
— Start Date - enter the start date. From the drop-down lists select hours and minutes when the
learning module should be published;
— End Date - enter the end date when publishing stops. Use the drop-down lists to specify end
time.

AICC Package - List Settings - Publishing

Scheduling

Schedule
;ﬂ:“,:;" P - P A e ® Yes No
Start Date
2/8/2016 E212am v 00 v
End Date

2/25/2016 E[12am v 00 v
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6. Once you have done the needed changes, click OK to finish.

— Delete this AICC — the option is implemented to help the user to delete the selected AICC;
To delete the need AICC, go to Permissions and Management>Delete this AICC. Once you click
the link Delete this AICC, the following dialog box will appear:

@ o
Message from webpage w

10» Are you sure you want to send this AICC to the site Recycle Bin?

| ok || Concel

Click OK to delete the needed AICC file.

— Save AICC as template — the option allows to save the needed AICC as a template.
Once the user clicks the link, the following form will appear:

AICC 1 + List Settings » Save as Template: AICC 1

File Name
File name:

Erter the name for thic tamoiate £lo

AICC Template
Name and Description
Template name:
on the Creste page AICC Template

Template description:

Template Gallery: List Template Gallery

Category

oK Cancel

To save the needed AICC as a template, fill in the form according to the following requirements:

e  Fill in the File Name field to specify the name of the file. The field is required to be
filled in;

e Fillin the Template name field to indicate the name the template will be displayed
under. The field is required to be filled in;

e Fill in the Template description to indicate the general information about the
template. The field is not required to be filled in;

e Click List Template Gallery drop-down to specify the template in shared location.
This step is optional;

e Click OK to save the changes.
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NOTE: The File Name and the Template Name fields are required to be filled in. Otherwise, the
error message will appear: 'You must specify a value for this required field'.

AICC 1 » List Settings » Save as Template: AICC 1

File Name

File name:

|

You must specify a value for this required field.

Name and Description
Template name:

You must specify a value for this required field.

Template description:

Target

Template Gallery: List Template Gallery «

Category

Carce

— Permissions for this AICC — helps the user to manage the permission for the selected AICC.
To manage AICC permissions, do the following:
e On the AICC level, go to Permissions and Management>Permissions for AICC;
e Click Permissions for AICC link. The following form will appear:

O OURSE T(
) & [ % Course Teacher
V=N [V Q
Delete unique Grant & emove U & Check
pemissions  Permission e Permissions

Name Type Permission Levels

ageucheva_a User Full Control

Assistants SharePoint Assistant
Group

e Select the needed check box to specify the groups who have permissions for the
AICC file;
e Click OK to save changes.

—  Workflow Settings - allows users to create workflows for the list.
To create the workflows for the needed AICC, do the following:
e Go to Permissions and Management section and select Workflow Settings. The
following form will appear:
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CreFremises
Content Type
Select the type of items that | Run on items of this type:
Thas List B
The type that you select filters the list of workflow templates.
Select a workflow template:
Assignments generator -
e list, your s SLrate Assignments review =
may have to publish or activate it Check document
Process -
Description:
Launch assignment generation using specified schedule
Name .
i 4 Enter 3 unique name for this workflow:
Enter a name for this workfiow
The name identifies this
Ny
sme of the ¢ . Select a task list: Description:
s workflow. oc creste Tasks [w] Aplace for team or personal tasks.
History List
SN G Select a history list Descniption:
Select the name of the history list
voriTiow oF Workflow History a This list is used by SharePoint to store the
history events for workflow instances.
e can ha [#] Allow this workfiow to be manually started by an authenticated user with Edit [tem permissions.

[F] Require Manage Lists Permissions to start the workflow.
A ) 9

Creating a new item will start this workflow.

| Changing an item wall start this workfiow.

oK Cance!

e Fillin the form and click OK to save changes.

— RSS settings — allows to configure RSS settings for the needed AICC.
To manage RSS settings, do the following:
e On the AICC level, go to Communications>RSS Settings;
e Click the RSS Settings link. The following form will appear:
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List RSS
Allow RSS for thas list?

& Yes No

RSS Channel Information
Truncate multi-line text fields 10 256 characters?

Specify the channe elements that

> Yes @ No

Title:
Coursel: AICC 1
Description:

RSS feed for the AICC 1 list.

Image URL:
Jsites/cl/_layouts/15/images/sitelcon.png

(Click here to test)

Columns
mns to display in 3 Select all
‘.1:?-—' -',V- "\ are ol
L Include Column Name Display Order
xample, “Created by” is v Points 1

N

App Created By
App Modified By
Attempt =

? Created By

End Time (*)

R RLY i o8 w

Folder Child Count

(e5]

l [tem Child Count
Modified By (*)

Selection Checkbox

o

-

—

-t

Start Time

[
()

Status

P
w

N E R e E E EE E E E

Title ()

] Version 14 E]
ftem Limit
ST Maximum items to include:
e KO0 18ed InCiudes the mos
ecert changes 25

Maximum days to include:

Defaults oK Cancel

e Fill in the form and click OK to save changes.
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9.74  Including AICC into the Learning Module

To include AICC into the learning module, do the following:
a. On the course level go to Course Tools>Learning Module.
b. The list of the Course Learning modules will appear:

Learning Modules o

|/ Create Actions ~

Learning Modules

8 aca 1 1 minute ago
Hardware and System Requirements o 11 minutes ago
& Har Requirements 1 9 minutes ago
& Hardware Tutonial 2 1 minute ago
g ntroduction 0 2 hours ago

1 9 minutes ago

c. Select the needed learning module by putting the cursor arrow on the item.
d. Click the down arrow by the name of the necessary learning module to open the Edit Content
Block drop-down menu:

@ Introductory Course
@LM-S&’-.G? Learning Modules o

Tools

#& Announcements
’

_-j Calendar
Learming Modules

~ Documents
Hardware Reguirements ~

L 2
® Discussion Board
& Hardw Start
Chat
- $§ Hardw
Mailb All Attempts
& Mallbox & Introd
& Links . New U _} settings
[~ = By > o NEW
§57] Reports g SCORE XK Delete

e. Click Settings icon. Learning Module Settings page will appear;
f. Click Add Item link at the bottom of Learning Module Settings page:
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OnePremises
Learning Module

=]l important Information.aspx
Macci

Quiz 1

{5 Essay

|E| Survey 1

a Add Item

g. Once you click Add Item link, the following form will appear:

Hardware Requirements - List Settings - Add Item

item Type
tem Type:

elect the type of item you want 1o create

e AICC

Quz
SCORM
Survey

Assignment

item settings

PN AlCC:
%50 s S |A5CCI'
)

AICCZ it attempt The best attempt
AICC3

E-signature

Plagte select voin E-Sanaiure reacirements <none> Y

to this itém type

Parent node
none> ¥

Please select parent node
@ Prerequisites

oK Next Cance

= In the open form, select the AICC radio button, and then select the necessary AICC from the
list of the uploaded ones; for details on completing this form, see Chapter 9.1, ‘Creating
Learning Modules’;

= C(lick OK to finish or Next to add more items.
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9.75 Links

The Links section allows learners to use references for helpful information. References are presented
in the form of course links.

To access the course links, do the following:
1. Enter the necessary course;
2. In the Course Tools menu, click Links. The list of course links will be shown in the main
workspace area:

#) Software Course Search t - Je)

Links o

3. In the list of links, click a reference to a resource that you want to open. The system may be
tuned to track whether course links were visited by the Student or not.

The Type icon to the left of each link allows you to view detailed link information;

NOTE: Column names at the top of the list are clickable and allow you to sort links in ascending
or descending order or apply a filter to the list:
— Use the Link Name or column names to sort links alphabetically;
— To sort visited and not visited links in the list, click the Visited link in the column
head and choose one of the following options from the context menu:

e Sort Ascending/ Descending to sort links by state in the required order;
e Clear Filter to remove the filter criteria for the Visited column;
e False/True to show only not visited/ visited links in the list.

The Actions and Settings buttons at the top of the list allow performing actions and operations
typical for SharePoint. Note, that these buttons are visible to users whose permission level
presupposes this.

9.8 Creating Links

To create a new link, do the following:
1. Enter the necessary course;
2. On the left Tools menu, click Links. The system will open a list of links;
3. Click Add new link. The following form will be opened:
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(i } items on this list require content approval. Your submission will not appear in public views until approved by someone with proper rights. More information on content
approval

Title * l koftware Testing

URL https://en.wikipedia.org/wiki/Software_testing

Notes A very useful article

Keywords

Start Date 3 12am v|loo v

End Date [ 12am v|loo v

New Window

ageucheva_a

4. Fill out the form as described below:
— Type the name of the link into the Title field. Type the URL of the web site or page into
the URL field. (These fields are required);
— Add the link description in the Notes field;
— Enter keywords in the Keywords field;
— Select Start Date for the approval;
— Select End Date for the approval;
— Select the New Window check box if the link should be opened in a new window;
5. Click Save button to add the link.

9.9 Creating Folders

For better organization of your links you can create folders and subfolders in the links repository.
The folders will be added as a tree-structure allowing you to create a branched hierarchy.

To add a new folder, do the following:
1. Enter the necessary course;
2. In the Course Tools menu, click Links. The list of available links will be shown in the main
workspace area;
3. On the toolbar, click New Folder. The following form will be opened:

TR,
LAl

D
Q
(D
(81
-
D

D

()

Items on this list require content approval. Your submission will not appear in public views until
approved by someone with proper nghts. More informaton on content approval,

Name * 1st tem students

4. Type the name of the folder into the Name field;
5. Click Save button to add a folder. Click Cancel button to discard the changes.
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9.10 Viewing Link Details

To view the link details and manage its properties, do the following:
1. Enter the necessary course;
2. In the Course Tools menu, click Links. The system will open a list of links;
3. Choose the necessary link and click the View Item icon in the Items tab:

URSE TOO

o 1
i

sion History Alent Me

|
> ¥ a -
rd & Shared With {¥] Approve/Reject

ream J ’ _
em 3 Deiete [tem & Workfiows
Nl

Title Software Testing

URL https://en.wikipedia.org/wiky/Software_testing
Notes A very useful article

Keywords

Start Date

End Date
New Window No
Approval Status Approved
- - t - .Q"_J:"'JL"" a3 Close
i ) 2 M by System Account

4. Use the options on the toolbar to perform the following operations:

Click Edit Item to edit link properties (for details, see chapter 9.8 “Creating Links");
Click Delete Item to delete the link;

Click Shared With to assign users and group permissions for this link;

Click Approve/Reject Item to approve or reject the link;

Click Workflows to manage workflow steps;

Click Alert Me to manage notification settings.

9.11 Managing Folders and Links

To manage previously created folders, do the following:
1. Enter the necessary course;
2. In the Course Tools menu, click Links. The list of available documents will be shown in the
main workspace area:

@
& ELEARNINGFORCE




@ LMS365

#\ Software Course

Links @

) Wikipedia - Approved
\ ¢ - £dit Item -
Software Testing Approved
Delete [tem
'} Al r link
View Item
Advanced P | Manage Permissions

Comphiance Details
Follow
Approve/Reject
Workflows

Alert me

3. From the drop-down list of the necessary item, select one of the following options:

— View Item to view link or folder details;

— Edit Item to modify folder or link properties (for details, see sections 9.8 “Creating Links”
and 9.9 "Creating Folders");

— Approve/Reject to approve or reject the item;

— Workflows to manage workflow steps;

— Alert Me to manage notification settings;

— Manage Permissions to manage permissions for the link;

— Compliance Details to determine what retention stage an item is in. You can also take
action to keep this item in compliance with organizational policy;

— Follow to follow the link and get updates in your newsfeeds;

— Delete Item to delete the folder or link from the list.

9.12 Links Tracking

To track what links are used, do the following:
1. In the List section enter the View drop-down menu at the right top corner of the page;
2. Choose Visited or Not Visited to see what links have been clicked:
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OneFremises

8ROWSE COURSE TOOLS

r;. Modify View . Current View:

= () Create Column | Ag Links . A

Vew Qudk  Creste s
<0 vew Nay gate Up Default notes

Site Contents M S Fo s aan 9
& Approve/reect ltems

My submzsions
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10. QUIZZES

To view the list of current Quizzes, do the following:
1. Open the needed Course;
2. In the Course Tools menu select Quizzes. The list of current quizzes will appear:

@LM %2 Quizzes o

s et Coo
I, Create AcClions ~

Quizzes
'ql Simple Quiz
%] Software Quiz

The Quizzes page contains three sections: Quizzes, Surveys, and Questions Pools.

The Quizzes section contains a list of quizzes, the Surveys section contains a list of surveys, and the
Question Pools section contains a list of question pools.

NOTE: Quizzes are ordered by categories. Each category has its own order.
Items of the Quizzes list can be reordered. To reorder the items, do the following:
1. Click Actions > Change order at the top;
2. From the drop-down lists with numbers, select a position for every item, and then
click OK:
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Quizzes: Change Item Order

Item Order
Under “Position from Top®, select 3 number for each
Quizzes
Position from Top Name
mk Quiz 1
1
2 Quiz 2
Surveys
Position from Top Name
ii= Survey 1

oK Cance

10.1 Creating Quizzes

A Quiz is a type of examination consisting of several questions. Quizzes can be used as intermediate
or final tests in the learning process. When adding a quiz, you need to specify general properties of
a new quiz. Then you need to add quiz questions.

To create a new quiz and specify its properties, do the following:
1. Open the necessary Course and select the Quizzes icon on the Course Tools menu. The
system will display all quizzes, surveys and question pools for the selected course. Click
Create:

(MJLMs365 Quizzes o

/

Recent o —— T
| \reaie ACUONS ~
brar
;\17‘ - :.tﬂlt
Quizzes
'.,I Simple Quiz
‘r,j Soft re ":L 12

2. In the Quiz section, select Quiz:
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Quizzes » Create

Quiz
v
7| Create new Quiz list
Quiz Question Pool Survey
{ Quiz @ Question Pool Survey
More ... More ... Survey Template

More

3. Fill out the form fields as described below:
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Create QUiZ

Name angd Descniption
Name;

throughout the site. Type a descriptive text that will help site Final quiz
Descnption:

Final quiz of the course

Navigation:
Display this resource on the Quick Launch?

pecty whether a link to thus resource appears in the Quick

Yes e No

Scale settings
Provide zettings for setup scale for this rescurce

o Scale Set: Default (UK) «

Numencal

Min: Max

Display options
¥/ Add to defauit view
® Show grade
Show percentage
Combined view
Passing Grade:

e A v

Passing Value:

D

— Name - enter the name of the created quiz;
— Description — type in the description of the quiz;
— Navigation — Select Yes to display a link to this Quiz on the Quick Launch;

- Use:
e Scale Set —from the drop-down list select the scale which should be applied to
this Quiz;
e Numerical - set your own values. To set a scale, refer to the Scale Templates
section;

— Display options — check the box if you want to add a scale to default view. Select the
way the scale should be displayed;
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NOTE: The selected display options variant influence only Quizzes tasks list. Display options for
Grade Book are set separately in the Grade Book options.

— Passing Grade — select this option to select passing grade from the dropdown menu.
The quiz will be considered as passed only if Learner gets selected grade or higher;

- Passing Value — select this option to set passing percent. The quiz will be considered
as passed only if Learner gets set % or higher:

Advanced settings. X
Attempts:
5
Attempt timeocut
20 seconds
c;h\]):‘- timer:
®) Yes No
Show percentage:
OYes @No
Show Score for Learner:
)Yes @ No
Show Grade for Leamern
JYes @No
Show page count for Learner
o Yes No
Allow Learner to Review Attempt
'Yes @ No
Show Correct Answer:
)Yes ® No
Allow navigation between questions;
'Yes @ No
Hide Question Name
JYes @ No
Timeout between attempts:
seconds
Randomize:
DYes @No
Show in Gradebook:
®) The last attempt ) The best attempt

Advanced Scoring

JYes @No

Add additional description to Start Page:

— Attempts — enter the number of attempts allowed to pass the quiz;
— Attempt Timeout — you may specify time for which the quiz should be passed;
— Show Timer — you can set/hide the timer when passing the quiz attempt;

NOTE: By default, the Show Timer check box is selected. When the timer is hidden, it is not seen
for all the learners taking the quiz. When the timer is hidden but a timeout is set for a
quiz attempt, user does not see the timer when passing the quiz but sees a warning that
the time is up and all his further answers won't be submitted when time runs out.

— Show percentage — select yes to display percent of right answers;

— Show Score for Learner — select Yes to show the quiz score for the user;

— Show Grade for Learner — select Yes to show the quiz grade for the user;

— Allow Learner to Review Attempt - select Yes to allow the user to review the results;
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— Show Correct Answer — select Yes to display correct answers during review. Correct
answer is displayed if Learner’s answer was cot correct.

If you disable Show percentage, Show Score for Learner, Show Grade for Learner, Allow
Learner to Review Attempt options, learner will not be able to view any quiz results after
finishing the quiz. On the last quiz page, they will only see the total time spent on the
attempt and a message: “You finished this quiz. Press Finish to leave.” The quiz results
can be viewed in the learner’'s Grade book.

NOTE:

If a learner opens the attempts list and clicks the attempt trying to review it, he will get
an “Access denied” message.

— Allow Navigation between questions - allow learners to navigate through all questions
before submitting a quiz using the new navigation interface. If the option is enabled,
after starting a quiz attempt a user will be able to browse quiz questions with the
Previous or Next buttons. The option helps learners to skip some questions and
answer them later; learners can also use this option to navigate between questions in
quizzes. Note that quiz questions with branching option enabled can't be skipped:
when a user comes to a key branch question, he can't press the Next button until this
question is answered, he will see a red warning that the question should be
completed. Also note that after clicking the Next or Previous buttons all answered
questions will be saved and you will not be able to change them anymore (the
answering field will be inactive):

Quiz 3

19§
Select True,
@ True False Clear
Q2
Select False
True @ False
Q3
Select True,
@) True False

NOTE: Question types are reset to empty values to let users click and see another question
without answering a current one for next reasons:

e in order to be able to skip Multiple Choice question type, all radio buttons will
be unchecked by default;
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e inorderto be able to skip Multiple Answer question type, all check boxes will be
unchecked by default, and if user checks any it's considered as his answer (if
nothing applies a teacher should add a ‘None of the above' answer option). When
a teacher creates Multiple answer he must check at least one option;

e in order to be able to skip Drop down ordering question type, all drop-down
boxes have a default empty option.

When Allow Navigation between questions option is enabled, a new Clear button appears (to make
it easy to uncheck an answer after it is selected). The button appears automatically next to the
question’s answer options when at least one answer option is not empty and it is not on focus. When
a user clicks the Clear button, it resets all answer options to empty values and the button itself
disappears. This option might be very useful when navigating between quiz question pages or
skipping them, because after a user clicks the Next or Previous buttons, all answered questions will
be saved and can't be changed:

Quiz 3
00:26 | Skipped: 0

Q1

Select True.

i@ True () False Clear

Note please that the Clear button appears on the quiz edit form ONLY for the following question
types:

e Drop Down Ordering;
e True or False;

e Multiple Choice;

e Multiple Answer;

e Matching;
e GapFill;
e Hot Spot.

— Hide Question name — select Yes to hide titles of questions from Learners;

— Timeout between attempts — you may specify the time between every attempt;

— Randomize — select Yes to randomize questions in the quiz. Note that questions are
randomized within a page only;

— Show in Grade Book — specify whether you want the last or the best attempt to display
in the Grade Book section;

— Advanced Scoring — specify whether to allow Teacher/Instructor to define lower and
higher bound for each question in a quiz, so that when system will calculate the
number of points for each question, it will take lower bound if answer was incorrect,
and higher bound is correct answer was given;

— Show start page - select Yes to show the start page before opening quiz;
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After enabling ‘Advanced Scoring’ option, Teacher/Instructor can set two point values for each
question: lower bound and higher bound. Sample picture for True/False question type is presented
below:

yestion additional settings
9
e Question:

ease enter Yyour getailed 2ction here

caot € ~ I OClaied QUESIC0

Select True

Branching:

_| Branching enabled

Select correct answer:

o True

aise

Points:

5 10

Mandatory

Security settings
Stick attempt to workstation

Yes ® No

€ CoNtiNUEd ON Workstatior

Feedback Templates Gallery: No selection

Certification

Certify
Yes * No
o
Certificate Template URL (Click here to test):
Scheduling
Schedule

e s e Yes @ No

Start Date

—
12/9/2014 2212AM Y (00 ¥
End Date
o
2/28/2015 412AM Y |00 ¥

— Stick attempt to workstation — select No if you want to allow users to resume the
attempt from different computers. If you select Yes the attempt will be resumed only
from the same workstation, where it was started. Technically the option will “stick the
attempt” to browser cookies;

NOTE: Browser "Accept third party cookies” option should be switched on to resume the attempt
after you enable this quiz option.
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— Feedback Templates Gallery - the section allows you to choose the feedback template
created earlier and apply it to the quiz; for details, see chapter 14.7 Creating Feedback
Templates.
NOTE: If you select a feedback template, then later, while creating quiz questions, the feedbacks
from template will be automatically applied to the question. If you want to change them,
type new text into the appropriate sections.

To select a template, do the following:
a. Click the down arrow > Change:

Feedback Templates

Feedback Templates Gallery: No selection «

Change

Certification

Certificate Tempiate URL (Click here to test)

b. Select the path to Feedback Templates folder of the current course:

Ok Lance

c. Click OK. The available feedback templates now appeared on the page;
d. Click the necessary template. Its name becomes bold:
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Feedback Templates
B Feedback Templates Gallery: Feedback Templates »

= [Zfeedback Templates

} Feedback 1

NOTE: If there are no default feedback message templates created yet or you want to change
the messages for the particular quiz, you can manually set the feedback messages for the
quiz after its creation. Go to Quiz Settings > Feedback Settings, and then type in the
appropriate text for Positive, Semi-Positive and Negative feedback.

Quiz feedbacks are applied by default to every newly created question. To set the
feedbacks for the existing questions or to change the messages for the particular
question, go to Quiz Settings >Question name, and then add feedbacks manually.

— Certify — select Yes to enable certification for this quiz. To create a certificate, see
chapter 4.4"Certificate Templates”;

NOTE |If a default Certificate Template is set for Quizzes on Organization or Course level, it is
: selected by default:

Certification

Certify
Jup
L] = r"iC’
-
http://gnd-fe01:42797/sites/c1/CertificateTe !
Certificate Template URL (Click here to test):

The setting can be changed during Quiz creation or editing.

Use the Browse button to select certificate template for the quiz:
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R ate TarRl e o R

&8 select Course Certificate Template Help

Show all courses with certificate templates

= shasharePoint | Manage
shatourse 1 :'fr‘v_'.;;;g
=~ L&_‘_I ent ate mpiate

‘ url

oK Carce

— Schedule - select Yes to schedule the quiz for a specific date and time;

— In the Start Date field enter the start date. From the drop-down lists select hour and
minutes when the quiz be published;

— Inthe End Date enter the end date when publishing stops. Use the drop-down lists to
specify end time.

4. Click OK at the bottom of the form to create a quiz.

10.2 Creating Quiz Questions

After you have created a new quiz and specified its properties, you need to add questions that should
be answered by students when they do the quiz.

To add a new question to the quiz, do the following:
— If you add questions right after you created a quiz, then the page for adding questions opens
right after you click OK to finish creating a quiz. In this case, do the steps 4 and 5;
— If you already closed the page for adding questions or you want to add questions to the
already existing quiz, do the steps 1-5.

Enter the necessary course, and then on the Tools menu, click Quizzes;

Click the needed quiz name, and select Settings from the drop-down list;

In the Quiz Questions section, click Add Question. The form for adding a question will open.
Complete the open form:

ML=
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Question Name and Type
Question name:

i 2 name for thie achinn A ard
Pe e naliie el0 A iCs

the type of question you want 10 create Question 4
Question Type:

# Drop Down Ordenng
Free Text Answer
True or False
Multiple Choice
Short Answer
Multiple Answer
Hot Spot
Matching

© Gap Fill
Calculated

Page separator

— Question Name - enter the name for the question;
— Question Type - select the required question type from the list;

Question additional settings
Question:

Dasce anter 1 of = llay 400 -
Hease enter your detaied questio c

required Type question text here

3049

Points:
10

¥] Mandatory

Nexe ancel

— Question - type the question (You may use the HTML editor to create your question);

— Additional settings -These settings depend on the question type. For details, see
section 10.3 Question Types;

— Points- enter the number of points you want to assign to this question (optional);

— Mandatory — select the check box if the considered question is to be answered
correctly to pass the quiz. If a user answers all questions correctly except for the
mandatory one, this case is considered an instant fail and his grade for this attempt is
0;

— Feedback Templates — If you set feedbacks for the quiz from the template, they are
applied by default in this field. If there is no default feedback messages applied to the
quiz OR you want to change the messages for the particular question, in this section
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you can manually set the feedback messages. The option allows users to correct both
the question and the learners’ answers once the attempt is passed. Type in the
appropriate text for Positive, Semi-Positive and Negative feedback;

NOTE To add the feedbacks for all questions, go to Quiz Settings > Feedback Settings, and
then type the appropriate text for Positive, Semi-Positive and Negative feedback:

%, Software Course Search this site o

Simple Quiz - List Settings - Quiz feedback settings

Positive feedback
Your answer i1s correct

Semi-positive feedback
Your answer is partially correct

Negative feedback

To set feedbacks to the existing questions or to change the messages for the particular
question, go to Quiz Settings >Question name, and then add or change feedbacks
manually:
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Semi-positive Feedback

Your answer is partially correct

— Hint Settings - type a hint to help learners give the right answer, and then
specify the hint cost.

Click OK to save the changes and finish creating; click Next to save the changes and add
another question.

10.3 Question Types

Currently the system allows you to select among 11 types of quiz questions:

Drop Down Ordering,
Free Text Answer;
True of False;
Multiple Choice;
Short Answer;
Multiple Answer;
Hot Spot;
Matching;

Gap Fill;
Calculated;

Page Separator.

Once you have decided to add more questions to the quiz, you are to do the following:

1.
2.
3.

On the course level, go to Course Tools>Quizzes;

Select the needed quiz by putting the cursor arrow on it;

Click the down arrow by the name of the selected quiz to open Edit Content Block drop-down
menu;

Select Settings;
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5. The Quiz Information page will appear. Select Add Question:

General Settings Permissions and Management Communications
s nav 8 Dejete this qu 8 RSS settings
o Advanced qQuIz settings o SHve QUi a5 template

o Feadback sentings o Permic ¢ for this au

8 Audience targeting senting 8 Workfiow Setting

@ Rating settings 8 Enterprise Metadata and Keywords Setting

» Publishing " Information management policy settings

" Fom settings

Quiz Questions

Ql True or Faise

Q: True or False

Q3 True or False

8 Impont questions

0 Change question order

0 Impon questions from QTI package

6. Question creation form will appear;
7. Fill in the form specifying the needed information;
8. Click OK to finish.
You can specify Feedback setting in the form’s corresponding section. Click Feedback settings. The

following form will appear:

4 Feedback settings

Positive Feedback

Your answer Is correct

Negative Feedback

Your answer 1s incorrect

Semi-positive Feedback

Your answer 1$ partially cerrect

It allows the user to set up messages which will be displayed depending on the user’s answer.
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You can specify Hint Settings in the corresponding field of the form. Once you click Hint Settings,
the following form will appear:

4 Hint Settings

3 hint ang 1ts Cost 10r questio tal

pa
wmber of

question points will be reduced by Hint: [.’:vpzlof‘al:l

RAM

Hint Cost: (% of question points)

30
Fill in the form to set up a hint and its cost for question.

NOTE: |It's possible to define Feedback and Hint settings for a question when it is created or
edited inside a question pool (either on course or on organization level).

Below is a detailed description of how to create each type of quiz questions.

10.3.1.1  Drop Down Ordering Questions

The Drop Down Ordering question is a question that requires arranging items in the correct order.
Each item is selected from a drop-down list.

NOTE: The correct order of the items is the order in what you have typed them in the answer
text boxes.

Big Crties

List the cities in the ascending order from underpopulated to most
densely populated.

N
U

w

Moscow
Tokyo
_reated at 7/26/2013 3:37 PM by Learnerl =
; SR ATV Ty S, Finish Cancel
Last modified at 7/26/2013 3:37 PM by Learnerl

To add a Drop Down Ordering question, do the following:
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1. Enter the necessary course;
2. In the Course Tools menu, click Quizzes;
3. From the drop-down list by the quiz name, select Settings. The Customize quiz page will

appear;
4. From the Quiz Questions section, select Add Question:

Question Name and Type
Question name:

10 creste Big Cities
Question Type:
® Drop Down Ordenng
| Free Text Answer
True or False
~ Multiple Choice
Short Answer
Multiple Answer
) Hot Spot
2 Matching
© Gap Fill
2 Calculated
Page separator
Question additional settings
Question:
rec 7.‘-.»: - 7 - List the cities in the ascending order from underpopulated to most

densely populated

Answers:
Tokyo Remove
New York Remove
Moscow Remove

304
Points:
10
[ Mandatory

Feedback settings

Hint Settings
oK Next Cancel I

5. Complete the form:
— Question Name — type the name of the question;
— Question Type — select the Drop Down Ordering option;
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— Question — type the text of the question using the embedded editor to format the
text;

— Answers — define possible answer options. Click Add;

— Points - specify the number of points a user can get for answering the question;

— Mandatory — select the check box if the considered question is to be answered
correctly to pass the quiz. If a user answers all questions correctly except for the
mandatory one, this case is considered an instant fail and his grade for this attempt
is O;

— Feedback Settings — for details, see chapter 10.7 “Creating Feedback Templates”;

— Hint Settings — enter a hint and its cost to help learners specify the right answer. If a
hint is used, the number of question points will be reduced by the specified percent;

6. Click OK to create a question.

NOTE: To skip Drop down ordering question type, all drop-down boxes have a default option
Not selected.

10.3.1.2  Free Text Answer

Free text answer question is represented as a question and an empty text field. Students should type
the answer into the text field. There are no defined correct answer options:

To add a Free Question 4 Text Answer
question, do What do you know about cur systern of work? the following:
1. Enter the necessary
| course;

2. In the Course Tools
menu, click Quizzes;

3. From the drop-
down list by the

quiz name, select

Settings. The Customize quiz page will appear;
4. From the Quiz Questions section, select Add Question:
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Question Name and Type

Queston name:
the type of question you want 1o create Question 4
Question Type
Drop Down Ordening
@ Free Text Answer
True or False
Muitiple Choice
Short Answer
Multiple Answer
Hot Spot
M.)tchmg
Gap Fill
Calculated
Page separator
Question additional settings

Juestbon

Please enter your detaied queston here

What do you know about the system descnbed?

Points:
10

¥| Mandatory

oKX Next Cancel

5. Complete the form:

— Question Name — type the name of the question;

— Question Type — select the Free Text Answer option;

— Question — type the text of the question and use the embedded editor to format the text;

— Points —specify the number of points a user can get for this answer;

— Feedback Settings — for details, see chapter 10.7 “Creating Feedback Templates”;

— Mandatory — select the check box if the considered question is to be answered correctly
to pass the quiz. If a user answers all questions correctly except for the mandatory one,
this case is considered an instant fail and his grade for this attempt is 0O;

— Hint Settings — enter a hint and its cost to help learners specify the right answer. If a hint
is used, the number of question points will be reduced by the specified percent.

6. Click OK to create a question. Click Next to save the current item and continue.
10.3.1.3  True or False Questions

The True or False question is represented as a question itself and two radio buttons with answer
options: true and false. Students can select only one answer option:
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Q2

Select Falze.

() True @ False Clear

To add a True or False question, do the following:
1. Enter the necessary course;
2. On the left Tools menu, click Quizzes;
3. From the drop-down list by the quiz name, select Settings. The Customize quiz page will
appear;
4. From the Quiz Questions section, select Add Question:

Question Name and Type

Calculated

Page separator

Question additional settings
Question:

Software is any set of instructions that directs a computer to perform specific tasks or operations

Branching

Branching enabled

Select correct answer:

® True © False

Mandatory

5. Complete the form:

— Question Name — type the name of the question;

— Question Type — select the True or False option;

— Question — type the text of the question and use the embedded editor to format it;

— Branching Enabled - select this checkbox to enable branching. Branching can be used
to skip to a specific question based on the user response. A page break is
automatically inserted after a question with branching enabled;

* from the True drop-down list, select the action that will be performed if the
learner selects True;

» From the False drop-down list, select the action that will be performed if the
learner selects False;
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—  Select correct answer — select True or False as the correct answer;

— Points —specify the number of points a user can get for the correct answer;

— Mandatory — select the check box if the considered question is to be answered
correctly to pass the quiz. If a user answers all questions correctly except for the
mandatory one, this case is considered an instant fail and his grade for this attempt
is O;

— Feedback Settings — for details, see chapter 10.7 “Creating Feedback Templates”;

— Hint Settings — enter a hint and its cost to help learners specify the right answer. If a
hint is used, the number of question points will be reduced by the specified percent;

6. Click OK to create a question. Click Next to save the current item and continue.

10.3.1.4  Multiple Choice

The Multiple Choice question is represented as a question itself and a group of radio buttons with
answer options. Only one option can be correct at the same time:

Question &
Find member of the EL.

i© Canada
i@ Germany

= Australia

To add a Multiple Choice question, do the following:
1. Enter the necessary course;
2. In the Course Tools menu, click Quizzes;
3. From the drop-down list by the quiz name, select Settings. The Customize quiz page will
appear;
4. From the Quiz Questions section, select Add Question:
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Question Name and Type
Question name:

':,..\ P ‘- jection and
pe of question you want Question 6

Question Type:
Drop Down Crdering
Free Text Answer
True or False

@ Multiple Choice
Short Answer
Multiple Answer
Hot Spot
Matching
Gép Fill
Calculated
Page separator

Question additional settings

. = SIS Question:
here if required Find member of the EU
Branching:

[F Branching enabled
Order of answers:

\”_| Disable answers randomization

Add Choice:

China

Points:

10
| Mandatory

Feadback settings

Hint Settings

5. Complete the form:

@
S ELEARNINGFORCE

ercent
Remove
0 Remove
0 Remove
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v LM5365




(JMs365

— Question Name — type the name of the question;

— Question Type — select the Multiple Choice option;

— Question — type the text of the question and use the embedded editor to format it;

— Order of answers — select this checkbox to disable answers randomization. Answers are
randomized by default. Note, that questions are randomized within one page only;

— Result Set and Percent — these fields are available for partially correct answer options;

1. Default Result set - is the result set that takes 100% of points;

2. Select New in the Result Set field and enter the percent this answer combination matches

to the correct answer in the Percent field (the percent is counted from the value of the field

'Points’);

3. To add one more result set after you've entered the options for the current, just select

'‘New' from 'Result Set' Drop-down or if you finished creating result sets. (Find also in

Teacher's manual, p. 183);

— Answers — input the answer option and use the embedded editor to format the text. Click
Add to add it;

— Points —specify the number of points a user can get for the correct answer;

— Mandatory — select the check box if the considered question is to be answered correctly
to pass the quiz. If a user answers all questions correctly except for the mandatory one,
this case is considered an instant fail and his grade for this attempt is 0;

— Feedback Settings — for details, see chapter 10.7 “Creating Feedback Templates”;

— Hint Settings — enter a hint and its cost to help learners specify the right answer. If a hint
is used, the number of question points will be reduced by the specified percent.

6. Click OK to create a question. Click Next to save the current item and continue.

NOTE: In order to skip Multiple Choice question type, all radio buttons will be unchecked by
default. When the user selects a button it becomes selected. To unselect option, click the
Clear button:

Question &

Find member of the EL.
i@ Canada
i@ Germany

i Australia

10.3.1.5  Short Answer

The Short Answer question is represented as a question and an empty text field. Students should
type the correct answer into the text field:
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Question 7

Who invented the telephone?

To add a Short Answer question, do the following:
1. Enter the necessary course;
2. In the Course Tools menu, click Quizzes;
3. From the drop-down list by the quiz name, select Settings. The Customize quiz page will
appear;
4. From the Quiz Questions section, select Add Question:

Question Name and Type
. Question name:

vpe a name for this question. and select the type of

question you want 1o create Question 7
Question Type
Drop Down Ordenng
Free Text Answer
True or False
Muttiple Choice
@ Short Answer
Muiltiple Answer
Hot Spot
Matching
Gap Fill
Calculated
Page separator
Question additional settings
L Question:
Please enter your delalled question heére o required

Who inwented the telephone?

Answers
e Answer %
1 Alexander Graham Bedl 100 Bemove
2 Alexander Bell 80 Remove
3 Bedl 60 Remove
60 a0
Regquiar expression
Points
10
Mandatory

O« Neat Cance
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5. Complete the form:

— Question Name — type the name of the question;

— Question Type — select the Short Answer option;

— Question — type the text of the question and use the embedded editor to format it;

— Answer — enter the answer option. In the % field enter the percent of how this answer
matches to the correct answer. Click Add to add the answer option. Click Remove to
remove the answers added before;

— Regular expression —select the check box for user input validation and text reformatting
(for example, short answer “input numbers 1 to 5" can be validated as [1-5] expression).
For more information on regular expressions, see the article Regular Expression
Language;

— Points —specify the number of points a user can get for the correct answer;

— Mandatory — select the check box if the considered question is to be answered correctly
to pass the quiz. If a user answers all questions correctly except for the mandatory one,
this case is considered an instant fail and his grade for this attempt is O;

— Feedback Settings — for details, see chapter 10.7 “"Creating Feedback Templates”;

— Hint Settings — enter a hint and its cost to help learners specify the right answer. If a hint
is used, the number of question points will be reduced by the specified percent.

6. Click OK to create a question. Click Next to save the current item and continue.

10.3.1.6  Multiple Answer

The Multiple Answer question is represented as a question itself and a group of check boxes with
answer options. Here several options can be correct at the same time:

Question &
Specify synonyms to the word 'to like'
to be fond of

[[] to hate
to love

To add a Multiple Answer question, do the following:
1. On the course level go to Course Tools>Quizzes;
2. Select the needed quiz by putting a cursor arrow on it;
3. Click the down arrow by the name of the selected quiz to open Edit Content Block drop-down
menu;
4. Select Setting; The Customize quiz page will appear;
From the Quiz Questions section, select Add Question;
7. Complete the form:

b
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OneFremises

Question Name and Type )
Question name:

T-, pe a name for this question, and
select the type of question you want Question 8
10 create

Question Type:
) Drop Down Ordering
) Free Text Answer
| True or False
1 Multiple Choice
) Short Answer
@ Multiple Answer
Hot Spot
) Matching
) Gap Fill
) Calculated

Page separator

Question additional settings )
Question:

Please enter your detailed question

here if required Choose Russian writers from the list:

Order of answers:

| Disable answers randomization
Resuit Set:

Default E]

Percent:
Answers!
| wells Remove
¥| Dostoyevsky Remove
V| Chekhov Remove
¥l Bulgakov Remove
Add
Points:
10
["1Mandatory
Feedback settings
Hint Settings
(0] § Next Cancel

— Question Name — type the name of the question;
— Question Type — select the Multiple Answer check box;
— Question — type the text of the question and use the embedded editor to format it;
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— Order of answers — select this checkbox to disable answers randomization. Answers are
randomized by default. Note, that questions are randomized within one page only;

— Result Set and Percent — these fields are used for setting partially correct answer options.
First select correct combination of answer variants for the Default result set, which is
graded 100 % of points set for the question. Then select New in the Result Set field,
select partially correct combination of answer variants and enter in the Percent field the
percent this answer will be graded;

For example, set combination of answer options 2 and 3 as 75 percent:

Result Set:
1. ([0%) |Z| Remove

Percent:
75

Answers;
[ wells Remove
Dostoyevsky Remove
Chekhov Remove
O Bulgakov Remove

Add

Add all partially correct variants with corresponding grading options.
All variants and combinations not set as partially correct, are considered by the system
as incorrect and score no points.

— Answers — input the answer option and use the embedded editor to format the text. Click
Add to add it;

— Points —specify the number of points a user can get for the correct answer;

— Mandatory — select the check box if the considered question is to be answered correctly
to pass the quiz. If a user answers all questions correctly except for the mandatory one,
this case is considered an instant fail and his grade for this attempt is O;

— Feedback Settings — for details, see chapter 10.7 “Creating Feedback Templates”.

NOTE: To skip Multiple Answer question type, a teacher is to add the option 'None of the above'.
Then all check boxes will be unchecked by default. If the user checks any, it is considered
as his answer. If nothing applies, he checks 'None of the above' option. When a teacher
creates the answers, he must check at least one option as opposed to current system
when he can leave all unchecked:
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Answers:
I:l to be fond of Remaove
[[] to hate Remaove
[ to love Rernove
none of the above Remaove

Add

10.3.1.7  Hot Spot Questions

The Hot Spot question is represented as a question and an image. Students should move the pointer
to a certain area (spot) on the image and click it. If Students click within the right area, the question
is considered to be answered correctly:

Question 8

Spot the year when sales dropped to the lowest level

Sales

2010 2011 2012 2013

To add a Hot Spot question, do the following:
1. Enter the necessary course;
2. In the Course Tools menu, click Quizzes;
3. From the drop-down list by the quiz name, select Settings. The Customize quiz page will
appear;
4. From the Quiz Questions section, select Add Question:
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Question additional settings
(Left:145, Top:105, Right:221, Bottom:295}
Question:

D ,
Fiease enter your getaneg

Spot the year when sales dropped to the lowest level

Answer:
Ul |25-00-2013 11-49-22jpg[w] | Deete
Width:

Height:

Choose File | No file chosen U

o
o
o
&1

Sales
100
90
80
70
60
50 \\_/
40
30

20
10

2010 2011 2012 2013

Points:
10
_ | Mandatory

Feedback settings

Hint Settings

X Next Cance

5. Complete the form:

— Question Name — type the name of the question;

— Question Type — select the Hot Spot option;

— Question additional settings— if necessary, type the text of the question and use the
embedded editor to format it;

— Choose File from your local computer, and then click Upload. If you already have several
uploaded images, select one for the question from the URL drop-down list. Click Delete
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to delete the selected image. In the Width and Height fields, specify the needed size of
the image.

NOTE: If you want to use the created quiz as template for creation of other quizzes, it is
recommended to store images somewhere on a root site of the web application and add
them to questions using url-address.

If images are added directly to question, they are stored in images library within the
course. If the quiz will be saved as template and reused later on another course, users
may not have access to them. That is why the best practice is to store such images on a
root site of the web application, where all users have read access, and can reuse images
from there in all quizzes.

— To create a hotspot area, click the image once to start defining the hotspot; click the
second time to stop the selection;

— Points - specify the number of points a user can get for the correct answer;

— Mandatory — select the check box if the considered question is to be answered correctly
to pass the quiz. If a user answers all questions correctly except for the mandatory one,
this case is considered an instant fail and his grade for this attempt is O;

— Feedback Settings — for details, see chapter 10.7 “Creating Feedback Templates”;

— Hint Settings — enter a hint and its cost to help learners specify the right answer. If a hint
is used, the number of question points will be reduced by the specified percent.

6. Click OK to create a question. Click Next to save the current item and continue.
10.3.1.8  Matching Questions

The Matching question is represented as a group of questions and a group of answer options.
Students should match questions with the correct answers by dragging and dropping answers onto
the questions:

Match the synonyms:

good beautiful
lovely satisfactory
tired exhausted

To add a Matching question, do the following:
1. Enter the necessary course;
2. In the Course Tools menu, click Quizzes;
3. From the drop-down list by the quiz name, select Settings. The Customize quiz page will
appear;
4. From the Quiz Questions section, select Add Question:

@
& ELEARNINGFORCE




(ZLMs365

OneFremises

Question Name and Type

Question name:

Question 9
Question Type
2 Drop Down Ordening
Free Text Answer
C True or False
Muitiple Choice
' Short Answer
2 Multiple Answer
) Hot Spot
& Matching
' Gap Fill
' Caleulated

' Page separator

Question additional settings
Question:

Pléase enter your detailed guestion here if

required Match the synonyms:

Order of answers:
Disable answers randomization
Angwer;
good satisfactory Remove
lovely beautiful  Remove
tred exhausted Remaove

First part

warm

Second part
corchal

Points: =y
10
¥] Mandatory
Feedback settings

Hint Settings

5. Complete the form:
— Question Name — type the name of the question;
— Question Type — select the Matching option;
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— Question — type the text of the question and use the embedded editor to format it;

— Order of answers — select the check box to disable answer randomization. The answers are
randomized by default. Note, that questions are randomized within one page only;

— Answer - enter an answer to the question. Click Remove to delete the answer;

—  First part — type the beginning of the sentence;

— Second part - type the ending of the sentence;

— Points - specify the number of points a user can get for this answer. Click Add to add the
option;

— Mandatory — select the check box if the considered question is to be answered correctly
to pass the quiz. If a user answers all questions correctly except for the mandatory one,
this case is considered an instant fail and his grade for this attempt is 0;

— Feedback Settings — for details, see chapter 10.7 “Creating Feedback Templates”;

— Hint Settings — enter a hint and its cost to help learners specify the right answer. If a hint
is used, the number of question points will be reduced by the specified percent.

6. Click OK to create a question. Click Next to save the current item and continue.

10.3.1.9  Calculated Question

Calculated question is helpful when you want a learner to see different questions of specified type
every time he takes the quiz. In this case learners cannot memorize the answers, and then take a quiz
again to achieve better grade.

Calculated question offers a way to create individual numerical questions by the use of wildcards (i.e.
{x}, {y}) that are substituted with random values when the quiz is taken. You can type in selected
variables (e.g. {x}, {y}) in Question field while typing your question.

To create a Calculated question, open the Creating Question form (for details, see the Chapter 14.2),
complete it as follows, and click OK:
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i Software Course Search this site §el

Simple Quiz -+ List Settings - Add Question

Question Name and Type
. Question name

Question Type
Drop Down Ordering
Free Text Answer
True or False
Multiple Choice
Short Answer
Multiple Answer
Hot Spot
Matching
Gap Fill

® Calculated

Page separator

Question additional settings
Question

How much 15 {3} + {b}

0 This type of question uses Active X component that is supported by only desktop Windows.

Answer Formula
Available functions
{a) + {b)

Answer Range +/-

Numeric v

— Question Name - type the question title;

— Question Type - select the Calculated option;

— Question — type the question and apply needed formatting to it;

— Points — type the number of points you want to assign to this question. If the
Advanced Scoring option is enabled for the quiz, you can also set the negative points
for incorrect answers;

— Mandatory — select the check box if the considered question is to be answered
correctly to pass the quiz. If a user answers all questions correctly except for the
mandatory one, this case is considered an instant fail and his grade for this attempt
is 0;

— Answer Formula - to set up the formula, do the following:

a) Type the answer formula in the filed or use one from the Available functions
list. The values in this formula will differ every time the learner takes the quiz;
b) Clicks find variables;
¢) Inthe appeared Variables fields, specify the possible range for each value:
e Point 1T - Point 2 — the range;
e Step — shows how the variable can change:
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Answer Formula
Available functions
{a} + (b)

Answer Range +/-

0 Percentage ¥

present .n the answer formula

Vanables
, ,
|Variable|  Point 1 } Point 2 Step
| a 0 10 0.5
ll | 1
b 0 | 10 0.5

d) In the appeared Answer Sets field, type how many variations will be used in
the quiz (by default it is 5). The bigger number you set, the less chance that
learners will see the same formula again; note, this number cannot be bigger
than the number of possible variations;

e) Click Calculate. You will see the functions that will be later suggested to
learners:

Answer sets

3 Calculate

a|b Answer
35|75|35+7.5=11(+/-0) |EditDelste
60|65 |60+ 6.5 =125 (+/-0) | Edit Delete
2090|200 +90=11(+/-0) |EditDelste
7009570+ 9.5 =165 (+/-0) | Edit Delete
O (3.0[(0+30=3(+/-0) Edit Delete

The created question will have the following look for a learner:

Question 10

How muchis65+ 7.5

|14 |

NOTE: In case variables are integer in the calculated question, then the integer division is used
in answers. For fractional answers options to be displayed, the step in variables should

be fractional.
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10.3.1.10 Page Separator

For your convenience, you may insert a page separator to sort questions by type, i.e. to create
question groups:

Quiz Questions

Question {click to edit) Type

8] ] True or False

Q2 True or False

Q3 True or False

Big Cities Drop Down Crdering
Question 4 Free Text Answer

To add a page separator, do the following:
1. Enter the necessary course;
2. Inthe Course Tools menu, click Quizzes;
3. From the drop-down list by the quiz name, select Settings. The Customize quiz page will
appear.
4. From the Quiz Questions section, select Add Question:

Quiz 3 » List Settings » Add Question

Question Name and Type
RO 2 R g (R Wy o Question Type

type of guestion you want to create ' Drop Down Ordenng
' Free Text Answer

True or False
Muitiple Choice

7 Short Answer

2 Muitiple Answer

- Hot Spot
Matching
Gap Fill
Calculated

= Page separator

oK Next Cance I

5. In the Question Name field, type the name for the separator (the name will not be
displayed);

6. From the Question Type list, select Page Separator;

7. Click OK to save changes. Click Next to save the current item and continue.

To insert the separator into questions list, do the following:
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1. Enter the necessary course;

2. On the Course Tools menu, and click Quizzes;

3. From the drop-down list by the quiz name, select Settings. The Customize quiz page will
appear;

4. In the Quiz Questions section, select Change Questions order;

Select the position from the top for the separator;

6. Save the changes.

u

10.3.1.11 Gap Fill Type of Question

It is a question that consists of text with omitted words. An empty space will appear in the place (a
text box) where a learner has to type the missing word:

Question 11
Fill in the gap:

To be, or not to be: that is the

Question 8 question

discussion

Specify synonyms to the word '{ #3300
answer

To add a Gap Fill question, do the following:
1. Enter the necessary course;
2. Inthe Course Tools menu, click Quizzes;
3. From the drop-down list by the quiz name, select Settings. The Customize quiz page will
appear;
4. From the Quiz Questions section, select Add Question:
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Quiz 3 » List Settings » Add Question

Question Name and Type

Tuvoe 2 name for thic aue<tion a
e o o HIC FU NS QUESO0

the type of question you want to create Question 11

Question name:

Question Type:
Drop Down Ordering
Free Text Answer

2 True or False
Multiple Choice
Short Answer
Multiple Answer

= Hot Spot
Matching

2 C‘op Fil
Calculated
Page separator

Question additional settings
Question

required Fill in the gap:

Text with omitted words.
Example:
Now is the [wainter] of our discontent

.

Made glonious [summerjwinterjspringjautumn] by this sun of York;

To be, or not to be: that is the [reasonjquestionfanswerdiscussion)

Points:

10
(=] Mandatory
Feedback settings

Hint Settings

Naxt Cancel

5. Complete the form:
— Question Name — type the name of the question;
— Question Type — select the Gap Fill option;
— Question — type the text of the question and use the embedded editor to format it;
— Text with omitted words — use the second embedded editor field to inset the text with
gaps, e.g. “A [quick] brown fox [jumps] over the lazy [dog]|cat]”.The words in []
brackets will be replaced by a text field, and the words separated by | slash will be
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displayed in the drop-down window (the first word in this case will be counted as the
correct option, the rest as incorrect ones. These words will always be shown for a learner
in random order);

— Points —specify the number of points a user will get for the correct answer. In this type of
questions a question is answered correctly if all the gaps are filled with the correct
answers;

— Mandatory — select the check box if the considered question is to be answered correctly
to pass the quiz. If a user answers all questions correctly except for the mandatory one,
this case is considered an instant fail and his grade for this attempt is 0;

— Feedback Settings — for details, see chapter 10.7 “Creating Feedback Templates”;

— Hint Settings — enter a hint and its cost to help learners specify the right answer. If a hint
is used, the number of question points will be reduced by the specified percent.

6. Click OK to create a question. Click Next to save the current item and continue.

10.3.2 Quiz Timer View

When a user takes a quiz attempt, he is able to switch the timer views in the top-left bar:

Quiz 3

00:06 / 02:00) Skipped: 0

By default quiz timer shows the spent time. If the ‘Attempt timeout' is set in the quiz advanced
settings, then a user also can switch between:

— remaining time;

— time spent / total time (like 01:39:40 / 05:08:20).

If the "Attempt timeout' is not set in the quiz advanced settings, the timer view cannot be switched
and only shows the spent time.

SharePoint LMS remembers the user last choice. When a learner refreshes the page or starts a new
attempt, the system displays the favorite user view.

10.3.3  Adding Questions from a QTI Package

The system allows adding quiz questions from QTI packages.

NOTE: The system imports the following types of questions: Single Choice, Multiple Choice, Free
Text Answer, Drop Down Ordering, Hot Spot, Matching, Gap Fill and Short Answer.

To add the questions from a QTI package, do the following:
1. Enter the necessary course;
2. On the Course Tools menu, and click Quizzes;
3. From the drop-down list by the quiz name, select Settings;
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4. On the Quiz Questions tab, select Import Questions from QTI package. The upload form

will open:
Calculated

Question 11 Gap Fill

Juestior Hot Spot

s Add Question

s [mport questions

u Change quéstion orger

lu Import questions from QT: package I
o—— . e ——————— =

5. Select a package to be uploaded, and then click OK:

I package
B Select QTI package to upload

Choose File | No file chosen

NOTE: SharePoint LMS support only QTI versions 2.0 and 2.1.

6. The package questions will appear on the quiz settings page. You can start taking the quiz.

10.4 Editing Question

To edit a question, do the following:
1. Enter the necessary course;
2. Inthe Course Tools menu, and click Quizzes;
3. From the drop-down list by the quiz name, select Settings:
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General Settings

Permissions and Management

8 Deiete this quiz

J LMS365

OneFremises

" AQVaNCES QUi settings " Save Quiz as tempiate

= Feadback settings " Permmissions for this quiz

@ Audience targeting settings 8 Workfiow Settings

@ Rating settings 8 Enterprise Metadata and Keywords Settings
a Publishing = Information management policy settings

= Form seftings

Quiz Questions

Question fciick to edit ype Branching Logi
Q1 True or False
Q2 True or False
03 True or False

Drop Down Ordering
Free Text Answer
True or False
Multiple Choice

4. In the Quiz Questions section, select the question you want to edit. The form will open:
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Quiz 3 » List Settings » Edit Question

Question Name and Type

Type a name for this question, and select the type of question you

Question name:

Big Citres

Question Type:
Drop Down Ordenng
estion additional settings
Q ; N Question:
FIE3se enter your getaned qQueshon here if n
List the cities in the ascending order from underpopulated to most
densely populated.

Answers:
Tokyo Remove
New York Remove

Moscow Remove

add
Points:
10
_ Mandatory
Hint: (optional)
Hint Cost: (% of question points)
0
Feedback settings
Remove oK Cancel

5. Modify the question;
6. Click OK to save the changes. Click Cancel to discard changes. Click Remove to delete the
question.

10.5 Saving Quiz as a Template

Enter the necessary course;

In the Course Tools menu, and click Quizzes;

From the drop-down list by the quiz name, select Settings;

In the Permissions and Management section, select Save quiz as template:

AN =
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General Settings Permissions and Management
© Tite, description and navigation & D
" Agvanced Quiz settings

® Feadback settings

o Audience targeting settings s Wo

@ Rating settings @ Enterprise Metadata and Keywords Sefttings

= Pubiishing = Information management policy settings

= Form settings

Quiz Questions

QuUestion k & Type Branching 3
Ql True or False

02 True or False

23 True or False

5. The following form will appear:

Quiz 3 » List Settings » Save as Template: Quiz 3

File Name
File name

Enter the name far this tempiate file

Quiz 1

Name and Description
P Tempiate name:

03ge Quiz Template

Template description:

Template Gallery: List Template Gallery «

Category

oK Cance

5. Complete the fields as described below:
—  File Name — type the name for the template file;
— Template Name — type name of the template. This name will appear on the Create
page;
— Template Description — enter the description for the template;
— Click the Template Gallery button and choose the gallery where you want to save the
template.

NOTE: If you want to enable other courses and teachers to use the template, you should save it
to the List Template gallery of the organization (not to the List Template Gallery of the
course):

@
S ELEARNINGFORCE




@ LMS365

= MaShacePoimt LMS org
= shCoursel
¥ FDiscussion Board
& BMarketing Site
(List Template Gailery

f-)“, ”)

s Lourses
{

¥ TuCoursel
nList Template Gallen
emplate Galiery

— From the Category drop-down list, select category for the quiz template;
NOTE: Only quiz templates in the same language can be imported for reuse in other courses.

6. Click OK to save the changes.

NOTE: If quiz questions contain images that are stored in images library within the course, users
from other courses may not have access to such images and won't be able to reuse them
in quizzes created from this template on other courses. That is why the best practice is to
store such images on a root site of the web application, where all users have read access,
and can reuse images from there in all quizzes.

10.6 Exporting Quiz Template

User can export saved template to a local machine.
To export template, do the following:
1. Save a quiz as a template (for details, see chapter 10.5 “Saving Quiz as a Template”);
2. Enter the required course;
3. Go to Settings>Site Settings>List templates in the Web Designer Galleries section;
4. Select the checkbox next to the template, and in the Files section of the ribbon menu click
Download a Copy:

O suee y rouow
& [ Creck Out I Vession Histo o &) ==

M > B 5 4 \® V5 © »

L Chack ¢ #= &% shared With L ;
_Upicad E . Edt Share Alent Downioad a Wiorkfiows Pubiish Tags &
Documen e s Properties )¢ Deiete Document Me . Copy vates

Tools Name Edit Modif
w8 Announcements - ntroductory Quiz } 6/9/2016 420 PM Quiz English 4 (C420BDDA-AE33-4E02-BESB-
— 4 new Template 1 79C8C668D090}
% Calendar
ftware Quiz orew B} 6/9/2016 420 PM  Quiz English
Jocum Template 2

5. Click Save and select the destination place. The template will be saved as .stp file.
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10.7 Creating Feedback Templates
The system allows creating quiz feedback to enable learners to see the result of their work.
To create a feedback template, do the following:
1. Activate it on the organization level (go to Settings>Site Settings>Manage site features

(in the Site Actions section), and then click Activate next to ELEARNINGFORCE - LMS:
Feedback Templates):

0 ELEARNINGFORCE - LMS: Feedback Templates

Activate
Provides ability to creste, organize or edit Question feedback templates
) ELEARNINGFORCE - LMS: Grades Web Part
AcCtivate

Allows Leamers to view their grades.

2. Go to Settings>Site Settings>Feedback Templates (in the Web Designer Galleries

section):

. | Site Settings the open
window,
on the List
bR el e Tools tab,
People and groups .
ex sl click Items
Course Teachers Site permissions
> Category Site app permissions New Item.
Publishing You will be
Course Options .
3 T > RO 1 redirected
Certficate Templates (EC LELgNeT Qele
toa List Publishing Scheduler Site columns new
Learning Path Templates Site content types Feedback
Scale Templates Web parts Message
SCORM Storage st tempiates )
g form:

Solutions
00K ang ree Themes
aster page Camnased loaks

Feedback Templates

————
BROWSE | mems (35T
el
Viersion History Showy Subitems
Shared Wa Hide Subite
Now New View con Ouigent Ingent
lem. Foider jery leem Osisto ftam
Now Itemn a0 Hiecarchy

—=J  Add 3 new item th =2

-
VOS5

4. Fill in the fields as required:
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Title * Feedback 1

0D » o
Positive Feedback Your answer is correct! Well done!

Semi-positive Feedback * |yo.r answer is partially comrect.

reedoack 10r Dartally COrrect answer

Negative Feedback * Your answer is incorrect. Try once more,

Save Cancel

— Positive Feedback — the message is shown for answers which are correct;
— Semi-positive Feedback — the message is shown for answers which are partially correct;
— Negative Feedback — the message is shown for answers which are incorrect.

4. Click Save button to create the template.

When you create a quiz, you can select the feedback template from the list of created templates.
When you are adding quiz questions, you can also create custom feedback messages. Once you
created a quiz and proceeded to quiz questions creation, you will see the Feedback Settings option.

To create a feedback message, do the following:
1. Click the Hide/Show (#) button to expand Feedback Settings;
2. Fill in the necessary fields:
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Positive feedback

Contains feedback for right answers You've answered comectly. Well done!

Semi-positive feedback

Contains feedback for partially right answers Your answer is partially correct.

Negative feedback

Contains negative feedback Unfortunately, you are not right.

0K Cancel

— Positive Feedback — the message is shown if the answer is correct;
— Negative Feedback — the message is shown if the answer is incorrect;
— Semi-positive Feedback — the message is intended for questions which are partially correct.

NOTE: Modifying of feedback message templates will not affect existing quizzes. Changes will

be applied to new quizzes only.
Modifying of custom feedback messages will not affect existing questions. Changes will

be applied to new questions only.

10.8 Managing Quizzes

You can view, edit and delete quizzes. You also have a possibility to view all attempts made by the
users. You can disable the ability for a user to view the quiz results.

To start the created quiz, do the following:
1. On the course level, go to Course Tools>Quizzes;

2. Click the Quizzes icon;
3. The list of Quizzes, Surveys and Question Pools will appear. Select the needed quiz by putting

the cursor arrow on it;
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OneFremises

Quizzes o

I Creats  Actions «
ame Description Total Atternpts  Last Modified

Quizzes
.7] WIT 2 2 7 d&‘,“; 390
9 Quiz2 3 3 days ago
5] | Quiz 3 *  quiz description 13 57 minutes ago
Survey 1

i Open Menu i
=] Surveyl Survey description 0 4 days 3go

4. Click the drop-down arrow against the quiz name to open the Edit Content Block drop-down
menu;
5. From the drop-down menu, select Start:

Quizzes o

U Create Actions «

ame ption ota emp
Quizzes
9] Quzl 2 7 days ago
2] Quiz2 3 3 days ago
9] |Quiz3 *  quiz description 13 57 minutes 3go

S Start {)

— All Attempts
[ Settings

X Delete

L}

Survey description 0 4 days 290

6. Once you click Start, the quiz is on;
7. If you are allowed to take the attempt, the following message will appear: You are about to
begin n. attempt. Press NEXT to begin:

Quiz 3

You are about to begin 1. attempt. Press NEXT to begin
This guiz allows 3 attempt(s)

This guiz timeouts after 120 seconds

MNemet Cancel
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The form specifies the number of attempts allowed.

NOTE: If the learner is not allowed to take an attempt, he sees a message: 'You cannot start this
quiz. Out of attempts. This quiz allows n. attempt(s)"

Quiz 3

You cannot start this quiz. Out of attempts.
This quiz allows 3 attempt(s)

This quiz timeouts after 120 seconds

™
41
W
)
m

Click Cancel button to omit the attempt. Once you click the button, you will see the All
Attempts list.

8. Once you click Next, the quiz form will appear:

t the cities in the ascending order from underpopulated to most
S

jensely populated

Moscow | = I

New York| 'I
[ Fabean |

1OXY0 | v I

Clear

w N

Question 11

Fill in the gap:

Specify synonyms to the word "to like
to love
to be fond of

to hate

ested at 7/25/2013 159 PM by Teacher 1

eacher 1

NOTE: Click Next to navigate between quiz question pages or just to skip some questions to
finish them later. Number of skipped questions will be displayed (Skipped: n.). Note
please that after clicking the Next or Previous buttons all answered questions will be
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saved and you will not be able to change them anymore (the answering field will be
inactive):

Quiz 3

Select True. /
a :;’z'rue Falce Clear
Select False.
True @ False
Q3

Select True

Next Cancel
fiad at //29/2015 202 PM by eacher 1

NOTE: When users answer Drop Down, True or False, Multiple Choice, Multiple Answer,
Matching, Gap Fill, Hot Spot questions they can uncheck the answers clicking the Clear
button:

Question 5

Select False

@ True O False Clear

Question &
Find member of the EL.

i Australia

@ Canada

Clear

Note please that after clicking the Next or Previous buttons all answered questions will
be saved (see previous NOTE).

9. Complete the quiz questions and click the Next button to proceed. The following form will
appear displaying user’s score, grade and number of skipped questions. Click the Finish
button to submit the quiz. Note please, that after submitting the quiz a user won't be able to
answer skipped questions:
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You finished this quiz.
Press Finish to leave

Your result s A

review this attempt

D16 6:18 PM by ageucheva a
~ - F rish

d at 2/3/2016 618 PM by System Account

NOTE: To review the attempt, click the Review link:

nTg | ¢ 136 1
0C:58 | Score; 115 out of 135 Skipped: C

You finished this quz.
Press Finish 1o leave,

Your grade is B,

hl'.- attempt

2 M Dy eacher 1 Finich
20/2013 209 PM b Teacher 1
The following form will appear:
Score
115
Grade
)
QL1 Edit
Select True.
@ True  False
Edit Comment
Question 10 10 ¢ Edit
How muchis 0.5 + 50
3.5
Edit Comment
™ - ~ 8t ‘.;-"_A _‘_ll._” *
repted at 7/29/2013 208 PM by Teacherl Clote
ast modified at 7/29/2013 209 PM by Teacherl
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After you have reviewed the quiz, click Close.

10. Click finish to see the All Attempts list.

10.9 Viewing Quizzes

To manage the Quizzes' view, do the following: on the course level, go to Course Tools>Quizzes;

To view All Attempts list, do the following:

1. On the course level, go to Course Tools>Quizzes;

2. Click the Quizzes icon;

3. The list containing Quizzes, Surveys and Question Pools will appear. Select the needed quiz
by putting the cursor arrow on it;

4. Click the down arrow by the name of the selected quiz to open edit Content Block drop-down
menu;

5. Select All Attempts:

Quizzes o

Create Actions «
ame » T e _
Quizzes
5 Quizl 2 7 days ago
r,'[ Quiz 2 5 2 minutes 390
‘2 Quiz 3 . quiz description 18 S minutes ago
S Start
= Survey description 0 4 days ago
- All Attempts 2 =99
[ Settings
X Delete

6. Once you click All Attempts, the All Attempts list will appear:

Quiz 2

Attempt #1 Learner 1 AT 10 10
Attempt #2 Learner 1 0
Attempt #1 0 wew Teacher 1 A 10 10
Attempt #2 0 mv Teacher 1 A 10 10 10 10 40
Attempt #3 0w Learner 1 A* 10 10 10 10 40
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The All Attempts list is presented as a Class Statistic view. It presents a layouts page with the
following characteristics:

1) it displays all existing learners with the following extra info (columns):
a. Number of attempts made;
b. Number of completed attempt;
c. Grade (percent only).

NOTE: |If alearner has not started a single attempt yet the above columns will be empty for such
user.

2) All columns mentioned in point 1 support ordering;
3) On hover a learner’'s name a context menu is shown, - there is an option View Details. It
links to default view with filter set to the selected user to display list of attempts for this

user (if a learner has not started a single attempt yet, an empty page will be shown filtered
for that user);

4) Export to Excel:

w75 Modify View . Current View:

| c 4 ~ 4 —
——— [M] Add Question Al ftams . i TS s

Current Page

v Attempt 21 owmv ageucheva_a A* 10

To see the details of the attempt, click the Attempt # title:

Quiz 2

Attempt =1 Learner 1 Ar 10
Attempt &2 Learner 1

Attempt 21 ow Teacher 1 At 10
Attempt £2 0 mv Teacher 1 \ 10

Alterr Q {#>5 On Learner 1 A 10
id new item

7. Once you have done it, the following form will appear, indicating the Score and the Grades
and showing the answers of the user:
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OneFremises

Score
40
Grade

A.

Q1
Type answer
answer

e
Q
>

Edit Comment
Q2 10 Paints Edit
Select False

True @ False

Edit Comment

Q3
Match

m

ait

good bad

full empty

( ent Type: Alten
Cregted st 7/29 3221 PM b "

3 LA PN Y Lesmer 1 Close
Last modified at 7/29/2013 2:21 PM by Learner 1

To view the Class Statistic view, do the following:

1. On the All Attempts page, go to List menu section on the ribbon and click the Class
Statistic button:

B S OURSE TOOLS
[T Modify View . Current View: ) P ez Open with Access £ [/ Form Web Parts -
‘\ : ‘ ‘ S -

2 ] Acd Question Al [tams = O oject e 4 Edit List
e Qu Create E-mai a S5 Customizen

td View Nawigate Up Current Page Lini eed nfoPath "o New Quick Step
View Format Manage Views 3 e are Connect port stomize List
Recent v

Library v Attempt 21 omv ageucheva_a A* 10

2. The Class Statistic list will appear:
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Quiz 2 » Class Statistic

Title Started Hnished Percemt Grads
Learner 1 3 2 1 A
Teacher 1 2 2 i A
Assistant 2 0 0

Learner 2 0 0

Learner 3 0 0

3. To view details, put the cursor arrow on the name of the needed learner. Click the down
arrow by the name of the selected learner:

Quiz 2 » Class Statistic

Staned Finished Percem Grade

[Lcom:r 1 v 3 2 1 A
Tea View Details {b 2 2 i A
Assistant 2 0 0
Learner 2 0 0
Learner 3 0 0
4. Select View Details option. The following form will appear:
Quiz 2
Title v Grade o) Q3 Q4 Score
Attempt #1 Leamer 1 AT 10 10
Attempt =2 Leamer 1 0
Attempt #3 oo Learner 1 AT 10 10 10 10 40

& Add new item
The form indicates all the attempts made by the selected learner and his/her results.

To view Questions Statistic, do the following:

1. On the All Attempts level, go to List menu section on the ribbon and click the Questions
Statistic button:

@
S ELEARNINGFORCE




(ZLMs365

OnePremises
B S COURS
w75 Modify View . Current View: p it Open with Access qu [j Form Web Parts «
i ; = S
“— (] Add Question A1 jtems SRPR % = E 2 . Open with Project e 4 Edit List
View  Quick Create Tags & -mail 3 Connect to. Ex C.;t;m zen
Lo View Navigate Up Current Page Notes L eed ARIOOK infoPath  #3 New Quick Step
View Format Manage Views ags and Note: are Ch Connect & Export Customize List
Recent v
Library v Attempt 21 o mv ageucheva_a A* 10

2. The following form will appear:

Quiz 2 » Questions Statistic

Learmers o1 Q2 o2
Learmer 1 [ ] I [ ]
Teacher 1 I [ I

All I I [

I Fal
II#

If you put the cursor arrow on the diagram, you will see the detailed statistics of the selected question:

@LMS,_,. . Quiz 3 » Questions Statistic

R::C'?l‘t LA Qi o) o Big Citsas Quastion 4
b Leamer 1 === ===
Library
pacher 1 Incorrect Answers: 179% [r——4 —1

Partially Correct Answers: 0%
Correct Answers: 83% - e

AWG Points: 1167
3. Click the diagram to see the user question statistic information. Once you have done it,
the corresponding form will appear:

# Course 1 Home

Quiz 1 » Question Statistics

Search this site o)

User information: Learner 1 View: All Answers «

Question 1

London is the capital of Great Britain

True @ False

@ True False
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4. To view the answers’ details, click the All Answers button on the right corner to open
the drop-down menu:

¥ Course 1 Home Search tt te o)

Quiz 1 » Question Statistics

User information: Learner 1 View: All Answers ~

All Answers
Question 1 ;

Incorrect Answers
London is the capital of Great Britain

Partially Correct Answers

True @ False
Correct Answers
2 True False

e Toview all answers, select All Answers;

e To view only incorrect answers, click Incorrect Answers;

e To view partially correct answers, select Partially Correct Answers;
e To view correct answers, click Correct Answers.

Question Statistics” view presents a layouts page with following characteristics:
1) It shows questions like columns (data can be ordered by clicking on column);
2) It shows users (taken the quiz) like rows. The last row is ALL (summary for all learners and
their attempts);
3) In each cell the three color diagram is displayed like Bl B (example of 30%-incorrect 30%
partially correct and 40% correct answers). And the details are shown on hover for incorrect,
partially correct and correct percentage of answers, and average score.

Sorting by ascending/descending is possible by clicking the columns’ titles.

NOTE: |If a learner has an unfinished attempt, - questions that have empty values there show
empty value here in cell.
If a new question is added to quiz when a user already has a completed attempt for it,
the question is added as new column to a view. For the learner’s cell this question should
be shown as empty field.
4) Export to CSV.

Export is only possible on Question Statistics page, not on the user’s answer for question page. The
Export results have the following structure:

question1 question2
Incorrect | Partially | Correct | Avg. Incorrect | Partially Correct | Avg.
correct Score correct Score
learner1 | % % % score | % % % score
learner2 | % % % score | % % % score

@
& ELEARNINGFORCE




@ LMS365

ALL % % % score | % % % score

NOTE: The views are hardcoded and cannot be modified by teacher. The Quiz attempt review
page is enhanced and shows status for each question (correct/partially correct/incorrect).

10.10 Question Pools

The system allows you to create question pools for courses or organization. Questions from the
question pool may be further used in Quizzes.

10.10.1  Creating Question Pool

To create a question pool for a course, do the following:
1. Enter the necessary course, and then on the Course Tools menu, click Quizzes;
2. Click Create > Question Pool:

Quizzes » Create

Question Pool

7
: Create a new Question Pool
Quiz Question Pool Survey
Quiz Question Pool Survey
Quiz Template More ., &7 Survey Template
More More

3. Complete the open form:
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Create Question Pool

Name and Description
Name

headings and links throughout the site Question Pool
Description

description text

Advanced settings:
: Advanced Scorng

. Yes @ No

£ ‘.

Navigation:
Display this resource on the Quick Launch?

Yes ®© No

oK Cancel

— Name - type the name for the question pool;

— Description — type the description for the question pool;

— Advanced Scoring — This feature allows Teachers to define lower and higher bounds for
each question in a quiz, so when the system calculates the number of points for each
question, it will take a lower bound if an answer is incorrect, and a higher bound for the
correct answer. After enabling the Advanced Scoring option, Teacher can set two point
values for each question. For more information, please see the Creating Quiz Questions
chapter;

— Navigation — Select Yes if you want to display the question pool on the quick launch.

5. Click OK to create a question pool. You will be redirected to the question list of the created
pool. Create questions for this pool; for details, see the Adding Questions to a Pool chapter.

10.10.2  Adding Folder to a Pool

To add a folder to a question pool, do the following:
1. Enter the necessary course, and then on the left Tools menu, click Quizzes;
2. Click the down arrow next to the needed pool, and then select All Items from the list:

Question Poaols

P! | Question Pool = description text 0 3 minutes ago

Add new item
All Items
G4 Settings

X Delete
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3. Click New at the top of the page, and then select New Folder from the list:

LLLLLL
¥

Shared With
New New /s £d Attach Alert ags & orkfions Approve/Reject
tem Folder Item em Delete oem Fie Me . cte:
New Nanage Action:  Share & Track Tags and Notes Workfiows
T X, - g A
o Announcements There are no items to show in this view of the "Queston Pool” list. To add a
=5 Calendar Add new item

4. In the open form, type a name for the folder:

Create a new folder

Name * | Folder 1

Save Cance

5. Click Save to create a folder.

10.10.3  Adding Questions to a Pool

To add a question to the question pool, do the following:
1. Enter the necessary course, and then on the left Tools menu, click Quizzes;
2. Click the down arrow next to the needed pool, and then select Add new item from the list:

Question Poals

™ |Questi:un Pool =  description text 1 1 minute ago

Add new tem
All Ttems
A Settings

K Delets

3. Complete the open form (fields marked with an asterisk (*) are required:
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Qs
Question Pool

Title * Question 1

Question Describe the movement of the Earth

Question Type:

Configuration

Free Text Answer
Drop Down Ordering [\
R Free Text Answes

JTrue or Faise
Multiple Choice |

Short Answer |

Multiple Answer 1thon takes..

Hot Spot asround... One turn takes
Matching

Gap Fill

Calculated }

»

Pcmts

Hint

Hint Cost 40 %

Positive Feedback ™ Your answer is correct! Well done!

I‘ Yy )
Semi-positive Feedback B yor answer is partially correct.

Your answer i5 incorrect, Try once more,

Negative Feedback ||

Save Cancel

— Title — type the name for the question;

— Question — type the question text. Apply formatting as needed;

— Question Type — select the required question type, and complete the fields if any
appear; for details, see the Question Types chapter;

— Points — define how many points a learner will get for a correct answer;
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— Minimum Points - define how many negative points a learner will get for a wrong
answer. The field is visible only if the Advanced Scoring option is enabled for the
question pool;

— Hint - specify the hint if needed;

— Hint Cost — single out the cost of hint in per cents;

— Feedbacks — specify Positive, Negative and Semi-positive feedbacks in the
corresponding sections if there is a need.

10.10.4  Adding Questions from the Pool

The Question Pool is a repository of questions that can be used by all quizzes of the course. If
necessary, you can add questions to the quiz from the Question Pool.

To add a question from the pool to the quiz, do the following:
1. Enter the necessary course, and then on the left Tools menu, click Quizzes;
2. Click the down arrow next to the quiz where you want to add a question, and then select
Settings from the list;
3. In the Quiz Questions section, click Import Questions:

Quiz Questions

Ql Free Text Answer
True or False
Matching

O4 Calculated

e Ada Question

4. Define a question pool from where you want to take a question:
a) Inthe open form, click Change question pool:

Quiz 2 » List Settings » Import questions

Select Question Pool
e o N I Question Pool: No selection «
Change question pool

oK Cancel

b) In the open dialog box, click the name of the needed question pool:
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OnePremises
Select Question Pool 0 X
) Select Question Pool Help
v A?i!:,"o
= H\SharePoint LMS_org
= MCoursel

# FaDiscussion Board -

Question Pool

® H\Course2

* .‘?.C:'_-rse:‘-
| ‘Question Pool
S aac A
* salMS Crganizabtion

# F\PAP Org Test =

O

c¢) Click OK.

5. Complete the open form:

Quiz 2 + List Settings » Import questions

Select Question Pool
Question Pook Question Pool «

Fiease speciy queston poo: 10 Import

2PCC JUESLUON DOC TV

= V| Question Poo
V) Folder 1
Randomeze:

| Randomize Questions

Permanent

| Do not fetch for each attempt

Lt

oK Cancel

— Import Questions - Select the check boxes for the questions (or folders) you
want to import. By default they all are selected;

— Randomize Questions — Select the check box if you want to randomize
questions;
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— Do not fetch for each attempt — if the box is unchecked, only one entry (with a
reference to the Question Pool) will be added to the questions list (questions
placeholders will be created). When a new attempt is started, the system will
try to associate random questions out of the selection. If there are not enough
questions in the pool to fill out all the questions, the error will be shown.

If the check box is selected, you can specify questions that will be permanently
imported from the question pool. The selected set of questions will be used
for each attempt (questions will be imported after you click OK in this form):

Import questions:

Viease specity question|s rfolderis) to imoport —

| 3 2 ] Question Pool
| Folder 1

@ ¥ Question 1

:‘Ea' 7] Question 2

_’b’ Question 3

_";) V] Question 4

Import questions options:
Randomize:

questions, e.g. randomize or not and set how many questions | Randomize Questions

Permanent:

v Do not fetch for each attempt

— Limit —specify the number of questions that will be rotated for each attempt
from the ones you import. It is possible to pull random questions from the
pool with each new attempt.

6. Click OK to import the selected questions.

10.10.5  Global Question Pool Settings

The system allows importing the Question Pool questions from different courses and organizations.

To enable users from other courses and organizations to use the Question Pool questions for their
courses, you should grant the corresponding permissions to those users:

1. Enter the Question Pool which questions you want to share;

2. Select the needed Question Pool by putting the cursor arrow on it;

3. Click the down arrow by the name of the selected Question Pool to open the drop-down
menu:
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OneFremises

Question Poaols

P! | Question Poal = description text 2 28 minutes ago

Add new item
All Ttemns
3 Settings

K Delete

4. Select Settings;
5. On the List Settings Level, go Permissions and Management and select Permissions for
this question pool:

Question Pool » List Settings

Question Pool Information

Name: Question Pool
Web Address: http//sp2013-wa/sites/c1/Question Pool/Allitems.aspx
Description: descniption text
General Settings Permissions and Management Communications
a Titie, description and navigation 8 Delete this question poo B RSS settings
u Versioning settings o Save Question pod 3% template
o Aguanced settings « Permissions for this Question poo
o Audience targating settings & Workfiow Settings
# Rating settings & Enterprise Metadata and Keywords
@ Publishing Settings
= Eorm settings o [nformation management policy

settings

6. Click Permissions for this question pool;

7. To enable certain users or groups to use questions from this Question Pool, click Grant
Permissions button on the ribbon:

BROWSE COURSE TOOLS PERMISSIONS

@ @ 3
(V=N (v Q

Delete unique Gramt ser  Ren er Check
pémissions Permissions Permissions

Course Teachers

Inhetitance Grant Modity Check Manage
Recent /\ This list has unique permissions
Library
Site Contents Name Type Permission Levels
ageucheva_a User Full Control
Assistants SharePoint Assistant
Group
Faculty SharePoint Full Control
Group
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8. Complete the open form:

Invite people

Assistant 2 x

Shared with

Welcome to SharePoint Question Coo!]

¢ Send an email invitation

Learner v

— Invite People — select users or groups whom you want to grant permissions to. Divide
the names with a semicolon. You can use the Check names and Browse buttons when
specifying users and groups;

— Send an email invitation — use the option to send personal e-mails to the users,
regarding the fact that they have been given certain permissions;

— Select a permission level — specify the level of permissions you want the user/group to
have.

9. Click OK to confirm the settings. When adding questions to the quizzes, the specified users
will be able to use the questions that you have shared.

10.10.6 ~ Saving Question Pool as a Template

To save a question pool as a template, do the following:
1. Enter the necessary course, and then on the Course Tools menu, click Quizzes;
2. Click the down arrow next to the needed pool, and then select Settings from the list;
3. In the Permissions and Management section, click Save list as template:
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OneFremises

Question Pool » List Settings

Question Pool Information

Name: Question Pool
Web Address: http//sp2013-wa/sites/c1/Question Pool/Allitems.aspx
Description: description text
General Settings Permissions and Management Communications
a Thig, description and navigation B Delete this question poo B RSS settings
« Versioning settings & Saveé question pod a3 template
o Agvanced settings o Parmissions for this Question poo
o Audience targating sentings & Workfiow Settings
@ Rating settings 8 Enterprise Metagata and Keywords
@ Punikhing setting

o [nformation management policy

setings

4. Complete the open form:

Settings » Save as Template o

File Name
2 File name:
Enter the name for this template file
Question Pool

Name and Description

Template name:

ne name and description of this tempiate will be

displayed on the Create page QP Template

Template description:

Include Content -
@ Include Content

oxX Cancel

— File Name — enter the name for the template file;

— Template Name — enter name of the template. This name will appear on the Create page;

— Template Description — enter the description for the template;

— Include Content — select the check box if you want new pools created from this template
to include the items from this pool.
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5. Click OK to create a template.

10.11 Surveys

10,111 Creating a Survey

The system allows you to create surveys to poll other Web site users.

To create a survey, do the following:
1. Enter the necessary course, and then on the Course Tools menu, click Quizzes;

2. Click Create > Survey:

% Coursel Home Marketing Site
Survey
A hist of questions which you would like to have people answer. Surveys allow you to quickly

create questions and view graphical summanes of the responses.

Quiz Question Pool Survey
Quiz Question Pool Su@ez
More ... More More

3. Complete the open form:
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? Coursel

Site Contents » New

Home .’.5.}-“(0’.’”'; dite

Name and Description Name:
Y > AL IC Sppear in headngs and 1 ghout the 12 TYpe SU“C‘}’I

gesonpine text that

Description
Survey descniption

Survey Options
Specify whethes usecs” nae sppes results and whethe e Show user names in survey results?
@ Yes No
Allow multiple responses?
Yes ® No
Naxt Cance
— Name — enter the name for the survey;
— Description — enter the description for the survey;
— Navigation — select Yes to display the survey on the Quick Launch;
— Show User names in survey results? — select Yes to display user names in survey results;
select No to make a survey anonymous;
— Allow Multiple Responses? — select Yes to allow users to take the survey more than
ones;
4. Click Next;

5. Complete the open form to add survey questions:
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s

Settings » New Question o
Question and Type Question:

Type yo S5UON and 5elecT 1A Type of Type your question here.

The type of answer to this question is:
Single line of text
Multiple ines of text
® Choice (menu to choose from)

Rating Scale (s matrix of choices or a Likert scale)
Number (1, 1.0, 100)
Currency (3, ¥, €
Date and Time
Lookup (information already on this site)
Yes/No (check box)
Person or Grou

) Page Separator (inserts a page break into your survey)

) External Data
BodyReport

cy Lookup Field
Filtered Lookup (Information from all sites in site collection)
Body Report
Introduction
Duration
Managed Metadata
Additional Question Settings .
Require 3 response to this question

stalled opnons for the vpe of @ Yes No

Type each choice on 8 separate line:

W A

Display choices using
Drop-Down Menu
@ Radio Buttons

Checkboxes (allow multiple selections)

Default value

@ Choice Calculated Value

Branching Logic

To define branching logic, add your questions and then, in the Survey Settings page, -
edit the questions to define the branching logic. -

3 Column Validation
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— Question - type the question;

— Answer Type - select how the user need to answer the question;

— Additional Question Settings — these options will differ depending on the answer type
you have selected.

6. Click Next Question to save the question and continue to create another one. Click Finish
to save the question and finish creation.
10.11.2  Saving Survey as a Template

To save a survey as a template, do the following:
1. Enter the necessary course, and then on the Course Tools menu, click Quizzes;
2. Click the down arrow next to the needed survey, and then select Settings from the list;
3. In the Permissions and Management section, click Save survey as template:

» Survey Settings

List Information

Name: Survey 1

Web Address: http://sp2013-iwa/sites/c1/Lists/Survey L/overview.aspx

Description: Survey description

General Settings Permissions and Management Communications
= List name, description and navigation = Delete this survey = RSS settings
o Advanced settings o Save survey as template

G Vaigation settings B Permissions for this survey

u Audience targeting settings o Entérprise Metadata and Xeywords Settings

u RAting settings o Information management poiicy settings

8 Pubiishing

B Form settings

4. Complete the open form:
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(™)

Settings » Save as Template

File Name
File name

Enter the name for this tem

Survey Template

Name and Description
: Template name:
he name and description of this template w
be displayed ca the » page Survey Template
Template description:
description
Include Content
= ) ¥l Include Content
e e réaies e &
& the ten 0 9
ntent can increase the size © temyg
Caution: Jtem J ot mantaned in a
tempiate. If yo ¢ & conte
awaYeYy. er !
’I:-

— File Name — enter the name for the template file;

— Template Name — enter name of the template. This name will appear on the Create page;

— Template Description — enter the description for the template;

— Include Content — select the check box if you want new surveys created from this template to
include the items from this survey.

5. Click OK to create a template.
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The Drop Box section is intended for exchanging files between the Student and the Teacher of the
course. The Teacher, who needs to share some file with the Student, may place the file into the Drop
Box. Also a Student may place a file into the Drop Box to share with the Teacher. Any teacher can
assign items to anybody; but he can only see items that were assigned to him by some other user
(teacher or learner). Teacher is not intended to see items created by him in drop box web part. All
items created by learners are also available for viewing in drop box web part by all teachers. All drop
box items can be managed by teachers in the drop box tool or list.

All items added to the Drop Box by Learners are checked by Plagiarism prevention service by default.
To disable Plagiarism Control for Drop Box items, do the following:

1. Go to the Drop Box section;

2. In the ribbon menu go to List > List Settings in the ribbon menu;

3. In the General Settings section click Plagiarism;

4. Select No to disable checking for plagiarism for documents in the Drop Box:

?) Software Course Garch this se ye)

Drop Box - List Settings - Plagiarism Settings

Plagiarism

Enable Plagiarnism Contro

5. Click OK to save the changes.

To manage files in the Drop Box, do the following:
1. Enter the necessary course;
2. On the Course Tools menu, click Drop Box. The list of drop box files will be shown in the
main workspace area:

ROCVAICE M IDCE TOY Y C© TTEMAC 1cT
[ COURSE TOX "

#, Hardware Course
JLMS36°
(Fums36s Drop Box e

Site Contents @ new item or edit this list
All items Inbox Inbox (new) nd a
7 !
Additional Learner 8 ageucheva_a
materals
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111 Adding Items to Drop Box

To add an item to the Drop Box, do the following:
1. Enter the necessary course;
On the Course Tools menu, click Drop Box;

2.
3. Click New Item on the ribbon or new item button @);
4. Complete the open form as described below (fields marked with an asterisk are required):
— Assigned To — select the users whom you want to assign the file. The file will be visible
only for the selected users;
— Title — type the title for the assignment;
— Comment — leave a comment on the file if necessary;
— Completed — select the check box if you want to mark the item as completed:

SharePoint

SANCE ErUT

830 CF

H m N T l ABC
] v

. 1 Copy
Savwe  Gnol Saste Attach  Speling
rFig .
Clipooard Acions  Spaling
Assigned To leamer 1 x Leamer 2 x Learner 3 x
Title * Additional matenals
Comments

Here you can find more information related to this course,

Completed

Attachments D:\SharePoint\spims\question types.docx & Delete
Save Cance

— Click Attach File to attach the necessary file;
— Click Spelling to check the spelling.

5. Click Save either at the top or at the bottom of the page.

11.2 Modifying Drop Box Items

To modify Drop Box items:
1. Enter the necessary course and click the Drop Box icon in the Course Tools menu;
2. Point over the necessary item, click on the callout menu button -+, and select Edit Item:
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D ro p BOX ©

@ new item or edit this list

Allitems Inbox Inbox (new) == Find an item
v I" Title A aned 70 Lreated By
¥ Additional seeii. LbeamerR .. _ageucheva_a
v maternals ¥ ledit T(aml
[Edit Ite

Delete [tem
View [tem
Advanced 4

In the following form you can modify the item title, persons to assign to and mark the item as
Completed.

Title * U&cdl‘.xczﬁal matenals

Assigned To Hank Moody x Harvey Spector »

Comments Here you can find more information related to the course.
Completed

Attachments Tutonaldocx@ Delete

Created at 2/15/2016 402 PM by ageucheva_a —— AL
Last modified ot 2/15/2016 £:02 PM by || ageucheva_a

3. If you want to mark the item as completed, check the box next to Completed;
4. Click Save.

NOTE: Students can only view added items; items modification is impossible. By default, the
Read all items radio button is selected for the Read access option and the Create and
Edit all items radio button is selected for Create and Edit access option:
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Item-level Permissions )
Read access:  Specify which items users are allowed to read

nd et @ Read all items
O Read items that were created by the user

Create and Edit access:  Specify which tems users are
allowed to create and edit

i=1 X
(& ICreate and edit all items

) Create items and edit items that were created by the
user
None

(Drop Box >List > List Settings >General Settings >Advanced Settings)

It is not recommended to modify the default settings. If Read (Create and edit) items
that were created by the user or None radio buttons are selected, settings will remain
the same (users will only be able to view items; modification is impossible anyway).
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12. PLAGIARISM

The Plagiarism section enables teachers to check all received documents for plagiarism:

SharePoint Teacher 1~ $&&

) SHARE ¥y FOLLOW

BROWSE \ FILES LIBRARY

”] Course 400.12 Home Search this site o

Plagiarism o

Type Name Moditied Modified By Match Percent Plagiarism Summary Chedk document
g Doc4 8/5/2013 6:39 PM sheremet_m 100% Details Ready
MW
A Doc¢S 8/5/2013 6:47 PM sheremet_m 100% Details Ready

MW

Here you can view all the documents uploaded by Learners to Assignments section and Drop Box (if
plagiarism check for drop box items is enabled), the date they were modified, the person who
modified them, and the Plagiarism report (to view the Plagiarism report, click the Details section of
the corresponding document):

Plagiarism Summary

Det@ f

Details

Items in this list are ordered by the date of upload — newest items are placed on top of the list. If new
version of document is uploaded, it is moved to the top of the list:
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Document Holy Roman Empire docx (D8560456) Rank Path/Filename
Submitted 2013-08-06 14:17 (+03:00) 2 > hup-//wvew zeably com/Holy Roman Empire&amp-t... [V

Subl&!ed by pavel@elesmingforce.org 8  Alternative sources

Receiver pavel.elforce@analys.urkund.se @ Sources not used
Message SubmissionService - Holy Roman Empire.docx (1507881) Show full
messa ":E‘
1 of this approx. 1 pages long document consists of text
presentin {2} sources.
[all 9 £ < > A 0Wamings O Resst X Eport [ Share @

100% Adive (/]

The Holy Roman Empire (Latin: Imperium Romanum Sacrum,
German: Heiliges Romisches Reich,

Italian: Sacro Romano Impéro,
Czech; Svata fide fimeka,
Slovene: Sveto rimsko cesarstvo,

Dutch: Heilige Roomse Rijk, French: Saint-Empire romain
germanique)

was

a complex political union of territories in Central Europe existng
from 962 to 1806.[2](3)

The empire grew out of East Francia, a primary
division of

the Frankish

Empire,

and

caslisiahasesslaissadisaalhah e sansionssionalsbailisssans Danson

External source: hitp://www.zeably.com/Holy_Roma... 100%

The Holy Roman Empire (Latin: Imperium Romanum Sacrum,
German: Heiliges Romisches Reich,

ftalian: Sacro Romano Impéro,
Czech: Svata FiSe fimska,
Slovene: Sveto rimsko cesarstvo,

Dutch: Heilige Roomse Rijk, French: Saint-Empire romain
germanique)

was

a complex political union of territories in Central Eurcpe existing
from 962 to 1806.

The empire grew out of EastFrancia, a primary
division of

the Frankish

Empire,

and

siealimialesmenslaisandinesiloha nsmnineanionsfabalilesnsns Dansan

The following types of documents can be checked for plagiarism by the system:

— .docx,
— .doc,
- .ixt,

- rtf,

- .SXW,
— .odt,
- .pdf,
- html,
— .htm

12.1 Choosing a Plagiarism Service

In SharePoint LMS you can choose between two anti-plagiarism systems: Ephorus and Urkund.
There are several ways to choose a system:

> For the whole Organization:
Enter Central Administration>Application Management>SharePoint LMS>Global Features,
and then select the plagiarism checking service:
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Setup plagiansm checking service
Enable Plagiarism Control?

@ Yes 0 Mo
Service
|Ephorus| =
M Ephorus K
]Urkund |

Configure the Setup Plagiarism Checking Service section as follows:
— Enable Plagiarism Control — specify whether you want the anti-plagiarism control to
be enabled;
— Service — select an anti-plagiarism system from the drop-down list and specify the
settings relevant for the selected system.

If you want to use the Urkund service, please, complete the Urkund e-mail address field as
documents are uploaded to the service by being sent to a special Urkund e-mail. The request is sent
via the site owner’s address; however, if it's missing, the address specified in the Outgoing Email
settings is used instead.

It is recommended to inform the service specialists about your email server IP or the domain which
your documents will be submitted from.

Once the plagiarism checking process is finished, Urkund sends you the notification. Remember to
check your Spam box as letters from Urkund may be marked as SPAM.

According to the license agreement results, reports are provided within 24 hours; however, normally
it takes 4-8 hours.

If you want to use the Ephorus service, please, note:

A key to the anti-plagiarism system is provided depending on the service the user is subscribed to.
The key is not included into the SharePoint LMS license agreement and has to be purchased through
a third party company, i.e. Ephorus (after purchasing a license you will be sent a handin code, which,
in turn, needs to be entered here in the Key section).

It is also necessary to have Ephorus support set http://service.sharepointims.com/Ephorus.asmx as
the callback URL for your (customer's) handin code. Some features can't be configured by user
manually. It's meant that you need to contact Ephorus support to activate or change some settings:

0 Handin code Version Edit

handin code 01 o

handin code 02 Version 3

http: /fseryice,sharepointims.com/Ephorus.asmx

NOTE: For the Setup Plagiarism Checking Service section to become available in the
Organization Features window, enter the Central Administration section >SharePoint
LMS >Global Features. Select Yes for Allow override this option in the Setup
Plagiarism Checking Service section.

» For a separate Course
1. Enter Settings on the course level;
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2. Select Course Settings > Course Options or Site Settings > Course Options;
3. Select an anti-plagiarism system from the drop-down list in the Setup plagiarism checking
service section and specify the settings relevant for the selected system:

Setup plagiansm checking service
Enable Plagiarism Control?

@ Yes 0 Mo
Service
Eoros i
) Ephorus >
]Urkund |

4. Click OK to save the changes.

NOTE: A necessary system can also be chosen in Central Administration. For more details, see
section Configuring an Anti-plagiarism system of Administration Guide.

NOTE: The choice of anti-plagiarism service determines which versions of attachment will be
checked:
If you are using Ephorus service, only the first Learner’s public version of attachment file
is sent for checking.
If you are using Urkund service, each Learner's public version of attachment file is sent
for checking.

NOTE: Since mid-October 2013 reports on documents sent from SharePoint LMS don't appear
in the Ephorus web interface (https://www1.ephorus.com/#/documents). They are
returned to SharePoint LMS and user can view the reports in the system.

12.2 Sending Document for Plagiarism Check

All documents uploaded by Learner to Assignments and Drop Box (if plagiarism check for drop box
items is enabled) are sent for plagiarism check by the system. To add a document for plagiarism
check manually, do the following:

1. Go to Plagiarism section;

2. In the ribbon menu click Upload Document:
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Quvsass

BROWSE FILES LBRARY
™ ™ Check Out Version Histon
— Check in Shared With
New Upicad | Nev Edit Vie _ Edit
Document .| Document | Foidér  Document Discard Check Out  Properties Properties Delete Document
ey Ooen & Chekx Ot Manage
Site Contents Type Name Modified
g answers o o 1/8/2014 6:50 PM
e Article o new 1/8/2014 6:50 PM

3. Select the document for upload from your local computer. The document will be added to
the list and sent to the plagiarism checking service. After the check is complete, the Match
Percent and Plagiarism summary will become available:

% Course 1 Search this site

Plagiarism o

Type Name Modified Modified By Match Percent Plagisrism Summary Status
L[5 Story Gmw 1/9/2014 2:50 PM System Account 100% Details Ready
a: Blog @mv 1/9/2014 2:50 PM System Account 100% Details Ready

NOTE: |If an error occurs during the plagiarism check, you can send the document for checking
again. To do it, follow the steps below:
1. Select the View Properties from the drop-down menu of the document with the
Error status;
2. In the properties window click the Check Again button in the ribbon menu:
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BRCWNSE TEW
SRUWYOC ViEW

MY —— ' Version History T
L—J L-/‘ &% Shared With
Check Edit Check
Bgair tem X Deiete item Out
Manage Actions
Tools
Name
& Announcements
Title
[E=] Calendar

Match Percent

) Documents

Alert Me

m G’, Workfiows

Story.docx
100 %

Plagiansm Summary Details

sy Discussion Board

Status
@& Chat

History
g Mailbox
la: INnks
[37] Reports

& Learnin C:t"

Ready

rs]

gt TN

014 2:40 PM Try submit
14 2:40 PM Successfully submitted
Ol-t 2:50 PM Try to get result

14 3:00 PM Try to get result

14 3:10 PM Try to get result

14

O] 1\3
o

/

O DO WO W
x)'\JI\J

Iy

/

Y;
/201
/201
/2014 3:20 PM Try to get resuit
4 3:30 PM Try to get result

0

/

[ S RS A

T
NN
o

~—

This may help in case if the error is "The operation has timed out". But for example, in
case of such errors as “Hand In code not found", or “The remote server returned an error:
(404) Not Found." The second check will give the same result. That is why it is
recommended to view the History log before sending the document for another

plagiarism check.

Documents uploaded by Learner to Assignments and Drop Box are sent for plagiarism check by the
SharePoint LMS Plagiarism Checking job. To change schedule settings of this job, do the following:

1. In the Central Administration go to Monitoring > Check Job Status;
2. Select SharePoint LMS Plagiarism Checking job from the list of jobs:

Courses Synchronization Job SP2013-2

Scheduled Approval SP2013-3

Immediate Alerts SP2013-3

SharePointLMS Plagiarism Checking SP2013-2
My Site Instantiation Interactive Request SP2013-3
Queue

SharePointLMS Task Processing SP2013-2

Neb Application uration (hhemmiss

SharePoint SPLMS 4.1 -
46284

0:00:43 Succeeded

SharePoint SPLMS 4.1 -
46284

0:00:00 Succeeded

SharePoint SPLMS 4.1 -
46284

SharePoint SPLMS 4.1 -
456284

0:00:00 Succeeded

0:00:14 Succeeded

SharePoint SPLMS 4.1 - 0:00:00 Succeeded
46284

SharePoint SPLMS 4.1 -
AR2RA.

0:00:18 Succeeded

3. Set the schedule for this timer job in the Recurring Schedule section:
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CreFremises
SharePoint
D Edit Timer Job o
Ti Link Job Title
Imer Links sharePointLMS Plagiarism Checking
Timer Job Status
Scheduled Jobs
Running Jobs
Job History Job Description
Job Definitions
Central Administration .
Job Properties )
Application _ Web application: SharePoint SPLMS 4.1 - 46284
hig sechion lusts the propertes
Management ; '
Last run time: 1/9/2014 5:20 PM
System Settings
Monitoring Recurring Schedule
This timer job is scheduled to run:
Backup and Restore sechon o .
@ Minutes Every 10 minute(s)

Security ) Hourly

Upgrade and Migration Daily

General Application " Weekly

Settings )

Monthly
Apps
Configuration Wizards
Run Now Disable oK Cance

Click OK to save the changes or Run Now to start the job immediately.

12.3 Managing Views

Managing views is a standard SharePoint functionality.

1231 Creating View

As there are several types of view you can decide what of them is suitable for your course.
To create a new view go to Library>Create view. Choose a format for your new view:
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Settings » View Type o |

Choose a view type

p— Standard View —: Datasheet View
A View data on a Web page. You can choose from a list of \4 View data in an editable spreadsheet format that is
display styles convenient for bulk editing and quick customization

pum— Gantt View

AL View list items in a Gantt chart to see a graphical
representation of how a team’s tasks relate over time,

peem  Calendar View

(A Viewdataas a daily, weekly, or monthly calendar

X Custom View in SharePoint Designer
Start SharePoint Designer to create a new view for this
hist with capabdities such as conditional formatting
Start from an existing view

» All Documents

12.3.1.1  Creating Standard View

To create standard view:
1. Specify the Name of the view you create;
Check the corresponding boxes to choose what columns are to be displayed;
Sort the order of the items;
Define the Filter for the items;
Decide how your items will be grouped;
Specify the Totals, Styles, Folders, Item limit and Mobile setting for your view and press
the OK button to save changes and Cancel to discard them.

ok wn

12.3.1.2  Creating Calendar View

To create Calendar view:
1. Specify the Name of the view you create;
2. Select the Audience for this view (Personal/Public);
3. Define the Time interval for your view;
4. Specify the Calendar columns;
5. Choose the Default scope for your view (Day/Week/Month);
6. Assign a Filter and press OK to save settings and Cancel to discard them.

12.3.1.3  Creating Datasheet View

To create Datasheet view:
1. Specify the Name for the view you create;
Select the Audience for this view (Personal/Public);
Define the Time interval for your view;
Specify the Calendar columns;
Choose the Default scope for your view (Day/Week/Month);
Assign a Filter;
Specify the Totals, Folders, Item limit setting for your view and press the OK button to save
changes and Cancel to discard them.

No v AW
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12.3.1.4  Creating Gantt View

To create Gantt view:
1. Specify the Name of the view you create;
Select the Audience for this view (Personal/Public);
Define the Columns for your view;
Define the Gantt columns for your view;
Sort the order of the items;
Define the Filter for the items;
Decide how your items will be grouped;
Specify the Totals, Styles, Folders, Item limit setting for your view and press the OK button
to save changes and Cancel to discard them.

© N~ W

12.3.2  Choosing View

To manage View settings press the View drop-down list button and choose the view you want the
document be presented to you. By default there are two kinds of view: All documents view and
Explorer view. You can either modify the chosen view or create a new one:

BROWSE FILES LIBRARY
wen [T Modify View . Current View
— Cr 2
) Create Column | 4y Documents =
Viev Quick New Create Tags &
et Row View Navigate Up Default Notes
View Format Datazheet Manage Vie gy Documents D Tags and Notes

12.3.3  Moadifying View

To modify the view:
1. Go to Library>View>Modify this view:

SharePoint

Show Tazk Pane — "'; Modidy View , Current View:
Show Totsks Moddy View 3
few  Quich New Create Tags &
ot Row Refresh Data View  Modify in SharePoim Dasigner (Advanced) Notes
View Formas Datatheet Marage Views Tags and Notes
Tools Type Name Modited
Wb Announcements g answers o wev 7/29/2013 509 PM

2. Specify the Name of the view you create;
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Check the corresponding boxes to choose what columns are to be displayed;

Sort the order of the items;

Define the Filter for the items;

Decide how your items will be grouped;

Specify the Totals, Styles, Folders, Item limit and Mobile setting for your view and press
the OK button to save changes and Cancel to discard them.

No VAW

12.3.4  Managing View settings

In the Document Library Settings section there are the following sections: General Settings,
Columns and Views. To open it, go to Libraries > Plagiarism > Settings:

Plagiarism » Settings

List Information

Name: Plagiansm
Web Address: httpy//sp2013-iwa/sites/cl/Plagiansm/Forms/Allltems.aspx
Description: Provide checking documents by plagiarism prevention service
General Settings Permissions and Management Communcations
w List name, desaription and navigation » Permissions for this document fibrary ® RSS settings

@ Versioning settings e files which have no checked in

B Agvanced settings

B Wit fions Cattinn
= Validation settings Workfiow Settings

- . & Enterprise Metadata and Keywords
= Coumn defauit value settings
Settings
o Audience targeting settings o
* Information management polic
@ Rating settings settings

= Form settings
Columns
A column es information about each docurment in the document library. The following columns are currently available in th
py Type R od
litle Single line of text
Created Date and Time
Modified Date and Time
_reated By Person or Group
Modified By Person or Group
Checked Out To Person or Group
8 Create column
® Add from existing ste columns
8 Column ordering
8 Indexed columns
Views
Avie ent library aliows you to see a particular selection of items or to see ems sorted n a particutar order, Views
JTer red for this gocu & bra
g Jefsu Die . -
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OneFremises

In the Columns section you can create a new column:

Settings » Create Column o

Name and Type Column name:

The type of information in this column is:
& Single line of text
= Multiple lines of text
> Choice (menu to choose from)
Number (1, 1.0, 100)
Currency (S, ¥, €)
Date and Time
Lockup (information already on this site)
2 Yes/No (check box)
Person or Group
2 Hyperlink or Picture
Calculated (calculation based on other columns)
Task Outcome
External Data
BodyReport
Competency Lookup Field
~ Filtered Lookup (Information from all sites in site collection)
2 Body Report
> Duration

Managed Metadata

Additional Column Settings Description:
- M

Require that this column contains information:
Yes & No

Enforce unique values:
Yes @ No

Maximum number of characters:

255

Default value

& Text O Calculated Value

[#] Add to default view
@ Column Validation

oK Cance

Specify the column’s title and type, assign additional settings if necessary, press OK to save settings
and Cancel to discard.
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To define Document library setting go to Document library settings section and apply all the
necessary changes in the following window:

Plagiarism » Settings

List Information

Name: Plagiansm

Web Address: httpo//sp2013-iwa/sites/cl/Plagiarism/Forms/Allltems.aspx

Description: Provide checking documents by plagianism prevention service

General Settings Permissions and Management Communications
e List name, gesriplion and navigation e Permissions for this document library o RSS settings

@ Versioning settings B Manage files which have no checked in

@ Agvanced settings —

nos
» Validation sattings 9
¢ Enterprise Metadata ang Keywords
s Coumn defautt value settings Enterpris )
= Catdinme
Settings
8 Augdience targetng settings
e Information management policy
@ Rating settings settings

Here all the current settings of the Plagiarism section are displayed. From this window you can make
changes in the document library settings. You can manage columns of the current document library
and views too.

The Actions and Settings buttons at the top of the list allows performing actions and operations
typical of SharePoint.
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13. ASSIGNMENTS

The Assignments section allows users to set assignments within the course and view the results of
performing assignments.

To access the Assignments section, click the Assignments link on the Course Tools menu. The
Assignments section is represented as list of Assignments by default:

#1 Software Course

365 : z
@LMS: . Assignment Calendar o

@ new item or edit this list

«f Announcements All Events Calendar Current Events e Find an iten o)
v Y Title Doe Date Due Date - s Date Ace
nD men
Zeromancer % wee  2/4/2016 500 PM 2/5/2016 12:00 AM Online No
® Discusston Board Submission
@ Chat Assignment wee  2/5/2016 12200 PM  2/10/2016 12:00 AM Online No
for Submission
Mailbox
PR Wednesday »
o HNKS New s 2/5/201612:00 PM  2/16/2016 12:00 AM Online No
57| Reports assignment 3 Submission
{37 Reports

The following information is displayed in the list of Assignments:

- Title — contains Assignment’s name;

- Opening Date — contains date, from which the Assignment is available for Learners;

- Due Date - contains due date for the assignment;

- Closing Date — contains the last date that the system will allow submissions for this
assignment;

- Assignment Type — contains assignment type;

- Group Hand In - indicates if Group Hand In is possible for this assignment;

- Scale Configuration — indicates if Scale Configuration is set for this Assignment;

- Template — shows the Title of Assignment Template. (If Template values were reassigned
manually in the Assignment, Template's title will be shown regardless of this);

- Submitted - shows the number of submitted assignment tasks out of total, e.g. “12 of 22".

Assignments list should be differentiated from the Assignment Tasks list, which can be accessed
through the View Learner’'s Assignments button (available in the ribbon menu and in the Assignment
view form):

Pl

LIBRARY Q sH 7
#) Course 1 el
AR
/LMS365 - »
e ASSIgNMeENtS ©
A @
§ Announcements Assignment 2 Online Submission Learner 1 Not Started 1/15/2014 12:00 AM View Entries., No
|C Assignment 2 Online Submission Learner 2 Not Started 1/15/2014 12:00 AM View Entries., No
&0 Assignment 2 Online Submission Learner 3 Not Started 1/15/2014 12:00 AM View Entries No
»

Assignment Task is a single instance of Assignment created for every Learner.
The following information is displayed in the list of Assignments:
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- Title — contains Assignment’s name;

- Assignment Type — contains assignment type;

- Assigned To - indicates Learner, to whom the task is assigned;

- Grade - contains grade, if the task is already assessed;

- Overdue Status — indicates if the task is submitted after Due Date;

- Due Date - contains due date for the assignment;

- Comments — contains link to the Assignment Task comments;

- Saved as Draft — indicates if the Assignment Task status is Saved as Draft.

13.1 Creating Assignments

To create an assignment, follow these steps:
1. On the Course level, go to the left course tools menu and click the Assignments icon;
2. On the ribbon menu go to List Tools > Items and click New Item > Assignment or click
new item button:

BROWSE
o nH
:
: rod
New Ne - cdit - farns 2 Al
ftem . Foide & Ttany Delete [ten A ” Assianm - Fie
Assignment A a

= (Create a new Assignmen

Tools @ new item jor edit this list

«f Announcements All Events Calendar Current Events
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In the open form, fill in the fields as required:

BROWSE D OURSE TOO ) SHARE ¥y FOLLO s
|”l m ABC
1 |
Save Cance Speliing
ntent
Template none ¥
Title * Wednesday assignment
Assignment Type Online Submission X
Opening Date 7/15/2016 B [1pm v|[oo~
Due Date B2 [12am v |00 v
Rar
Closing Date 5 [12am v |00 v
_______
Py -
ef t e Due D
Description Write an essay
& Attach file
Group Hand In
Scale Configuration Use:
@ No grading
Scale Set:  Default (UK) =
Numerical
Min Max:
Display options
® Show grade
Show
Combined view
Assigned To ® All Learners

Selected Learners
Notify me when leamers return tasks for this assignment

Show tasks now

— Template — select template from the drop-down list with titles of all existing templates
+ "None” value on the top. The default Assignment template is set in the Assignment
Templates list. You can view the selected template by clicking the View button (32).
Template Fields and Notification Settings set in the selected Assignment template
are displayed below the drop-down menu (non-editable);

— Title — type the title for the assignment;

— Assignment type — specify the type for the assignment from the drop-down list:

e Online Submission (assignment should be returned via SPLMS);
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e Offline Submission (assignment should be returned in class);
e Required Course Preparation;
e Optional Additional Reading;

Other;

— Opening Date — specify the time the assignment becomes available for the learners;

— Due Date - specify the deadline for submitting the assignment. Assignments
submitted after this time will be marked overdue;

— Closing Date — specify the last day for the assignment to be submitted;

— Description — type the assignment main task;

To add a file to the assignment, when filling Description field, go to Editing Tools > Insert and click
Upload File:

It is possible to upload file to assignment when filling the Description field. When you use this option
to add files to the assignment, Learners can access these files not only in the Assignment Task, but
also in the library, to which the files are uploaded, e.g. Documents, Assignments or other.

If you do not want the uploaded files to be disclosed to Learners before some specific date, it is
possible to set publishing dates for the file.

To do that, go to Editing Tools > Insert and click Upload File:

,,,,,, L/ SHA w
. Pzany !
| v=2) * <[>
(<> B L
able Vigeo and Link JUpload] Embed
- O Fle Code
e tent R
Template none ¥
Title Wednesday assignment
Assignment Type Online Submission Y
Opening Date 7/15/2016 = 1p v oo Y
Due Date 6 B2 12aMm v |00 v
Closing Date B [12am v | |00 v
Description

Write an essay

Group Hand in

Select file on your local computer and specify document library to upload the file:
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OneFremises

AANA = AASTHImoant x
A"“Jl-j o UOCUITISNIL

. _
Choose a file Choose File | Tutonal.docx

¥ Add as a new version to existing files

Destination Library [ Documents v

Version Comments

OK Cance
Set Start Date and End Date to limit publishing period of the file:
Link Target ® _self v
Specify your own value:
Name of window where hink e opened ¢ cked
L Oue 2/16/2016 E)[12am v |00 v
SOUIEa 3 3l st jate
End Date 5/12/2016 EE|(12am v {00 v
>cheduled approval end da
Keywords
Created at 2/3/2010 12:23 PM by .| ageucheva_a Save Cance
Last modified at 2/15/2016 4:08 PM by| | ageucheva_a
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NOTE: If the Start Date and End Date are left empty, they are considered equal to the
Assignment Opening Date and Due Date:

Assgnmant Type

Opening Date

Clozing Date

speuchesas

The document will be saved in the selected document library, and learner will be able to view it in
the task.

NOTE: To view the attached document before Assignment saving, press Ctrl + Left mouse
button. The document content will be displayed in a new tab.

Attach file link allows attaching Description files to the Assignment. These files can be edited only by
Teacher in the Assignment edit form. In the Assignment Task these files are available only for view
and download for Teacher and Learner:

| ) Copy '
Save Cance Paste ew Le Attach  Speling
- O ¢ e A
T ) W I [«

& Announcements Name
[5] Calendar Choose File | Tutorial.doox
[55] Calenc

~ Documents

® Dis¢ f rd

O Cance

~ Cha

- Group Hand In checkbox —select the checkbox to allow learners to organize into groups when
submitting assignment tasks;
- Scale Configuration — select options for grading the Assignment:
e No grading — select this radio button to disable grading for this assignment;
e Scale set — specify the default Scale Set;
e Numerical - specify the Minimum and Maximum Scale values;
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e Display options — specify the display options for the assignment:

e Show grade (only grades will be displayed for assignments),

e Show percentage (only percentage will be displayed for assignments);

e Combined view (both grade and percentage will be displayed for assignments).

NOTE: The selected display options variant influence only assignment tasks list. Display options
for Grade Book are set separately in the Grade Book options.

— Assigned To — specify whether the assignment should be assigned to All Learners, or
just choose the needed learners manually (Selected Learners). Use the Check names
and Browse buttons to choose Learners or Groups of learners;

— Notify me when learners return tasks for this assignment — specify whether you want
to be notified when learners return tasks for the assignment;

— Check for Plagiarism — check this option if you want the assignment to be checked for
plagiarism;

— Show tasks now — specify whether you want the tasks for learners to be generated
once you have created an assignment. This option allows learners to preview the task
before the opening date, thus the tasks will be generated as soon as the timer job
‘SharePoint LMS Assignments’ runs. But the learners will not be able to edit the task
before the opening date comes. Such tasks are generated with the Not Started status.
When the assignment has been already created and this option is activated, the
teachers will be able to edit this assignment but they will not see this checkbox if the
tasks have already been generated. They can only see the checkbox if the tasks haven't
been generated yet.

3. Click Save to save the changes. Click Cancel to discard the changes.

NOTE: Please, pay attention:
If there are AD users and/or AD groups among the course learners, please, keep in mind
that it's best practice not to delete users from Active Directory completely (when you fire
employees, when they leave for another job, etc.). Instead it's better to create a group for
such users and keep such users there.

Why we suggest this flow:

If you delete a user from Active Directory prior to removing this learner (or group where
he is member) from SharePoint LMS course, and afterwards create assignments in the
course, you will most likely run into issue when tasks won't be created. This happens
because the scheduled ‘SharePoint LMS Assignments Timer Job' runs all your courses and
stops on the one with learner in AD missing. The tasks will not create until the deleted
from AD learner is removed from the course.

Once a user AD account is deleted, all permissions and memberships associated with that
account are permanently deleted too. If you create a new user account with the same
name as previously deleted user, account does not assume the permissions and
memberships of the previously deleted account because the security ID (SID) for each
account is unique. All permissions and memberships have to be recreated manually to
duplicate it.
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13.2 Synchronizing Assignments

After creation of Assignment, there are 2 ways of generating Assignment Tasks: use Synchronize
Assignments feature or wait until SharePoint LMS Task Processing job runs.

The Synchronize Assignments feature is used to generate Assignment Tasks for Learners according
to the Assignment settings.

To synchronize assignments, do the following:

1. Select the needed Assignment;
2. Click the Synchronize Assignments button in the ribbon menu:
BROV &
% —— B 1 Version History N | . Ty P < :7.
E E) ESA 22 caedwith Q | Ul |1 \ | X
New  New View  Edit . View Learner's | Synchronize | Attach Alert Tegs & Workfiows Approve/Reject
ltem ., Foider [tem item 2 Delete ltem Assgrments JAssignments]  File Me - Notes
New Manage Actions Share & Track  Tags and Notes Workflows
Tools @ new item or edit this list
.,[; Announcements All Events Calendar Current Events Find a0 it 0
75t Calendar :
55 v B £ 2 D . C
& Documents .
B New Assignment & s 5/5/2016 500 PM  5/6/2016 12:00 AM
e Discussion Board
Wednesday Assignment % ees  5/5/2016 5:00 PM  5/6/2016 12:00 AM
- 1at i
Assignment 1 ¥ eee  5/572016 5:00 PM  5/6/2016 12:00 AM
3 Mailbox

4. Click OK to confirm tasks generation:

Cy ~res — -~ Caodd . mmce x
< y" ‘s."r‘u'r‘ ra. -‘-_/q 2C1LL !:;..

i) Assignment Tasks generation job is started. Tasks will be generated automatically.

Do you want to generate tasks now?
oK Cance

Assignment Tasks will be generated for all Learners specified in the Assigned To field.

NOTE: You can use this feature to create Assignment Tasks for Learners before the Opening
Date is reached. In this case the following confirmation message will be displayed:
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Synchronization Settings %

Assignment’'s Opening Date hasn't been reached yet. Tasks will be generated but Learners won't
e able to edit them before Opening Date.

Are you sure you want to generate tasks now?

DK Cancel

This will allow Learners to view their Assignment Tasks, but not edit them before the
Opening Date is reached.

This function can be used after Assignment Tasks are generated to synchronize assignments after
adding/removing users from the assignment.

After you add/remove learners in the Assignment edit form:

1. Check the needed assignment and click Synchronize Assignments;

2. Two options will be suggested:

Synchronization Settings

Generate Assignment Tasks for new Learners

Remove Assignment Tasks of the Learners who left the course

QK Cancel

- Generate Assignment Tasks for new Learners — generates Assignment Tasks for users in
the Assigned To section that don't have an Assignment Task yet;

- Remove Assignment Tasks of the Learners who left the course — removes Assignment
Tasks of users deleted from Course Learners and removed from the Assigned To field;

NOTE: Assignment Tasks are added/removed for new/deleted Learners by the SharePoint LMS
Task Processing job as well. But if new users were added to course(or old users were
removed from course) after assignment tasks for All Learners had been created,
SharePoint LMS Task Processing job checks the assignments that has opening date only
in range {today before current time and yesterday after 12am} and generates tasks for
new users (or removes tasks for deleted users).

Synchronize Assignments button does this for selected assignment regardless of the
opening date value. We recommend using Synchronize Assignments feature for
creation/deleting tasks for assignments with Opening date earlier than current date.

NOTE: Group Assignment Tasks are not removed if at least one Learner of the group remains in
the course.

5. Check the needed options and click OK.

If you do not Synchronize Assignments, Assignment Tasks are generated automatically by SharePoint
LMS Task Processing job.
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To check its status, go to Central Administration > Monitoring > Check Job Status and find
ELEARNINGFORCE - LMS: Task Processing. Here you can view and change settings of the Timer Job
and run the job:

Edit Timer Job o

Job Title

ELEARNINGFORCE - LMS: Task Processing

Job Descniption
Processes assignments in SharePointLMS courses: generates tasks, sets overdue status

etc.

Job Properties
Web application SharePoint - 80
Last run time 2/15/2016 4:15 PM

Recurring Scheduie
This timer job is scheduled to run;

& spe &n the * Minutes Every| 5 minute(s)
ab n Da ook 1
o b Y WECHS Hourly
i ) exe r Daily
e timer service will pick a Weekly
random time within this interva
to beqin executing the job on Monthly
o r. T
e ba for
ad jo \
rs on the fa n
ob on all t
ane r f
e e & far
e sl e
Run No Oisable OK Cance

NOTE: If you have several owstimers on the farm (not single-server application), when you click
the ‘Run Now’ button, the Timer Job does not generate new tasks. New tasks will be
generated as scheduled for the job, because if one owstimer is processing course, then
other owstimer should not process this course. If you want to have Assignment Tasks
generated quicker, we recommend changing the schedule of this timer job.

13.3 Viewing Assignment

To view an assignment, in the Assignments section click the assignment's title. The following window
will appear:
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Aert Me
& Workfo
Manage 1
Tool
Template Assignment Template
&8 Al unceme
= Title Monday Assignment
;-_y endar
i Assignment Type Online Submission
o ocumer = >
Opening Date 2/9/2016 1:00 PM
. ssion Board -
Due Date 2/10/2016 12:00 AM
& Chat
Closing Date
Mailb
=]
Description write an essay
&
[¥ Reports Group Hand In No
eArning M Scale Configuration
& Le g Module
¥2] Quizzes Assigned To Hank Moody
G Learner 10
43 Orop Box Harvey Spector
i jnments Notify me when leamers return tasks for this assignment No

System Account

Buttons at the top allow performing the following operations:
a. Click View Learner’s Assignments to view learner’s Assignment Tasks;
Click Edit Item to modify the assignment;
Click Version History to view the Assignment history;
Click Manage Permissions to assign users and group permissions to this item;
Click Delete Item to delete the assignment;
Click Alert Me to manage notification settings.

-~ o Qo n

NOTE: The View Learner's Assignments button is inactive until Assignment Tasks are generated.

13.4 Modifying Assignments

All assignments can be edited by Teachers.
To edit an assignment, do the following:
1. Enter the Assignments section;
2. Click the name of a necessary assignment;
3. Select Edit Item on the ribbon;
4. The form for item editing will appear. Modify the necessary fields according to your
preferences:
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ol
empIte Assignment Template!V ,\
Tite * Monday Assignment
Assgament Type Onling Submission v
Cpening Dae * 2/9/2016 M 2em [V [oofv]
- #1n - -
ous Date 271072038 & 2am VI 00 VI
s 4 e -
- "~ g ]
Closing Date M 2] [e¥]
NG 25T G308 That The System v
mes o - ne L -3

Descrigton *

Write an essay

@ Amach
Group Hand n
Scale Configuration Usze

& No grading
Scale Set: | Defaun (UK)
Numencal
Man: Max
Display options:
* Show grade
Show percentage

Combined view

r
R
W
®
0

J All Leamers
) Selecred Leamen

Heamer 1 acroge 10 Learnes 2

Lo

Notify me when learners retum tasks for this sssignment [

5. Click Save to save settings. Click Cancel to discard changes.

NOTE: When Teacher edits Assignment, Assignment Tasks are updated if their status is Not
Started or Returned.
BUT! If the Assignment Task status is In Progress, Completed or Submitted, it remains
unchanged after Teacher's edit.

NOTE: If Teacher wants to edit Opening Date in assignment with generated assignment tasks,
he/she must delete the current assignment and create a new one with the needed
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Opening Date, as Opening date cannot be changed for assignment tasks that have
already been generated.

If Assignment tasks are not generated yet, it is possible to change opening date —
assignment tasks will be generated according to the new schedule or after Synchronizing
Assignments.

13.5 Modifying Assignment Tasks

After generation Assignment Tasks can be edited by Teacher and Learner.

13.5.1  Teacher's Assignment Task edit form
To edit an assignment task,

1. Enter the Assignments section;
2. Select the needed assignment and click the View Learner’s Assignments button.

NOTE: The View Learner's Assignments link will not appear until a task is generated.
3. The list of Learner's Assignment Tasks will appear:

Software Course

@LM.S?@? Assignments o

Tools @ Tite Assignment Type Assigned T srade
w Announcements Assignment for Wednesday Online Submission ageucheva_s Not Started
m Calendar Assignment for Wednesday Online Submission Cheech Marin Not Started
A Documents Assignment for Wednesday Online Submission John Smith Not Started
® Discussion Board Assignment for Wednesday Online Submission Hank Moody Not Started
@ Chat Assignment for Wednesday Online Submission Learner 10 Not Started
& Mailbox Assignment for Wednesday Online Submission Harvey Spector Not Started

4. Select the needed Assignment Task and click the Edit Item button.
5. The form for item editing will appear. Modify the necessary fields;
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Teacher's Assignment Task edit form:

" -
DOWSE s b
o X Cat i
v 5B Ba. X
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Approve Save As  Carce Pasie Deete  Attach
Deat o Fle
tie As Y
oA LTINS ON
sacrphion 8 nent de .
—_
| - 2f
g Dacu oa
- d
M " Description files
4 all e el
@ Link
=] [ r n t 2 3 &
Opening Date 2/5/2016 @ =] [a3l=
> s 1
13 @ Date 0/2016 - -
'S Assicnment
.- . —— Py
- Closing Date — = =
AN (WSS
P Grs
? |
:' A
A'A,l‘;"l\'l fo* Leamers 1
& ] Yo Page -
o Grace -
-I' o E
Comments
8 Leanr
L PR
-
£)
NO CXISUNG eNNes
Hand in Attachments:
& Atts e
Abdity 10 ac fles on the server-ude depends on the settngs of your computer and SharePomt
i you're not suse if server-side editing & enabled, please use client-side editing
file. edst it Jocally and attach 10 the Task). Files with comading titses are uploaded as new i
ver
Tempiate Fekds
o A ave As Draft Ca

Title — Assignment Task title;

Description — Assignment Task description text;

Description Files - files that were attached to the Assignment by Teacher. Versioning is not used for
these files. Description files are always static in the Assignment task, as nobody can add new file,
edit files and delete files here. Teacher can add new file, edit these files, and delete these files only
in the Assignment edit form (all changes with Description files in assignment are immediately
reflected in Assignment tasks).

Opening Date — opening date of the Assignment Task;

Due Date - due date of the Assignment Task;

Closing Date - closing date of the Assignment Task;

Assigned To — non-editable field, displays Learner to whom the task is assigned;
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Grade - select grade from the drop-down list (available for graded assignments only);

Comments - field for adding comments to the Assignment Task. Teacher can see his own and
learner's public comments. Teacher can edit his comment many times within the same iteration,
before he Approves\Returns the task. (i.e. When teacher opens task to edit within the same iteration,
Saved as Draft Comment text is shown in the text field — ready to be edited). Draft comments are not
added to the list of comments unless the teacher Approves\Returns the task.

Each time Teacher Submits, Returns or Saves task as draft, a new version of task is created (SharePoint
versioning is used).

Hand In Attachments - files that were attached to the assignment task by Learner or Teacher.
Versioning is used for these files.

The following operations are available for Teacher with Hand In Attachments:

1. Teacher can view and open all public file versions, latest Learner’s draft file version (if the task
wasn't submitted), and Teacher's own draft file versions. When Teacher clicks attachment name, a
drop-down menu with a list of all available file versions is opened. When Teacher clicks file name in
the drop-down, the file is opened or downloaded depending on SharePoint and client’s OS settings.
2. Teacher can add new attachments using the “Attach file” link or the “Attach file” button in the
ribbon.

3. Teacher can edit attached files in Hand In attachments. After edit a new file version is created.
Teacher can create several draft file versions. A new file version is also appended when user uploads
a file which title coincides with the title of existing file.

4. Teacher can delete all his draft file versions till the latest public version clicking the Delete my
Draft link next to the attachment name. If there are no draft file versions to delete, the Delete my
Draft link is greyed-out.

Template Fields — non-editable field, displays fields added to the Assignment from Template.

NOTE: Teacher cannot edit or delete Description files. It is possible only for the Assignment, not
the Assignment Task.

NOTE: |If Learner saved assignment task as draft, Learner’s draft assignment and draft Hand In
attachments are always visible for Teacher.

If Teacher saved assignment task as draft, his draft assignment task, its draft attachments
and draft comments are never available for view and edit for Learner.

If Teacher saved assignment task as draft, his draft assignment task, its draft attachments
and draft comments are available for view and edit for another Teacher (in case there are
several Teachers in one course).

NOTE: Only one comment can be created per iteration. One iteration is a case when task resides
on one side (eg. on the teacher's side, learner's side before user
Approves\Submits\Returns).

Draft comment is a personal thing and is visible to its owner unless it is published. Draft
comment may be edited many times within one iteration. Draft comment becomes public
when user Approves\Submits\Returns the task.

NOTE: Public comments and attachments cannot be deleted for legal purposes.

13.5.2  Learner's Assignment Task edit form

NOTE: Assignment tasks can be modified by Learners if they have the corresponding
permissions. Permissions usually depend on task status. See the table below:
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Task Status User Role Permission
Completed LMS Extended Reader View

In Progress LMS Limited Contribute Edit

Not Started LMS Limited Contribute Edit
Submitted LMS Extended Reader View

Returned to Learner LMS Limited Contribute Edit

The View type permission means that learners can only view items and attached
documents.

The Edit type permission means that learners can view, edit items and view, edit or delete
documents which they attached. Note, that once documents were attached or edited by
teachers, they cannot be managed by learners.

Once a task is generated and saved as draft by teacher, it cannot be managed by Learner
despite that Learner sees the task status as Not Started.

For more information about task statuses, see the Task Status paragraph.

To edit an assignment task, do the following:
1. Enter the Assignments section;
2. Select the needed Assignment Task and click the Edit Item button;
3. The form for item editing will appear. Modify the necessary fields;
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Learner's Assignment Task edit form:

Opening Date
Due Date

Closing Date

Assigned To *

Comments

Template Fields

Cance’

Title — non-editable field, displays Assignment Task title;

Description — non-editable field, displays Assignment Task description text;

Description Files - files that were attached to the Assignment by Teacher. Versioning is not used for
these files. Learner can only view and download Description files. When Learner clicks description
file name, a prompt to download it appears, for any file type (for associated applications also). Learner
chooses to open or save the file locally on the prompt window and opens the file on the server or
on his local machine.

Opening Date — non-editable field, displays opening date of the Assignment Task;

Due Date — non-editable field, displays due date of the Assignment Task;

Closing Date - field is hidden if empty;

Assigned To —displays Learner to whom the task is assigned and people picker for adding users in
Assignment Tasks with Group Hand In;

Grade field is shown only for assignments with grade and even if it is empty (because it is the only
way for Learner to determine that assignment is gradable);
Comments - field for adding comments to the Assignment Task. Learner can view his own and
teacher’s public comments. Learner can edit his comment many times within the same iteration,
before he Submits the task. (i.e. when the learner opens task to edit within the same iteration, Saved
as Draft Comment text is shown in the text field — ready to be edited). Draft comments are not visible
for Teacher. Each time Learner Submits or Saves task as Draft, a new version of task is created
(SharePoint versioning).

Hand In Attachments - files that were attached to the assignment task by Learner or Teacher.
Versioning is used for these files.

The following operations are available for Learner with Hand In Attachments:
1. Learner can view and open the latest public file version and own latest draft file version, file's
version history is not available for Learner. When Learner clicks attachment name, the latest from
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files available to Learner (public file version or Learner’'s own draft file version) is opened or prompted
to download (depending on SharePoint and client's OS settings). For group Assignment Tasks if
several learners created own draft file versions, the latest Learner’s draft file version is opened or

prompted to download, no matter what Learner has created it.
2. Learner can add new attachments using the “Attach file” link or the "Attach file” button in the
ribbon.

3. Learner can edit attached files in Hand In attachments. After edit, a new file version is created.
4. Learner can create several draft file versions per iteration (i.e. before Learner Submitted the task
or before Teacher Saved as Draft or before Closing Date has come). After iteration end the latest
Learner’s draft file version becomes public. New file version is also appended when user uploads a
file which title coincides with the title of existing file.

5. Learner can delete all his draft file versions till the latest public version clicking the Delete my
Draft link next to the attachment name. For group Assignment Tasks the Delete my Draft link
removes all recent draft file versions till the latest public version no matter which Learner created it.
If there are no draft file versions to delete, the Delete my Draft link is greyed-out.

NOTE: Public version of files attached to the Assignment by Learners is sent for plagiarism check.

If Ephorus service is enabled, only the first public version is sent for checking.
If Urkund service is enabled, each public version is sent for checking.

It applies only to Learner’s public versions of files. For example, in such case:
1. Learner attaches file > 2. Teacher edits and saves file > 3. Learner edits and saves file
only versions 1 and 3 will be sent for plagiarism check.
Teacher's public versions of attachments are not sent for plagiarism check.
NOTE: Public comments and attachments cannot be deleted for legal purposes.

Template Fields - fields added to the Assignment from Template.

People picker in Assigned To shows only users from Learners with Not Started tasks satisfying the
search parameter:
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X

(&

(1
D
1w
(C
O

Learners
Learners

Display Name E-muail Address Title
All Search Results Harvey Spector mail@mail.vom Harvey Spe

4 Cnarnars ageucheva_a ageucheva_a@belitsoft.com
{ »
Add - Harvey ctor:
oK Cancel

NOTE: If Learner has not selected any learners for the group and clicks the Save as Draft button,
a warning message appears in a pop-up window:

Confirmation

o You have not selected any learners far the
group.
The selection of Group Members
CAMNOT be changed after clicking the
YES button.

Are you sure, you want to proceed?
Yes Mo

If Learner has not selected any learners for the group and clicks the Submit button, a
warning message appears in a pop-up window:
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Confirm Submission

o You have not selected any learners for the
group.
The selection of Group Members
CANMNOT be changed after clicking the
YES button.

Are you sure, you want to submit this
assignment?

Yes Mo

If Learner has selected learners for the group and clicks the Save as Draft button, a
warning message appears in a pop-up window:

Confirmation

o You have selected:
Learner 2
for members of this group submission.
The selection of Group Members
CANNOT be changed after clicking the
YES button.

Are you sure, you want to proceed?

Yes Mo

If Learner has selected learners for the group and clicks the Submit button, a warning
message appears in a pop-up window:

Confirm Submission

0 You have selected:
Learner 2
for members of this group submission,
The selection of Group Members
CANNOT be changed after clicking the
YES button.

Are you sure, you want to submit this
assignment?

Yes Mo
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If Learner clicked YES in the previous cases (or non-group assignment task was
submitted), an alert message appears in a pop-up window:

Your submission has been received.

Template fields group is shown if a template is set for the assignment. Learner has to check required
fields, otherwise he will not be able to Save as Draft or Submit the task.

Learner's Assignment Task Edit form is common for all statuses except the Completed status (then
it is unavailable for editing).

Group assignment task can be edited by any member of the group.
If one of the learners from the group wants to return a group assignment, he should do the following
actions:

1. Open the assignment task in edit mode;

2. Select from people picker the learners, he wishes to include into the group;

3. Fill in required and other fields from the group assignment template, add some comments

and attach files.
4. Click Submit or Save As Draft to save the changes.

After Learner Saves assignment task as Draft, it's status is changed to “In Progress”. Teacher can view
Learner’s Draft Assignment Task and Draft Hand In attachments.

NOTE: If Learner saved assignment task as draft, Learner’s draft assignment and draft Hand In
attachments are always visible for Teacher. Besides, Teacher can make draft Assignment
Tasks available for other Learners using the ‘Share for Learners’ function.
But Learner's draft comments are not visible for Teacher. Learner can edit own draft
comment many times until submit.
After learner submitted the assignment task, he can edit it (including attachments) until:
a) Due Date is reached;
b) Teacher started to edit assignment task. If Teacher started editing the
assignment task, Learner will receive the following message when trying to edit the
assignment task:

-
Message from webpage M

You cannot edit the properties of this document while it is checked out
! % or locked for editing by another user.

—

NOTE: In case if Teacher starts editing Learner's draft version of attachment and then clicks
Cancel, Teacher's draft version of attachment is created, which is not visible for Learner.
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After this Learner can edit and submit the assignment task itself, but cannot edit the
attachment file:

Attach File X

Article.docx
A later version of this item has already been modified. Other users can not edit the item until
that version is approved or published.

Click here to upload corrected files
Click OK to close this dialog box

oK

To avoid such situations, it is recommended for Teachers to start editing Learners’
assignment task after it is submitted by Learner, or save public versions of attachments
so as other users had access to them.

When Learner edits an attachment, a new file version is created. Edit attachment is only possible from
the edit form (the view form only allows to open and view).

When editing assignment task is not allowed for the learner, he can only view it. In the view form he
can see all the attached files but cannot open/download them.
After learner submitted the assignment task, it is sent to the teacher and Status “Submitted” is
displayed to the learner, who submitted the task and to all learners selected in a group for this
assignment.

NOTE: Learner's Assignment Task can be changed when Teacher edits Assignment. In this case,
Assignment Tasks are updated if their status is Not Started or Returned.

BUT! If the Assignment Task status is In Progress, Completed or Submitted, it remains
unchanged after Teacher's edit.

NOTE: Only one comment can be created per iteration. One iteration is a case when task resides
on one side (eg. on the teacher's side, learner's side before user
Approves\Submits\Returns).

Draft comment is a personal thing and is visible to its owner unless it is published. Draft
comment may be edited many times within one iteration. Draft comment becomes public
when user Approves\Submits\Returns the task.

13.5.3  Submitted Assignment Task edit form

When group assignment task was handed in by a group of learners, it is displayed in the assignment
tasks list as shown below:
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\/LMS, S Ed r"“»"s:e'_

Tools ] @ Titee
& Announcements Assignment 5 Online Submission Leamer 1 Submitted
P Calenda Learner 2
L; Laiencar
Assignment 5 Online Submission Leamer 3 Not Started

(x Documents

When assignment task was Handed In by a Group of learners, the Assigned to column of the
Assignment Task displays all the Learners from the group. (The first is the name of the submitter, the
rest Learners of the group are sorted alphabetically in ascending order).

To edit a submitted Assignment Task,
1. Enter the Assignments section;
2. Select the needed assignment and click the View Learner’s Assignments button.
3. Select submitted Assignment Task in the list of Learner’s Assignment Tasks and click the Edit
Item button.
4. The form for item editing will appear. Modify the necessary fields:

Teacher’s edit form of the Submitted Assignment task:
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i

Descrption files

Y

e Date 2/10/2016 12am[=] mole

Be

- ol =~

e 8E

Title — Assignment Task title, non-editable field;

Description — Assignment Task description text;

Description Files - files that were attached to the Assignment by Teacher. Versioning is not used for
these files. Description files are always static in the Assignment task, as nobody can add new file,
edit files and delete files here. Teacher can add new file, edit these files, and delete these files only
in the Assignment edit form (all changes with Description files in assignment are immediately
reflected in Assignment tasks).

Opening Date — opening date of the Assignment Task;

Due Date - due date of the Assignment Task;

Closing Date — closing date of the Assignment Task;

Assigned To — non-editable field, displays Learner or Learners who submitted the Assignment Task;
Grade - section is not shown for assignments without grade

Individual grades checkbox is shown for Group Hand In Assignment Tasks. When Individual
grades checkbox is chosen, a list of learners with grade drop-box(or inputbox for numerical grade)
is shown next to the learners’ names:
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Grade [#] Individual grades

IEI Learner 1
|E| Learner 2

Comments - field for adding comments to the Assignment Task. Teacher can see his own and
learner’'s public comments. Teacher can edit his comment many times within the same iteration,
before he Approves\Returns the task. (i.e. When teacher opens task to edit within the same iteration,
Saved as Draft Comment text is shown in the text field — ready to be edited). Draft comments are not
added to the list of comments unless the teacher Approves\Returns the task.

Each time Teacher Submits, Returns or Saves task as draft, a new version of task is created (SharePoint
versioning is used).

Hand In Attachments - files that were attached to the assignment task by Learner or Teacher.
Versioning is used for these files.

The following operations are avaliable for Teacher with Hand In Attachments:
1. Teacher can view and open all public file and Teacher’s own draft file versions. When Teacher clicks
attachment name, a drop-down menu with a list of all available file versions is opened. When Teacher
clicks file name in the drop-down, the file is opened or downloaded depending on SharePoint and
client’s (N settings.
2. Teacher can add new attachments using the Attach file link or the Attach file button in the ribbon.
3. Teacher can edit files in Hand In attachments. After edit a new file version is created. New file
version is also appended when user uploads a file which title coincides with the title of existing file.
4. Teacher can create several draft file versions. Teacher's latest draft file version becomes public after
Teacher Approves the task or Returns it to Learner.
5. Teacher can delete all his draft file versions till the latest public version clicking the Delete my
Draft link next to the attachment name. If there are no draft file versions to delete, the Delete my
Draft link is greyed-out.
Template Fields — non-editable field, displays fields added to the Assignment from Template.

NOTE: Public comments and attachments cannot be deleted for legal purposes.

13.5.4  Break Group function

If Assignment Task was submitted by a group of Learners, Teacher can split the group using the
Break Group function. To break Learners Group, do the following:
1. Enter the Assignments section;
2. Select the needed assignment and click the View Learner’s Assignments button;
3. Select submitted Assignment Task in the list of Learner’s Assignment Tasks and click the View
Item button;
4. The Assignment Task view form will open. Click the Break Group button:
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OneFremises

BROWSE VIEW
| s3] Share for Leamers (‘:I Version History Alert Me
= 351 View Shared Tasks &% Shares With & Worktfows
Edi
tem U Break Group X Delste em
Manage Action
Tools

Title New Assignment

w8 Announcements
Assignment Type Online Submission

fito} Calendar
Status Submitted
0 Documents
E Overdue Status
sy Discussion Board

Description Write an essay.
~ Chat
&5 Mailbox Description files
(5 Mailbos
- Description files can be changed in Assignment only.
&, Links ’
Opening Date 2/15/2016 5:00 PM

e P
};_‘ Reports

> Leaming Module Due Date 2/16/2016 12:00 AM
&p Leaming vioGule
. Closing Date 4/14/2016 12:00 AM
Yol QuiZZES
*3 Drop B Assigned To Hank Moody
43 Drop Box
43 Urop Harvey Spector
[ Assignments ageucheva_a
& Attendance Comments No existing entries,
() Conference Hand in Attachments:
¥ Grade Book Template Fields
?) Help "
Version: 3.4 | >
- Trark £ - Qe
Tah Tracking reated at 2 System Account D

Hank Moody
&) Wiki Pages -

5. Confirm breaking the group in the pop-up window:

Message from webpage w

lo De you really want to break this group?

| ok || cancel

NOTE: For non-group assignment tasks the button is not present.

Group can be broken after the assignment was submitted by learners group. If you decide to break
group, this action cannot be undone.

After the group is broken, group task is deleted and a new individual assignment is created for each
group member. The status of these new assignment tasks is Not Started.
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13.6 Assignment Templates

The Assignment Templates feature gives course teachers an opportunity to add custom fields into
assignment tasks for learners to fill in. Assignment Templates also give teachers an opportunity to
set some settings of an Assignment only once and reuse them when creating new assignments.

NOTE: To activate the ELEARNINGFORCE - LMS: Group Assignment Templates Feature, go
to Settings > Site Settings > Manage Site Features on the Organization level:

ELEARNINGFORCE - LMS: Group Assignment Templates Feature
\! Activate
Provides ability to crate assignments from templates

To enter the Assignment Templates list, go to Settings > Site Settings on the organization level and
select Assignment Templates menu item in the Organization section:

(MJMs365 Site Settings

ecent Organizatio
Rooms Organization Features
i i..-':a“;.l.:_wrr“.f—r_rw'-t(-n‘:‘!-.‘;:%’-i
uestion Poo C z‘;[.;‘f.{-—'»';.’"l,"|;t—i:(‘,::i‘|é“"_‘,'
E-mail Templates
oy
O Course Flow Templates
Site Contents Import/Export Course

Scale Templates
SCORM Storage
Certificate Templates

Time Table Templates

Assignment templates are displayed as items in a default SharePoint list, the names of columns are:
Default — indicates if the template is set as default;

Title — contains template title;

Assignment Type — indicates Assignment Type;

Scale Configuration - indicates if the template contains Scale Configuration;
Notification Settings — indicates if the Notification settings are configured in the Template;
Template Fields — indicates if Template Fields are added to the Template.
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BROWSE ITEMS us
Vers
hared With
& New & Ed Set Al Alert Tags & 0 Al e/Ree
N Def s '
em oide &3 e Defa: Delete ltem B YR -
© nage A are & Tra ags and e

@ new item or edit this list

All Items =+ Find an item jel
Question Pool
v (]
Reports
Site C Assignment Template & «ss  Online Submission No No No
Site Contents
Template 1 % «s Offline Submission No No Yes
Template 2 % ««+ Online Submission No No Yes

To create a new Assignment Template, in the Assignment Templates list click the New Item button
on the ribbon or new item button and fill in the open form:
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OneFremises

Sharefoint Newstoed

k {2 Copy
N Carce Fate Al Soelrg
(£
o
itk empiate 1
i
Assignment Type rline Submission :J
'

Descrpson

Scale Configurstion Use

Scoie Set [ Defalit (U »

Notification Settngs Sonc | =
s 15 8 new assignment.
® Ve
Senad Emanl
L Rl Ve i help about & HT

Send Emad to CourseName] - ciick 10 a0d dispiay name of
ALSistant
acuity
7] Learnes
Teacher d end

date of aszignment
tNama) - dick to 300 display

Azzignmen

name of &
AzsignmentStartDoate) ~ click to add start
date of assignment

AssignmentUrd) - chck to add urt of

aszignment

Temrplate F ’
emplate Feids k80 Working oa this assignment

1. Title (required field) — type the Assignment Template name;
2. Assignment Type — select the assignment type from the drop-down list:
e Online Submission;
e Offline Submission;
e Required Course Preparation;
e Optional Additional Readings;
e Other.
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3. Description - enter Assignment Template description text. To add a file to the Assignment
Template, when filling in the Description field, go to Editing Tools > Insert and click the
Upload File button. Select file on your local computer and specify document library to upload
the file to. When you use this option to add files to the assignment, Learners can access these
files not only in the Assignment Task, but also in the library, to which the files are uploaded,
e.g. Documents, Assignments or other:

Add a document

~fa s a i
Choose a file Choose File | Tutonal.docx

¥ Add as a new version 1o existing files

" . o - = |
Destination Library Certificate Templates S
Certificate Templates
Equations
Form Templates
Version Comments Picture Library

Plagiansm
Site Collection Documents

Site Collection Images

4. Scale Configuration - select scale configuration from the following options:
No grading
Scale set
Numerical
and set group Display options:
Show Grade
Show Percentage
Combined View
5. Notification Settings group:
Send e-mail section:
If No option is selected, all other options from Notification settings group are disabled,
If Yes option is selected, all other options from Notification settings group are enabled;
Send Email when with radio buttons:
Due date (default)
Closing Date
The e-mail is sent on Due Date or Closing Date (e.g. on 12:01 AM) and for all assignment tasks,
regardless of their status.
Send Email To with checkboxes (none is selected by default):
Teachers (from course)
Learners (from course)
Faculty (from course)
Assistants (from course)
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Selected users with people picker

The Email will be sent to the related group in the course where assignment will be created.

In the Text area, type Email text:

This 15 3 new assignment.

Chick for help about adding HTML
formatting

[Course:Name} - click to add display name of
course;

(Course:Url) - click to add url of course:
(Assignment:ClosingDate) - click to add

closing date of assignment;
[Assignment:DueDate} - click to add end date
of assignment;

{Assignment:Name} - click to add display
name of assignment;

(Assignment:StartDate] - click to add start
date of assignment

{(Assignment:Url) - click to add url of

assignment

Below the text area, the description for special tags is placed:

[CourseName] — Course Name

[AssignmentName] — Assignment Name

[StartDate] — Start Date

[DueDate] — Due Date

[ClosingDate] — Closing Date

[URLTask] — URL To Assignment All Tasks List

Special tags are also links, when you click one the corresponding text is added to the Email Text area.

Template fields group with following links to add fields (by default none of the fields are added):
Add Check Box - click to add field with check box;

Add Option - click to add field with Yes/No selection;

Add Text - click to add text;

Add Text Box - click to add field with text box to be filled by Learners;

Required check box next to the field makes the field obligatory for Learners to fill.

NOTE: Assignment template just preloads values of fields to the Assignment creation form, i.e.
Scale settings, Assignment Type, etc. This means that once you've created an Assignment,
any changes the in Assignment Template won't influence the Assignment. To apply the
changes you have to Edit and Save the Assignment with the same Template (already
generated Assignment Tasks won't be changed).
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Default Assignment Template function — defines the Assignment Template, which will be selected

by default in the Assignment creation form.
To set an Assignment Template default, select the needed template and click the Set as Default

button in the ribbon menu:

BROWSE :
& =S/ ’/ ¢ Shared With L
New  New View  Edit | Setas Attach Aert Norkfiows A e/Re e
em . Folder tem item  [Default x De'ete ltem File Me .
New Manage AC S are tes
Recent @ new item or edit this list
OIS, All items  »+» Find an item Jo]
QL n Pool
v W petaut Tie gnment Type ale Configurat Jotification Settings  Template Fielg
Reports
Assignment Template 3 s+ Online Submission  No No No
Offline Submission No No Yes

Template L 3%
Template 2 2 Online Submission No No Yes

NOTE: 'Set as default” button is active, if one Assignment template is selected. But if two or
more Assignment templates are selected, “Set as default” button is inactive (greyed-

out):
New & i At Aert T Approve/Rejes
em .« Sef te & e Me » ’
New A are & T a te
Recen ® new item or edit this list
All Items n ite ol
v
Site v Assignment Template 3 »ss  Online Submission No No No
v Template 1 % »ss  Offline Submission No No Yes
« Online Submission No No Yes

Template 2 %

13.7 Grading Assignments

To grade an assignment, follow the steps below:

1. In the Assignments section, click the name of the needed assignment
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CreFremises
BROWSE | [TEMS T ‘
) Software Course
2
ALY e
ssignment Calendar o
Tools @ new item or edit this list
w8 Announcements All Events  Calendar  Current Events  ses Find an iterr ol
8 Calendar
= v 1] Title Opening Date Due Date Closing Date Assignment Type ~roup Hand Ir
0 Documents
= Zeromancer 3 we 2/4/2016 500 PM  2/5/2016 12:00 AM Online No
sy Discussion Board Submussion
& Chat Assignment ses  2/5/2016 1200 PM  2/10/2016 12:00 AM Online No
. v for Submission
M OX
b Wednesday &
B Links New we 2/8/2016 1200 PM  2/16/2016 12:00 AM Online No
]: Reports assignment Submission
& Leaming Module my e 2/16/2016 100 PM  2/24/2016 12:00 AM Online No
assignment Submission
%3] Quizzes
2. The following window will appear. Click View Learner’s Assignments:
8ROWSE VIEW
"".vl =1 Version History Alert Me
=
Q m;/* &% Shared with (3, Workflows
View Leamer's Edit
Assignments | ltem B Deiete tem
Manage Actiors
Tools
Template
8 Announcements _
Title Assignment for Wednesday
[E5] Calendar
Assignment Type Online Submission
Documents B g
Opening Date 2/5/2016 12:00 PM
oy Discussion Board
Due Date 2/10/2016 12:00 AM

NOTE: The View Learner's Assignments link will not be active until the task is generated.

3. The list of learners and their assignments will appear:
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Software Course

@LM§?§§ Assignments o

Tools 9 ade  Status
& Announcements Assignment for Wednesday Online Submission ageucheva_a Not Started
D Calendar Assignment for Wednesday Online Submission Cheech Marnn Not Started
@ Documents nment for Wednesday Online Submission John Smith Not Started
® Discussion Board Assignment for Wednesday Online Submission Hank Moody Not Started
@ Chat Assignment for Wednesday Online Submission Leamer 10. Not Started
Assignment for Wednesday Online Submission Harvey Spector Not Started

¢4 Mailbox

4. Select View Properties from the drop-down menu next to the needed item:

o 'B e Ass gnment ‘_.:-r' Assigned Te

= Assignment 5 Online Submission Leamer 1
-

Leamer 2

Online Submission Leamer 3

View Properties

Edit Properties

Version History

5. Click the name of the attachment (answer to this assignment) and select file version you
want to open:

Comments Mo existing entries,

Hand in Attachments:
Article.docx -

w| 1/10/2014 5:27:35 PM - Learner 1

B

@
S ELEARNINGFORCE




(ZLMs365

OneFremises

6. Make all necessary changes and save the file:

W@ 9. 0= Answers “Whcrozal
Home Insert Page Layout References Mailings Review Vv

= v
4 * cbnBosy -n AN A B ==

uv

Pste 4 B Z U-ahex, x AW -A-[ESEE (= ¢

Clipboard & Font - Paragraph

S s e S S o T S O M O - O
g g 5 ¥ 1 5 T

Robert Burns, James Joyce and William Shakespeare.

=t Correct.

7. Select Edit Item at the top of the form:

BROWSE VIEW
——1 | 533 Share for Learrers | Q) Version Mistory Alert Me
- -
= 330 View Shared Tasks &% Shared With & Workfiows
Edit
item | E3 8reak Group X Delete item
Manage Actions
Tools

Title Assignment 5

w8 Announcements . ) )
Assignment Type Online Submission

[5] Calendar

Status Submitted

~ Documents
g Overdue Status

&> Discussion Board

Description assignment description
& Chat
£ Mailbox Description files:
a . E.docx
& Links B, o ‘ )
Description files can be changed in Assignment only.

8. The grading form will appear. Complete the fields as required:
— Grade - select the corresponding grade;
— Comments — enter additional information on the assignment, if necessary.
— Attach file — attach file with your corrections if needed.

@
S ELEARNINGFORCE




@ LMS365

Due Date 2/10/2016 | [120]2] ‘00j

| & |
[

-~

& &
Y
-

e 8E

9. Click Approve to confirm changes. Click Return to give the assignment back to a learner
so that he/she would correct it. Click Save as Draft to save the settings without sending
the task to anyone. Click Cancel to cancel changes.

NOTE: Comments added by teacher into the draft version will not be seen by learner afterwards
when the task is Approved/Returned to him. When a task is saved as draft a new version

of it is created. When it's approved/returned a second new version is created which
doesn't include comments from previous version and which is shown to learner.

13.8 Multi Approval

Teachers can perform simultaneous approval or returning of a task assigned to multiple learners:
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1. Enter the Assignments tool section;
2. Select a necessary assignment in the calendar;
3. Click View Learner’s Assignments:

@ LMS365

BROWSE

Version History Alert Me

q =L &% Shared With

View Learmner's | Eoit
Assignments | ltem

& Workfiows

Tools
Template

&8 Announcements

[5] Calendar

) Documents

Title

Assignment Type

Opening Date
&y Discussion Board
Due Date
@ Chat
Closing Date
NOTE:

4. Check the boxes for necessary Assignment Tasks;

Assignment 5
Online Submission
1/10/2014 2:00 PM

172472014 12:00 AM

The View Learner's Assignments link will not appear until a task is generated.

5. Click the Approve or Return button to Approve or Return all selected Assignment Tasks:

Downicad Seiectad  Upiocad View
Attachments Attachments Properties Pn

Tools v @ Tie Assignment Type
8 Announcements - @  Assignment 5 Online Submission
[F5] Calendar
(V! Assignment 5 Online Submission

o Documents

13.9 Bulk Assignment Task Approval

v 9

Learner 1
Learmner 2

Learner 3

Approve Retumn WorkTfiows

Submitted

Submitted

This feature allows teachers to download, upload and grade several (up to all) submitted Assignment
Tasks at once. It is available for Teachers in Assignment Tasks list.

The full scenario for Bulk Assignment Tasks approval:

1. Teacher downloads ZIP archive with attachments of submitted assignment tasks;
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2. Teacher unzips the archive to some folder, checks the attachments, corrects and comments
them straight inside the docs. Teacher can also add new files into Learners’ folders;

3. Teacher zips the contents of the folder to which he previously unzipped files in step 2;
Teacher uploads zip archive to SPLMS.

13.91  Downloading Attachments

To download attachments of submitted Assignment Tasks, do the following:
1. Check box near the Assignment submitted by Learners;

2. Click the Download Selected Attachments button in the ribbon menu:

BROWSE ’ FILES LIBRARY
Version History D XN
i |4 - v
Shared With - Sy
Downicad Seiectad] Upicad View Ean Shared Share Alent Approve Return Workfiows
Attachments Attachments Properties Properties Attachments )< Delete Document Ne
Manage Share & Track Workfiows
Tools V] @ Tive Assignment Type Assignad T srade
«f Announcements 7 @ Assignment 5 Online Submission Learner 1
[f5] Calendar Learner 2
2 Assignment 5 Online Submission Learner 3

o Documents =

3. A window opens with the following options to select for downloading attachments
from selected learners:

) Course 1 Search this site §ol

@LMS%@? Download Selected Attachments o

Tools Download
&8 Announcements 2 All Versions
Download last version

Download original version

® Download both last and original version

& Discussion Board

@& Chat Naming Rules
Zip file title prefix
3 Mailbo:
= 3 | Course Title
&, Links | Assignment Title
= | Current Date

Zip folders naming

& Leaming Module

@ Learner Name
| Quizzes
ez Quizzes Learner UserlD
{43 Drop Box

"‘:7 Assignments
Downioad Cance

g Attendance

Download group with radio buttons:
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All versions;

Last version;

Original version;

Both last and original version (selected by default).

NOTE Original version is the first public version of attachment. If there is no public version of
: attachment, latest Learner’s draft version of attachment is considered the original version.
Therefore, if Learner attaches a file and saves it as draft, Teacher sees this file as Original
when downloading attachments.
To avoid possible cases of evaluating Learner's draft versions of attachments, we
recommend to filter Assignment tasks by the Submitted status before selecting
attachments for downloading:

?

Course 1

@LMS)D\’ Assignments o

incements o Assignment 5 Online Submission Learner 1 A| Ascending
d 74 ASC 3INg

Learner 2

. 4| Descending
@ Assignment 5 Online Submission Learner 3 adetias -

Online Submission M Learner 4

Assignment 5 Online Submission Learmer 5 Not Started

Returmned to Leamner

Submitted

This assures that Task is completed by Learner and the downloaded original version is
public version of attachment:

(Juvsss Assignments o

u] Title A gnment Type szigned To d0¢ Y
& Announcements @ Assignment 5 Online Submission Leamer 1 Submitted
Learner 2
[ Cale
@ Assignment 5 Online Submission Leamer 3 Submitted
o Documer

ZIP file title prefix group with checkboxes (none is selected by default):
Course Title
Assignment Title
Current Date

NOTE: If ZIP file title prefix isn't selected, ZIP archive is named: “Package.zip”
If several options in ZIP file title prefix group are selected, prefixes are joined by
underscore character, e.g. “Course1_Assignment1.zip”
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ZIP file folders title group with radio buttons:
Learner Name
Learner UserlD (default)

ZIP archive contains manifest file allowing LMS to properly handle it when uploaded back to the
system (see the chapter “"Upload Grades”).

ZIP archive contains HTML document with contents for easy navigation through the downloaded
attachments, so we recommend using this .html file for navigation. Navigation using HTML is possible
after the ZIP archive is UNZIPPED.

The downloaded file has the following structure:
Package.zip
manifest.xml
Assignment1
Learner1_Learner3
Attachment1
Attachment2
Learner2
Attachment1
Assignment?2
Learner1
Attachment1
Learner2
Attachment2

NOTE: If several file versions are present in zip archive, only latest file version will be uploaded.
Files that were added by the teacher (i.e. not present in manifest.xml file) will be added
as new attachments.

13.9.2  Uploading Attachments

To upload the attachment, do the following actions:
1. Click the Upload Attachments button in the ribbon, in the /tems section:

BROWSE | FILES | LIBRARY

i SRR
Shared With 1 l
Download Selected Upicad View Edit Shared Share Alert Approve Return Workflows Togs &
Attachments Attachments [Properties Properties Attachments Delete Document Me . Notes
nag €
Tools Fl 0 Tite Assignment Type
&8 Announcements @ Assignment 5 Online Submission Leamer 1 Submitted
g (nﬂ
frol Calendar .
~ & Assignment 5 Online Submission Learner 3 Submitted
Jocuments 5
m Doct t

2. Choose File with .zip archive on local machine to upload attachments:
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#) Software Course

@LMS%S Upload Attachments o

Upload Attachments
Choose File | No file chosen

If the attachment is successfully uploaded, the Bulk Assignment Tasks approval form is

opened.

If during uploading occurs an error, an error message is displayed.

The error message appears when manifest.xml file is not present in the archive. Please
check that you have included the file manifest.xml into your archive.

If the uploaded archive related to another course, a corresponding error message is

NOTE:

displayed.

The uploaded folder structure in the ZIP archive should be identical to the structure specified in the
manifest file. New files can be added only to the folders with attachments (folders with Learners’

names or Learners’ UserIDs used as titles):

@uv‘ « Manuals » Group Assignments » GA doc-2013-05-21 » Assign Learner]l_Learner3 v 6,'
Organize v [E Open ~ Print E-mail New folder
r Eavorites Name 3 Date modified Type Size
~
Bl Desktop ) added attachment 01.07.201 Microsoft Word D,., 52 KB
# Downloads ] answers 10.06.2013 15:31 Microsoft Word D... 13 KB
| Recent Places 9] tasks 10.06.2013 15:31 Microsoft Word D 13KB

New files are shown as attachments on the Bulk Assignment Tasks approval form. Changed files are
also shown as attachments on that form but are saved as new file versions.

3. Fill in the Bulk Assignment Tasks approval form:
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Upload Attachments o

Assignment 5
Current Status: Submitted
Leamer 1 Learner 2

V| Articie doc *) Keep Unchanged
Save As Draft
Return to Learner

@ Approve

A El | Individual grades

Good job!

Assignment 5
Current Status: Submitted

Learner 3
V] Biog.docx Keep Unchanged
Save As Draft
@ Retumn to Learner
© Approve
[=]
Needs revision
Assignment 5
RETEIEY, Current Status: Submitted
V] Story.doc Keep Unchanged

Save As Draft
Retum to Learner

© Approve

8 []

Well done!

oK Cance

- Select grade for every Learner or group of Learners, or leave Learner's Assignment Task
without any grade;

- Add comments for every Learner or group of Learners;

- Check attachments to be uploaded;
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- Select action for the assignment from the following variants (Approve is selected by
default):
e Keep Unchanged — leave Learner’'s/Learners groups’ assignment without changes.
e Save as Draft — save the uploaded attachments and selected options as draft;
e Return to Learner — set assignment status as Returned;
e Approve - set assignment status as Completed;

NOTE: Current assignment task status is displayed to help navigation.

4. Click OK to confirm uploading or Cancel to cancel uploading.

13.10Sharing Assignment Tasks

This option allows Teacher to make Assignment Task of particular Learner become available for other
Learners.

To make tasks available for other learners, do the following:
1. Click the name of a necessary assignment;
2. Select View Learners’ Assignments;
3. Click the name of the needed Assignment Task to view it;
4. Click the ‘Share for Learners’ button in the ribbon:

A Y
7 ‘..] Share for Learmers] ' of Version Mistory Alert Me

=4 331 View Shared Tasis &% Shared With & Workfiows

Egit

tem B3 8reak Group X Delete tem

Manage AL
Tools
Title Assignment 5
&b Announcements

Assignment Type Online Submission
{81 Calendar -
3 Status Submitted
0 Documents
: Overdue Status

e Discussion Board

Description assignment description
& Chat
¢ Mailbox Description files:
~ . E.docx
= INKs
& Links

Description files can be changed in Assignment only.
5. The Assignment Task becomes available for all Learners with this Assignment.
To view shared Assignment Tasks, do the following:

1. Click the name of the needed Assignment Task to view it;
2. Click the 'View Shared Tasks' button in the ribbon:
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BROWSE VIEW

1| s34 View Shared Tasks Delete Item Alert Me
A o Version History & workflows
Edit 2
item &% Shared With
Manage Actions
Tools ¢
Title Assignment 5
& Announcements ) _ _
Assignment Type Online Submission
{70 Calendar _
o Status Submitted

™ Documents
- Qverdue Status

3. Select Learner, whose Assignment Task you want to view:

Shared Task o

Learner

l-:none:' B

| <none>

Learner 1, Leamner 2 R

Close

4. Assignment Task of the selected Learner will be displayed:

@
S ELEARNINGFORCE




Leamer

Title

Assignment Type
Status

Overdue Status

Descniption

Opening Date
Due Date
Closing Date
Assigned To

Comments

Template Fields

(MJLMs365

Hank Moody Y

Monday Assignment
Online Submission
Not Started

Closed

wrnte an essay

Description files:

Descnption files can be changed in Assignment only.
2/9/2016 1:00 PM

2/10/2016 12:00 AM

Hank Moody
NO existing entnes.

Hand in Attachments:

(]

<

5. Click close to return to the Assignment Tasks list.

NOTE: Even Saved as Draft Assignment Tasks can be shared by Teacher with other Learners.

13.11 Sharing Attachments

The option allows teachers to make documents attached to assignments of particular learners
become available for other learners.

To make documents available for other learners, do the following:
1. Click the name of a necessary assignment;
2. Select View Learners’ Assignments;
3. Select Shared Attachments at the top of the page:
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BROWSE FILES IBRARY
L A BEBOGEI 0L RN
- ./ < a'. 5"&'¢d VWin t | ‘ |
Download Selectes  Upicad View Edit Shared Share Alent Approve Return Workflows
Arvachments  Attachments Properties Properties |Attachments] 3¢ Delete Docurrent Me.
Manage > e & Tra Workfiows
Tools ? 0 Tie A ent Type 2ssigned
w8 Announcements v 8 Wednesday Assignment Online Submission Learner 1
[0 Calendar v/ @ Wednesday Assignment Online Submission Learner 10.
o Pocuments v Wednesday Assignment Online Submission Learner 2
&Y Discussion Board v Wednesday Assignment Online Submission Learner 3

4. Check the boxes against learners you want to share attachments with. For example, in the
picture below Learner 1 can share his attachment with Learner 2 and Learner 3 can share his
attachments with Learner 2 and Learner 5 etc. Note that specified learners can also view
changes made in attachments:

Shared Attachments *

B [ Tasks
& ["]Learner 2 (10#%.wlexample\|2)
B [7] Attachments
B [ Doc2.docx
= Learner 3 (0% wjexample\l3)
[F] Learner 4 (10#wlexample\|4)
(7] Learner 9 (10#.wiexample\l9)
& [7]Learner 3 (10#.wjexample\[3)
& [ Attachments
=@ [F] DoclO.docx
7] Learner 2 (10#%.wlexample\l2)
7| Learner 4 (i0# wiexample\l4)

™) Learner 9 (10%.wlexample\l9)

Apply Close

5. Click Apply to save settings. Click Cancel to discard changes.

13.12Version History

1. Enter the Assignments section;
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2. Select the necessary assignment;
. o ’ .
3. Click View Learner’s Assignment:
BROWSE 3
™ ~—1 Version History Alert Me
Q E5A 8% snarea With & Worktiows
View Learner'sy  Edit
Assgnments | Item ¢ Dejete tem
Manage Ac
Tools
Template Assignment Template
) Announcements
8 Title Monday Assignment
(=] Calendar
1 Assignment Type Online Submission
oy Documents 2
: Opening Date 2/9/2016 1:00 PM
@ Discussion Board
Due Date 2/10/2016 12:00 AM
@ Chat
Closing Date
= Mailbox
Descnption write an essay
&, Links
[§| Reports Group Hand In Yes
2 Learning Module Scale Configuration
@ Assigned To Hank Moody
Leamer 10.
X3 Harvey Spector
Notify me when learners return tasks for this assignment No
(& Conference j at ageucheva_a 3
) Cloge

dified at 2/15/2016 4:52 PM by © | ageucheva_a

7] Grade Book

NOTE: The View Learner's Assignments link will not appear until a task is generated.

4. Select View Item from the drop-down menu of the necessary assignment;
5. Click the Version History button:

BROWSE EW
‘- 25 Unshare for Leamers &% Shared With Alert Me
‘;_-/‘ 3 View Shared Tasks X Deleteltem & Workfiows
stem [ al Version H ::cr;]
Manage Actions
Toolc
g Title Monday Assignment

@& Announcements

D Calendar

™ Cocuments

Assignment Type Online Submission
Status Not Started

Overdue Status  Closed
® Discussion Board

Descnption write an essay

6. List of Assignment Task versions will be displayed in the open window with changes
introduced in every version:
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Software Course

Versions saved for Instance o

Delete All Versions | Delete Draft Versions

This 15 the current approved version

N

0 |_ :J System Account

[lew
ed
= Restore
0 3 System Account
B ate ve ~
\eject this version a4
Assigned To Hank Moocdy
Title Monday Assignment

Descrniption
write an essay

Assignment Type Online Submission

Status Not Started
Opening Date 2/9/2016 1:00 PM
Due Date 2/10/2016 12:00 AM

Learner can only View and Restore task versions.
Teacher can View, Restore and Delete old versions. For current approved version it is possible to
Reject this version.

13.13Task Status

Tasks may have several statuses:

— Completed — a task is completed by learner and approved be a teacher;

— In Progress — a learner made changes into assignment and saved it as a draft;

— Not Started — a task was assigned to a learner, but haven/t been started;

— Submitted — a learner submitted a task to a teacher for review; a teacher is in process
of task grading;

— Returned to Learner — is shown if the Teacher returned the assignment to the Learner
and Learner did not make any changes to it and did not send it back to the Teacher:
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7 Course 40.0.12 Home

Assignments » Lexical grammar test o

T @  Tile Assignment Type Aszigned To Status

@  Lexical grammar test o wew Online Submission Learner 2 | Submitted

@ Lexical grammar test o wew Online Submission Learner 3 In Progress |
Lexical grammar test o new Online Submission Learner 4 Not Sxanedi
Lexical grammar test ©wew Online Submission Learner 9 | Completed |

NOTE: If the current task status is Submitted, Learner cannot open attachments within
assignment until Teacher approves it. If Teacher opens, modifies and saves attachment of
the assignment task without editing assignment task itself, Learner sees these changes.

Status change occurs if user modifies assignments. There is a certain set of actions which users with
different roles can perform for each Assignment item. See the table below:

User Action
Teacher Save as draft
Teacher Return (to learner)
Teacher Approve

Learner Submit (to
teacher)

Learner Save as draft

Status change depends on actions which users perform. In the table below see Assignment Tasks'
statuses and actions available for different users:

Saved As Draft
Current task Available (Approval Status)

. N k
status Action ext task status

Not Started Teacher Save as Draft

Submitted (for Teacher);
Not Started (for Learner)

Teacher Approve Completed No No
Learner Save as Draft In Progress Yes Yes
Learner Submit Submitted No No
In Progress Teacher Save as Draft Submitted (for Teacher); Yes No
In Progress (for Learner)
Teacher Approve Completed No No
Learner Save as Draft In Progress Yes Yes
Learner Submit Submitted No No
Submitted Teacher Save as Draft Submitted Yes No
Teacher Approve Completed No No

@
S ELEARNINGFORCE




@ LMS365

Teacher Return to Returned No No
Student
Learner Submit Submitted No No
Learner Save as Draft In Progress Yes Yes
Returned Teacher Save as Draft Submitted (for Teacher); Yes No
Returned (for Learner)
Teacher Approve Completed No No
Learner Save as Draft In Progress Yes Yes
Learner Submit Submitted No No
Completed Teacher Save as Draft Submitted (for Teacher); Yes No
Competed (for Learner)
Teacher Return Returned No No

NOTE: |If Teacher Saves as Draft task that had status In Progress (had been Saved as Draft by
Learner), its status will be changed to Submitted for this Teacher, but will remain In
Progress for other Teachers of that course. This applies only to the task status, all changes
saved in that draft version will be visible for all Teachers of the course.

NOTE: Any teacher can save all submitted assignments as draft, and then approve it all in one
step. Once assignments were approved the learners will see the grades and all the
attachments. Saving as a draft hides Grade, Comments and Attachments within
assignment.

For example, the current task status is Not started. Teacher modifies the task by selecting the
Approve action. For more information about actions, see Chapter 13.7 Grading assignments. As a
result, the task will have a new status — Completed.

NOTE: If Teacher saves a task currently having the Not Started status as a draft, the task will still
have the Not Started status in the Learner’s view. In this case, Learner cannot edit the task.

13.14Content Approval Status

Content approval status allows learners and teachers to save the assignments as drafts. Any changes
made in a draft version by a teacher will not be seen by learners; if a learner makes changes in a
draft, a teacher will see the version with the changes.

By default the content approval option is on. To disable it, do the following:
1. Enter the course, and on the left Tools menu, click Assignments;
2. Click an assignment name;
3. Click View Learner's Assignments.

NOTE: There are several viewing options available for this list:
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BROWSE [TEMS Lsy ‘
: J l

wm :;' Modify View . Current View:

['i' Create Column Al Tasks -
View Quick Create
Edit View “. Navigate Up Default
Jiew Format Manage Vi ay 1asks
Public
Tools

Active Tasks

Announcements
&8 Announcements By Assigned To

fie] Calendar By My Groups
Due Toda
 Documents y
My Tasks
sy Discussion Board
Moderated
@ Chat Approve/reject [tems
= Ma Ibox My submissions

Only the default All Tasks view has the Approval Status column. To add this column to
any other view, select the needed view, click Modify this View in the filter list, select the
Approval Status check box, and then click OK.

4. Go to List> List Settings > Versioning Settings:

@
S ELEARNINGFORCE




(ZMs365
Settings - Versioning Settings

Content Approva

Require content approval for submitted items?

e Yes No

Document Version History
Soeciy whethes 3 Warsio cated eoch me you edR & file in this document fibrary: - Leam abaut Create a version each time you edit a file in
Versions this document fibrary?

No versioning

® Create major versions

Example: 1, 2 3, 4

Create major and minor (draft) versions

Example: 1.0, 1.1 1.2 2.0

Optionally limit the number of versions to
retain:
Keep the following number of major
versions:

Keep drafts for the following number of
Major versions:

Draft Item Security

Who should see draft items in this document
library?

' - o '
atre ew orans X & Dra: L&

Any user who can read items
Only
Only users who can approve items {and
the author of the item)

users who can edit items

5. Select No to disable content approval;
6. Click OK to save the changes.

NOTE: If the option is disabled, you will not be able to save the assignments as drafts; the Save
as Draft button will not be displayed!

To save an assignment as draft, do the following:
1. Open an assignment and click Approve/Reject Item OR click the down arrow by the
assignment name, and then from the drop-down list select Edit;
2. Make necessary changes, and click Save as Draft either at the bottom or at the top of the
form:
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Descrption files
w Descnphion ties can be changed » Ass

Dperung Date

3 o B Dut Deate A IR A ' e e T

Comments

exstng entt

Hand in Attachments:

@ Lttach e

Template Fields

NOTE: If Learner saves assignment task as draft, Learner’s draft assignment and draft Hand In
attachments are always visible for Teacher. Besides, Teacher can make draft Assignment
Tasks available for other Learners using the ‘Share for Learners’ function.
But Learner's draft comments are not visible for Teacher. Learner can edit own draft
comment many times until submit.
After learner submitted the assignment task, he can edit it (including attachments) until:
a) Due Date is reached;
b) Teacher started to edit assignment task.
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13.15.1  Creating a View

There are several types of view you can choose from.
To create a view, click Create view icon from the List Tools menu. Choose a format for your new

view:

(ZLMs365

OneFremises

SharePoint Teacher1~ £ 2

Home

» View Type o

Ve
D
(—’-
(o=t
=
(@)
wn

Choose a view type

Standard View
View data on a Web page. You can choose from a
list of display styles.

B

F Calendar View

~O\ View data as a daily, weekly, or monthly calendar.

Start from an existing view

8 All Assignments
o Calendar

@ Current Assignments

13.15.1.1 Creating Standard View

To create standard view:
1. Specify the Name of the view you create;

Sort the order of the items;
Define the Filter for the items;
Decide how your items will be grouped;

2.
3.
4.
5.

@
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Datasheet View

View data in an editable spreadsheet format that is
convenient for bulk editing and quick
customization,

Gantt View

View list items in a Gantt chart to see a graphical
representation of how a team's tasks relate over
time.

Custom View in SharePoint Designer
Start SharePoint Designer to create a new view for
this list with capabilities such as condttional

h formatting.

Check the corresponding boxes to choose what columns are to be displayed;
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6. Specify the Totals, Styles, Folders, Item limit and Mobile setting for your view and press
the OK button to save changes and Cancel to discard them.

13.15.1.2 Creating Calendar View

To create Calendar view:
1. Specify the Name of the view you create;
Select the Audience for this view (Personal/Public);
Define the Time interval for your view;
Specify the Calendar columns;
Choose the Default scope for your view (Day/Week/Month);
Assign a Filter and press OK to save settings and Cancel to discard them.

ok wn

13.15.1.3 Creating Gantt View

To create Gantt view:
1. Specify the Name of the view you create;
Select the Audience for this view (Personal/Public);
Define the Columns for your view;
Define the Gantt columns for your view;
Sort the order of the items;
Define the Filter for the items;
Decide how your items will be grouped;
Specify the Totals, Styles, Folders, Item limit setting for your view and press the OK button
to save changes and Cancel to discard them.

© N~ WN

13.15.1.4  Creating Datasheet View

To create Datasheet view:
1. Specify the Name for the view you create;
Select the Audience for this view (Personal/Public);
Define the Time interval for your view;
Specify the Calendar columns;
Choose the Default scope for your view (Day/Week/Month);
Assign a Filter;
Specify the Totals, Folders, Item limit setting for your view and press the OK button to save
changes and Cancel to discard them.

No Vv AW

13.15.2  Choosing View

To manage View settings press open context menu from the last bread crumb choose the view you
want the assignments be presented to you. There are following options:

Calendar — allows viewing assignments as calendar;

All Assignments — allows viewing all assignments as a list;

Current Assignments— opens up a list of current assignments.
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13.15.2.1 Calendar View

This is the list of Assignments section represented as a daily, weekly, or monthly calendar. Refer to
the Calendar section for details.

13.15.22 All Assignments

This is the default view for the Assignments section. The list of all the assignments is displayed in it.
Click an assignment to view its details.

13.15.2.3 Current Assignments

This is the list of current assignments. Use the Previous and the Next buttons to look through the
assignments.
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14. ATTENDANCE

The Register of Attendance section allows a user to mark the attendance for students taking part
in the course. All students are listed in the table where every person is registered as attending the
course hours of the current date or not. Every course hour is presented as a separate column in the

table; under every column there are check boxes that are used for setting the data: either checked
or not:

Software Course sarch this site Jeol

Attendance

8} Time Table | [F Export

Attendance

Ilammry February 2016 Mar(hl
Sun Mon Tue Wed  Thu Fri Sat
Page size: | <All> ¥ 1 2 3 4 S 6
Group: Learners v 7 8 9 10 11 12 13

“ Il s v s 19 20

21 22 23 24 25 26 27

o

The home page of this section proposes a table of attendance for the current date. A user can pass
to other dates that have already passed by selecting a necessary day in the calendar. To browse a
date, select a necessary date in the Calendar in the top right corner of the page and click it.

NOTE: Itis possible for students to view their attendance too.

14.1 Creating a Timetable

To manage the students’ attendance, the teacher should create a timetable. To do that, follow the
steps given below:
1. On the Course level, go to the course menu and click the Attendance icon:
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i} Software Course

JIMS3S  Software Course

T[n‘»[f-
&8 Announcements
f——
tzoi Calendar
m Documents

o® Discussion Board

@ Chat Add new leaming Set up your
Mailh paths Add quizzes gradebook

i 211D0OX

f& Links

EiR Announcements

L 59 |

LR

v Ouirzes a

2] ulzZze v ¥ Tite Start Date o0

da Drop Box - N S 73 S -

* New Courses s 2/3/2016 Wednesday at 11:15 AN

—

a] Assignments 5 130V 6 cA2

(=2 3" Course Teachers oo 2/2/2016 Tuesday at 6:43 PM

gJ:dtem;‘ar:e Adha Cacal 2 I I R . £9% DAA
Attention, please! see  2/2/2016 Tuesday at 6:28 PM

&5 Conference o Yo 2

(3 S Lectures «oe  2/2/2016 Tuesday at 6:28 PM

2= ~ R~

g2 Orage Book P -y

¥ = Announcement 2 wee  2/2/2016 Tuesday at 6:27 PM

? T‘r"lr A o paarva - = DA
Announcement e 2/2/2016  Tuesday at 6:25 PM

2. Click the Time Table button under the ribbon menu:

1 Coursel Home

Attendance

3 Time Table EF Export

Attendance

3. Click the New Item icon in the header of the page:
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1 Coursel Home

Attendance + Time Table

o Mew Item o Sync With Template

Thiere are no periods to display

The following form will appear:

Attendance . Time Table . Create New Period

Start Tme ° 09:00:00
ple £: 13:45 — 1:45 PM or 07:32:45 — 35 A
End Time * 10:45:00
cXdl 1 } [ ‘
Week Days ° « Mon
< Tue
¥ Wed
¥ Thu
v Fn
Sat
Sun
Start Date * 2/16/2016 it
End Date 3/17/2016 kit
OK Cance

4. Specify the Start time period and the End time period (the fields are to be filled in) and tick
the necessary check boxes in the Week Days section to indicate the valid days;

5. Specify the Start and the End dates for the period;

To save the period, click OK at the bottom of the page; to discard the changes, click Cancel;

7. To have the ready-made timetable, repeat the point 1-6 procedure:

o

Attendance - Time Table

i New ltem i Sync With Template
09.00 - 10.45 Mon Tue Wed Thu Fn 2/16/2016 3/17/2016
13.00 - 20.40 Mon Tue Wed Thu Fri 2/10/2016 3/9/2016

On pressing the Back (@) icon you will be proceeded back to the Attendance section.
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14.2 Synchronizing a Timetable with a Template

To edit a timetable, do the following:

1. On the Course level, go to the course menu and click the Attendance icon;
2. Click the Synch with Template button under the ribbon:

@LMS'?‘?'? Attendance » Time Table

New Item L Sync With Template

o Announcements
Calendar

n Documents

0.00 Mon Tue Wed Thu Fri

UKD - 114D

3. The following dialog box will appear:

o=
Select Time Table o
i3] Select Time Table Help
~
~
+ u‘?l: gl

5 T\SharePoint LMS_org
@4Time Table Templates

# ALMS Organization

+

-
snalNew test org

Cance

4. Select any timetable template and click OK;

5. The confirm dialog box will appear with the warning indicating that all changes made to
current course template will be overwritten/deleted;

6. Once the choice is confirmed, current timetable will be overwritten by selected template.

NOTE: When selecting the necessary timetable template, the user can choose timetable
templates only, not anything else like certificates, etc. He/she can select any timetable
template, old or new one, disregarding which one was initially copied to the course.

14.3 Editing a Timetable

To edit a timetable, do the following:
1. On the Course level, go to the course menu and click the Attendance icon;

@
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2. Click the Timetable button under the ribbon;

1. On the Timetable level, point over the necessary period, and then click the down arrow by
the period to open the drop-down menu;

2. Select Edit from the drop-down menu;

3. Modify the properties of the item;

4. Save the changes.

14.4 Marking Students Attendance

Students' attendance is marked individually: to register attendance of the necessary students check
the boxes under the corresponding periods and press the OK button in the bottom right corner of
the form. The Cancel button allows undoing the marking.
To provide better viewing representation, you can sort out the list of students using the filters at the
page:

e By the number of entries in the list (the Page size drop-down box);

e By group to which students belong.

By clicking on the student’s username you'll get to the page with student’s personal settings where
they can be edited or a user can be deleted.

14.5 Exporting Attendance Statistics

The system makes it possible to export statistics on students' attendance into an Excel file that can
be stored externally.
To export statistics:
1. Enter the necessary course and click the Attendance icon in the course menu;
2. Click the Export button in the header of the page;
3. Inthe Start date and End date fields select the start date and end date of the time span for
which you would like to get statistics;
4. From the Group drop-down list select group for which you would like to get statistics;
5. Click the OK button under the top course menu. As a result, you will be offered to open or
save a configured Excel file with the statistics data:

Attendance - Export

Start Date 2/8/2016
- ——
gEnd Date 2/17/2016 B4
Group <All> v

@
& ELEARNINGFORCE




@ LMS365

15. DISCUSSION BOARD

The Discussion Board section allows a user to leave some messages so that other course participants

can react to these messages in some way and leave their opinion about them.

Discussion boards are created within the frames of separate courses. Only users who take part in the
course can view its discussion boards and add their own messages to them. To access the course
discussion board, enter the necessary course and click the Discussion Board icon in the Course Tools

menu:
BROWSE  PAGE

; Software Course

(JMS365  Discussion Board o

w4 i ® new discussion board
[=] Calendar
Course Discussion Discussion Board for questions related to the 2
o Documents course
® Discussion Board Discussion Board For any questions
@ Chat

The Discussion Board tool has 3 levels:
» Discussion Board (contains categories to facilitate discussions filtering);
» Discussions (contains topics for discussion created inside discussion boards);
» Replies (discussion threads).

15.1 Adding a Discussion Board

To add a new discussion board, do the following:
1. Enter the necessary course;
2. On the Course Tools menu, click Discussion Board;

3. Click new discussion board button @ . The following form will be opened:
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Site Contents + New

Name and Description

Description:

Discussion Board for questions related to our

course|

Create Cance

4. Complete the form as described below:
— Name - type the name of the discussion board;
— Description — describe the topic of discussions.
5. Click Create.

15.2 Adding Discussion to Discussion Board

To add a new discussion to the forum, do the following:
1. Enter the necessary course;
2. On the Course Tools menu, click Discussion Board;
3. Click a discussion board name, and then click new discussion button @ and complete the
open form as described below:
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BROWSE EDIT FORMAT TEX INOERT

B g o & M <

Tabie  Picture Video and Unk Upicad Embed
Audio - File Code

Subject First Lecture
w Announcements

ff=] Calendar

n Documents
[y Locl ments

Body Yesterday we had the first lecture. I'd like to know your opinion on

it

&y Discussion Board

& Chat
4 Mailbox
o |

& Links

@

fz:] Reports

& Learmning Module
’_7] Quizzes Question
23 Drop Box

= 2 ccianmantc
la] Assignments

— Subject — type the subject of the discussion (the field is required);
— Body — describe the topic of the discussion.
To attach a file, click the Attach File link and browse the necessary file. Click OK.

To check spelling, click the Spelling link.

4. Click Save.

NOTE: Discussions are displayed in the Subject view. To see the current view, go to List menu
section in the ribbon:

e Modify View = Cumene View: .
S5 1‘ Create Column  Sybiece
View Creste Tags & E-maily Alet  RSS
View Navigate Up | Default Notes Link Me. Feed
ew Forma anage Vi ¢njoct Tags and Notes Share & Track
Public
Tools
@ Featured Discussions [N
W) Anncuncements
Managament 1
Rec 5 Unanswered questions
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Discussions marked as New ( “"= ) are discussions (or contain replies) that have not
been viewed by the current user yet.

15.3 Managing Discussions

NOTE: For better representation, you can modify the list view. Column names at the top of the
list are clickable and allow you to sort announcements in ascending or descending order:
e use the Subject or Created By links to sort or filter topics by subject or author;
e use the Last Updates link to sort or filter topics by date when the discussion was
updated;
e toremove filter criteria, click the necessary link in the column head, and then select
Clear filter from option from the context menu:

Wish list «ss FOr your requests. - ageucheva_a 11l minutesago 0O
4

First «so  Yesterday we had the first lecture, I'd like - ageucheva_a 12 minutesage 0 No
Lecture to know your opinion on it

If the course settings allow, you may have permissions not only to view and reply, but also to manage
forum discussion topics.

Permissions issue: when a learner goes to the course discussion board, he/she might see
that he can edit it and its topics (both created by a teacher). But if he tries to edit
something and save the changes, he gets an “access denied” message. (This does not
though happen with items that are created by the learner himself).

To configure these permissions for the selected discussion board, go to List > List
Settings > Advanced Settings, and then in the open form, find the I/tem-level
Permissions section:

NOTE:

Item-level Permissions
: Read access: Specify which items users are allowed to read

@ Read all items

Read items that were created by the user
Note: Users with th
- Create and Edit access: Speafy which items users are
Lea aliowed to create and edit
SNMPNG PEFMISSON SEWNGS- Create and edit all items
@ Create items and edit items that were created by the

To manage a discussion, do the following:
1. Enter the necessary course;
2. On the Course Tools menu, click Discussion Board. The list of discussion boards will be
opened in the main workspace area;
3. Click the name of the necessary discussion board;
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4. Click the discussion, and select View Item from the list. The system will open topic details

page:
& H 1\[_4 Alert Me
e S & workfic
Edit ove Open
em X Delete [tem em
Aariane
To

Subject Wish list

& Announcements
Body FOr your reguests

[EE] Calenda

0 Documents Question No

& Discussion Board Content Type: Disc
Created at 5/5/2 23 PM |

b o ~ Lose
~¢ ~ ageuchevs_
) 1

¢ Mailbo o
ast medidied at 5/5/2010 0:23 PM by ageucheva_a

! nks

5. Use the buttons on the toolbar of the form to perform the following operations:
= Click Open to view the replies;
= Click Edit Item to modify topic details;
» Click Delete Item to delete the topic from the list of discussions;
= C(Click Manage Permissions to manage permissions for the topic;
= Click Alert Me to manage notifications settings.

6. Click Close to navigate back to the list of discussion topics.

15.3.1  Editing Discussion

To edit a discussion, do the following:
1. On the left Tools menu, click Discussion Board;
2. Click the name of the necessary discussion board;
3. Click the discussion name or the down arrow next to it, and select Edit Item from the drop-
down list;
4. Modify the discussion as necessary;
5. Save the changes.

15.3.2  Deleting Discussion

To delete a discussion, do the following:
1. Click the Discussion Board item in the left Tools menu;
2. Click the name of the necessary discussion board;
3. Point over the necessary discussion and press the down arrow in the appeared box;
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4. Click the discussion name or the down arrow next to it, and select Delete Item from the drop-

down list;
5. Confirm the deletion.

15.4 Viewing and Posting Replies

To read replies posted for a certain topic or post your own replies, do the following:
1. On the left Tools menu, click Discussion Board,;
2. Click the discussion board name or the down arrow next to it, and select View Discussion
Board from the drop-down list. OR simply click the discussion board name. The list of
discussions will be opened;

NOTE: Column names at the top of the list are clickable and allow you to sort announcements
in ascending or descending order:
e Use the Subject link to sort or filter replies by subject;
e Use the Created By link to sort or filter replies by author;
e Use the Last Updated link to sort or filter replies by the last updated date;
e To remove filter criteria, click the column name and select Clear filter from option

from the context menu.

3. Click the necessary discussion from the list. The system will open discussion details page:

Questions

2 rephies

ageucheva_a
Ask me if you have some.

Reply Edit

NOTE: Note that if corresponded permissions are granted to you, you may have an ability to
manage discussion replies. To do so, click the View Properties link next to the required
reply and choose whether to create a new reply, edit or delete the reply, or work with
notification settings.

4. To reply to a certain post, click the Reply link under the post, or just enter your reply in the
Add a reply field with the help of the Visual Editor, attach a file if needed and save changes:
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CreFremises
SharePoint
0 e
i LA As
e J .
pbeard Fort Panagiap®  Sapes Soetrg ur
First Lecture o
“7 An L al 44
b enda
N er
. Teacher 1
- ’
x ) Bos 8 Yesturday we had the first lecture, I'd like to now your opinion on

Lhat
- 2% minutes 390 Reply  Alert me

"M
a2 M

The lecture was very uieful DUt the tempo was rather Quach. Could you talt & Iftie bt slower

8, Lnk

Laming M °
'7.' Luitle
Ragdy
43 Drop §

15.5 Viewing User Information

The Discussion Board tool allows tracking the information about topics discussed, discussions user
takes part in, replies user submits etc.

To view user information,
1. Enter the Discussion Board tool;
2. Click the required discussion;
3. Select User Information from the Items tab:

BROMSE ’ eMs LISt
|
Version History
Shared With
New New View Edn Move Artach . User Alart Tags & Workflows Appeove/Rewct
hem . Folder iem em iem Delote Izom File | information Me . Notes
vew Manage Actions Share & Track  Tags and Notes Vo ks
-
Tools

@ new discussion
W Announcements

Recent My discussions  Unanswered questions
ES Calendar

First Lecture
Yesturday we had the first lecture. I'd like to know your opinion on it

Diccussion Board By Teacher 1 Latest reply by Leamer 1 | 6 minutes ago

go

i Documents

@ Chat Wish list
Wiite your suggestions for future lectures,
By Teacher1 | 20 minutes ago

4

¢ Mailbox

& Links

4. The following window will appear:
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) Software Course Sanrch this se 0

@LMS}.@S User Information

& Announcements

Discussions *

Apply Close

— User — from the drop-down list select a necessary user. To select several users, check
the Multi selection mode box;
— Course Discussions — select a folder and check necessary discussion(s);

NOTE: Administrator can view information about any user while other users can view information
only about themselves.

5. Click Apply. The following table will appear:

? software Course Seaich this site o
365 ;
@LMS,~f%:3, User Information

ode
w8 Announcements

ageucheva_a (i:0%.w|belitgroup\ageucheva_a} ¥

Discussions

s
= & 3
NE S

Apply Close

ons related to the course

The table consists of the following columns:
— Discussion Board — displays the folder the discussion is located in;
— Discussion — displays the name of the discussion;
— Replies — displays the number of replies submitted by the current user;
— All replies — displays replies submitted by all users;
— Last replied — displays the date of the last reply entered by the current user;
— Last viewed — displays the date when the current user viewed the discussion last.
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15.6 Moving Discussions

To move the discussion folders between the discussion board lists inside a course Discussion Board

tool, do the following:
1. On the course level, go to the Course Tools> Discussion Board;

2. On the Discussion Board level, go to the Discussion Board you need:

% Software Course

@LM-SR?? Discussion Board e

Tools Discisiion 8oard
} Announcements . a
& ‘ @ new discussion board
8] Calendar
Iw"n.nf.; Discussion v Discussion Board for questions related to the 3 18 minutes ago
) Documents course,
® Discussion Board Discussion Board For any gquestions 3 10 minutes ago
& Chat

3. Select the check box corresponding to the needed discussion:

Introductory Course earch this site jol
(ZLMsS365 - -
e CoUrse Discussion e
Tools ) new item
«§ Announcements Subject  Featured Discussions Management  «es Find an item jo)
[E=] Calendar
v Title Body Created By Created  Replies  Is Featured Discussic
~ Documents 7
m ¥ Wish ws For your requests. 3" ageucheva_a May 5 0 No
¥ Discussion Board list y
@ Chat First Yesterday we had the first ) “ ageucheva_a May 5 0 No
Lecture lecture. I'd like to know
=3 Mailbox
> your opinion on it.

4. Go to Items>Move Item. The following dialog box will appear:

Introductory Course earch this site Jo)
@/LMS363 M It
ool ove Item
Tools To*
1 Board: No selection «

w& Announcements ' .

] Calend Change

o] Calendar

oK Cancel

y Documents

® Discussion Board

5. To indicate the discussion’s new location, click No selection button >Change. The dialog
box will appear:
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Select list o X
T Select fist Help

[~ -
s ourse’l
= M.r -

sSaDiscussion Board
» . -
Course Discussion
» y -
Descussion Board 2

= u'?\’-'@"ﬁ -:'.'!'Ig Site

sTaDiscussion Board

oK Cance

6. Select the discussion’s destination and click OK to confirm your choice:

15.7 Exporting Discussion Boards

User can export Discussion Board to a local machine.
To export Discussion Board, do the following:
1. Go to Discussion Board section;
2. Select Edit Page in the Page tab on the ribbon menu;
3. Click the down arrow by the name of the web part and choose Export from the drop-down
menu:

Add a2 Web Part

Discussion Board z
z - - Minimize
: : lose
# new discussion Clase
board X Delete
Course Discussion Discussion Board for questions related to 3 2
ths Conse i Edit Web Part
Discussion Board For any questions 3 1!

Export.

Discussion Board will be saved as .webpart file.
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16. CHAT

For communication purposes between students and teacher, you can enable course chat.
To access chat:
1. Enter the necessary course and click the Chat icon in the left Tools menu:

(D5 Chat o

Tools ageucheva_a

A aa I'm here and ready to answer your guestions!
&8 Announcements : I

[5] Calendar

Documents

D-_

® Discussion Board

& Chat

Mailbo Give me a sign if you need some helpl
| Viailbox

c 31 N . . -
{: ‘rav;;_,or('_,

, Learning Module iClick for help about adding basic HTML formatting

=

2. Enter your message in the text field at the bottom of the page and click Send (or press
Ctrl+Enter on the keyboard). Use the embedded editor to format the text.

The Actions and Settings buttons at the top of the list allows performing actions and operations
typical for SharePoint.
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17. CONFERENCE

The Conference section allows you to schedule and conduct online meetings.
To access the Conference section, enter the necessary course and click the Conference link in the

Course Tools menu. The Conference page will be opened:

%, Software Course e
(JMs365 ¢
Conference o
3 2016 Y « (% February 2016
T Feb
— Mey WEDNESDAY THURSDAY FRIDAY SATURDAY

SUNDAY MONDAY TUESDAY
3 2 4 5 6

5
11:00 am - 2:00 pm
Lecture

12

See the Calendar topic to learn how to work with the calendar.

17.1 Pre-configuration

To be able to use Conferencing, you should have Live Meeting or LYNC Attendee installed and
configured on your computer (this depends on whether your installation is integration with Office
Communication Server or LYNC Server).

1717 Configuring Live Meeting client

1) Click Open User Accounts in the menu list:
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OneFremises

Microsoft Office Live Mecting
Qptions «
Open User Accounts

Exit

Give Us Feedback Online Live Meeting

About Microsoft Office Live Meeting
overceweomng-oval YOU can invite others to join.

Meet Now

2) Enter your sign-in name (this is SIP address that has to be assigned by OCS administrator)
and click the Advanced button:

Microsoft Office Live Meeting

==

User Accounts

Meet. Share. Work. - No matter where you are.
Enter your account nformation and start a Live Meeting today.

!‘hm HSSQ‘E: dﬂ 1 hn-.-g)
Office Communications Server |
SigN-n NaMe:  imcadmn @elearningforce.com Advanced... |
Live Meating Service
URL:

|7 1 enter a user name and password to access my account
Note: If you have entered a portal URL, do not check the box.

J

| TestConnection... | [ ok | [ cancel

3) Advanced Connection Settings enter the server name (should be provided by your
company'’s administrator) and repeat your username and credentials (the ones you use to
login to the LMS web application):
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OneFremises

ﬁ . Microsoft Office Live ‘.‘c(t.".; -~ X

User Accounts = 1 :
L

p—

—— A — - Ny T

Advanced Connection Settings

V| Use these servers
internal Server name or [P address:  access, elearmningforce.com
External Server name or IP address:  yccess eleamingforce. com
Connect usng: T e ns
V| Use the following user name and password
User name:  imsadmin @eleamingforce.com

Password: SRBRRRNRRNIRRRRRIRRRNS

| Test Connection... | |  OK | | Cancel 1

4) Click OK. In the User Accounts window click the Test Connection button. If connection is
verified successfully, you may now use conferencing.

1712 Configuring LYNC Attendee client

To configure LYNC Attendee client open LYNC Attendee from the computer’s Start menu. A LYNC
Attendee Options dialog window will be opened. In the Personal tab select whether you'll be joining

using your company credentials (Sign-in address has to be assigned by LYNC administrator) or as a
guest:
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OneFremises

“General Meeting join identification

Personal © Jon using company oredentials
Ringtones and Sounds
Audic Device

Video Device () Join a5 a Guest

Display Name: Mary-Jane

Sign-in address: |1 @elearningforce. com

My phone numbers
Click a button below to add or change one of your numbers.

Joining conference calls

Join conference calis from: ,me Attendee

|| Prompt me before joining to confirm or salect another audio source

About Microsoft Lync ]

17.2 Scheduling a Conference

To schedule a meeting:
Enter the necessary course and click the Conference link in the Course Tools menu.
Click New Item at the top of the page and select Meeting. The following form will be opened:
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X

Save ancel  Meet Paste At Speling
VO rie -
™ pbod Actions D¢
Title * Lecture
- —
AL (e 2/5/2016 B3 [11am v |00 ¥
c ——
End Time 2/5/2016 e 12 pPM v 00 v
Des ) - ¥ -
Description Our first lecture
Attendees Leamers:
< . F
CAer USers séparated with s& 00 W
Meet Now Save Cance

Fill out the form fields as described below:
— Title — enter the title for the meeting;
— Start time — Specify date and time when the meeting will start. Use the calendar icon

( %) to specify the date, from the drop-down lists select time;

— End time — Specify date and time when the meeting will end. Use the calendar icon (
:ﬁ) to specify the date, from the drop-down lists select time;

— Description — Enter the description of the meeting. Use the embedded editor to format

the text;
—  Attendees — Use the Browse icon (L) to select users who will take part in the meeting.

Click Save to save changes. Click Cancel to discard changes. To start the conference, click Meet
Now.

17.3 Joining a Conference
To start the meeting:

Enter the necessary course and click the Conference link in the Course Tools menu.
Click the name of the meeting you want to start. A page with the meeting details will appear:
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SROWSE VIEW
— loin conference X Delete ltem Alert Me
- »
- ]

P ) version Histon & Workfiows
gan
em 2

Title Lecture
w..“_r'rf.m::-mar'za .
Start Time 2/5/2016 11:00 AM
™ Calenda
2] Calengar caseoa L, o -
o End Time 2/5/2016 2:.00 PM
5 gocuments
Descnption Our first lecture
o Discussion Board
@ Chat Attendees Learners
5 Mailbox
e
&, Links reated at 2/5/2016 3:50 PM by | | ageucheva_a ||
7 Close
t modshed at 2 2016 3:50 PM by ageucheva_s

is_, Reports
Click Join Conference at the top of the page. The following page will appear:

Join conference x

Conference settings

Please specify settings for conference feature

Sign-in address:

tl @elearningforce.org

Maximum attendees:
100

QK Cancel

v Sign-in address — SIP address that has to be assigned by OCS/LYNC administrator. If the
field is empty, contact your OCS/LYNC administrator;
v" Maximum attendees - set the maximum number of participants for the conference.

Click OK.

NOTE: Teacher should be first to join the conference. Until Teacher joins the conference, the Join
conference button is inactive for Learners.

Microsoft Office Live Meeting or LYNC Attendee dialog window will appear:
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Microsoft Office Live Meeting

Live Meeting will jon you to the meeting at elearmingforce.org as an attendee.

Note that presenters n the meeting can promote you to presenter,

Name: yste

w ][ e

mrMncrosoft Lync Attendee SRR

Microsoft*
Lync 2010 |
Attendee l

Join as Guest
@ Join using corporate credentials

Sign-in address:

[lmsadmm@eleammg!orce.com J ‘

Join ‘

In the Name field enter your name. Click Join to join the conference.

NOTE: |If the Microsoft Office Live Meeting window does not appear, follow the instructions on
the Join Conference page:

Join conference mi

You are about to attend an online meeting using Microsoft® Office Communications Server,
If conference not started automatically use following information.
First-Time Users
Make sure the Office Live Meeting client is installed before the meeting:
« Download lve meeting client

Troubleshooting
Unable to join the meeting? Launch the Office Live Meeting dient and join the meeting with the following
information:

Meeting ID: 4fraf28ca666489797b609fh06773h95

Entry Code: 2591595633

Location:

meet:sip:nh@elearningforce.com;gruu;opague=app:conf:focus:id:4fcaf28cabb64 89797 b6 cOfh06773h95%3Fconf-
key=2591595633¢

NHotice

Office Live Meeting can be used to record meetings. By participating in this meeting, you agree that your
communications may be monitored or recorded at any time during the meeting.
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18. GRADE BOOK

The Grade Book is a tool that helps the teacher to assess students’ activity in various aspects of the

learning process.
To access the Grade Book section, enter the necessary course and click the Grade Book link in the
Course Tools menu:

#) Hardware Course carch this site 0
(JIMSI5  Grade Book

All items Compressed view e Find an ite 0

ageucheva_a Passed Passed
Learner 1 Failed

Learmer 10

Learner 3 Passed Passed As

NOTE: Only Course Learners group users (or users from a custom course group with ‘Learner’
permission) would be displayed in Grade Book tool.

If Teacher is added only to the Course Teachers group, his grades for passing learning
items are not displayed in the Grade Book, he cannot complete the course or be granted
a certificate. If Teacher is also a member of Learners group, his grades are displayed in
the Grade Book and he can complete the course and receive a certificate.

To view Learners of separate group, choose the needed SP group from the list in the
Group filter in the Grade Book list tools:

e — | | r— D [Eh.  Current View: Groups
| T = ! | =%
| 3 M 2 al s |
H oGl sa o S L 52 Al Resms . .
Alert RSS Export to Exporite Exportto Import  Create Modify
Me. Feed Exce POF sy Grades View  View - Current Page Learriers
""""" t Manage Views Learmers 2

The list contains all SP groups with Learners permissions.

NOTE: On newly created sites, Metadata Navigation and Filtering feature is activated by default,
which allows adding a large number of users in Learners group and avoid threshold limit
excess error (when there are more users then set for List View Threshold) on Grade Book
list after all Learners have been checked. You can use Learner Key Filter on Grade Book
list to filter necessary information:
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Learner
[ ] —k
Ly [_F

More filters can be added in the List Settings > Metadata navigation settings > Configure
Key Filters. Do not forget to check whether new Key Filters have been added to the
Indexed Columns. If not, you should index new Key Filters manually. To do this, go to List
Settings > Indexed columns > Create a new index > select needed column and click
Create button.

The Grade Book represents a list of your students with grades put for SCORM packages, quizzes and
Grade Book items.

Note please, that the datasheet view (for details see Chapter 13.15.1.4) will not work correctly with
the Grade Book list (for those reasons it was hidden from the default Ribbon actions).

NOTE: When modifying the Grade Book list view, user can add several columns specific for grade
book list settings only:
e First Accessed — shows the First Visit Date. It is the time a learner clicks inside
course the first time;
e Completion Date — shows the date when the certificate was given;
e Recertification Date — shows the date when Learner started passing the course for
another time.

To be able to use the Grade Book, follow the steps below:

1. Define your own grade scale and the fields of activity for which grades should be put (see Scale

Templates),

2. Create certificates that could be granted to course Students (see Certificate Templates) ;
3. Select Items which should be added to the Grade Book (see the topic below).

NOTE: For recertification purpose recertification process can be started using API. For more
information see the API description.
A separate column with Recertification Date can be added to see the date of
recertification start. This information will be displayed only for Learners for whom the
recertification process was started. For such Learners information about previous
attempts is hidden in the Grade Book and only current attempts (that are made later than
recertification date) are displayed in the Grade Book.

18.1 Setting Grade Book Items

To set Grade Book items:
— Enter the necessary course and click the Grade Book icon in the Course Tools menu;
— Click Add Item at the top of the page;
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From the drop-down list select:

o Add existing items to add items which already exist (for example, quizzes or
assignments);

o Add custom item to add custom item to the Grade Book;
o Add AWG item to add AWG item.

18.11 Adding Existing Items

Some already existing items can be added to Grade Book, e.g. quizzes, assignments, etc. When there
are any changes made on the existing item'’s list, they will be reflected in Grade Book, for example:
- Ateacher changed learner’s grade for assignment (it will be reflected automatically);

A learner has taken another quiz attempt after scale has changed and so scored a
changed grade (it will be reflected automatically).

SCORMs and learning modules always display their Passed/Failed status and can't be overridden by
specific scale template. To add an Existing Item, do the following:
1.

On the course level, go to Course Tools > Grade Book;

2. On the ribbon, select the Grade Book List and click the Add Item button to open the drop-
down menu:

Yol

3 i —h Current Ve OUDS " .
| i S ) | L5
— -~ L \"1 W = - | Al Bems . — “T .
Alert RSS Exportto Exportto Bxportto Import  Create Medify Add JGrade Book
Me. Feed Exce POF CSV Grades View  View Current Page tem+ | Setting
snare & Track - vianage Views ot
ite Content All items e jo
3. Select Add Existing Item:
BROWSE GRADE 80 COURSE TOOLS
+_1 == | | s TH ) pog N Current View: 3 e
HE I '] B W [ Ze
s L 9.l J D Al tem = LN “
Alert RSS Export to Exportto Exporite  impx Create Modify Add  Grade Boo
Me. Feed Exce PDF Csv Grades View  View Current Page items Setting
- ] et & e Ve

Add Existing ftem
/—'—co Custom Item
All items  »e rind an e Cd

Add AWG iten

4. Complete the open form:

Select Items — select the check boxes for items which results you want to display in a Grade

Book;

Scale settings — Select a scale for grading:
[ ]

Use Default — use the scale applied to the learning object;

Use Specific — either select a scale from the earlier created or specify scale values in
the Min and Max fields of the Numerical option.
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NOTE: Specific Scale Set can only override the following learning object's scales: Assignments,
Quiz, SCORM, AICC and Learning Module will always use their default statuses and points.

— Display Options — select either Show grade (only grades will be displayed for assignments)
or Show percentage (only percentage will be displayed for assignments) or Combined
view (both grade and percentage will be displayed for assignments):

Grade Book - List Settings - Add Existing ltem o

Select Items

v, ] ~
72l Quiz
o Hardware Quiz

Hardware Quiz 2

¢ Learning Module
¢ Hardware Tutonal
Introductory LM
= 28 scorM

Hardware Requirements

Scale settings
® Use default

Use specific

Scale Set: | Defauit (UK)

Numencal

Min Max

Options
¥ Add to default view
Show grade
Show percentage

e Combined view

Ok Conce

6. Click OK to add the item. The added items will be displayed in the Grade Book as new
columns; all grades for these assignments will appear in the corresponding columns:
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OneFremises

Grade Book

Allitems Compressed view  see Find an iten jo
ageucheva_a Passed (100%)
Leamner 1
Learner 10
Leamer 3

18.1.2  Adding Custom ltems

Custom items are the assignments that do exist neither in the Assignment, Quizzes, nor in any other

course section. It is currently impossible to change the settings of the custom item. To add such
items to the Grade Book, do the following:

1. On the course level, go to Course Tools > Grade Book;

2. On the ribbon, select the Grade Book List and click the Add Item button to open the drop-
down menu:

COURSE TOOLS

+ e i 1 pe AN 2R Cumrent View: Groups -9 -
s IR M A Il | (32

Al tems v .

Alert  RSS E'<E>c". to Bportto Exportto Import  Creste  Modify Add  [Grade Book
Ne~ Feed e POF Csv Graces View  View~ Current Page tem+ | Setting
Share & Track Connect & Export Actions Manage Views Settings
Site Contents Allitems  «e» rinG an ne bt
3. Select Add Custom Item:
BROWSE GRADE BOOK US COURSE TOOLS
1 — Current View: Grouns
| 1 1 S “J v Vicy ouUps = —~
P ERTTEDR e
T wl el — D | gy items - - P
Aet  RSS  Exportto Biporito Bxportte  Import  Create  Modify Add  Grade Book
Me. Feed Exce PDF CsV Grades  View  View. Current Page items | Setting
Share & Trac Connect & Export 0 Manage Vie

Add Existing item

s Add Custom item
Site Contents All tems "ee Find an item p
Site conienis
Add AWG ltem

4. Complete the open form:
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Grade Book - List Settings - Add Custom Item o

Custom item
tem nams

pe & name for this ite

Course Essay

Additional Item Settings

Description:

Scale settings

Use:

Crala Satr Default (LK
alaie ol J2la ti \) ¥
L]

Numencal
Min Max:
Display options:
¥ Add to default view
Show grade
Show percentage

o Combined view

— Item Name — Type the name of a new item;

— Description — enter the item description;

— Scale settings — Select a scale for grading:

e Use Default — use the scale applied to the course;
e Use Specific — either select a scale from the earlier created or specify scale
values in the Min and Max fields of the Numerical option;

— Display Options — select either Show grade (only grades will be displayed for
assignments) or Show percentage (only percentage will be displayed for
assignments) or Combined view (both grade and percentage will be displayed for
assignments);

6. Click OK to add the item. The added assignments will be displayed in the Grade Book as new
columns. You need to grade them manually; for details, see the Manual Grading chapter.

18.1.3  Adding an AWG Item

This option allows calculating the average of several Grade Book columns of a learner. It is currently
impossible to change the formula for AWG items. To add such items to the Grade Book, do the
following:

1. Enter the Grade Book section;

2. Click Add Item drop-down menu:
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OneFremises

BROWSE GRADE BOOK UIST COURSE TOOLS
B reas frees I | | TR =t Cument View: Groups - r_—
H Sm Nh Nh lm D) D I Loy
x ‘ — | Al items v »
et RSS  Exportto Exporito Bxportto  Impot  Create  Modify Add  Grade Book
Me. Feed Exce PDF sV Grades  View View. Current Page items | Setting
Share & Track Connect & Export Actions Manage Views Add Existing item
Add Custom item
Site Contents All items  »- Find an item L .
Agd AWG item

3. Select Add AWG Item;
4. The adding item form will appear:

i Software Course

Grade Book - List Settings - Add AWG Item o

Name and Desciption
[tem name:

Type a name and description for this [tem
AWG item
Description;
Settings
E Type:
ecify options for AWG calculating ¢

e Arithmetic mean ( Quadratic mean

Columns:
Column Weight
Simple Quiz 5 Remove
Software Development 10 Remove
Software Quiz v add

Number of lowest gradestodrop | 0

Scale settings

Numencal
Min Max:
Display options:
¥| Add to default view
® Show grade
Show percentage
Combined view

oK Cance

Fill in the fields as required:
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— Name - enter a title of a column;
— Description — enter a short description;
— Settings:
» Type — specify whether you want the system to display the arithmetic (select
Arithmetic mean) or the quadratic (select Quadratic mean) mean;
» Columns — select a column from the drop-down list and press Add. To delete
the column, click Remove. Note that two or more columns should be selected;
» Weight —enter any positive number. The number is a coefficient which denotes
the importance of a column. The higher the number the more important a
column;
» Number of lowest grades to drop - to specify what number of lowest grade to
drop;
NOTE When calculating the average for a SCORM package points are used instead of
percentage. Make sure the value specified in the Weight column is small.
If SCORM package sends only statuses and advanced gradebook settings are not enabled
for it, only Passed or Failed statuses are displayed in the Gradebook. When calculating
AWG Item, weight for such SCORM is added, but its value is considered as O.
The calculation is done according to the following formulae:
Arithmetic mean: Vavg = SUM (V1 * M1... Vn * Mn) / SUM (M1... Mn)
Quadratic mean: Vavg2 = SQRT (SUM (V122 * M1... VnA2 * Mn) / SUM (M1...
Mn)), where V is the score (from 0 to 100%) — a mark from a column
M is the coefficient specified in the Weight field.
— Scale Settings:
» Use — specify the scale you want to use for the resource. To set your own scale,
fill in the Numerical option fields;
> Display options — specify whether you want the result of calculation to be
displayed in the Default view and the way you want it to be displayed (in
Grades, Percentage or as the Combined view).

5. Click OK to save the changes. Click Cancel to discard the changes.

18.1.4  Deleting Iltem from Grade Book

To delete any item from the Grade Book, do the following:
1. On the course level, go to Course Tools>Grade Book;
2. Go to Grade Book List in the ribbon menu;
3. On the ribbon, click the Grade Book Setting button:

o 3

Create  Modify Ada

All items e F 3 ite jol

4. In the Columns section select item you want to delete and click on its name to open it:
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Grade Book - List Settings - Change Column o

\ .
Name Column name

Type a name for this column New Learning Module

The type of information in this column is:

Choice {(menu to choose from)

Additional Column Settings Descnption:

ou selected Leaming Module descnption

5. Click Delete to delete the selected item. It will be removed from the Grade Book view.

18.2 Grading

18.21  Manual Grading

After you have defined the Grade Book scale and created the list of Grade Book items, you can start
putting grades to your students. Students’ Grade Books contain grades for Grade Book items and
quizzes. The teacher can put grades for Grade Book items only; grades for quizzes are put
automatically when the quiz is completed.

To work with students’ grades:
1) Enter the necessary course and click the Grade Book icon in the Course Tools menu:
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On-Fremises
;CI':
wé Announcements
ET=] Calendar
0 Documents

o® Discussion Board

2 Learning Module
a9
"’l Quuzzes
43 Drop Box
p—
(3 Assignments
9.] Attendance
J Conference
7] Grade Book

2) Click Edit item in the callout menu under the name of learner whose grades you want to

manage:
All items  «»» Find an item 0
Learne certificate Issued fardware Tut !
ageucheva_a Passed Passed
Advanced 4
Learner 1

Edit Item

Leamer 10 /
Version History

Learner 3

3) From the drop-down list against the item select the grade/status you want to put for this
item:
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Certificate Issued

SOfT\"JTG QL“: 1 Excellent v
Software
Software Development
Falled
y o o Save Cance
reated at 2/5 16 1207 PM ageucheva_a

hied at 2/8/2016 11:49 AM by ageucheva_a

NOTE: Certificate Issued is a status displayed in the column next to the Learner’s name. It shows
whether a learner has got/earned/was assigned a course certificate or not. A course
certificate is configured through the Grade Book List ribbon menu Settings
section>Grade Book Setting>Setup Certificate Template link. This status can be
assigned either manually by a teacher or earned automatically by completing the course
completion settings, which you also define in the Grade Book List ribbon menu Settings
section>Grade Book Setting>Setup course competing settings link.

4) To assign a Certificate Issued status manually, click Edit item in the callout menu under the
name of learner whose grades you want to manage:

Grade Book

All items  +»» nd an item jeo,

ageucheva_a Passed Passed
Advanced »

Leamer 1
ECit Item

Learner 10 /
Version History

Leamer 3

5) Click the checkbox against the Certificate Issued section:

|Certificate Issued |
Software Quiz 1 Excellent v
Software Passed ¥

Software Development passed v

w
&
P
"
3
”

g o 1 14 Y DAL % 2
e At £ 010 12 PM 39

"

ucheva_a

at 2/872016 11:49 AM | ageucheva_a
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6) Click Save to save the changes. Click Cancel to discard the changes.

18.2.2  Grade Book Automatic feature

Grade Book Automatic feature allows to add tests results into Course’s Grade Book automatically.
This feature is activated from the Organization Settings page by checking ‘Automatically add to
Grade Book' for the following Learning Object types:

a. Assignments (with grade only);

b. Quizzes;

c. SCORM/AICG;

d. Learning Modules:

Additional Options
. Options:

& addibona
¥i Course Flow

¥ Course Wizard

Organization Settings
Show "Courses” left navigation bar

Settings related to ocganization site

Yes e NO
Show "Courses” left navigation bar at Course Sites
Yes (@ No

Remove "Create Course” option from menu

Yes ® INO
Grade Book Setting
Automatically add grades to Grade Assignments Quizzes SCORM/AICC Leaming LRM
i Module
OK Carce

The work of Grade Book Automatic feature is described below:
1. Administrator activates the feature from the Organization Settings page by checking
'‘Automatically add to Grade Book' for the following Learning Objects:

a. Assignments (with grade only);

b. Quizzes;

c. SCORM/AICG;

d. Learning Module.
2. Administrator creates new Course. When the Course gets created, this option is copied from parent
organization and stored locally on a LMS Course;
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3. System adds a column that corresponds to settings saved on this type of the Learning Objects in
a Grade Book;

4. New columns in the Grade Book are visible for both Students and Teachers and grades are added
to default view of Grade Book as a combined field that shows both value and percent.

Automatically added columns are shown in the Grade Book as a combined view, even if the
assignment has been set up as combined view, as settings in the assignment influence only
assignment tasks list.

NOTE: All the new Courses created within the Organization will inherit these default settings
upon Course creation.
Any changes in the settings of the Grade Book Automatic feature from the Organization
Settings page in the future will not be reflected in existing Courses.
If you want to active this feature in course you should make sure that it is active for the
Organization. After activation feature in existed course all new options will be added to
Course Options page:

Site Settings + Course Options

Course Options

Ad::;?:ry“m IE::'::\:{ Option Name Position from Top
v v Announcements ¥
v v Calendar 2V
v v Documents gV
v v Discussion Board 4 v
v v Chat 5 v
Y v Aailbox M
v v Links 7Y
v Reports 8 v
v v Learmning Module g v
L4 v Quizzes ([
v v Drop Bc "
v v Assignmen 12:¥
v v Attendance 13-Y
v v Conference 14 ¥
v v Grade Book 15"
v v Help 16V
v 17 ¥
v v 18 v
v v 19 v
¢ L p 20 v
v 5% Sta 21 v
L4 v Roster 2 v
v v SCORM/AICC

Grade Book Setting

Automatically add grades to Grade Assignments Quizzes SCORM/AICC Learning Module

Teacher can override default settings copied from Organization by changing the selected
options on Course Options page. Ones saved, they will be used by system for making a
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decision if grades from this type of Learning Object should be automatically added to
Grade Book, or not.

18.2.3  Exporting Grades
You can export the selected Grade Book view to PDF file and download it to Users’ local hard drive.
To export the selected Grade Book to PDF, do the following:

1. Enter the Grade Book section;

2. On the ribbon, click the Grade Book List and select Export to PDF:

BRO COURSE TOOLS
— I Current View: ... =
{ L [ e
V’.—J 9& '\')_j Al Bams ﬂ : a
Alert Bportte Import  Creste Modify Add  Grade Book
Ne ~ csv Graces View  View Current Page tem - Setting
e nnect & Export Actions Manage Views Settings
Site Contents Allitems e+ Find an ite o
5. The PDF file will appear:
Course: Speech Practice, Gradebook view: 'All items’
Leamner Certificate Issued The World of Literature. |Family Meals Banging ltem
General Check
EXAMPLEV1 0 250 (25%) Passed (100%) Good
Leamer 2 0 5.00 (50%) Failed (33%) Good
Leamer 3 0 7.50 (75%) Passed (100%) Good

NOTE:

To export grades to PDF file, please make sure you have downloaded and installed

Microsoft Visual J# 2.0 for your SharePoint server (including all WFEs).

To export grades to Excel, do the following:

1. Enter the Grade Book section;
2. On the ribbon, click the Grade Book List;
3. Click Export to Excel button:

BROWSE COURSE TO

i — — i - — Ay r‘_r Current View: ﬂ ﬁ

HH ¥ L g2 |2 W el

— 2 L > |

Eaaua \)m S S 9& -)_J Al ems . B~
Alert  RSS ExporttojExporito Exportite Import  Create  Modify Add  Grade Book
Me~ Feed Exce POF csv Grades  View View~ Current Page tem .  Setting
nare & Track Connect & Export Actions Manage Views Settings

ite Content Allitems s Find an ite jol
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4. The Excel file will be prompted to save or open:

il Learner HCertiﬁcate Issued ﬂQuiz 1=Qui12=SCDRM 1: Quiz Sﬂ AWG item ﬂ Banding Item ﬂ Item Typeﬂ Path

2 Learnerl FALSE C Failed o G Item sites/cl/GradeBook
3 Learner2 FALSE Item sites/cl/GradeBook
4 Learner3 FALSE A B Passed A 0.950000000000000 ltem sites/cl/GradeBook
5 Assistant 2 FALSE A* Failed E 1.00000000000000  Item sites/cl/GradeBook |
6

NOTE: "Export to Excel” option doesn't allow you to export columns with combined view.

18.2.4  Importing Grades

To import the grades to the Grade Book, follow the steps given below:
1. On the course level, go to Course Tools>Grade Book;
2. Once you have done it, click Grade Book List menu on the ribbon;
3. On the ribbon, click Import Grades button:

COURSE TOOLS
— | — ! m =N Current View: Groups : -

.’.1 ¥ 18 =y ) ﬂ el

EH S ed s 3 =S [ — LS
Alert RSS Exportto Exporito Bxportto] Import | Create Modify Add  Grade Book
Ne+ Feed e POF Ccsv Grades View  View+ Current Page tem+  Setting
hare & Tra Connect & Export Actions Manage Views Settings
Site Contents All items e Find an ite jo

4. The following form will appear:

Grade Book » List Settings » Import Grades o

Import File
Name

rowse 0 the osv file vo rAees 40 imoort

5. Click Browse to upload the file, you intend to import.
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NOTE: The uploaded file has to contain a set of semicolon-separated values — each line
represents a row from Grade Book. The first line contains title for Grade columns. The
sample file data is shown on a picture below:

I grades - Notepad

File Edit Format Wiew Help

[ Phyysics;math; History
exampled 11; 20%; A; 0.5
examplea’12;100%; 8;10
examplet]3; 60%; ;5.5
exampledl4;;C; 2
exampled15;90%; ;7.7
examples16;; A;
examplet17;; F;
examp1e\18;;;ﬁ

Or as it looks like when edited in Microsoft Excel:

1 2 3 4 3
1 FPhysics  Math History
2 |examplelll 20% A 0.5
3 example\l2 100% B 10
4 examplell3 B0% 5.5
5 example\|4 c gl
6 |examplells 90% 7.7
7 example\ls A
8 |example\l7 F
3 example\l3 0

Please remember that you need to specify user name including the domain (e.g.
elearningforce\am). You can see the full logon name in AD:

@
& ELEARNINGFORCE




(JLMS365

Published Certificates | MemberOf | Diakin | Object | Security |
Envirnnmentl Sessinnsl Remaote cnntn:ull Teminal Services F'r-:ufilel EEIM+|
eneral I fddress  Account | Frafile I T elephones I Organization

Uzer logon name:

I.i'-.nn Ageucheva I j
Idzer logon name [pre-tWindows 2000];
|ExAMPLE® |#4nn &geuchev]

Logon Hours. . LogOn To... |

[T Aceount is locked out

Account options:

™ User must change password at next logon -
[~ User cannot change password
[~ Password never expires

[ Store password using reversible encryption LI
—Account expires

£ Newver

¢ Endof | Friday . November 10, 2017 =l

| k. I Cancel | Spply |

For each grade in the file it is possible to identify what scale set to use: from list of scale sets or use
numeric, set up viewing conditions. You can add to default view, what type of column to use: grade,
percentage, or both, filling in the form given below:

Grade Book - List Settings » Import Grades o

Import File
Name

gradebook (1).csv Change

Add Items
Certificate Issued

Use Display options

v Add to default view

Scale Set: Default (UK -
2 & Show grade
Show percentage
Numencal Combined view
Min: Max
oK Cancel
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Importing grades into grade book highly depends on user input. So before performing import,
system performs different validations to ensure that import data will not harm the system.

Only columns with Custom Item type can be imported in Grade Book. All the other types,

i.e. Existing (Quiz, SCORM, etc.), AWG, cannot be imported in Grade Book, so if you have

those in your .csv file, please delete it in order to process grade import. Also mind that

‘Certificate issued' column cannot be imported from a .csv file either, so if you have it in

your .csv file, please delete it in order to process grade import.

NOTE:

You can see the type of the column in the Grade Book settings.

18.2.5  Grades Version History

The teacher can see the particular student’s grades to be changed with time during the education

process.
To view the Grade Book version history, do the following:

1. On the course level, go to Course Tools>Grade Book;

2. Select the learner's name by putting the cursor arrow on his/her name;

3. Click the callout menu next to the name of the selected learner and select Version History:

Grade Book

All items nd an iten o

Passed Dasseq

ageucheva_a e

Leamer 1

Leamer 10
Version History

Leamer 3

4. Once you have chosen the option, the following dialog box will appear, indicating the history
of changes performed:
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Version History s
No 3.0 20 10
Modified By ageucheva_a ageucheva_a System Account
Med fied 2/8/2016 11:49 AM 2/8/2016 10:58 AM 2/5/2016 12:07 PM
Certificate Issued No No No
Software Quiz 1  Excellent Excellent
Software Quiz 1 100.00 % 100.00 %
Software
Software
Software Passed Passed
Development
Software 100.00 % 100.00 %
Development
18.2.6  Compressing Grades
When Grade Book contains a lot of Grades so User has to scroll to the left or right to see all the
Grades, it is possible to create a ‘compressed view'.
To create one, do the following:
1. On the course level, enter the Grade Book;
2. On the ribbon, go to Grade Book List;
3. Click Create View:
COURSE TOOLS
= — [\ = Current View: e ﬁ ﬂ
2 { 2 jnt H e
\*'J C’-& ‘ ._] Al Bams . X =TS
Alert  RSS Export to Exportto BExportte Import | Create | Modify Add  Grade Book
Ne. Feed e POF Ccsv Grages View | View~ Current Page tem+  Setting
Share & Track Connect & Export Actions Manage Views Setting
Site Contents All items . F v et

4. Once you have done it, the Create view form will appear. At the bottom of the page, select
Compressed View link:
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Settings » View Type o
Choose a view type

=% View data on a Web page. You can choose from a list
of display styles.

Ca endar View
wAICNGO ew

A View data as a daily, weekly, or monthly calendar,

7~

Start from an existing view

Start from a view template

8 Compressed Vew

(ZMs365

Datasheest View
4, View data in an editable spreadsheet format that is
convement for bulk editing and quick customization.

p— Cantt View
4 View list items in a Gantt chart to see a graphical
representation of how a team’s tasks relate over time.

x Custom View in SharePoint Designer
Start SharePoint Designer to create a new view for this

list with capabilities such as condrtional formatting

5. The following form will appear. Specify the main view parameters:

Name
View Name:
Pe 3 nan n at na
je ¢ 3 - A 21 site ompressed view
n at to axpe n th this link
[ Make this the default view
(Applhes to public views only)
Augience
) _ _ : View Audience:
this vies Create a Personal View
Personal views are intended for your use only
2 Create a Public View
Public views can be visited by anycne using the site
=@ Columns
e ¥ The chec . i Display Column Name Position from Left
ha ~ par in the Position from left box ) Leamner (linked to item with edit
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N

Certificate Issued (with link)
App Created By
App Modified By 4

wn

AWG item

o

L EEIERIE] E]

AWG item (combined view)




3 Sort

Select up 10 WO columing 1o determine the order in

which the tems in the view are displayed, Leam about

sortng items.

the current gate ort

[Today] o [Me] a5 the column value, Use indexed

olumns in the first d:

@
S ELEARNINGFORCE

J LMS365

OneFremises

First sort by the column:

Leamer B

& ||| Show items in ascending order
#3J (ABCorl 23
I 3 Show items in descending order
)

(C.BAor3 21

Then sort by the column:

None B

L_| Show items in ascending order
e (I3 :
¢3 1 (ABCorl 23
| 3 Show items in descending order
OR

(C.BAor3 21)

Sort only by specified critenia (folders may not appear before items),

l } Show all items in this view

&=H Show items only when the following is true:

Show the items when column

None B
1s equal to E]

And @ Or

When column

None [E]
15 equal to B

Show More Columns.,.,
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Cn-Fremises
3 Inline Editing
3 Tabular View

@ Group By

B Sy ¥] Enable this view for mobile access
{Applies to public views only)
1 Make this view the default view for mobile access
(Applies to public views only)

Number of items to display in list view web part for this view:

3

Field to display in mobile list simple view:

&

oK Cance

6. Click OK to finish.
After saving this view it is possible to view Grade Book with a compressed view. It shows Grade title

vertically and contains additional scroll bar at the bottom, but Learners’ column is fixed and would
not move during scrolling:

Grade Book

All tems  Compressed view  +« Find an iten 0

A X - -
L o
= :
Y 4 —
» L = -

ageucheva_a No Passed Passed

Leamer | No A Failed

Leamer 10. No B- Passed Failed

Leamer 3 No A+ Passed Passed
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18.3 Setting Course as Complete (Automatic Completion)
To make sure the learner can be graded course certificate automatically you need to configure the

course completion settings. To do that, go to Grade Book>Grade Book List>Grade Book
Setting>Setup course completing settings and fill the following form:

Grade Book - List Settings - Setup course completing settings o

Column and percentage

® Course Essay 2 100 % Edi
: Or
@ Leaming Path1 2 90 % Edit lete
And
@ Learmning Path2 2 90 % dit Delete
Column name: | SCORM 1 v :{ 100 l % And @ Or % Add
Send E-Mail
¥ Send e-mail to users
Personal Message:
Congratulations!
You have completed Course 1!
Add link to the certificate below your personal message
K ce

— Column name — select previously added existing/custom item to calculate course
completion;

— Percent - select the percentage which will indicate course completion;

— And/Or - select 'And’ to set all conditions obligatory for completing course and 'Or’
to make passing one of the conditions enough for completing the course.

NOTE |If several items are set as conditions for course completing and ‘Or’ option is checked,
learners are granted certificate after fulfilling any of them:

Grade Book

Allitems Compressed view Find an item jol
ageucheva_a Passed Passed
Leamer 1 Failed A
Learner 10, v Passed Failed A
Learmner 3 v Passed Passed A+
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— Click Edit link to modify item;
— Click Delete link to delete item;
— Click Add link to add new item;

— Send e-Mail — you may choose to send a completion email to the learners of the
course. In this case you need to specify:

o Subject of the email

o Personal message of the email

o Check the Add link to certificate below your personal message box if you
want to include a link to certificate into the email. A certificate already granted
to a learner can be deleted, but not edited. To delete a certificate, press the
Edit Item button ( -3) next to the necessary learner and uncheck the
Certificate Issued box.

NOTE Check you have also set up the course certificate. Otherwise course completion will not
work.
NOTE: If you delete some items from the course completing settings, the course status remains

Completed for Learners that have already completed the course according to such
settings.

To set up the course certificate, do the following:
1. On the course level, go to Course Tools > Grade Book;
2. On the ribbon, click the Grade Book List> Grade Book Setting:

BROWSE URSE TO
L — — 1 3 — 1 - Current Ve ﬂ“ ﬂ
| L VE: A 2} e,
] S eh eh SEE = [ pmems . 1l Ha
Alert  RSS Exportto Exportto Bxportto Import  Creste  Modify Ade | Grade Book
Ne Feed xee POF Csv Graces View View + Current Page tem - Setting
Giaie B Trad = = o o
Site Contents Allitems oo Find.an ite P
3. In the opened window click Setup Certificate Template:
Grade Book - List Settings
List Information
Name: Grade Book
Web Address: httpy//srv-fe01-sp2013/course/1234/GradeBook/Allitems.aspx
Description:
General Settings Communications Certification
8 Title, descny a L] 2 o (e e ] y
8 Ver ett [r ¢ Certificate Template |
a t ety rse pleting settings
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4. In the following form specify the URL of the certificate template you want to use and click
OoK:

Grade Book - List Settings - Setup Certificate Template

Certificate Template Link

http://srv-fe01-sp2013/course/hard/CertificateTemp

Certificate Template URL (Click here to test):

Or use Browse button to select certificate template for the course:

A

= shasharePoint LI Manage
= shaCourse 1 Mgnage
S lslCertificate Template
™

Url

o

Carce

Once a user scores the number of points necessary to complete the course he will be marked as a
student who completed the course in the Grade Book.

NOTE: For learners to be able to receive course completion email additional settings should be
configured:

1. Outgoing email settings (configured by SharePoint administrator in Central
Administration>Operations>Outgoing E-mail Settings);

2. Learner's email should be specified in his/her profile settings. The email
address should be pertinent to the domain indicated in the outgoing email
settings.

To clear the Grade Book settings, do the following:
1. On the course level, go to Course Tools > Grade Book;
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2. On the ribbon, click the Grade Book List > Grade Book Setting;
3. Inthe opened window click Setup Certificate Template;
4. Put the cursor in the URL field and click Clear button:

Grade Book - List Settings - Setup Certificate Template

Certificate Template Link

http://srv-fe01-sp2013/course/hard/CertificateTemp

Certificate Template URL (Click here to test): /

Cear Cance

NOTE: All Certificates that had been issued to Learners using this Certificate Template are saved
after clearing the settings.

18.4 Setting the Unified Grade Book

The Unified Grade Book allows the user to see the Grade Book entries from all the Courses of current
Organization for Students included in those Courses as Learners.
To access the Unified Grade Book, do the following:

1. On the Organization level, to Settings>Unified Grade Book;
2. The following form will appear:

Unified Grade Book

Courses

r [
Filter No selection »

Change Filter
There are no items to&ptay

oK Cance

3. Click No selection > Change Filter. The following dialog box will appear:
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Calart filtor X
JTICCH e
35 Select filter Help
Organizations Custom filters
Title
= “ SharePoint
Aafall Published: | <none> ¥
Default
T Training Start Date D
Business Trair . ‘
sl Al End Date i
Check all children
OK Cance

— Organizations — select the needed Organization and (optionally) the category;

— Check all children — check the box if you want to select all children (learners) related to the
current Organization Courses;

— Custom filters — specify the search criteria: optionally fill in the Title, Publishing Status,
Start Date and End Date of the necessary Course.

4. Check the box against the needed Organization and click OK;
5. The list of the courses will appear:

Unified Grade Book

Courses Filter

1 Organizabions, 1 Categories «

Tile Category Publishect Language
Coursel Defauit Yes English (United States)
Course2 Defauit Yes (with condition) English (United States)
Course3 Default Yes English (United States)
Course 4 Defauit No English (United States)

ox Cance

6. Select the check box against the name of the needed course. Click OK to view the chosen course
learners’ progress:
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Export to CSV

C(79 %) Passed (100 %) True

Assistant 2 A*® (100 %)

(0= . wlexample\a2)
Leamer 1 A* (100 %) A” (100 %) A (93 %) Failed (0 %) A* (100 %) True
(1:0% . wijexample\l1)
Learner 2 C(79 %) C (79 %) False
(1:0% . wiexample\12)
Learner 3 D (69 %) A(95%) D (69 %) False

(0= . wiexample\i3)

7. Once you have done it, the Unified Grade Book will be uploaded at the bottom of the page.

NOTE: The learners are able to select only courses they are enrolled to. They can see only their
grades. Teachers are able to select all courses they manage. They can see grades of all
course learners.

NOTE: The user can perform ‘'Export to CSV' action from Unified Grade Book screen.
Corresponding action is located at the top right toolbar.
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19. TRACKING

The system allows teachers to track course attendance statistics. You can check how often each of
your course students attends the following sections of the system: Announcements, Assignments,
Attendance, Calendar, Chat, Conference, Course Home Page, Discussion Board, Documents,
Drop Box, Grade Book, Help, Learning Module, Links, Mailbox, Quizzes, Reports, Roster,
Seating Chart, Staff, Wiki Pages.

The Tracking tool also enables teachers to track teachers and assistants’ statistics. Teachers can track
all the above mentioned tools as well as Reports and Plagiarism.

The Tracking tool has 2 view options for certain user types:
1. Learners: shows statistics on users with Learner’s permissions;
2. Teachers & Assistants: shows statistics on users with Teacher's, Assistant’s and
Faculty’s permissions:

s Tracking

Clear View: Learners «

O

2016 Y ||February ¥ ||Notset v Teachers & Assistants

Leamers

o
o
o 0o o © o © ©

The Learners and Groups tool statistics cannot be tracked.

NOTE: When the time is shifted, the change does not affect statistics data that have been
collected before the time shift.

To check statistics of attendance, enter the necessary course and click the Tracking icon in the Course
Tools menu. The system will display an overview report for all sections:
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On-Fremises
1 Clear View: Teachers & Assistants «
2016 ¥ ||February v ||Notset v
<All> v.
3 SO ;
o ¥ ¢ oz . 5 ¥ & ¥ % 5 1 SIS
- y 3 3 8 F . 0 = 3 &8 % B % B . y 2 & 2§ |
| g o [} 3 2 g 0 * T n 2 2 z % % - a 2
? < 3 & S 5 & < = < . ' | = £ X & & = &8 £
7/22/2016 4 0 81 0 3 0 0 0 0 O 0 0 0 0 0 O 0 014741 %6
7/24/2016 S 0 0 1 2 0 133 0 0 0O 0 0 1 0 0 0 0 0 0 0 023419 142
/2%/2006 11 0 1 2 2 0 289 0 11 0 0 0 18 49 0 1 0 0 0 O 0 25 044347 409
7/26/2016 2 0o 0 0 0 0 0 O 0 0 0 0 1 5% 0 0 0 0 0 0 0 0 o01:2804 62
7/20/2016 104 4 13 32 343 1 58 0 17 0 108 0 O O 1 0 0 0 0 O O 0 050139 681
TOTAL 185 19 14 186 435 34 501 16 S8 22 108 0 19 130 40 1 0 O 11 15 0 25 21:3605 1819
Monthly Statistics
800+
681
600~
€099
400~
205
200- 1 42
%
53 6
= 1l
D= vr1- v s Py gy gy Ty y - --.|
1 9N L 5 7 9 N B 3B b1 I Y]
1 4 5 B W 11 M % W WV N WU ¥ B
Days
>
Daily distnbubion
500—
27
400~
300~ 253
21&191200 1%
200- 160
21
100~ -
ml I 3"
(| S SR — ......
0 @ o4 0% ] 0 2 “ "% " 20 2
Qo () o 24 o L] 3 15 7 9 21 pi
Hours ;
-
Weekly destribusion Access 10 tools
800~ 7480 B Quizze:
Learning Pata
W oociments
|__ R
600~ Grace S0k
W 0cnicn Boare
sasignments
W iy
400~ | SV
W Fogeim
ATerZance
Wl acrcumcerents
zoo- Conference
B 5r0p eox
R W sapes
0~ 2 B Calenca-
Su we Th Fr Sa s oo
J J
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The group of drop-down lists above the report table makes it possible to set filtering criteria for the
statistics report: you can select for which user, year or month, or the section name the report should
be generated. At the top of the Tracking page you can see a table with a statistics breakdown by
days.
Below the table the system will display five graphs:
1. Year (month) statistics: shows how many times course web pages were opened
(downloaded) within a certain month;
2. Daily distribution: shows how many times course web pages were opened (downloaded)
during the day (on this graph an hourly breakdown is given);
3. Weekly distribution: shows how many times course web pages were opened (downloaded)
during the week (on this graph a daily breakdown is given);
4. Access to tools: shows how many times web pages in various sections were opened
(downloaded).
5. Most active users: shows most active users;
Use the Clear icon (I1I') in the top right corner to clear report statistics.

Starting from version 2.1 the tracking uses MS Chart control for graphics.
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20. WIKI PAGE LIBRARY

A Wiki Page Library is a document library set up to hold Wiki Pages. It is a standard SharePoint

feature integrated in SharePoint LMS.
The Wiki Page Library tool allows creating content to be shared with other users:

IMS365 i Pages o

Updated Pages @ New 2 upload . _ v

How 1o write an essay
‘ All Pages By Author By Edite e g o
™ ’ (V) '3 -
Tools v L Jame dodifisd By A
& Announcements €] How to write an essay % ageucheva_a A few seconds ago

20.1 Creating Wiki Page

1. Enter the Wiki Page Library tool section;
2. Click New button @ The following window will appear:

% Coursel Home Search this site Jo)

wOourne

New Item

New pags name
How to Write an Essay

un feit e el AR arne e be Wit nEccay acm
SPLVLI-WA/SHesy CL/ Wi rape OW-10-YVrite-an-

Create Cancel

3. Type the new page name and click Create. The following form will appear:

Fill in the Name field with a name of a page.
In the opened window choose the Format Text tab. Enter the information you want to share. You

can also add a link to another wiki page in the library. To enter a link, specify the name of the page
in square brackets, e.g. [[wikipagel]l:
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SharePoint Teacheri- & 92
BROWSE  PAGE | FORMATTEXT | INSERT € SHARE Yy rouow B sav: O
2 ™ L, 2oy v 1Bpx vl e i EE W A‘ ABC —
v LE 8 B I U s x, x° = === & v Ll <>
Save CTheckOut  Paste Seyles Speliing Text Maricup
” v . -A- % Mo . . Layout .. v
Edn Chpboard ot Yaragraph Soytes Speling Layout
~
Upduted Fag Define the context of your essay. The context is basically
How to Wiite an Essay the scope of the essay. Al its heart, the question boils down to
What are you being asked to wrile about?
e The context can include multiple parameters.
=]

w¥ Announcements
5 Calendar

4. Click Save & Close to save changes.

20.2 Viewing Wiki Page

To view wiki page,
Enter the Wiki Page Library tool section;
2. Find a necessary wiki page in the list and click its name:

Wiki Pages o

@ New 2 upload
uthor By Eastor Find af

All Pages By A
v D Name Modified By
ageucheva_a A few seconds ago

£) How to wnite an essay &

v

3. The selected wiki page will open:

) Hardware Course
How to write an essay
1 Research the topic. Go online, head to the library, or search an academic database or read newspapers. You may ask a

reference librarian
« Know which sources are acceptable to your teacher
« Does your teacher want a certain number of primary sources and secondary sources?
« Can you use Wikipedia? Wikipedia is often a good starting point for learning about a topic, but many teachers won't let

you cite it because they want you to find more authoritative sources

To view links which lead to a page, click Incoming Links in the Page menu section:
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OneFremises

BROWSE PAGE
™ L Page History 2 B ‘:» 2 p
. = —A R c_ (e
= LK &% Page Permissions [‘41 A Q a L—Q\ 53
Edt Check Out Edit Rename E-maila Alert Make |Incoming | Ubrary View All Tags &
v v Properties Page X Dejete Page Link Me. Homepage| Links Settings Pages Notes
£d fanage Share & Track Page Actions Page Library Tags and Notes

Updated Pages

Research the topic. Go online, head to the library, or search an academic data

How to wnite an essay
! reference librarian

Tools « Know which sources are acceptable to your teacher
« Does your teacher want a certain number of pnmary sources and sect
« Can you use Wikipedia? Wikipedia is often a good starting point for le;

vou cite it because thev want vou to find more authoritative sources

&8 Announcements

[) Calendar

20.3 Managing Wiki Page

To manage a Wiki page,
— Choose a necessary wiki page in the list and click its name;
— On the ribbon menu click Page button;
— In the drop-down menu Edit in the left corner at the top of the page choose Edit button:

BROWSE PAGE
(=D o Page History . = Ea—
N £ - [y ;
7 LB 2 = & | Ny | :
E &% Page Permissions ' 0 T
Edt Check Out Eont Rename E-maia  Alert Make Incoming Lbrary View Al Tags &
. v Properties Page )X Delete Page Link Me ~ Homepage  Links Settings Pages Notes
[_} £dit Manage Srare & Track Page Actions Page Library Tags ard Notes
Edit Page

search the topic. Go online, head to the library, or search an

Edits the contents of this page. .
arence libranan
Edit In SharePoint Designer

« Know which sources are acceptable to your teacher

100IS

w Announcements
EE] Calendar

a Rocuments

« Does your teacher want a certain number of primary so
« Can you use Wikipedia? Wikipedia i1s often a good stari
you cite it because they want you to find more authorita

The following ribbon menu will appear:
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BROWSE PAGE FORMAT TEXT INSERT ) SHARE ¥y FOUOW [ SAVE
Ve g [ Cu == o= ABC g
d ! Body =A== Y L, ol | A YA | A=t | aspinesnd LIt
&(Ti y N c AaBbCcDdE /\«]El,- AaBbCc! |AaBbCeDd V \.[‘
Save  Cneck Out Sn B I U axx, X’ A EE=ESE Paragraph Heading 1 Heading 2 Heading3 ||.| “PEI'M0 J,?,.'

an
1 Research the topic. Go online, head to the library, or search an academic database or read newspapers. You may ask a
reference librarian
&8 Announcements « Know which sources are acceptable to your teacher

« Does your teacher want a certain number of primary sources and secondary sources?
« Can you use Wikipedia? Wikipedia is often a good starting point for learning about a topic, but many teachers won't

let you cite it because they want you to find more authoritative sources

— Save & Close
e Edit - Edits the contents of this page;
e Save & Close — Saves your changes to the page and exits edit mode;
e Save and Keep Editing — Saves your changes to the page and continues editing;
e Stop Editing — Exits edit mode on this page. You will be prompted to save or discard
your changes;
e Editin SharePoint Designer — Opens the page in SharePoint Designer. You can connect
to a variety of data sources, add Data Views and Forms to the page, and create Related
Item Views;
— Check Out
e Check Out — Check out this page. A checked out page cannot be edited by anyone
else while it remains checked out;
e Check In — Check in this page, which is currently checked out to you;
e Discard Check Out — Check in this page, discarding any changes you have made to
your checked out version;
e Override Check Out — Check in this page which is currently checked out to another
user, discarding any changes they have made in their checked out version;
— Clipboard
e Paste — Paste the contents of the clipboard;
e Paste Plaintext — Paste the contents of the clipboard as plain text;
e Cut— Cut the selection and put it on the clipboard;
e Copy — Copy the selection and put it on the clipboard;
e Undo —Undo the last action;
- Font
Change the font face, size; make it bold, italic and underlined, etc.
— Paragraph
Align text, start a list, choose the indent level, etc.
— Change Styles, Layout and Markup.
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21. MAILBOX

The Mailbox option allows you to send and receive e-mail messages.
To work with the mailbox enter the necessary course and click the Mailbox icon in the left Tools
menu. The system will show contents of your mailbox:

#) Hardware Course

@LMSM) Mailbox o

(#) new item or edit this list

w8 Announcements Myitems Read Received - Find an ite b
D Calenda
v |
o Documen
P o R Your Test Results % ageucheva_a john Smith
Discussion B
} Additional matenals ¥ ageucheva_a John Smith
& Chat

Cheech Mann

NOTE: For better representation, you can modify the list view. From the View list select what
messages should be visible: all (my items), sent or received.

Column names at the top of the list are clickable and allow you to sort messages in
ascending or descending order. In addition, you can filter messages by various criteria:
= Click the Subject, Created, From or To links and select the required value (all
messages that do not match the selected criteria will be hidden);
= Use the attachment column link to display messages with or without attachments
only.
*= To remove filter criteria, choose the necessary link and select Clear filter from
option.

The Actions and Settings buttons at the top of the list allows performing actions and operations

typical for SharePoint.
To preview a mailbox message, click its name in the list:
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Version History Alert Me
/ &% Shared With & Workfiows
Reply _Edf
deM  OX Delete [tem
snage Actio
i Subject Your Test Results
& Announcements -
To John Smith
[ Calenda
oo Message Dear Mr. Smith, Your test results are perfect.
documents
py LOCL ments
® Discussion Board “reated at 2/5/2016 5:40 PM by | ageucheva_a [V =55
ast modified at 2/5/2010 543 PM by | ageucheva_a hin

Buttons at the top of the message allow performing the following operations:
= C(lick Reply to answer a letter;
= C(lick Edit Item to modify the message;
= Click Delete Item to move the message to the Recycle Bin;
= Click Alert Me to work with notification settings.

To close the message and go back to the mailbox, click Close.

NOTE: Depending on the permission level, users can perform different actions with mailbox
items:

— Learner can NOT edit his messages (like in a usual e-mail box).

— Learner can NOT delete any message because sent and received messages are
not two different items (like in e-mail: one in learner's mailbox, another in
teacher's), - but a single item:

BROWSE VIEW

Version History Alert Me

&% Shared With

Reply Edit
ftem Delete ltem
Manage Actions
Tools

Subject Additional materials

&8 Announcements
To Teacher 1

[F5] Calendar Assistant 1

oy Documents Message Thanks for the additional matenals!
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Teacher can delete\edit his own and others' messages, because he is a site collection
administrator in the course:

BROWSE
3 Version History Alert Me
~ | A 8% sharea witn & Workfiows
Reply | Eait
ftem X Dejete Item
Marage Actions
Tools 2
Subject Additional materials
w8 Announcements "
To Teacher 1
[EE] Calendar Assistant 1
(y Documents Message Thanks for the additional materials!

21.1 Viewing Mailbox

To view the mailbox, do the following:

1. On the course level, go to Course Tools > Mailbox;
2. Once you have done it, the Mailbox items list will appear:

?, Coursel Home Marketing Site Search this site jeo
Mailbox o
@  sSubjec > Created Send Email Notification
Additional matenals Learmer 1 Teacher 1 7/24/2013 1:12 PM Completed

Assistant 1

Your Test Results Teacher 1 Leamer 4 7/24/2013 12:50 PM Completed

Your Test Results Teacher 1 Learner 2 7724/2013 1249 PM Completed
Leamer 3

First Assignment Learner 1 Teacher 1 7/24/2013 12:16 PM Completed

Your Test Results Teacher 1 Leamer 1 7/24/2013 11:58 AM Completed

& Add new item

By default, the Mailbox items list will show both sent and received item. To change the view of the
Mailbox items list, do the following:

On the course level, go to Course Tools > Mailbox;

Once you have done it, the Mailbox items list will appear;

On the ribbon, go to the List menu;

Go to Manage Views section, open My Items drop-down and select the needed view:

Mo =
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CreFremises
SharePoint
" : S
BROWSE ITEM LIST |
e —; Modify View ., Cumrent View: - Open with Access
‘ S g5 oo s
z 1) Creste Colurn My items - Open with Project
View  Quich Creste Tags & E-maia Alen  RSS Conrect 10 Bpentto C
tdn View Navigate Up Default Notes Link Me . Feed Cutiook Excel
View Format Manage Vi« My itemsz Tags and Notes Share & Track Connect & Export
Public
Tools =
Read
w Announcements Received r Test Results ©mv Teacher 1 Leamer 4
7] Calendar Repiiec Test Results 0w Teacher 1 Leamer 2
- Samt Leamer 3
oy Documents
Unréad Assignment o Learner 1 Teacher 1
¥ Discussion Board
Unreplsd - - ’ it .
- Test Results ©wv Teacher 1 Leamer 1

- Chat

e Received items — displays all messages that have been received by the user. To view the
received items only, select Received from the drop-down. The Received items list will appear:

™ Hardware Course

Mailbox e

@ new item or edit this list

Myitems Read Received <« Find an item P
] @ Subject Fr Created
RE: Your Test Results ©mew Learner 2 8/6/2013 3:42 PM
- Home Task questions ©imw Learner 4 8/6/2013 3:25 PM
My Course Work @ new Learner 4 8/6/2013 3:24 PM

e Read items — displays all messages that have been read by the user. To view the read items
only, select Read from the drop-down. The Read items list will appear:
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* Hardware Course

Mailbox o

@ new item or edit this list

Myitems Read Received e+ Find an iten e

v B subjec Fron To Created

First Assignment ageucheva_a Leon Devoun 3 days ag

Taemin Lee
Your Test Results ageucheva_a John Smith 3 days agt

Addrtional matenals ageucheva_a John Smith 3 days ago

Cheech Marnn

NOTE: Itis impossible to mark the message as unread.

All Received Messages are marked as Read (- "Yand Unread () with the corresponding
icon.
Column Read have filter that allow the user to filter the messages by Read/Unread.

e Sent items - displays all messages that have been sent by the user. To view the sent items
only, select Sent from the drop-down menu. The Sent items list will appear:

*, Hardware Course

Mailbox

@ new item or edit this list

My 1items Read Sent e Eind an item Jol
v v YO EC - d
First Assignment Leon Devoun 3 days ago

Your Test Results John Smith 3 days ago
Additional matenals John Smith 3 days ago

Cheech Mann

NOTE: ‘
All Messages sent by user are marked as Sent ( ) with the corresponding icon.
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Replied items - displays all messages that have been answered by the user. To view the

replied items only, select Replied from the drop-down menu. The Replied items list will
appear:

SharePoint Teacheri~ X

! €y SHARE Yy FOLLOW
J |
wm [ . Current View: = E-mail a Link G/ l = l'—'
" i %, -t
—— M | Replied - | ) Alert Me - e 2
View Quick Create e TR TT—— Tags & Connect & Customize Settings
Edit View Current Page Notes B RsS Feed Export ~ List ~ .
View Format Manage Views Tags and Notes Share & Tradh
¥ Subject eated
- Home Task questions O mew Leamer 4 Teacher 1 8/6/2013 3:25 PM

% Add new tem

NOTE: Once the user sends a reply to the message, the icon of the messages changes to
"Replied”. All Replied Messages are marked as Replied (- ) with the corresponding
icon.

Replied Messages are marked as Received and Read accordingly for the addressee.
Messages can be filtered by the Replied/Unreplied status in the Replied Column:
SharePoint Newsfeed  SkyDr
BROWSE | mems  ust |
%) Course 1 Home | Searc h this sit jeol
Mailbox
g ) Created end Email Notification
v My Course Work Learner 4 Teacher 1 8/6/2013 3:24 PM Completed Learner 4 Teacher 1
Teacher 1
» Home Task questions Learner 4 Teacher 1 8/6/2013 3:25 PM Completed Learner 4 Teacher 1
Teacher 1
Your Test Results Teacher 1 Learner 1 8/6/2013 3:29 PM Completed Teacher 1
NOTE:

As in existing aggregated SharePoint LMS web parts, Mailbox web part has the Disable
Cache property. If the property is checked cache in the web part will be disabled. If the

property is unchecked data that is shown in the web part will be cached with cache
timeout of 10 minutes.

21.2 Sending Messages

If you want to send a message to another system user:
1. Enter the necessary course;
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2. Click the Mailbox link in the Course Tools menu. The system will display contents of your
mailbox;
3. Click New Item above the list of messages. The following form will be opened:

Subject Additional matenals
“", Ann ement
[' ] ) r
g Ldignda -~ . -
s To John Smith: Cheech Mann
O « ;
[y Locume Useris) who this message will be send to L SE
e Di on Board i A =
Message Dear Learners!
@ Cha Here are some additionals matenials for the course.
= Mailbox
% LINK
_'_1 Repor
Click for help about adding basic HTML formatting
Learning Modul & X
LA = = s
v 1
-2 -
qj Drop Box Save Cance

4. Fill out the form fields as described in below (fields marked with an asterisk are required to
be filled out):

— Subject - Enter the subject of the message;

— To - Enter the user for whom the message is intended. To check whether this user
exists in the system, click the Check Names icon (3‘4). If a user with this name does
not exist, the system will display a red error message. If you do not know exact name
of the user for whom the message is intended, click the Browse icon (=) and search
for the necessary user;

— Message — Enter the text of the massage. Use the embedded editor to format the text;

5. If you want to attach a file to the message, click the Attach file button in the top left corner
and specify the path to the necessary file on your computer;

6. Click Spelling to check spelling;

7. When finished, click the Save to send out the message to the specified user; click Cancel to
discard changes and navigate back to the list of messages.

21.3 Replying to a Message

To reply a message, do the following:
1. Enter the necessary course;
2. Click the Mailbox link in the Tools menu. The system will display contents of your mailbox;
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OneFremises

3. Click the name of the message you want to reply to;
4. Click the Reply button:

BROWSE EW
i Version History Alert Me
»
- &% Shared With
Reply | Edz
itemn Delste Ite

Manage tions
Tool ’ »
Subject Your test results
& Announcements )
: To Hank Moody
ﬂ Calendar
Message Dear Mr. Moody, Your test results are perfect
ry Documents
a® Discussion Board Created at 2/12/2016 1:39 PM by ageuchevs_a Z P
2R R AR A Ciose
Last modified at 2/12/2016 1:39 PM by ageucheva_a

@ Chat

5. Enter the text of the message. Note that you have the text of the original message included
into the text field so as to enable user to track the conversation:

BROWSE gD
q B e x Cut |}|. &N ABC
= :
= E[® Copy —
Save Cancel  Paste Attach  Speling
File .
Comar Clipboard Actior Speiing
Tools .
Subject RE: Your test results
&8 Announcements Message subiect
{E0i Calendar
BLaieind .
122 To ageucheva 3
p Documents User(s) who this message will be send to & [E
o® Discussion Board
: Message Thank you!| -
@ Chat
From:n0# wibelitgroup\ageucheva_a
&3 Mailbox Sent: 2/12/2016 1:39;59 PM
@ Lini Subject: Your test results N
- LINKS
@ Dear Mr. Moody,
B =tenlfliliistad
5 Leaming Module
g Click for help about adding basic HTML formatting
Yol Quizzes M N
@3 Drop Box
Reply Cance

59 Assignments

6. Click Reply to save changes. Click Cancel to discard changes.
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21.4 Email Notifications

Information about new messages in the mailbox can be sent to users’ external emails by the system
using the ‘Sent Email Notification” workflow. It can be configured to send notifications after such
actions as creation of new item, changing an item, and after manual start of the workflow.

NOTE: 'Sent Email Notification” workflow works only if the following emails are set:
e Outgoing E-mail in Central Administration > Application Management >
Manage Web Applications > General Settings > Outgoing E-mail;
e User E-mail in user profile.

To change settings of the workflow, do the following actions:

1. In the Mailbox section go to List > Workflow Settings in the ribbon menu:

Tools (® new item or edit this list

w8 Announcements Myitems Read Received Find an tte: el

2. Click on the name of the workflow to open its settings:

(Jms365 Settings - Workflow Settings o

This List v

Gﬁ )‘.’.‘:ll-ﬂr.c'.'. name Workflows in progress

3. Select from the following Start Options of the workflow to specify how the workflow can be
started:

- Allow this workflow to be manually started by an authenticated user with Edit Item
permissions ( with additional option to Require Manage Lists Permissions to start the
workflow);

- Start this workflow to approve publishing a major version of an item;

- Start this workflow when a new item is created;

- Start this workflow when an item is changed:
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[F7 Allow this workflow to be manually started by an authenticated user with Edit Iitem permissions

Start Options

Require Manage Lists Permissions to start the workflow.

[¥] Creating a new item will start this workflow.

[7] Changing an item will start this workflow.

Next Cance

4. Click Next. Change settings of the notification to be sent by the workflow:

Tools Email Notification Settings
Select a To' field:

Body To B

[ Calendar fields Subject:

& Announcements

Document New message in Mailbox
r Pocuments
Body:

Your have new Mail |

%t Discussion Board

@@ Chat
¢ Mailbox
&, Links
o Plagiansm insert link to List item
11} Reports

& Leaming Module

oK Cancel

105 -
Yol QuiZZes

- Select a 'To' field — select field of the Mailbox message, to which the notification will be sent;

- Subject - type subject of the Notification;

- Body - type the body of the notification;

- Insertlink to List item — check the box to add link to the Mailbox message into the notification
text.

5. Click OK to save the changes.
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22. REPORTS

Reporting functionality allows creating and managing Reporting Subscriptions that are lists of target
persons to whom the Report is addressed. The Report can have multiple Subscriptions. Users can
create two types of reports: on the Organization level, available for all members of the current
organization, and on the Course level, available only for the course attendants.

NOTE: It is possible to show all courses including unpublished or only show courses which are
managed by the course teacher. To manage report options go to Central
Administration > Global features and select needed check boxes in Reports options

section:

Reports options _
Options

[C] show all courses tincluding unpublished)
[l only show courses which are managed by the course teacher

22.1 Reports on the Course Level

The system allows the teacher schedule reports on course attendance statistics: you can check how
often each of your course students attends various sections of the system (Homework, Docs, Links,
etc.). A report may also include the statistic information about the time a student spends in the
course.

After the report has been generated, it may be available to other users (provided you have specified
access permissions for this user). The system may also send the report to a specified e-mail address.

To work with the reports enter the necessary course and click the Reports icon in Course Tools menu.
The system will show reports in a calendar view:
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-2 EAITSAD
CALENDAR

i Hardware Course

(S5 Reports o

4 2016 »
20 € #+ January 2016
an Fet Mar
A May fan SUNDAY MONDAY
A e 27 28 29
Today 1s Monday, February &
3 4 5
Tools
1:00 am - 1:00 am
&8 Announcements Monday Report
[i=1 Calendar
2211 Creating Reports on the Course Level
To schedule a new report, do the following:
1. On the course level, go to Course Tools>Reports;
2. On the ribbon, select Items from the List Tools menu;
3. Click the New Item button on Items tab and select Report:
BROWSE ‘ E
New e Outdent Inden
Ren» Foider
= Report s
- chedule new repo
Borderline Failure Report k% February 2016
— Create a new borderiine fallure report
wWath Dorderiine condtons SUNDAY

4. The following form will appear:
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? X

— a e, A Cut ABC

| I i J
x L1 EpR Copy

Save Cance Paste View gererated  Spelling

repons -

Commit Clipboard Actions Speing
Title * New Report
Start Time * 2/9/2016 S [apM v |00 ¥
Descnption
Click for help about adding basic HTML formatting
All Day Event Make this an all-day activity that doesn't start or end at 3 specific
hour.
Recurrence Make this a repeating event.
E-Mail Sbbject Report
E-Mail To Anna Ageucheva (int !{
T
Enter users separated with semicoions, B2
user(s) or group(s) has(have} valid emails
E-Mail Cc
o .
Enter users separated with semicoions. o LLE

Click to check if user(s) or group(s) has(have) valid emails

£-Mail From (3 Bl

5. Fill out the form fields as described below:

— Title — enter the title for the report;

— Start Time — use the drop-down calendar to set start date for the report. From the
drop-down lists select start time for the report;

— Description — enter description for the report;

— All Day Event - check the box if you want to make the report an all-day event;

— Recurrence — Select the check box if the report should be repeated with a certain
interval.

Specify the recurrence details with the help of section controls:

@
S ELEARNINGFORCE




@ LMS365

Recurrence ! Make this a repeating event.
e Daily
a3
Weekly s Every|1 day(s)
Monthiv c
VIO Every weekday
Yearly
Al
Start Date e No end date
2/39/2016 53 End after:| 10 occurrence(s)

m

ng v
vy,

a. Select the Recurrence interval (Daily, Weekly, Monthly or Yearly);
b. In the Pattern section define the days when the report should be generated;

¢. Inthe Date Range section, specify the Start Date and End Date for the report.

If you want to send the report as e-mail, fill out the following fields:
E-mail Subject — enter the subject of the e-mail (e.g., it can be the report title),

E-mail To — pick the user to whom the report should be sent;
E-mail Copy — you may pick another user to whom the report will be sent;
E-mail From — pick the user who will be the sender of the report.

NOTE: Filling in E-mail To, E-mail From, Email CC fields, you can pick any existing user or user
group who send report to. The picker will open custom SharePoint LMS picker with group

tabs (learners, etc).

Fields E-mail To and Email CC will allow to validate users e-mail addresses. Below the fields there
can be a link 'Click to check if user(s) has (have) valid emails’. When user selects user(s) or groups to

the field, and presses the link there can be two situations:
v All the selected user(s) have e-mail addresses. When pressing the link a pop-up shows the

following message:

E-Mail To

Selected user(s) or group(s) e-mail(s) is(are)
valid.

v The selected user(s) do not have e-mail addresses. When pressing the link a pop-up shows

the following message:
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E-Mail To

Selected user(s) or group(s) does(do) not have
e-mail address: EXAMPLE userl. Please check
their settings before creating a report, otherwise
they won't get e-mail.

NOTE: If none of the users are selected into the field and user clicks a link to validate their e-
mail addresses, the following message is displayed:

E-Mail Cc

Mo user(s) or group(s) is(are) selected to
validate.

E-mail From field does not have a link to validate the users e-mail addresses. If one picks user(s)
without e-mail addresses, then the system takes ‘From address’ that is specified in SharePoint
outgoing e-mail settings (in Central Administration). If none is specified there this field is shown as

empty in the received e-mail.

NOTE: When a person or a group is added to the e-mail field, and he/she or any of the group
members does not have an e-mail, he is still listed in the field, and the report will be
saved, but such user(s) will not get an e-mail

— Report Settings option allows the user to filter and group report results.
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Report Settings
Profile filter

Choose Profile

F <none> v
field

Layout settings
® Honzontal layout (Shows Learners in header row)
Vertical layout (Shows Learners in left column)

Select user settings
® Select learners in courses
Input learners

= B Default
= m o Hardware COUurse  Show Filter
@ §7) () Grade Book

x B Tracking

Time spent  Show Filter
& B [ Leamers
® =1 1] Profile

a. Profile filter — allows filtering report results;

Profile field allows including in the report a field with additional information. To filter report by
Profile field choose a field in the field in the drop-down list (the default value is “none”). Fields are
taken from standard SharePoint profile - all fields except Hidden and Computed:
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OnePremises
Report Settings
Profile filter
Choose Profile

field:

| About me

Layout settings
& Horizontal layol
Vertical layout (|

Account name
Active Directory Id
Activities T want to share in my newsfeed
Adjust Hin calendar by number of days
Select user settings St Rl 4
| Ask Me About
e Select learners {
Assistant
Birthday
Choose your settings
Claim Provider [dentifier
| Claim Provider Type
= m ¢ Hardvd claim User Identifier
® 7 () Gra Content Languages
’
@ ﬁ Tral Data source
Define Your Work Week

Input learmers

= 88 Default

"iMe 3 patverlags
® B () Leal Department
® &7 () Pro| Department
| Display Order

To enable\disable grouping results by chosen field select between Yes and No radio buttons. If
grouping is enabled Learners are grouped by the Profile field's values, and profile field's values are
placed in an ascending order. If grouping is disabled values are not ordered:

Report Settings
Profile filter

Choose Profile field: | About me |E|
Group: @ Yes © No
Filter:

[C] Regular expression Help

Filter field allows to add a filter to the chosen profile field. Type word or phrase to filter results by.
To use a regular expression in the filter select Regular expression check box. Only users with Profile
field value corresponding to the filter conditions will be displayed in the report:

Report Settings
Profile filter

Choose Profile field: | About me |E|

Group: @ Yes © No

English|German

Filter: _
Regular expression Help

b. Layout settings — allows choosing report layout:
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Layout settings

) Horizontal layout {Shows Learners in header row)
@ Vertical layout (Shows Learners in left column)

Horizontal layout — shows Learners in header row:

Report Learner 1, Learner 2, Learner 3, Learner 4, Learner 5,
Course | Grade / Learner exampleyll example 2 example\l3 examplei/4 example\ls | Average
Course | Maths A(95%) Mot Available E(59%) A*(100%) B(89%) 85.75%
! History C(79%) B(89%) F(49%) A(95%) C{79%) 78.2%
Certificate Issued | Yes Nao No Yes Yes 60%
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- Vertical layout — shows Learners in left column:

Report Course Course 1
Certificate

Grade / Learner Maths History | Issued

Learner 1, AG5%) Ci79%) | Yes
exampleyl

Learner 2, Mot Available | B(B9%) | Mo
exampley)2

Learner 3, E(29%) F(49%) Mo
exampleyl3

Learner 4, AF(100%) AMS%) | Yes
exampleyld

Learner 3, B(E9%) C([79%) | Yes
example/5

Average 85.75% 78.2% G60%

Select corresponding radio button to define layout of the report.
c. Select user settings — allows to filter report results by the selected user;
Check Select users in course radio button to display values for all learners of the course in the

report. Check Input learners radio button and select users in the field below to display values for
selected learners only:

Select user settings
i Select learners in courses

@ Input learners
Learner 1

& B2

NOTE: |If Select users in course is checked, Learners field will be added to the course tree:
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Select user settings
9 Select learners in courses

input leamers

= Default
v

| "I Grade Book

Course 1  Show Filter

[

*

[LLE]

# gy [P Tracking
Time spent  Show Fier
& 8 " Learners
&l

Profile

If Input learners is checked, Learners field will disappear from the course tree:

Select user settings

\ Select learners in courses

Q) Input learners

& 5 Default
= m VI Course 1 Show Sizer
& I | Grade Book
@ Eg} 7] Tracking
1 Time spent  Show Filter

& 189 ] Profile

To choose courses, fields and learners to be displayed in the report Click the Default pack item to
open the Course tree:

Select user settings
@ select learners in courses
@ Input learners
Learner 1

& B

Category 1
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1) Select check box near course to be displayed in the report:

= Epefault
Eﬂ[oursel Show Filter

2) Select corresponding check boxes near fields in the courses to be displayed in the
report:

= Default
=] m ) Introductory Course  Show Eier
@ I Jracie Book
& [} O Tracking

Home Show Filter

Announcements Show Filter
Calendar Show FRer
Documents Show Fiiter
Learning Module  Show Fiter
Links  Show Fitter

Quizzes Show Filter
Drop BOX  Show Filter

Assignments - Show fiter

3) Select corresponding check boxes near learners to be displayed in the report. The

following options are available:

a) Learners—check box next to Learners to include in the report all course learners;

b) Learners groups — check box next to needed Learner groups to include in the
report separate groups of learners;

c) Specific learners — check box next to needed Learners names to include in the
report specific Learners;

d) Deleted learners — check box to include in the report users that were added to
course learners or custom groups with learners permissions and deleted from
course.

= & [ Learners

= H [ Learners
8 [¥]Learner 1, i:0#.wlexample\l1
8 [¥]Learner 2, i:0%.w|example\|2
& [7]Learner 3, i:0%.wlexample\|3
8 [ Learner 4, i:02.wlexample\|4
8 [#]Learner 5, i:0#.wlexample\|5

& 7] Learners 2

8 [7] Deleted leamers

@
S ELEARNINGFORCE




@ LMS365

4) Select Profile fields to be displayed in the report. Information for these fields will
be taken from My Site or User list information:

# EQ} ] Tracking
[ iTimespent  Show Filer

3 8 ) Learners

m

= B2 profile

| About me

| Account name
Active Directory Id
Activities [ want to shareinmy r
7] Adjust Hin calendar by number
V] Ask Me About

=] Assistant

| Choose your settings
| Claim Provider Identifier
| Claim Provider Type
| Claim User [dentifier
[7] Content Languages

1 Mya CAL S
Data source

V' To filter the results by course period, do the following:
a. Click the Show Filter button by the name of the course:

H Epefault
ﬁﬂ[oursel Shmwl-'llter{b

b. Once you have done it, the Course Period section will appear to the right. Click Add
button to specify the period:

Select user settings
® Select learmers in courses
Input leamers

Course periods
¥ Include full course penod in report

= Nofainl
o vetauit

® i ¥ Hardware Course  Show Fier 2 dd

There are no items to display

c.  Once you have done it, the Start Date and End Date section will appear:
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CreFremises
Course periods
= Ml pefautt ¥ Include full course period in report
] m #) Hardware Course  Show Filter ¢ add
[t
There are no items to display
K Clear Fiter * indicates a required field
Start Date * )
40 Days v ,EAQO
U3
| Weeks
End Date & | 2/17/20 Months Z
Years

Days— v |Ago

d. Specify the Start Date and End Date selecting EITHER the exact date (select the
corresponding check box) OR the approximate period of time specified in days, weeks,
months, years (select the corresponding check box):

Course periods
¥ Include full course penod in report

| 3CC

There are no items to display

X Clear Filter * indicates a required f

"

Start Date ™ 5]
raraa—
40 | Days v |Ago
Weeks
EndDate g | 2/17/20 Months it
Years

Day@g ¥ Ago

OK Cance

e. Click OK to save changes.
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v To filter the results for Grade Book columns, do the following:
a. Click the Default pack item to open the Course tree;
b. Once you have done it, the Course tree will appear. Click the Show Filter button by
the name of the needed Grade Book element:

Setup Filter
Default XK Clear Filter | " indicates a required fie
= m ViCourse 1  Show Fizer
a :—l ] Grade Book Min Value *
vt Show e Max Value

[FIHistory  Show Fiter
Certificate Issued  Show Fiver

" oK Cancel

+ a = Tracking

Time spent  Show Fiver

@ 8 7] Learners

c. The Setup Filter section will appear to your right:
e When filtering the SCORM/AICC results, the Setup Filter is used to specify the
Points Parameter. You are to select the minimum and maximum values:

Setup Filter
2 B pefault ["\’ X Clear Filter | " indicates a required fi
= m [7l Course 1 Show Firer )
- 71 Grade Book Min Value * | 20
[FIMaths  Show Fter Max Value * | 100

HIStOrY  Show Fiter
[F] Certificate Issued  Snow Fiter
2 oK Cancel
W ﬂ 1 Tracking
Time spent  Show Firer

=] ‘3 Learners

NOTE: When the Points parameter is missing, the Grade Book Passed status should signify for
100% and the Grade Book Failed status is to be 0.

e When filtering the Certificate Issued results, the Setup Filter specifies the value
for the corresponding field as True or False, meaning if the certificate is issued
or not:
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Setup Filter

X Clear Filter

Default
= m ) Hardware Course  Show fliser

= ¥ () Grade Book

Certificate Issued  Show Fiter

First Accessed

Completion Date

True ¥

Cance

v

e When filtering other Grade Book elements, the Setup Filter values are specified
by per cent value ranging from 0 up to 100:
Setup Filter
= ESDefault m X Clear Filter s required fie
= m [71Course 1 Show Fiser
T " Min Value * | 20
o ﬂ [7] Grade Book
I Maths Show Fiter Max Value * ' 100
HIStOry  Show Fiter
Certificate Issued  Show Fiter
oK Cancel

|
# 5 7 Tracking
= Time spent

+ 48 [T} Learners

Show Fier

v To filter the results for the Tracking items, do the following:
a. Click the Default pack item to open the Course tree;

b. Once you have done it, the Course tree will appear. Click the Show Filter button by

the name of the needed Tracking element:

Setup Filter

= S Default 2
X Clear Filter " Indicates a require
= m o Hardware COUrse  Show Filter
@ §= ) Grade Book |
= Min Value 0

= BQ} () Tracking
HOome Show Fiter Max Value 100
Announcements  Show Filter
Calendar Show Filer =

oK

Documents Show Siter

C.
maximum values in the corresponding fields;

The Setup Filter section will appear on your right. Specify both the minimum and

NOTE: The minimum value for the number of hits in course tools is 0, and the maximum one is

100.
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d. Click OK to save changes.

Once you want to specify Time Spent in the Tracking section in Report Settings, click Show Filter
button to manage the Setup Filter:

Setup Filter

= Default

E K Clear Filter | *indicates a required fie
3 m & Hardware Course  Show Fikter
# §7] () Grade Book :
@ Min Value | 10:00:00
+ Tracking
. Examples of use: 13:45
Time spent  Show fiter 1:45 PM or 07:32:45 —
& 8 [ Learners :32:45 AM or 1.23:30 — 1
— g day and 11:30 PM
& 8= Profile
Max Value | 12}00:00
c ! A5
1:45 PM or 2:45
1 1 ) PM
OK Cance

6. Click Save to save changes.

22.1.2  Viewing Reports on the Course Level

To view a report, do the following:
1. Enter the necessary course and click the Reports icon in the Course Tools menu;
2. Click the report you want to view. The following form will appear:
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BROWSE VIEW
= E—:] Version History C«, Workflows
| =g
C)\' A Shared With
View generated  Edit
reports Item X Delete tem
l':‘"!?:l_Jé Actions
Title Horizontal
Start Time 1/4/2016 1:00 AM
Description
All Day Event
Recurrence
E-Mail Subject
E-Mail To
E-Mail Cc
E-Mail From
Report Learner 1 Learner 2, Learner 3 Learner 4 Learner 5
Course | Grade / Learner example\l1 example\l2 example\l3 example\l4 example\lS | Average
Course | Maths A{95%) Not Availlable E(59%) ‘ A*(100%) B(89%) ‘ 85.75%
1 . ' + ) . )
History C(79%) B(89%) F(49%) ‘ A(95%) C(79%) ‘ 78.2%
Certificate Issued | Yes No No ‘ Yes Yes ‘ 60%
| ] | | |
report.csv
te ‘ w- & ~ -.:. b b ageucheva_a A“C"l.ost
100Med at J/6/JID J40 ¥ D ageuchevaa | e

Starting from version 2.1 the report item generates both HTML output and a link to a .csv file where
the same report info is stored.

NOTE: The delimiter that will be used by default when you open .csv file may depend on your
regional settings that you can check/change in Control Panel. Make sure the List
Separator in the Numbers tab is configured as wanted.

3. Click the Close button to close the form.

22.2 Borderline Failure Report

Course teachers are able to set the border criteria and be alerted of borderline failures.

NOTE: Make sure that the LMS Borderline Failure Report option is active. To check it, on the
Course level go to Settings>Site Settings>Site Collection Administration >Site
collection features:

r§ ELEARNINGFORCE - LMS: Borderline Failure Report
[ ) N ) ) ) Deactivate
Feature that install additional report type to be used for barderline failure reporting
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22.21  Creating Borderline Failure Report

To create a Borderline Failure report, do the following:
1. On the Course level, click Reports:

# Hardware Course

@/LM-S&’QS Hardware Course

Tools - ~ crarta At MUAE FrrLIres
10043 '\-:.Ur :] JLal LU WL y\J LU L

& Announcements
=] Calendar

my Documents
&® Discussion Board

@ Chat Add new leaming

Set up your

Add quizzes gradebook

= Maiibox
& Links
&’.vﬂt.

ft3] Reports

2. Go to List Tools>Items menu. Click New>Borderline Failure Report:

BROWSE | [TEMS | LIST || CALENDAR
ercion Mickon
Fo—— Shared With
New' = New View  Edit Outdent Indent
tem» Foider ltem Item Dalate [ten

Report sl 1

Schedule new report

l_[[;

Borderline Failure Report k%) February 2016

=)
Create a new borgeriine fallure repont
with borderiine condtions SUNDAY

3. Complete the open form:
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Reports - New [tem S

EDIT
- m e, X Cut ABC
&
ll‘ L ER Copy V
Save Cancel Paste View generated Spelling
reports v
Commut Clipboard Actions Speliing
Title * Borderline Failure Report
Start Time * 2/8/2016 = 6pm [»]| 00>
Description
Click for help about adding basic HTML formatting.
All Day Event ~| Make this an all-day activity that doesn't start or end at a
specific hour.
Recurrence ~| Make this a repeating event.
E-Mail Subject Borderline Failure Report
E-Mail To Teacher 1° Teacher 2222 Teacher 33
Enter users separated with semicolons. :‘\/ L_;
Click to check if user(s) or group(s) has(have) valid emails
E-Mail Cc Teacher 1: Teacher 2222: Teacher 33
Enter users separated with semicolons. "V HE:
Click to check if user{s) or group(s) has{have) valid emails
E-Mail From EXAMPLE\administrator x

4. Fill out the form fields as described below:
— Title — enter the title for the report;
— Start Time — use the calendar to set start date for the report;
— Description — enter description for the report;
— All Day Event - check the box if you want to make the report an all-day event;
— Recurrence — Select the check box if the report should be repeated with a certain
interval; Specify the recurrence details with the help of section controls:
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Recurrence Wi Make this a repeating event
® Daily "
Weekly e Every 1 day(s)
Monthiy Every weekday

Yearly

Start Date @ No end date
2/8/2016 End after:| 10 occurrence(s)
End by

i. Select the recurrence interval (for example, Weekly or Monthly);
ii. In the Pattern section define the days when the report should be generated;
iii. In the Date Range section, specify the start and end day for the report.
— E-mail Subject — enter the subject of the e-mail (e.g., it can be the report title);
— E-mail To — pick the user to whom the report should be sent;
— E-mail Copy — you may pick another user to whom the report will be sent;
—  E-mail From - pick the user who will be the sender of the report.
— Report Settings option allows the user to filter and group report results:

Report Settings
Profile filter

Choose Profile field: | <none> y

Layout settings
e Honzontal layout {Shows Leamers in header row)
Vertical layout (Shows Learners in left column)

Select user settings
e Select learners in courses

Input learners

Default

# M @ Hardware Course  show Finer

a. Profile filter — allows filtering report results;

Profile field allows including in the report a field with additional information. To filter report by
Profile field choose a field in the field in the drop-down list (the default value is “none”). Fields are
taken from standard SharePoint profile - all fields except Hidden and Computed:
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Choose Profile field:

Layout settings
e Honzontal layout
Vertical layout (SH

Select user settings
e Select leamers in
Input learners

Default

4 M @ Hardwar

| Display Order

<none>

About me

Account name

Active Directory Id

Activities [ want to share in my newsfeed
Adjust Hijri calendar by number of days
Ask Me About

Assistant

Birthday

Choose your settings

Claim Provider Identifier

Claim Provider Type

Claim User [dentifier

Content Languages

Data source

Define Your Work Week

DelveFlags

Department

Department

To enable\disable grouping results by chosen field select between Yes and No radio buttons. If
grouping is enabled Learners are grouped by the Profile field's values, and profile field's values are
placed in an ascending order. If grouping is disabled values are not ordered:

Report Settings
Profile filter

Choose Profile field: | About me

Group:

Filter:

Filter field allows to add a filter to the chosen profile

=]

@ Yes © No

[C] Regular expression Help

field. Type word or phrase to filter results by.

To use a regular expression in the filter select Regular expression check box. Only users with Profile
field value corresponding to the filter conditions will be displayed in the report:

Report Sefttings
Profile filter

Choose Profile field:

Group:

Filter:

[=]

About me

@ Yes @ No

English|German
Regular expression Help

b. Layout settings — allows choosing report layout:
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Layout settings

@) Horizontal layout (Shows Learners in header row)
@ Vertical layout (Shows Learners in left column)

- Horizontal layout — shows Learners in header row:

Report Learner 1, Learner 2, Learner 3, Learner 4, Learner 5,
Course | Grade / Learner exampleyll example 2 example\l3 examplei/4 example\ls | Average
Course | Maths A(95%) Not Available F(49%) A*(100%) B(893%) 85.75%
! History C{79%) B(89%) F(49%) A95%) C{79%) 78.2%
Certificate Issued | Yes Nao No Yes Yes 60%

- Vertical layout — shows Learners in left column:

Report Course Course 1
Certificate

Grade / Learner Maths History | Issued

Learner 1, AMG5%) C79%) | Yes
exampley1

Learner 2, Mot Available | B{89%) | Mo
exampley/2

Learner 3, F(49%) F(49%) Mo
exampleyl3

Learner 4, AF(100%) AG5%) | Yes
exampleyld

Learner 5, B(E9%) C[79%) | Yes
exampley]s

Average 85.75% 78.2% 60%

Select corresponding radio button to define layout of the report.

c. Select user settings — allows filtering report results by the selected user;

Check Select users in course radio button to display values for all learners of the course in the

report. Check Input learners radio button and select users in the field below to display values for
selected learners only:
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Select user settings
) select learners in courses
@ Input learners
Learner 1

& EE
NOTE: |If Select users in course is checked, Learners field will be added to the course tree:

Select user settings
Q) Select learners in courses

input leamers

= B8 Default

= MJ Course 1 Show Filter
# ¥ " Grade Book
# g} 7] Tracking

Time spent  Show Fiter

If Input learners is checked, Learners field will disappear from the course tree:

Select user settings
1 Select learners in courses
9 Input learners

& |

= S5 Default
= m V| Course 1 Snow Fumer
® 17 | Grade Book
$ g} 7] Tracking
1 Time spent  Show Fitter

& 841 Profile

To choose courses, fields and learners to be displayed in report, do the following:
1) Click the Default pack item to open the Course tree;
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2) Select check box near course to be displayed in the report;

3) Select corresponding check boxes near fields in the courses to be displayed in the
report;

4) Select corresponding check boxes near learners or learner groups to be displayed in
the report (if Select users in course is checked);

5) Select Profile fields to be displayed in the report. Information for these fields will be
taken from My Site or User list information.

V' To filter the results by course period, do the following:

a. Click the Show Filter button by the name of the course;

b. Click Add button in the Course Period section to specify the period;

c. Specify the Start Date and End Date selecting EITHER the exact date (select the
corresponding check box) OR the approximate period of time specified in days, weeks,
months, years (select the corresponding check box);

d. Click OK to save changes.

v To filter the results for Grade Book or Tracking columns, do the following:

Click the Default pack item to open the Course tree;

Click the Show Filter button by the name of the needed Grade Book element;
Set filter parameters in the Setup Filter.

Click OK to save the changes:

o0 oo

Borderhine Failure Settings
e |37
Select Top Z] 2] ][!.emrs,l v ifrom Report results
-t -l e
Calculation process
@ Calculate combmed
Calculate for every Grade
) Both

Notification rule

@ Single mail (contains results for all selected Grades)

Separate mail for every Grade

Save Cancel

— Borderline Failure Settings option allows user set border criteria that limit the number
of results displayed in the report. All items are calculated for the report, but only
specified number of results is displayed in it according to the following options:

a) Select options for including results into the report:
e Top —the best results will be displayed in the report;
e Bottom — the worst results will be displayed in the report;
e Number field — type the number of results to be displayed in the report;
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NOTE: |If several learners have equal results, they are considered as one result and displayed in
the report regardless of the number specified in this field.

e Jtem(s) — select to include the specified number of items into the report;
e % - select to include the specified percent of all items into the report.

b) Calculation Process — different data can be included in the report; depending on
the selected options, it will have a different look:

e Calculate combined — if this option is selected, arithmetic mean of results in

every report field is calculated and the specified number of fields with every
learner’s results is displayed in the report:

C-lade/ Leamer 1, Learner 2, Leamer 3, Leamer 4, | Teacher 1, | Teacher 3,
Course te EXAMPLEV] |EXAMPLEV2 |EXAMPLEYS | EXAMPLE\M | EXAMPLENL] | EXAMPLEWRS

Not Available  Not Avadable  Not Available  8(86%) A+(100%)  A+(100%)

Repont

Yes No No Yes Yes

Coww
nf-ca(e
ls'ucd

e Calculate for every Grade - if this option is selected, the specified number of
learners’ results is included in report for every field. A separate table is created
for every report field:

Report Teacher 1, EXAMPLE\L1 Teacher 3, EXAMPLEt3
g ey

Grade / Learmnar | Learmer 2, EXAMPLE2 | Teacher 1, EXAMPLE\L] | Teacher 3, EXAMPLEL3

1000 (100%

Grade / Leamet Learmner 2, Teacher 1, Teacher 3,
Course | Learner XAMPLEVL EXAMPLE\)2 EXAMPLE\L1 EXAMPLE3

Course | Certificate
1 lesued

NOTE |If several learners have equal values in the selected profile field and equal grades in report
fields, first they will be sorted by grades and only then — grouped by profile field:

Personal
qualities

Learner &, Learner 1, ql, qz,
EXAMPLENS EXAMPLEY1 EXAMPLE\gl | EXAMPLE\q3

AF(100%) AF(100%) AF(100%:) Mot Available Not Available
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e Both — both types of reports described above are included into the report in
separate tables:

Repont Grade / | Leamer 1, Leamer 2, Leamer 3, Loamer 4, | Teachar 1, | Teacher 3,
COUV‘;G Leamer | EXAMPLEV] EXAMPLEN2 EXAMPLEZ EXAMPLEM | EXAMPLERL | EXAMPLERD

num Mot Available  Not Availsble  B(86%) A+(100%)  A+(100%)

Teachar 1, EXAMPLE] Teacher 3, EXAMPLE\LS
e 1000 e o0

Laamer2, EXAMALEVR | Taacher 1, EXAMLEN | Teacher 3, EXAMALEY
il

Course Teacher 3, EXAMPLELS

1000 100%

Grade / Learmer 1, Leamear 2, Teacher 1, Teacher 3,
Course | Learner AMSY EXAMPLE\2 EXAMPLEL EXAMPLED

Cowrge | Certificate
] Issued

¢) Notification Rule - select how you want to be notified about grades that learners
get below the specified borderline:
e Single Mail — one email message will contain all the selected results;
e Single mail for every Grade — separate email message will be created for every
grade.

5. Click Save to create a new Borderline Failure Report or Cancel to discard the changes.

NOTE: Borderline Failure Report can be created on the Organization level the same way. The
only difference is that information from several courses can be included in report.

22.2.2 Viewing Borderline Failure Report

To view a Borderline Failure Report, do the following:
1. Enter the necessary course and click the Reports icon in the left Tools menu;
2. Click the report you want to view. The following form will appear:
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BROWSE VIEW

O\ Iz ./ Shared With

View generated Edit

2N ' Version History C«, Workflows

reports Item X Delete Item
Manage Actions
Title Boderline calculated
Start Time 2/8/2016 4:00 PM

Description
All Day Event
Recurrence
E-Mail Subject
E-Mail To
E-Mail Cc
E-Mail From

Borderline Failure Settings Borderline criterion:
Select Top 1 Number from Report results
Calculation process:
Combined
Notification rule:
SingleMail

Grade / | Learner 1, Leamner 2, Leamner 3, Leamner4d, Learner 5,
Course | Learner | example\ll example\i2 eample\B example\4 example\ls

Course
1

Report

Not Available A*(100%)

report.csv

ageucheva_a
Last modified at 2/8/2016 409 PM by __ ageucheva_a

Close

NOTE: The delimiter that will be used by default when you open .csv file may depend on your
regional settings that you can check/change in Control Panel. Make sure the List
Separator in the Numbers tab is configured as wanted.

3. Click the Close button to close the form.

@
S ELEARNINGFORCE




(ZMs365
23. SEATING CHART

The feature allows arranging of a class seating chart to enable teachers to follow students’ seats and
names.

On the organization level users see the Rooms link (available for organization administrators).Rooms
is a list of class room templates which can be further used for creating course seating charts:

(Fmsses Seating Chart

1004

¥nnt «
#& Announcements
£51 Calendar Students
2

n Documents 1) Leamer 2
2 ) Learmer 3

® Discussion Board 5 G
3 ) Assistant 2

& Chat

NOTE: Only the users added to default course learner group and to custom course group with
Learners permission level will be displayed in Roster and Seating chart tools.

The users added directly via Site permissions with Learners permissions will not be
displayed in Roster and Seating chart tools.

23.1 Uploading a Room

One of the ways to create a room is to upload a class room template.

To upload a room, do the following:
1. Enter the organization home page;
2. Click the Rooms link in the menu on the left:
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#, SharePoint

@LM.S:??S SharePoint

/ Welcome to SharePointLMS organization

Rooms
Question Pool Get started with the new version of SharePointLMS:
Reports Site and Content Management

Site Contents ® Create new pages, sites, and lists

e Define "Creators” group to allow users create courses
Courses management

® View list of courses
® (Create new course
* Define features available in courses

The list of room templates will appear:

) SharePoint

Rooms

@ new item or edit this list

All items  «o» Find an item 0
v [ 1ie
[y Room 404
[ Room 305

Room 505

v

[l Room 403

3. Click the Upload Picture button at Items tab:
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BROWSE EM UST
— TL. Version Hstory
E
. ” g c~"“j Il'l""
New New |Upicad View Edit Alent Workri Approve/Reject
ltem+ Folder |Picture Item ftem Delete Item Me .
New Manage Share & Track Workflows
Recent @ new item or edit this list
Rooms All items  «- Find an item §e
Question Pool
v { \, Title
Reports
N o ; ;
Site Contents L} Room 404 %
[1 Room 305 %
4. Click Browse to download a seating chart template:
Add picture x
Upload Picture
Name:
B to the pictu intend to upload. . n :
rowss o the pichure you intend 2 upl D:\SharePointiseating_schema_2 jpg

5. Click OK to save settings. The image name will appear in the templates list.

23.2 Creating a Room

Teacher can also draw a room with the help of relevant tools.

To create a room, do the following:
1. Enter the organization home page;
2. Click the Rooms link in the menu on the left:
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#, SharePoint

@LM.S:??S SharePoint

/ Welcome to SharePointLMS organization

Rooms
Question Pool Get started with the new version of SharePointLMS:
Reports Site and Content Management

Site Contents ® Create new pages, sites, and lists

e Define "Creators” group to allow users create courses
Courses management

® View list of courses
® (Create new course
* Define features available in courses

The list of room templates will appear:

) SharePoint

Rooms

@ new item or edit this list

All items  «o» Find an item 0
v [ 1ie
[y Room 404
[ Room 305

Room 505

v

[l Room 403

3. Click the New Item button and select Room Scheme:
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verson Mistory

™

l' Shared With
New New  Uplosd Aert Togs & Workflows Approve/Resect
ftem . Foider Picture Delete item Me . Notes
Room Scheme Share &Track Tags and Notes Woddiows
——  Create 3 new Room Scheme
Recent ® new item or edit this list
Rooms Allitems  +=s Find an item 0
Question Pool
v [ o
Reports
' 40
Site Contents L] Room 404 %
) Room 305
4. Create a room using necessary tools:
Title ~ Room 201
Room Shapes X4 D
P
|
08
Save Cancel

— Title — enter the Room title;
Use Room shapes to create a template. Room shapes can be arranged in any way. To

arrange room shapes, drag and drop the necessary shapes to the white area. Room

shapes can be resized and rotated.
You can also use the Delete, Copy and Paste options (underlined in the image above).
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5. Click Save to save settings. Click Cancel to discard changes.

23.3 Creating a Seating Chart

Seating Chart is a seating scheme used for arranging students in courses.
To create a Seating Chart, do the following:
1. Enter the necessary course;

2. Select the Seating Chart tool in the left tools menu. The seating chart area will appear;
3. Click the Edit button at the top;

4. Create a seating chart. To do this, you can either

e Select a template from the Room drop-down menu. For more information about creating
templates, see the Uploading a Room and Creating a Room sections:

Edit Seating Chart

=1 Show pictures in student list

~] Show student pictures in chart

SO0l QUL A0IC UPLG L SLSC o I00 Aol q . 3

Room Shapes Room: | v Ll X  Scale
Room 101

Students Room 102

3 ) Learmer 1 seating_schema_2.jpg

2 ) Learner 2 Room 201 [}

3 ) Learner 3

& ) Assistant 2

Create a new seating chart with the help of room shapes. Room shapes can be arranged in
any way. To arrange room shapes, drag and drop the necessary shapes to the white area:
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Coursel Home

Edit Seating Chart

=1 Show pictures in student list

SNOW STugent pictures in stugent s

| Show student pictures in chart

Select “auto” scale option to scale 2 room so as to fit student pictures on o seating chart 2
Room Shapes Room: | - ] uﬂ > Scale: | } X i3
Students

3 ) Learner 1

{2 ) Learner 2
3 ) learmer 3
(&) Assistant 2
P
A 4

e Download a room template by clicking Load room background from a picture:

’

Edit Seating Chart

7] Show pictures in student list

Lart st wrae i ot
o prclures S0

] Show student pictures in chart

Select “auto” scale option to scale a room se as to fit student pictures on a seating chart n
Room Shapes Recom: | v | g . Scale:| | K| da
Load Room background from a picture

NOTE: To use Seating Chart, you may need to register the .xap file extension (Silverlight file

extension) in IIS. Register the MIME type for .xap to application/x-silverlight-app. The
Silverlight version should be 4.0 or later:
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& -\
MIME Type
Extension: VX3P
MIME type: applicationfx-silverlight-app

[ Ok, ] [ Cancel

5. Once a chart is created, drag and drop students from the menu on the left to the
corresponding seats:

Edit Seating Chart

[7] Show pictures in student list
1 Show student pictures in chart

S2%2CT 0 SCa'e OpToN 10 SCake a room SO as 10 71t student paCiures on a Seating chaft auto

oom Shapes Room: | v [l X Scale: X

Students

4 ) Assistant 2

Once students are placed to the corresponding seats, circles with numbers appear on room shapes.
To view student info, navigate to the corresponding circle:
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( :L}

Learner 1

You can also use the following options:

— Scale — to zoom out the chart;

— Auto —to return to the chart default view;

— Show pictures in student list — to be able to see photos of your students in the student
list;

— Show student pictures in chart — to be able to see photos of your students in the chart.
For the pictures to fit best in the chart select Auto scale. The room will be scaled as
well. Note that pictures will fit best on the Seating Chart tool main page while on the
Edit page the proportions of the chart and pictures are not constrained:

| Course3

(JMS365  E i Seating Chart

Tools

wé Announcements oy
| Show pictures in student list

[=] Calendar Show student pictures in student list
% Documents [7]! Show student pictures in chart
Select "auto” scale option to scale a room so as to fit student pictures on a seating chart automatically

w Discussion Board

@ Chat Room: | Room 101 v | Scale:| | | auto

{3 Mailbox

8 Links
o LUINKS

Students
o Plagiansm (2) Assistant 2 .
| Reports ‘
[T] Reports Learner 3
& Leaming Module
Learner 1
_"’J Quizze

{3 Drop Box
¥ Assignments

ggl Attendance

] Conference

6. Click OK to save the chart. Click Cancel to discard changes.

Once a seating chart is created it will appear on the Seating Chart tool main page:
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Seating Chart

Primt ~ |‘,-_} Eait

Students

(1) Learner 1
(2) Learner 3
".'_3_':' Learner 2

Learner 3

¥
Learner 1

Hovering over a user name in the students list will highlight the user picture on the seating chart.
Clicking on a user picture on the seating chart will highlight the student’'s name in the students list.
Clicking on a user name in the students list will open the student’s profile in a new window:

Seating Chart

Students

@ Learﬂt}l

2 Learner 3

{3 ) Learner 2 '
- Learner 3

Learner 1

»

Learner 2
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NOTE: Seating charts can be printed out. To print a chart out, click Print next to the Edit button
and select the necessary option:

% Coursel Home

Seating Chart

Prnt v | [P Edit
Print without Student Pictures

Print with Student Pictures {b

2 ) Learmer 2
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The Staff feature is used for keeping and tracking information about teaching personnel. The feature
displays information about members of the following groups: Teachers, Teacher Assistants and

Faculty.

The information displayed consists of the following sections:

— User photo;
— User name;
— Information about user;

— Additional information (optional):

(JLMs365

On-Premise

Tools
«f Announcements
Calendar
o Documents
¥ Discussion Board
@ Chat
i~ Mailbox

G Links
[t3] Reports

& Learning Module

(5] Assignments
g,l Attendance
(_j Conference
g°] Grade Book
? -4.(-|p

f n Tracking

@& Wiki Pages
33 Seating Chart

& Learmers & Groups
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# Coursel

Staff o

Reorder

Full Name
= Staff : Teacher

|
"&g Teacher 1

d Additional info

Teacher 2222

4 Additional info

=l Staff : Faculty

Faculty 1

4 Additional info

=) Staff : Assistant

c Assistant 2

4 Additional info
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The information is retrieved from either:
— User profile (if MOSS 2010 is installed);
— Users list on the course web (if WSS 4.0 is installed).

NOTE: To show/hide additional info, click the Additional info link.

24.1 Modifying Information

Information can be modified by users belonging to one of the staff groups. Note that users can
modify information only about themselves.

User can modify either information itself or information view:
e To modify the details, click the Edit link under user information. If you have MOSS

2010 installed, you will be redirected to the My Site page. If you have WSS 4.0
installed, you will be redirected to the User Information page:

= Additional info

Office Location Florida

Skills Management Developing
Schoaols University of Miami
Birthday Juby, 23
Interests kKite surfing

Edit

To modify information view (the option is available for users with the Teacher, Teacher
assistants and Faculty access rights);

1. Press Staff Settings at the top and click Modify Additional Information:

S t a ﬁ ®

Reorder

| Staff Settings «
Modify Additional Informatio
Full Name g ?».
= Staff : Teacher

Rl

"c‘ #'§ Teacherl
about me..,

= Additional info

Account name example\tl
First name Teacher

Last name 1

2. Select the items you want to be displayed on the Staff tool main page:
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Staff » Staff Settings

o
X

Cancel

Staff Settings
Profile properties to show:

viid

|SID

| Active Dsrectory Id
[¥] Account name
[¥]First name
[] Phonetic First Name
| Last name
| Phonetic Last Name

Name

[T Phonetic Display Name
[} Work phone
[¥] Department
v Title
ViJob Title
V| Department

| Manager

About me
3. Click OK to save settings. Click Cancel to discard changes.

NOTE: Information view can also be modified via the Central Administration section. Enter
Application Management >SharePoint LMS >Global features> Profile Settings and
manage the Staff column.

24.2 Reordering Items

The order of users can be modified.
To modify the order, do the following:
1. Click the Reorder button at the top. Drop-down menu with numbers next to each person'’s
name will appear:
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OneFremises

v/ LMS365 Staff

Tools o
Reorger
&& Announcements
Full Name
— ala =
o Calendar
o Staff : Teacher

o Documents

—
&t Discussion Board ¢ & Teacherl
@& Chat ‘ :

about me...

& Mailbox .
= Additional info

gb Links

Account name example\tl
39 Report
3] Reports First name Teacher

& Leaming Module Last name 1

2. Selectanumber for every person. The numbers are the order in which users will appear. Users’
order can be arranged within groups only:
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On-Premises

Tools
& Announcements
(=] Calendar
oy Documents
¥ Discussion Board
@ Chat
= Mailbox
‘af‘) Links
f_._] Reports
& Leaming Module
9| Quizzes
&3 Drop Box
[=] Assignments
9J Attendance
] Conference
§=] Grade Book

2, Help

(ZLMs365

OneFremises

* Coursel

Staff o

Save Order Cancel

Full Name
= Staff : Teacher

1 E] Teacher 1

d Additional info

:9 | 2]+ | Teacher 2222
- IE
4 Additional info

= Staff _:‘FaguﬂItyA

1 EI Faculty 1

3 Additional info

3. Click Save order at the top to save changes or click Cancel the order to discard changes.
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25. ROSTER

The Roster feature is used for showing information about Learners.
The information displayed consists of the following sections:

— User photo;

— User name;

— Information about user;

— Additional information (optional):

BROWSE PAGE
G ?) Coursel
3((‘
\/LMSJ D)
orrens  ROSEET ©
Tools ‘
Reorger
& Announcements
Full Name

fral Calendar

= Roster : Learner

& Documents

¥ Discussion Board Learmner 1
< Chat
P Matlbox
s | o = Additional info
&’) Links
e o Account name example\ll
{3:| Reports

Department dep 1

2 Learming Module

e Title title 1

Yol Quizzes
4 B Manager Assistant 2
#a Drop Box Personal site  /personal/l1/

The information is retrieved from either:
— User profile (if MOSS 2010 is installed);
— Users list on the course web (if WSS 4.0 is installed).

NOTE: To show/hide additional info, click the Additional info link.

25.1 Modifying Information

Information provided in the section can be modified. Note that users can modify information only

about themselves.
User can modify either information itself or information view.
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e To modify the details, click the Edit link under user information. If you have MOSS
2010 installed, you'll be redirected to the My Site page. If you have WSS 4.0 installed,
you'll be redirected to the User Information page:

= Additional info
Account name  example\aZ
Personal site /personal/az/

Office Location Belarus

Skills Drawing;
Schoaols School of Arts;
Edit

e To modify information view (the option is available for users with the Teacher, Teacher
assistants and Faculty access rights);

1. Press Roster Settings at the top and click Modify Additional Information:

BROWSE  PAGE ) SHARE Y7 FOLLOW
3 Coursel Search this site jo)
S
v/ LMS365
wrenses ROStEEr ©
iy Reorder | Roster Settings ~
4 ARoUnCEMents Modify Additional Informatipn T
Full Name @)
[E=] Calendar
= Roster : Learner
o Documents
& Discussion Board Learner 1
@ Chat
& Mailbox
&, Links ¥ Additional info

2. Select the items you want to be displayed on the Roster tool main page:
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Roster » Roster Settings

Roster Settings L _
Profile properties to show:

Id
181D
1 Active Directory Id
¥| Account name
First name
Phonetic First Name
_Last name
| Phonetic Last Name
Name
Phonetic Display Name
Work phone
v| Department
v Title
Job Title .
¢| Department
¥ Manager
About me
¢! Personal site
Picture

User name

3. Click OK to save settings. Click Cancel to discard changes.

NOTE: Only the users added to default course learner group and to custom course group with
Learners permission level will be displayed in Roster and Seating chart tools.
The users added directly via Site permissions with Learners permissions will not displayed
in Roster and Seating chart tools.

NOTE: Information view can also be modified via the Central Administration section. Enter
Application Management > SharePoint LMS > Global features > Profile Settings and
manage the Roster column.

25.2 Reordering Items

The order of users can be modified.
To modify the order,
1. Click the Reorder button at the top. Drop-down menu with numbers next to each person's
name will appear:
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OneFremises

) Coursel

@/LMS%? Roster o

Tools .
Reorder

«& Announcements
‘ Full Name
Calendar

o Documents

= Roster : Learner

&Y Discussion Board

Learner 1
@& Chat 3
(= Mailbox
&, Links 3 Additional info

2. Select a number for every person. The numbers are the order in which users will appear:

(Jms3ss Roster o

Tools
2 Save Order Cancel

«& Announcements
Full Name

Calendar

) Documents

= Roster : Learner

e® Discussion Board

& Chat

’J Mailbox

&, Links ¥ Additional info

[37] Reports A

& Learning Module - 2 B Learner 2
9] Quizzes i

&3 Drop Box 3 Additional info

3. Click Save order to save changes at the top. Click Cancel to discard changes.
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