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myDU Learning Management System : An Overview

In addition to providing a portal to a myriad of information to all things DominicanprupU
site also provides its own learning management system (LM B)ovides faculty a place to upload
course documents, post assignments, host online discussions, and post gragesis no need for
students toselfenroll in a course as they dodur other LMSBlackboardandonce they register for a
course inlmyDU(or even in person at the Registraéingy are automatically added to your class list in the
LMS. Many faculty also like the powerful Attendance featurerigDU and the extremely flexible
Gradebook.

Thisdocumentcannotpossibly include everything you can use in your LMS, but will at least give
you a start.In addition to this document, you should alsarn to take advantage of the buil help
screens, discussed on page

Getting to Your Courses

There are a few steps to take to get to the LM&ibU

1. Login tomyDUwith your ID and PIN

2. Depending on the academic term thatyDUis set to, the quickest way to enter the LMS is by
clicking on thevy Courses link in the lower lefthand corner of any screerClickeither the plus
sign immediately to the lefor the text itself. . .

Quick Links
‘ r1 My Courses

My rPages

My Groups

Copy Courses

. . . and yowvill see alkthe courses you are teaching during the current term. Simply click on the
course name you wish to enter, and you will be in the LMS.

If you are teaching a crodisted course,

Quick Links myDUwill have a separatsite for each

& My Courses one. We have posted some workaround
CIS 120 03 - INTRO for this in another documentlying
COMPUTER APPLIC Together Parent and Child Courses in th
——— TQEWDE myDULearning Management System
LEARNING also available omyDUwithin the

Resources>>Information Technology

CPSC 361 01 - COMPUTER
ARCHITECTURE area.

(You @an skip to #7 on this list ofegbs if the above applies to you and you've found the correct
course!)

3. If you donot see your course listedr you want to work on a future coursgou should lkick on
the Faculty tab in myDU
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4. Scroll down to the portlet calledil My Courses (see screenshot below).
5. Qick theshow: drop-down menu, and change it frocurrent Courses to Future Courses, as

shown below:

All My Courses

Bl 7]

There are no courzes to dizplay

Show:

Current Courses |

Past Courses
Current Courses

6. As soon as you do this, you will page listing all of your future course€lick on the course

name you wish to work on:

All My Courses

& (7]

Faculty Courses

2008-2009 Academic Year Spring

Show:

=]
Course Code Course Gradebook Schedul
CIS 120 (02) INTRO COMPUTER APPLICATIONS Gradebook Mon-Wed-Fri 10:30 AM
CPSC 155 (01) [of Gradebook Mon-Wed-Fri 11:30 AM
CPSC 165 (01) CB!.TP ROGRAM Il - DATA STRUCTLII“RD Gradebook Mon-Wed-Fri 1:30 PM
CIS 120 (09) M radebook Mon-Wed 3:30 PM

7. You can tell if you are in the LMS by checking the menu on the far left. It will look like this:

CI15 120 02 - INTRO
COMPUTER APPLIC
Attendance

Collaboration

Course Information
Coursework

Gradebook

Main Page

« About This Course
« Calendar

« Announcements
« Handouts

« Bookmarks
Syllabu=

B Add a Page

B Context Manager
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General Tips for Viewing and Navigating the LMS

As with all oinyDU you will save yourself a considerable bit of scrolling back and forth from the
right to left by setting your monitor's resolution &t least1024 by 76&ixels. To do thistight-click
anywhere on theVindowsdesktop, and then leftlickProperties from the ensuing menu. Click the
Settings tab in the dialog box you see, and then set the "slider" indtv@en Resolution area to 1024 by

768, and then clickk or Apply:

Display Properties

Themes | Desktop | Screen Saver | Appearance | Settings

Dizplay:
Sharp LL-T1744-B on 32MB AT| Rage 128 Ulra

Color quality
Highest [32 bit) “
1024 by 762 pisels 1/l ' =m
[ Troubleshaat. ] l Advanced ]
I 0K H Cancel H Apply l

Help!

Tempting though it may be to call our help desk at 1:00 a.m., you may be able to save yourself a
bit of timet not to mention your sanity by taking advantage of the contegensitive help scattered
throughout the LMS. Whenever you see a question mark icdimel upper right corner of a portlet
(more on "portlets" below), the LMS will launch a separate browser window with help about the
functionality in the specific portlet. Below, for example, is the icoihe Handouts portlet on the main

page

Handouts

fh2dd a Handout

There are no Handouts for this portlet.

)
(
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LMS Vocabulary 101

While not essential to learthe LMS, it helps to know what each element of your screen is called
in the system. This will be particuladgeful when reading some of the aforementioned help screens
Here is what thelefault Main Page will look like as soon as you enter the LMShwhe appropriate
areas labeled:

Each link on this circled top bar (usually called "tabs" even though they don't really look like tabs) leads to a dif
contextin myDU The tabs change depending on a user's "role." Your students will have differettiaabgou will.

vome Future Students Students Faculty Advisors Schools Resources CampuslLife Athletics Library My Pages

You are here: Academics > Computer Info Systems - CIS > INTRO COMPUTER APPLICATIONS > CIS 120 02 - INTRO COMPUTER APPLIC > Main Page

CIS 120 02 - INTRO CIS 120 02 - |NTRO COMPUTER APPL'C @’ Edit page % Printer Friendly

COMPUTER APPLIC . . . oo
About] These link®n the side menu go tpages. Clicking on any & (2
pr ) . :
i e s| OnNe of these will open pages with their owat ofportlets. i
Collaboration : — ¥
_ Thecollaboration page, for example, has three default Pecamber 20065 an
Course Information You car| | d Bv default. te Event
e Bt portlets: Forums, ChaTt, andcCoursemates. By default, t . = = T
S LMS opens on theain Page.

Main Page
About This Course

-~
o
w
©
~N

12

Each aredn thissection to the right of
the side menus called gortlet. Each
portlet can contain text, hyperlinks, and 21
other information. You can maximize

N
N}
N
K]
n
-~
N
n
[N
o
N

the size ofaportlet by clicking directly > » % ’ & |2
£ Add & Page on the name (cadld theportlet header), s ey
@7 Context Mansger or by clicking on the links displayed on
the left under themain Page heading
Quick Links So, to maximize thelandoutsportlet, _Announcements & @)
- My Poges either click directly on the Nname (Circle Qe vo(, have no incoming announcements.

to the right), or click on thélandouts
link listed undemain Page menu item
on the left (squared off to the left).

o My Groups

0
X

™
]
13
3
»

Copy Courses

P4dd a Handout

There are no Handouts for this portlet
TheQuick Links are persistent from

context to context you will always
see them, no matter which context
you are in and whether or not you Bookmarks &2
are within the LMS. e b e v I R R I

dPAdd a Bookmark

There are no Bookmarks for this portlet

There are also two links on the left, just under #yabus page link:Add a Page and Context Manager.

The former will add a new page that will be listed amongst the other page links in the menu on the left.
We discuss this in more detail beginning on p&8eTheContext Manager will allow you to add a new
folder (called asub-section) that will appear as a foldacon just beneath the other pages in your

course. In this subectionyou can add additional pages or portlets. Creating such a&ectionis the
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same as creating another entirely n@antentarea in yur course; users will not see the default pages
(such asattendance, Collaboration, Or theMain Page) within that subsection, but will rather see an

entirely new array of angew pages you choose to create. That's why it is called aseatiorr it's
somewhatlike a subfolder inWindows While you likey won't need to do this, some of the
circumstances surrounding why yaughtis discussed on pad®0. More importantly, theContext

Manager iS Where you can setroperties for the entire course, such as who sees what. This is discussed
in more detail beginning on pad@d.

What Was That Again? Yocabulary Review With Hierarchy

U Context/Section- basically the same thing
0 SubSection Folders displayed toward the bottom left with a folder icon. Created b
using theContext Manager link on the left menu.
A Pages Displayed on the left sidebar ¢if you create one) inside a sukection
folder. Each page, in turn, can haveltipled SLJ- NI 4 St & y I Y§
e Portlets- Separate "areas" within a context or pageften displayed
several on a page at a time.

LMS Navigation 101: Don't Click the Back Button? Make Like Hansel and
Gretel and Use Breadcrumbs!

Here'sanother curvemyDUthrows at you do NOT click your browsetsck button. This is
easy to forget, andhyDUhas a nondoo-friendly way to remind yowf the errors of your ways

Warning: Page has Expired

The page vou requested was created using information you submitted in a form. This page is no longer available. As a security precaution, Internet Explorer
does not automatically resubmit your information for you,

To resubmit vour information and view this Web page, click the Refresh button,

Fortunately, just clicking on your baser'sRrefresh button will you back to where you wersometimes
To avoid the issue altogethexhen you want to go back to a specific screen, follow the "breadcrumbs
towards the top of the screenThere are two possible places to look for these breadtbs based on

the hierarchy outlined above: within a context, and, sometimes, within a portlet. In the following
exampleyou areviewing an assignment that [ested withinthe Coursework portlet on the Coursework
page. Note thenultiple sets ofbreacdcrumbs:

The majority of the breadcrumbs you will be using to navigate are up here, just beneath the tabs. Here,
on the course number and name that appears just before the portlet name you are within will return you 1
the main page for the agse.

Home Future Students Students Faculty Advisors Schools Resources Campus Life ~ “letics Lbrary My Pages

You are here: Academics = Compute = ems - CIS = INTRO COMPUTER APPLICATIONE = CIS 120 03 - INTRO COMPUTER APPLIC ) Coursework

CI5 120 03 - INTRO @

COMPUTER APPLIC
Coursework -

Attendance |\ i Al
Collaboration Homework: Homew

Edit page ép""&"?’-f":!y

E

Clickingon either of thesecircled links will return you to the
Coursework portlet itself, rather than within a specific assignment are

Depending on your context, clicking on asfehe page links on the left menu will bring you to that page
within your course, and clicking on the course name/number in the area abfhef the menu should
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alsoreturn you to the course's main pagé&Vhen in doubt if something is a link (or breadcrumb) or not,
simply hover your mouse over the text. Generally, once you hover your mouse over anything that links
to anything else, it will become underlined:

CI1S 120 03 - INTRO
COMPUTER APPLIC

CIS 120 03 - INTRO

COMPUTER APP"bI_
Attendance CIS 12003 - INT
Collaboration

Attendance
Collaboration

Course Information Course Information

Coursework

Coursework

What top of course menu ... but hover your mouse
looks like normally . . . over it, and you can tell it is
a hyperlink, too!

The Main Page and Adding Handouts

We will now begin lodkg at the various portlets on thi@ain Page of your course within the
LMS. As its name implies, this is where you will be adding matestahostof your studentswill use
initially. Rather thamgoing in theirorder of appearance, however, we will look at these in the order that
you will likely be using them most often, starting with thendouts portlet.

Handouts

Thisareahas a straightforward featuref the LMS: uploading variodecumentsfor your
students. By handouts in this caseit actually refesto virtuallyanythingthat is a computer fileWord
documents PowerPoinfiles, Excekpreadsheets, PDF documents, etc.

At first glance, the portlet looks like the screenshot below. To get goirtg;licis onthe most
obvious link the link to Add a Handout:

Handouts B

*Addf Handout
There ar& ne Handoutz for thiz portlst.

Go to Main Screen

You will notice that this will not only lead you to the screen where you can add something, but it will
alsomaximizethe portlett which is good. You will need this portlet maximizedake advantage of its
features.

Quick Tip You can also maximize any portlet at any time by clicking on the portlet name on the si
menu, by clicking on the portlet name itsatfr (in many cases) clicking the link at the lower right tha
saysGo to Main Screen.
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On theensuing screen, shown below, you can upload any document from your computer's hard drive or
any other device you have rights to, including your networkedrive. Just click the N2 ¢ &ufiod to
find and upload your document:

Handouts - Manage Handout View R [?
Manage File Tools
e [Py ooy e Sds of hapdouts are discussed below. For your very first
e — handout, just leave it at the default &fngrouped Tempting
S Conegiiauarge(Bove. ) | though it may be to click thadd a Sefink next to it, don't at
@P rouped | (# Add » “> least not if you already started typing things intos screen, as
b ] || P g it will exit this screen and force you to start over!

R A S i
EIS S —®@&@dH v

e o=

VIiBIUA-Y.5 E
This Word document contains the so-called Nicolay text of Lincoln's Gettysburg
Addressl

It neverhurts to type some words of explanation in thescription: text box.
Note that you have the ability tbold, italicize and even change the text colo
in this text box using the same editibgttons you learned to love in most
Btemal St | 0 mmon word processing programs.

(Max Characters: 2000)
Start: @ pisplay now
O pisplay later manually
O pisplay on:
@l:v-::\’ AM v
End: '@ noend date ?
O End now
QOEend on:
After End: | Make Inactive v ) :( 00 B{| AM &8
[Save] [ Save and Add Ancther. ] [ Cancel ]

Note thattowards the bottom of the screeryou can sestart: dates andend: dates to display items,
and even the timef day. This way, you can start building up your entire course ahead of time and have
your handouts "date released.If you set an end date, by default the document becomes "inactive" (the
default Make Inactive setting seen in thefter End: area in thedrop-down menuabove, but you can
even set it todelete

Be sure to click theave button when finished oBave and Add Another to get back to similar
screen to add a second document. After clicidage on the screen above, you will see the following:

Handouts - Edit View % (7

Ungrouped =

[ Lincoln's Gettysburg Address (.doc, 21K, Downloaded:0 times) k-

This Word document contains the so-called Nicolay text of Lincoln's Gettysburg address.
Move ¥ | selected items to | Ungrouped ¥ & Add a Handout
Import Handouts from File Cabinet [j‘ Add a Set

Note that the heading immediately above your neyplysted document saygngrouped. That is where
"sets" of handouts come in. You can edit the namergfrouped by clicking on the pencil icon (circled
abow). The resulting screen is below:
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Mame: | =iyl war Era

Description:
Verdanz Size -

HuE

VIBIUA-Y.-GIE S

This area will contain documents relating to the period of the Civil War.

BT

(Max Characters: 2000)
Position: | Firet

Ungrouped =

D 1 Lincoln Gettysburg Address &"'ﬁ

@ ~dd a Handeout
Mowve |%| selected items to | Ungrouped % ndd & Set

[Sa'..-e] [ Cancel ]

Type in the name of theetand description, and after clickirgave the same screen we previously saw
will now look like this:

Handouts - Edit View B

Manage File Tools

¥
Civil War Era @ (& =
This area will contain documents relating to the peried of the Civil War.

[ Lincoln's Gettvsburg Address (.doc, 21K, Downloaded:0 times) #-’ w
This Word document contains the so-called Nicolay text of Lincoln's Gettysburg address.

Mowve | selected items to | Civil War Era | gk 2dd a Handout

Import Handouts fram File Cabinet [3 2dd a Set

The next time you choose to add another handout by clickingathiea Handout link, myDU will ask if
you want it in your newly created set:

Handouts - Manage Handout View

Manage File Tools

Name:

File: Browse... |

€Clvil War Efa\r) Add a Set

Description:

Arial ~ Size ~
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After you have added several handouts to a set, you will wind up with a screen that looks something like
this:

Handouts - Edit View S (7
Manage e

s
Civil War Era & L& =
This area will contain documents relating to the period of the Civil War.

[] Lincoln's Gettvsburg Address (.doc, 21K, Downloaded:0 times) 7%

This Word document contains the so-called Nicolay text of Linceln’s Gettysburg address.

[ socth Conspiracy (.pdf, 66K, Downloaded:0 times) 7%
A document providing infermation on Booth's co-conspirators as well as several books and web sites on the topic.

[J Andrew Johnsen and the Restoration (.pdf, 103K, Downloaded:0 times) 7 ®
Article outlining the Johnson administration and how Restoration ultimately failed.

Move v | selected items to | Civil War Era v & Add a Handout

Impert Handouts from File Cabinet CP 2dd a et

By defaulf myDUlists the documents in the order you uploaded thewith the most recent document
uploadedappearingat the bottomwithin each set There are two ways around this, onsnual and
the other automatic thougheach has its plusses and minuse€Ehis also is goodtime to introduce an
important topic how to customize a portlet.

Portlet Customization

Each portlet is a bit different imyDU and all can be customized in certain ways. This is
especially important for thélandoutsportlet, whichperhapsoffers the maost customization. To
customize a portlet, click on the little "monkey wrench" i¢¢®/) that is in the upper righhand corner
of the portlet, right next to the help button:

Handouts ?

\d
®Add a Handout |custdsaiad ‘Handouts'|

Once you've done so, you will see the screkawn on the following page. Fortunately, each option is
fairly selfexplanatory. The customization screen has three tabs at the top: Preferences, Settings, and
Permissions.Any changes must be SAVED viadhe button within each tab.We will look at the first

two, in order:

myDULearning Management SystemnfOverview



Settings Permissions The first two options undepreferences on the
customization screen allows one to alphabetize the
Change portlet preferences. handouts within each set, as well apladbetize the sets
themselves. Note that if you enable either one, you w
not be able manually order them separately unless yo
turn it back off. (We will show the "manual” option
shortly.)

Order Handouts Alphabetically:

[CJ order Handouts Alphabetically

Check to always have handouts order alphabetically. You will not be able te
manually order handouts unless this preference is turned off.

Order Sets Alphabetically:

[J order sets Alphabetically

Check to always have sets order alphabetically. You will not be able to manually
order sets unless this preference is turned off.

What on earth is aEmpty Set? We have not shown it
yet, but you can create a set at any timerityDU By
Show Empty Sets: default, a newly created set witiot display. If you want
them to display, enable this checkbox.

] show Empty Sets

Check to display sets that have nc handouts.

IMPORTANTBe sure to click thisave button beforeyou do
anything else IF you've made changes. H'syeto forget,
especially if you click on another tab above, thinking you're
staying within customization but just moving over a tdatach
tab must be saved individually!

Be sure to clicaveif you made any changes. Next, under 8ettingstab, you will see this screen:

Customize portlet Handouts

Preferences Settings = Permissions
Change portlet settings.
Use Display Indicator:

Use Display Indicator

Check to use the display indicator tc set when and how long a new handout will be
active. Otherwise all handouts will be displayed immediately and indefinitely.

ThebDisplay Indicator refers to thestart: , End: , andAfter

End: settings we saw back on page 7 where you could {
dates and timesWe donot recommend that you disable
this! Even if you don't choose to place start/end dates if
you ever had a change of heart-eaabling this only
would do it from that point forward, forqng you to re
upload everything to get the dates to display!

myDULearning Management SystemnfOverview
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The final tabpermissions, we will deal with later Generalinformation on seting permissions in a

portlet is on pag®l.
Looking back at our earliétandoutsscreenshot from page, 3f we chose to enable having the

handouts appear alphabetically on the screen shown on the previous page, we would now see this:

-+
Civil war Era % L&

This area will contain documents relating to the period of the Civil War.

[] andrew Johnson and the Restoration (.pdf, 103K, Downloaded: 0 times)
Article ocutlining the Johnson administration and how Restoration ultimately failed.

] Booth Conspiracy (.pdf, 66k, Downloaded: 0 times)
& document providing information on Booth's co-conspirators az well as several books and web =ites on the topic.

[ Lincoln's Gettvsburg ~ddress (.doc, 21K, Downloaded: D times)
This Word document contains the so-called Micolay text of Lincoln's Getbysburg address.

Creating and Dealing With Additional Sets

There are two ways to create a new set within thendouts portlet. The most easily noticed
appears at the bottom of the main screen as shown on page 9, iitAdd a Sebutton:
Clicking this link leads to the following screen:

Handouts - Manage Set View

B

Manage File Tools

Mame: \war of 1812

Description:
Verdanz Size -

i —eaa o

B I UA-Y.P =

This section will contain documents relevant to the War of 1812,

EIHTHL

{Max Characters: 2000)

Position: | Fjret

Add Another. ] [ Cancel ]

After Civil War Era
Noticeat the bottomin the Position: drop-down menu thatyou have the ability to place the sets in
whatever order you prefer when you create them. When you click3dresbutton, howeveryou may
see something like thisyhich does not show your nevesat all:

=

F
Civil War Era @ (&

This area will contain doecuments relating to the period of the Civil war.

[0 Andrew Johnson and the Restoration (.pdf, 103K, Downloaded:0 times) 2w
Article outlining the Johnzon administration and how Restoration ultimately failed.

[ Bocth Conspiracy (.pdf, 66K, Downloaded:0 times) s
A document providing information on Booth's co-conspirators as well as several books and web sites on the topic.

[ Lincoln's Gettysburg Address (.doc, 21K, Downloaded: 0 times) 2w
This Word document contains the so-called Nicolay text of Lincoln's Gettysburg address.

Mowve | cglected items to | War of 1812 |» gk 2dd a Handout

Import Handouts from File Cabinet [3 Add a Set
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Why? Remember, the default setting for thiendoutsportlet is tonot show empty sets. Unless you
decided to enable that option (see page 10), empty sets will not appgéawever.the new set you
createdwill appear in any future droplown menus like that shown on the bottom of page 8.

Also,you canMove documents from one set to another taking advantage of the checkboxes next
to each document and thalove drop-down menu showrat the bottomof the previous sreenshot.
The other options besidegove are Copy, Delete, andSave to File Cabinet. We discuss the File Cabinet
on pagel0l) Assuming that yoenabledboth ordering sets and ordering handouts alphabetically (see
page 10), you may ultimately have something that looks like this:

Handouts - Edit View & [ 7

Manage File Tools

F
Civil war Era & (& =
This area will contain documents relating to the period of the Ciwvil War.
[ andrew Johnson and the Restoration (.pdf, 103K, Downloaded:0 times) d:
Article outlining the Johnson administration and how Restaration ultimately failed.
[ Booth Conzpiracy (.pdf, 66K, Downloaded:0 times) 2
A document providing information on Booth's co-conspirators as well as several books and web sites on the topic.
[ Lincoln's Gettvsburg Address (.doc, 21K, Downloaded: 0 times) rd:
This Word document contains the so-called Nicolay text of Lincoln's Gettysburg address.
&
war of 1812 & (& (T =
This section will contain documents relevant to the War of 1812,
O Impressment (.pdf, 33K, Downloaded: 0 timeg) rd:
A document on one of the factors contributing to the War of 1812: the impressment of American sailors.
Mave | selected items to | Civil War Era |» dF Add a Handeut
Import Handouts from File Cabinet ﬂ &dd a Set

Taking advantage dlffiis ability to createsets, you can ultimately create separate areas for all units in
your course. (By the waythe otherway to add a set is via théanage drop-down menu at the top of
the screen. There is a screenshot of this menu on the next page.

Editing Handouts and Sets

Recall that from the screenshot shown on page 10 ttwat could enable both handouts and sets
to be ordered alphabetically. Otherwise, handouts usually appear in the order added (from top down)
within each set in the order you add them//hat if you want to create yowwn order for handouts?
To do this, gu can click th&diticon that appears next the set's name:

o+
Civil War Era @

4]
Thiz area will can - cuments relating to the period of the Civil War.
i

—l

This leads to the following useful screen, which allows you to actualtyuttiplethings: change the
name of the set itself, change the position of the set relative to other sets,gehtire orderof the
handouts within the set, and even ttelete a handout altogether:
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Handouts - Manage Set View

Manage e
Change thelame of the set or edit the

Name: description up here.

Civil War Era

Description:
Arial ~ Size ~

1]
il
(i

VIBZIUA-WY-O|E SiE—ed S

This area will contain documents relating to the period of the Civil War.

[Eomal @

Change the position of the sef (Max Characters: 2000)
Position: | After War of 1812 using thePosition:drop-down

menu.
You can typ Civil War Era El
in numbers
LTI ToTCT T N s N S
boxes to
order of the : Andrew Johnson and the Restoration V4
handouts.

" Clicking the "trash can"
: T % Add a Hand] . .
Move ¥ | selected items to | Civil War Era ¥ 13, i icon will delete the
i corresponding handout.
Click the pencil icon allowq
you to edit it.

[Save] [ Cancel ]

This is averyuseful screen that allows you to get almost everything done within the portlet. Similar
commands are also available via thenage drop-down menu at the very top of the screen, just under
the Handoutsportlet name:

Handouts - Edit View
Managep, File Tools

Hide Editifg Tools

Add a Handout

Add a Set

Edit a Set

Order Sets
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The top command, however, is a bit different. Haée Editing Tools item allows the closest thing you
have to a true "student's view" imyDU When you click that, you get an idea of how your students will
see things albeit only withinthis specificdandouts portlet:

Handouts % [7

Manage File Tools

War of 1812 =

This section will contain documents relevant to the War of 1812,

Impressment (.pdf, 53K, Downloaded: 0 times)
& document on one of the factors contributing to the War of 1812: the impressment of American sailors.

Civil war Era =

This area will contain documents relating to the period of the Civil War.

Booth Conspiracy (.pdf, 86K, Downloaded: 0 times)
& document providing information on Booth's co-conspirators as well as several books and web sites on the topic.

Lincoln's Gettysburg Addreszs (doc, 21K, Downloaded: 0 times)
This Word document contains the so-called Nicolay text of Linceoln's Gettysburg address.

Andrew Johnson and the Restoration (.pdf, 103K, Downloaded: 0 times)
Article outlining the Johnson administration and how Restoration ultimately failed.

This view igerrific for you as an instructgisinceas you add multiple sets and handoytsu get a
"clean" view similar to the one your students will see. (Notice there are no pencil/editing icons, trash
can/delete cons, etc.)

Other Main Page Portlets

TheMain Pageof your course also features several other portlethieseare outlined below.

About This Course

TheAbout This Course portlet is fairly straightforward. Simply click theszate Content link:

About This Course N (7

As the ensuing screen indicates, you can add Header text, an image, and text. (Note that the image has
certain limitations in size and they are serious with that 400x400 resolutimentionedin the image

sectiol You may have to use an image editing program such as the one inclu@éeeé2007the

Microsoft Office Picture Managgo edit it down to size
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About This Course A (7

Add a new element

An element can have any combination of three types of content: a header, an image, and text. Choose and define the type(s) of content you want
below

Header

Display a header for this element with the following text

Header Text: |HIST 333 - The Linceln Presidency

Image . .
Here we are browsing to our hard drive

Display the following image within this element | t0 find an image to post on the seen.
Image: |C:\hist333\civil war\da

(Image must be less than 250K8, a maximum of 400x400 pixels and in one of the following formats: GIF, JPEG, JPG)

O within the text, to the left

O within the text, to the right
Image Placement: ;
9 O Above the text, aligned to the left

® Above the text, centered

Text

Text: .

Font ~ Sze ~ | B 7 UA-¥.49| = ST —e@éap v
This course provides a detailed overview of Lincoln's presidency and the events of the
decades preceding it and after it. There is a significant amount of time spent on the

study of the Civil War, Reconstruction, and the changing nature of the American

presidency during this time period.

[Bnormal| EIHTML
(Max Characters: 2,000,000)

After you clickSave below is what the end result will look like. (You will have an intermediate step
where you are asked tBxit Edit Modeto get here.)

myDULearning Management SystemnfOverview



16

HIST 3233 - The Lincoln Presidency

This course provides a detailed overview of Lincoln's presidency and the events of the decades preceding it and after it. There is a
significant amount of time spent on the study of the Civil War, Reconstruction, and the changing nature of the American presidency
during this time period.

Announcements

As its name indicates, thennouncementsortlet will contain anything you deem important
enough to make what will essentially be a course wide announcement for to your students. However,
this is also where anyampuswide announcements will appear, whighwhy you will see text that
indicatesyou have no incoming announcements more often than not

Announcements & (2

O ——
You have nc incoming anncuncements.

Show All Announcements

Tocreatean announcement specific for your course, first click onAhaouncementsportlet header
directly to maximize it (circled above). On the ensuing screen, cliddaineagedrop-down menu, and
then clickNew Announcement:

Announcements

/M‘fage

< New Announcement
nboxd

You have no incoming announcements.

Remove Selected
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On thenextscreen, you may type yoannouncement. Note that yomustcheck the boxor All Users
in [your course number] (circled below) or else no one will see the announcerhe&kiso note that you

can set start dates and end dates for your announcemafuiu can also set whether to archive your
announcement after the end date, or simply delet

Announcements

% (7

. Manage

Ttle: |Classroom Change

Send To: A To o

[V All Users in HIST 333 01 i THE LINCOLN PRES >

F Faculty IV students
Choose from roles in all my courses
UEBISL Times hu Size wen - VIBIUA-Y -G EEEE|E=—e0@dH

Please note that our classroom has been changed to Lewis 222 effective the second week of class|

EIHTML

12 v |.|00 v | AM v

12 & |[.[00 ™| AM &
After End Date: | Archive
Savel Cancel

Assuming you selected thiel users checkbox (as shown above) the Announcement that you post will
appear in both your IN box as well as your OUT WdAPORTANTIf you delete it from your OUT box,
iit will disappearifom the student's view altogethey!

Speaking of students, thawill see that they have announcement, as it will appear ontaén
Page in the Announcements portligte this:

Announcements Al [?

Classroom Change
Negm Ken Blzck)

wm
=y
(=]

w All Announcements

They willhave to click the subject line (circled above) to read the message, which also maximizes the
portlet. The message text itself appears beneath the subject line:
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Announcements % (7
Inbox (1)
Subject Author Date
New
O Classroom Change Ken Black 1/7/2009 2:02:43 PM
Please note that our classroom has changed to Lewis 222 effective the second week of class. _
Remove Selected

Bookmarks

This is a handfeature to post lists of external web sites for your students to sded similar to
Handouts, you can place bookmarks in "sets" and therefore categorize them. As you might suspect
when looking at this portlet, to get started you simply click onAbe a Bookmark link:

Bookmarks (7

Main Screen

"]
o
Pt
o

On the ensuing screetype in the URL for the site agile it a namégcalled theLabel:1 which is what
your students will actually be clicking tmactivate the linkand a description As you will see on the
screendot on the next page, it is otherwise very similar to th@endoutportlet we saw earlier, except
for the fact that you can't add any attachments or documents to it:
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Bookmarks - Manage Bookmark View

Manage

Hint: It may be easiest to open a separate wjq
browser window, go to the site you want to
URL: |http://memory.loc.gov/ammem/alhtml/mall €= link to, and then simply cut and paste the
set: [Ungrouped M| CF Add a Set complete URL within theRL: text box to

o o avoid the potential for typographical errors!
Description: Times N Size wen =

Label: [Abraham Lincoln Papers

w B ZI UA-P.9 =

SIS —e@ap Y

The Library of Congress features a collection of over 20,000 documents from
Lincoln at this site |

[Enormal @+

(Max Characters: 2000)
Display now
Display later manually
=

Display on:

End &N 12 ¥ |.|00 ™|| AM &

12 &|.[00 V|| AM (&
Make Inactive ¥ 2

Save* Save and Add Ancther. I Cancel l

Once you click th&8avebutton, you will see a screen such as this:

Bookmarks - Edit View

5
Manage
]

Ungrouped o [ =
] abraham Lincoln Papers &aﬁf
The Library of Congress features a collection of over 20,000 documents from Lincoln at this site.

Mowve * | zelected items to | Ungrouped |+ & ~dd a Bockmark

Import Bookmarks from File Cabinet [3 Add a Set

Like handouts, by default all bookmarks are "ungrouped.” But if you follow the same steps for creating

Setsoutlined in the section oidandouts abwee, you can categorize all of your bookmarks and wind up
with something thaultimately could look like this
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Bookmarks % (7
- f#"ién:i'a”éé U S

Primary Source Material B

This section contains links to documents and other primary scurce material online.

Abraham Linceln Papers

The Library of Congress features a collection of over 20,000 documents from Linceln at this site.

Jefferson Davis Papers
Rice University has many Jefferson Davis documents available online.

Civil war Material =

This section contains links to material on the Civil War in general

Civil War Collections

This University of Virginia Library site has several documents, photos, etc., related to the Civil War.

Selected Civil Wa tographs
The always-reliable American Memory site at the Library of Congress has a collection of over 1,000 Civil War pheotographs at this

site.

Like theHandoutsportlet, this screen above can be shown by hiding the editing tools viatdhage
drop-down menu immediately above it, and then selectifige Editing Tools.

Calendar

Arguably the leadikely thing you are going to use, tialendarportlet can note key dates (like
quizzes, presentations, etc.J.o add something, there is the rather obvidasking link to click first
calledAdd an Event

Calendar

« January 2009 »

Sun Mon Tue Wed Thu Fri

This leads to a nedo-obvious resulting screen shown belpwequiring you to create a calendar first
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Calendar - Add/Edit Calendar View EE

Yau must create a calendar before vou can add an event
Fleaze use the form below to add a calendar

Calendar Mame: |HIST 333 Calendar

" allow any u=er to zubzcribe to thiz calendar.
% Allow only users with access to thiz page to subscribe.

" Do not share this calendar.

Description: Times M Size wen - ¥/ B I O é' Y. 7

Check this calendar regularly for important class-related e1'ents!|

I
([
]
]
Il
|
;
i
]
i©

HTML

(Max Characters: 2000)

Save Cancel

One reasomyDUforces you to go through this is because of the sharing options at the top. The first
two options,Allow any user to subscribe to this calendar and Allow only users with access to this page to
subscribe means that users can "subscribe" to the calendar viatheages tab at the top of the main
myDUmenu.

BecausenyDUis a portalbased system meant to be a gateway to other campus services, the
calendar functio isconsidererdone of these servicespit allows students to keep all of their caleard
together for easy reference and also lists their "subscriptions" on the calendar ptadmes not
unfortunately,imply anything like an RSS feed or things thatld be"fed" into the user's email box. In
fact, even if you chooseo not share this calendar, yourown students WILL still see the calendar when
they use your LMS course siteor that reason, we recommend you do one of the last twomys]
since itis unlikely you want to allow the entire campus community access by choosing the first one!

Once you cliclsaveon the above screen to establish the calenaayDUwill next take youo
the screen to add an event:
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Calendar - Add/Edit Calendar View

Event Name: lQu:z Cne

Verdanz Size ~

“w B ZIUA-¥. .G EE

il
]
o
o
|
8
8
>y
(¢

The first quiz will be given on this date.

[EEnormal] @

Take advantage of these little
Calendar: [H1sT 333 calendar v 2] calendar buttons to select a date s
that it's populated automatically in
Location: | the start: andEnd: dates.

Start: [1/29/2009 v|.[00 »|[am ¥

End: I'."‘Q,'ZC”G

1 V.15 VI|AM (v

Occurs: & Opce
" Repeat: | Every Week v

* Indefinitely

O L)r‘tll:l

Save Cancel

Once you cliclsavethe event will be added to the calenda
What do students see? On tivdain Page they will see that any calendar date that has an

event attached to it will appear in a soft yellash hue. To see what the date has, they will have to click
on the date:

Calendar % (7

« January 2009 »

Sun Mon Tue Wed Thu Fri Sat
28 25 30 31 1 2 3

4 5 6 7 8 S 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 30 31

Full Size Calendar
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That will open the cahdar to that date, where they can see theent althoughnot the text you wrote
accompanying it. To see that, they have to click on the event name.

To see the text you wrote about the event (if any),

10 am iz0 .
guzone students have to click upon the event name.

-IC',;TIT

V.UUAN =

1l am

Arranging Your Portlets on a Page

Once you havesdited the contentsome or all of the portlets on a specific pagenyDUyou can
edit the "look" of the entire pageFor this example, we Wiuse themain Page, since most other pages
do not havenearlyas many portlets as the Main Page does by default.

First clickthe Edit Page link in the upper right corner from within any portlet in the Main Page in
your LMS site(Important: Make sure yoare within aMain Page portlet and not elsewhere in the site,
or you could be editing the wrong page!)

HIST 33301 0o THE LINCOLN PRESIDENCY Printer Frie
About This Course % (2 Calendar % (7
#Edit Conter -4 dadd
« January 20 » an
HIST 333 - The Lincoln Presidency vt
Sun Mon Tue Wed Thu Fri Sat
28 25 3 31 2 3
This leads to the following screen with four taigoss the top; they are briefly outlined below.
This is a good time to make sure
Customize pagfMain Page < you are editing the correct page
.......................................................................................... 4 before you go any further!
Properties Content Layout Permissions |
Properties Allows you to change the name of the entire page fraan Page to something else.

Onotherpages (such asyllabus Or Collaboration), this tab also allows you to set the
page you are on as the deflt page rather than the system default pagevain Page.

Content Allows you to add a new portlet to the page as well as change the name atel&ie
some portlets that already exist on the page. Don't want¢hendar portlet? This is
the place to send it to cyberspace oblivioe have a screenshot of this page on

page88.

Layout Here you can customize the way portlefspear on the screen from the default
layout of two columns to something else.

Permissions Sets who in the University can view this paggpart the default setting ofyour)
Students.
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So, to change the look of the portletdick theLayout tab. On theensuing screen, you can change the
number of columns of portlets (whithas advised on the screeryou should probably leave at two) or,
towards the bottom, change which portlets appear in which column and their awitein a column:

Properties Content Layout Permissions

Choose a Column Layout

Choose the number of columns you would like. We recommend a two column layout unless you have a large monitor (1280x1024 or bigger).
Cone @ Twe - Even O Two - Wide Left
O Three - Even O Three - Wide Left O Three - Wide Center

Arrange Portlets

Chck the column’s image to move any selected portlets to that -‘c_l:_."'.." Use the arrows below the “'3_)( to move portlets up and down within a column. Te add or delete portiets, use Content tab.

Just click on portlet name and then
< ©nagrayandwhite column icon to
move the selected portlet over to the

other column. You can also click on

About This Course

portlet name and then an arrow :nrgur:emer
andouts
button to move a portlet up or down | |zcokmarks
+] ] within a column. 4] 3]
Save

The following screenshot shows a couksen Page with the Calendar portlet moved to the left, and the
Bookmarks moved to the top, followed byiandouts and finallyAnnouncements. It shows that you are

not "stuck" with the defalt appearance of the course site if you don't like it; there's quite a bit of
customizing that can be done.
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