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How to access D2L

Browsing the D2L on
http://el.mu.edu.sa

1. Insert username
2. Insert password
3. enter

Homepage and Minibar

& My Home % | & | *» L] Kamel Ali Sghaier SMIDA il b JuS osaa v
After signing into Select a course...
D2L, the homepage
will be displayed

No Semester Sunday, March 23, 2014
5341 || Upecoming events
§342 - There are no events to display.

News '
Test News %

Posted Nov 4, 2013 11:41 ,-&

Test News E

Test News 2 "

Jcontent/2013-11-27_1717 avi

s ATV ALt 3y dasia

Posted Nov 4, 2013 09:43

Test News 2 How I Can access D2L LMS
Show All News Items
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I\/Iy courses
The top minibar will allow % | & | *» L Kamel Ali Sghaier SMIDA il & Jus osac -
you to access your Select a course. ..

courses. You can choose
to list the top 10 courses
by the course name

Search for a course Q

by Course Name v

2343y 38 MET -

(alphabetical order) or by 32_56_325650_44453_S341_72348_6;

the courses last accessed. GAFSA TRAINING - tra-1 :

You may also use the ksmida - TOT_003

search function to find TOT_Male - TOT_001

courses or choose “load (VR . cbader - TOT_009 Calendar

not being displayed. o | £ alshammari - TOT_002 T (R A

i.shaarany - TOT_010

malmohaimeed - TOT_005

more courses” that are No Semes! Ehsaid - TOT_008 " || Sunday, March 23, 2014
5342

E m.eragi - TOT_O11 -
Test New| DI | » m

Communication tools

1. You will access the Desire2Learn email " z
- : | & | *»
through the new top navigation bar. You will
also be able to access the “Pager’ IM
function this way. You may also see unread
emails located here.

2. The “update alerts” function will provide
you as well as the students with updates
occurring in any of the courses you are
enrolled in.

3. The *“subscription alerts” function on the
Minibar will show you updates for any other
alerts you have subscribed

&+ My Home ai C AR

[z Go to Pager = 6o to Email

Mo items found.
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Account Settings, Profile, Notifications

The “User” dropdown will
provide you with access to
your  personal account
information. This is also
where you will logout of
D2L.

Even, from this dropdown
list you can change from the
view as instructor to the
view as student

Profile

AR § Kamel Ali Sghaier SMIDA ju2a)l sle JloS 0000 ~

View as Student Change
Instructor

Profile
Notifications
Account Settings

Log Out

The “Profile” area will allow you | Edit My User Profile
to wupload an image to De = Kamel Ali Sghaier SMIDA sial o Jus e

displayed in the profile, classlist, | P

. . | il

as well as discussion area. I
o Change Picture & ‘)“M

You may also choose to fill in the Homepage

jn tpi//faculty ksu.edu.sa/kamelsmida/defoult.aspx

other personal information. This
information will be displayed to | Secial Networks

Facebook Google

others when they select YOUr || jiwp/swwwfacebookcomkamelsmida

] . . B T 2 e = =
prOfI|e pICtU re from the C|aSS|ISt e.g. hitp/swww.facebook.com/myusername e.g. hitps://profiles.google.com/myusername
. Twitter LinkedIn
option. http://twitter.com/#/kimos197 3 [
e.g. hitp.//twitter.com/#/myusername e.g. http:/Ywww.linkedin.com/in/myusername
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Notifications
1. The “Notifications”  Notifications

area allows you to Control how you receive notifications about activity in your courses. You can receive a periodic summary of
choose an email to activity, or receive instant notifications as things happen.

send notifications
about the course. Contact Methods

By default your Email Address
MU email is Send email notifications to: k.smida®mu.edu.sa™

| Change your email settings
displayed. You may
change it by
selecting “Change

Mobile Number
Register your mobile

your email
settings.” Summary of Activity
2. You may also Email me a summary of activity for each of my courses.
register YOUr | How often?
mobile number to Never v
receive text

message updates.
3. You may also

choose to have a  Discussions - new post in a forum, topic, or thread that I subscribed to in instant

summary of notifications

activities for each @ Dropbox - drepbox folder due date or end date is 2 days away

Of your COUISES Grades - grade item released

sent to an email 6rades - grade item updated E

periodically. — —
4. You will then check ws - item update

which updates you News - new item available
would like to be Quizzes - quiz end date is 2 days away

notified of and if
you would like to Customize Notifications

be notified via  #Include mygrade value in notifications from Grades
email or text (SMS) ) Allow past courses to send me notifications
message 1 Allow future courses to send me notifications
5. You may choose
further notification Exelude Some Courses
OptiOl’]S under You currently have no courses excluded. Manage my course exclusions

customize m =

notifications”. This
will involve past
and future courses.

Instant Notifications Email SMS

2 Allow inactive courses to send me notifications
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Accounting Settings

1.

In “Account Settings”
you may change your
password as well as
determine the font
and size of font you
would like for your
D2L account.

You may choose the
dialog setting for D2L.

Under the
“Discussions” tab in
the “Account
Settings” area, You

may want to unselect
“Include original post
in reply.” This will
avoid duplicate
entries of the same
post in the discussion
area.

Under the “Email” tab
in the  *“Account
Settings” area you can
choose the settings
for your Desire2Learn
email account.

You may choose to
include the original
message in  email
replies.

You may choose to
have a copy of each
email sent to your MU
email.

You may also choose
to have a copy of
every email that you
send put in a “sent”
folder.

You may also edit
your email signature.
Display options will
allow for the best
view of the email
message.
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Account Settings

Account Settings = Discussions Email

General Settings

System Email:  ksmida®muedusa Change Email
Password:  *™*=  (hange Password
Font Settings
Font Face Font Preview
|Comic Sans | si The quick brown fox
18 v jumps over the lazy dog.
Dialog Setting

Restore Default Font Settings

You should change modal dialogs te pop-ups if a) you primarily view the website on a small device, b) you
primarily view the website with style sheets disabled, or ¢) you use an assistive technology (such as a
screen reader, screen magnifier or voice software) that benefit from simpler page designs.

Show secondary window as
# Dialogs
© Pop-ups

Account Settings

Account Settings Discussions = Email

Personal Settings
Display Settings
# Show the Discussion Topics List «

Reply Settings —
1 Include original post in reply o

Save and Close LTI RN "M

Account Settings

Account Settings Discussions Email

i Save a copy of each outgoing message to the Sent Mail folder
Email Options
# Send a copy of each outgoing message to k.smida®mu.edu.sa
"Reply +o" Email Addrezs
bcsmidn@nw.edu,su | @
Email Signature

[
e

Display Options
# Show internal email addresses in the Address Book
# Show external email addresses in the Address Book

LR RSN~ Save  Cancel
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Calendar

The Calendar tool allows you to arrange and visualize your course events in multiple views and enables
integration of course content and your Calendar.

1. To access the full
calendar view, select
the dropdown beside
“Calendar” on the
coursepage. Choose
“Go to Calendar”

Calendar ' =
" 60 to Calendar
Monday, Mare

Upcoming events

2. You can - V|eW the Agenda Day Week Month List & Print % Settings Search Events Q
calendar in different
formats. You (and the | | * > All events 234 _issm i MET + | < March 2014 ,
students) can select | . St Datez | [ More Achions = s *‘ “je “’“’ T“ " 5‘:‘
an event from 'Fhe ity Ml s e = B
calendar by selecting 9 10 1 1z 13 14 15
|t (Events are COIOr' Drepbox Checklists Discussions Grades 16 17 18 19 20 21 22
coded by class ) Materials Modules Quizzes Surveys 23 24 25 26 27 28 29
’ 30 3 1 g i E
3. While students aren’t | 97 «i s Jan 27, 2014
. 04:00 - 04:30 »
able to add their own =4 Tasks -
events to the S s Jan 27, 2014
Add a task...
calendar, they can 04:00-04:30 >
make themselves lists i View Completed Tasks
13 7 - BT TRNT -t Jan 23. 2014
Of taSkS . 04:00 - 04:30
2 A8 - Availability Ends Jan 29, 2014
13:10
_ Agenda  Day  Week  Month  List @Print ® Seftings | Search Events 2
4. Instructors will be
able to edit the actual <« *  ThisMonth February 2014 ‘ February 2014 ,
content by selecting 284_ius sl3d MET - g M hE N IR W e
13 R 1] 26 27 28 29 3 31 1
edit”. To access the Set Dates  Import Events 2 3 4 5 6 7 8
content (as a student 9 1 1 B 13 4 5
Would) Choose Sunday Monday TuesdayWednes Thursde Friday Saturde % 7 18 0 20 21 22
“more” ’9 30 31 1 23 24 25 26 27 28
’ ,04:00 |,04:00 2 13:10 hiah i [cio1:00
»04:00 B A Tasks -
2 3 4 5 6 7 = = =1
114:09 sl B i Al |
D14:09 Jan 31, 2014 Y Tasks
9 10 1 12 13 14 first mid-term exam

16 17 18 19 20 21

23 24 25 26 27 g | EditAdd Delete More... |
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Create Event
0234 i <38 MET
Title
1. Choose “create
event” to add a new
event to the class’ Enter Event Title
calendar. Give the
event a name and
type in any needed
information. Then
choose the time /
date / location of the
event

L Add Content

Description
¥ & & & @& - Paragra ¥

Attendees
Everybody in the Course Offering v
& Add Groups/Sections

When
2 All day
2/1/2014  16:00 to 2/1/2014  16:30
Saudi Arabia - Riyadh Savdi Arabia - Riyadh

2. You may choose to
add content to the | °AddRecurrence | & AddRestriction

event. You can choose

“add content” and @ ecotr |
choose the entire Manage Locations ¢
module or just parts

of it. p—

Add Content

d UNIT 1

3. The event will appear
on the calendar area
as well as on the
course home.

Calendar .
Monday ., March =29 Z2Z0149

Upcoming svent=s

AMAR
=25
1S&:00 CJlub Measting
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Email

The Email tool allows you to send email from within Learning Environment. You can also organize

Learning and Distance Learning

received mail using folders and store email addresses using the Address Book.

You will access the
Desire2Learn email
through the mini-
bar. You will also be
able to access the
“Pager” IM function
this way. You may
also see unread
emails located here.

£ My Home ) 284 iy

2 Go to Pager

No items found.

Te

Add CC or BCC
Subject
When  composing
new message You
may choose to
record 1 minute of
audio to be sent
with the email as
well as choose a
priority message.

Body

¥ B

&/ &/® - paragro v

Attachments
r click below!

Dirop files here, ¢

© Upload  Record Audio

Course Homepage & Navbar

The course homepage is the first page that you see when you enter your course. The typical course
homepage is a page comprised of widgets that provide information and links to tools, courses, and

Font Fa v | Size

slajd

= Go to Email

© Settings

Address Book  Sent Mail

v |l || B F 3D

7 oo @

Priority Normal v

Choose Existing

personal settings. The navigation bar displays links to the tools available in your course.

1. After you enter a specific
course from the homepage,
you will see the course page.
It may look similar to the
homepage but you will
notice the name of the
course is located in middle of
the navbar

M Content o Discussions

% Edit Course M News
My Courses ~
No Semester

5341

5342

234 4 eL3a MET

® Dropbox B Quizzes | Grades [ Classlist wmLOR B Online Rooms

W Glossary

Calendar
Friday, March 28, 2014
Upcoming events

There are no events to display.

The “content” is where the
students will see the
materials uploaded for the
class. Students may access
discussions, dropbox,
quizzes, grades, and chat

S E T
Posted Feb 2, 2014 16:39

234 Lizs MET

234 iz elid MET

10|Page
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Dear Kamel Ali Sghaier SMIDA, You are Welcome in

Create an event.

-

{e
uests
Pree]

/eontent/2013-11-27_1717.avi
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from the respected areas. TOT Male
S_tUdentS may VleV\-/ grades @ Discussions  ® Dropbox R Quizzes | Grades B Classlist B Online Rooms i News
via the “grades” link. The

“edit course” function allows
instructors to access course SNy COICTGaAS
administrative materials. Friday, March 28, 2014

3. The “edit course” link Will | g pookmarks 41 Recently Visited Upcoming events
only appear on instructor
accounts.

4. On the course homepage the
students will be able to
access the content through
the content browser. They
will click on the folder and -
then the specific document ROIe SWITCh
to open it.

5. The Role Switch widget is

located at the bottom of -- My Role (Instructor) -- ¥ Change Role
every course homepage. This
allows the instructor to
switch to a “student” view.
This way the instructor can
view the course materials as
if he/she was a student in
the course.

33 .
] Aadle There are no events to display.
A 1 an T
[ el a

> Tasks | ©

IJJ S s

B 00 a0 5 > Add a task...

03 & D p gt

View Completed Tasks

Current Role

News Tool

The News tool allows you to post notices on the first page of your course. Students will not be able to
respond to the message but they will be able to view them.

234 45 ¢L58 MET

1. TeaCherS may Ieave M Content # Discussions ® Dropbox R Quizzes | 6rades B Classlist @ LOR @ Online Rooms
news Items for the % Edit Course i News M Glossary
students on their

course homepage. [ RCTAN
Choose the dropdown | No Semester Friday, March 28, 2014
area beside “News” | s341 Sl Uooming e
and choose  “New =

5342 _
NeWS |tem" There are no events to display.

. = o to News Tool
2 e in e e o fon, L | CE—
11 Reorder News Items -

the news item and the | postedre”

information you will | _);E::ﬁmm p——
like to display. With 1--- & ——=—""

the html editor you

can add images, links,

documents, etc.

11|Page
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You can choose when
you want the item to
be visible for the
students in the display
area. You may want it
to have an end date so
that they don’t always
see outdated news
items.

New Item

General
Headline «

Content «
Basic = Advanced
BIrUIES==|EE"a @

Availability

Show Start Date
# Always show start date

If unchecked, the start date will be visible only in the News tool to users with permission to edit news.

StartDate =~ =~ == 0

3/28/2014 (15 v[54 v | Now
Saudy Arabia
- Riyadh

End Date

= Remove news item I:!quc_i_o_ninfd_daie

13/29/2014 [0 v[00v| Now
S e

Riyadh
Attachments
Add aFile  Record Audio

Additional Release Conditions

Attach Existing  Create and Attach 1 Remove All Conditions

There are no conditions attached to this item.

2] sove oz Draft  Cancel

HTML Editor & Uploading Content

1.

The “Edit Course” area
provides the instructor

with the course
administration tools.
Common accessible

areas may be:

Course Builder: Area to
upload content into
course
Import/Export/Copy
Components: Area to
copy materials from one
course to another
Attendance: Area to set
up attendance registers
View User Progress:
Area used for tracking
what students have
done in D2L

12| Page

Course Administration

Category Name

Site Setup

W2 Course Offering Information = Homepages
Site Resources

% Book Management i% Calendar

@: Course Builder
E Frequently Asked Questions

‘3[_: Course Design Accelerator
] &lessary

& Instructional Design Wizard [ Learning Activity Library

5 Manage Dates [£5, Manage Files
Learner Management
[Fi Attendance [gg Classlist

L.-_l Locations #iH Seating Chart

¥ Widgets

[L] Centent
& External Learning Tools

& Import/ Export / Copy
Components

Links

&3 Groups

::z View User Progress
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Intelligent Agents: Area
for instructors to pre-
set emalils for students
Notice: Many of these
links are also accessible
via the course navbar.

The Course Builder is
the area where
instructors  will  build
content in their courses.
You access the course

builder by choosing
“Edit Course” on the
navbar and “Course
Builder”.

To build a new module,
select the book icon
under “Build Outline”.
Then, select where the
module  should be
within  the content
outline (as a section
under the course title or
a subsection of another
module)

You will then name the
module and use the
html editor to enter any
notes about the module
(if you like). You may
choose to restrict when
the students can view
this module and
information in it. You
may choose the date it
should appear and
disappear from the
student view. If you do
not select these
times/dates, then the
module will always be
visible to the students.
If you select “display in
calendar” the dates will
be recorded in the D2L
calendar. Select create.

13|Page

Assessment

E| Checklists A5 Competencies L) Dbropbox

[l Grades [ Quizzes [F4 Rubrics

%, Self Assessments [§y Surveys

Communication

¥, Chat 5 Discussions [y Intelligent Agents
[z News

Administration

* Broken Links % Teols

Select a location
Select the focation in the course structure to add
the selected object(s) to.
¥ 34106 iz eyh

42014 45 29 - feall Liasl b 106_iic sl
15:16
* Ansagh
Famaag
&8 sas 0
e

General
Name «
iweek 1 Introduction to class
Notes
Basic | Advanced
BI/U|=S===|EE| g
This module focuses on the following
topics :
Introduction to class
Navigation of D2L
v ael 4
Restrictions
Dates
@ Has Start Date :
4/1/2014 (4 7507 Now
Saud
Arabia - Riyadh
# Has End Date B
4/8/2014 =4 *[507  Now
Saudf
Arabia - Riyadh

w Display in Calendar

Cancel

Create

]
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5. The module will then

appear as a tan box = 106_:‘*“‘ el % week 1 Introduction to class

with the restriction Sep 1, 2013 - Jan 16, 2014 15:16 2014 4% 29 - el llsdl 34 106_2sc s
3 Edit Modul Upload Fil

dates underneath. You S .zb“s;ed :” © P

may move the module 15:16 2014 , = 29 - o

by dragging and T v lass = | Notes

dropping it in the =

content outline. Choose : dpel 2000 ﬁfr‘ 82001 This module focuses on the following topics :

uedit modulen on the AW sag 3 Introduction to class

right side to edit the S P B Mevigsikesthi

name, information, or

dates of the module. A e . Restrictions

Start date: Apr 1, 2014

) o dag b Basgh ¥
6. To upload files from End date: Apr 8, 2014
your computer into the i B
module, select the Upload Files @
module and  select Folder
“upload files”. /content/enforced/46313-
32_87_75120_112_5341_72348_C0O/
Choose Destination
7. You may then select
“prowse” and find the Files
1. [ Choose File | gafss.jog Remove File
document on your 2.| Choose File | No file chosen Remove File
computer. If you want -
. Add Another File
to add more files select
“add another file.”
When you are finished
adding documents,
select “upload”. Cancel

8. The document will

appear in blue ~ gafsa

underneath the = j,i 106_;""9 ih'}’i = week 1 Introduction to class

module.  You  may Sep1, 2013 - Jan 16, 2014 ) St E feelwkler [ [p Ed Fie
choose to rename the T e e Fplidier |

file or edit it using the 15:16 2014 i 29 - Notes

right toolbar. You can e _
move the item to I ek 1 Tt ockiation To class S E}I;::clidlf Placeholder to add notes for this
another module by dpc 1., 2014 - A6, 2014

dragging and dropping. [ = gafsa my General

To remove the file from _ Filename: gafsa.jpg

the module, select the S usiine " Location: /content/enforced/46313-
down arrow and T s § 32_87_75120_112_5341_72348_CO/
“remove”. You may Stxa; 17,683

“hide” the document T " Type: Image

from student view by TR - Last Modified: Tuesday, April 1, 2014 05:34 AST
selecting it in the imenig

dropdown menu under

“published”.

14| Page
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1. You may choose to

create or link
information  together
using the HTML editor.
Select the 2" icon from
the left under *“add
content” (Paper with
world in front). Name
the file and type in the
information. To link in a
document from your
computer, choose the
“add stuff” icon on the
html editor.

Select “My Computer”

and Browse the
Document. (You may
also insert YouTube

videos this way).

Type in the “Link Text”
of what the link should
say. Press “upload” in
the bottom left corner.

The link will now
appear in the html
document.

To insert a link to a

website, select the link
icon from the html
toolbar

Then select the type of
link you would like to
put in (you can choose
to link in other course
files or link in other
course items like
discussions,  dropbox,
etc. that you have
already created.)

After you choose URL,
paste in the URL of the
website and type in the
name you would like to
appear as the link.
Make sure to select
“new window” so that

15|Page

&« My Home

3 10644s bl

New Html File

General
Name.
Useful Information

Content Manage Files Course Builder

Add Content

£iile Name:
Drag or click items to create new content and fifl | | Useful Information hitml
in placeholders Folder
y /content/enforced/46313-32_87_Z5120_112_5341_72348_C0O/
3‘? = i @ @ 518 (hoose Destination
Content
°7 1 1 4 AY Basic Advanced
- BIUIE=ES=IEE|ad@:s
Halphul documents]
Browse Tools
i Course Files %
View, upload, add, and edit files
[§ Discussions »
View, add, and edit Discussion Topics
a Dropbox folders » vodn
View, add, and edit dropbox folders : -
Et‘. Quizzes > Cancel
View, add, and edit Quizzes ’ l l
LI

= My Computer] ™ My Computer

- Course Select the file to upload from your computer:

Offering Files

m Le.ar'ning Cheoose File ] No file chosen

Repository o _

B Video Note Choose a location in which to store the file:

Search
/content/enforced/46313-32_87_75120_112_5341_72348_C0O/

< Capture - S

& YouTube oose Destination

s Flickr

@ Insert Link

@ Enter

Embed Code

=My Computer | 8 My Computer

i Course Properties
Offering Files
i Source: /content/enforced/46313-32_87_Z5120_112_5341_72348_C0O/english
2 Le.nrnmg manual.pdf _ -
Repositary Link Text: D2L Manual
E Video Note
Search Refresh Preview
< Capture
& YouTube /content/enforced/46313-32_87_Z5120_112_5341_72348_C0O/english manual.pdf
s Flickr
@ Insert Link
@_Enter Embed
Code
st s Back  Cancel
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the link will open in a &eneral Insert Quicklink @
new window. Then | Name- Co PR
“insert”. Useful Information Grac:Majering
i = Calendar >
File Name- Py
_# Chat >
Useful Information
"= Checklist >
Folder
/content/enforced/46313-32_87_Z5120_112. Carberk ’
Choose Destination ~ Course File L4
. nt @ Discussions >
Basic Advanced 8 bropbox 2
BIU|l====|=EE|‘g@E: © External Learning Tools >
Rk Hanuad [ Online Rooms >
7 Quizzes »
L' Self Assessments >
. i = O Surveys »
Insert Quicklink i 5., !
= U »
ol ! General
Mame.
e Useful Information
http://mu.edu.sa Fila Namas
..l;isc‘f.i.ll-i}lfnrm'u;i-on html
Title. Eolder
8. To insert an image into Majmach University fcao'n;:fgz::;:i‘dﬁ13-32_8?_25120_112_5341_?2348_(‘0!
an HTML file, select the -
image icon from the Terset- Basio | Advanced
© Whole Window © Same Frame = New Windo IEEE=E8EE|Y g
html toolbar. [REK Ui o £ B e
9. Select “upload” and find .
the image on your = My Computer Drop file here, or click below!
computer. = Course Offering Files © Upload
. P
10. You will be asked to URL
type In an alternatlve Cho‘ose a IOCC‘HOH in Whlch 1'0 51'0"’3 ‘H'le
text description of the fie:
image (for those who /content/enforced/46313-
cannot see it). 32_87_275120_112_5341_72348_
Choose Destination
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_ Provide Alternative Text
11. You may need to resize

the image by dragging g Alternative Text

the corners. You ma
y Provide alternative text for the image.

place ) date restrictions This text should convey the same

on this document. Then information as the image. If this image

select “create” does not convey any information, select
“this image is decorative".

Alternative Text: Makka Saudi Arabia

i1 This image is decorative

Restrictions
Dates
1 Has Start Date
[4/3/2014 3 v]28 7] Now
Saudi Arabia
- Rivadh
2 Has End Date I
[4/10/2014 3 _v]28 *] Now
Saudi Arabia
- Riyadh

Display in Calendar
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Content View, Completion Pane, Star Feedback

1. In the “content” area, the R
instructor will be able to

# Discussions  ® Dropbox Quizzes | 6rades [ Classlist = LOR

% Edit Course " News

™ Glossary

E Online Rooms

view materials as the
students will view them.
The instructor may
choose to add an
introduction to the course
via the “Overview”. One
attachment can be added
to this area.

The instructor can view
and edit course materials
through the *“content”
area as well. Just like the
students, the instructor
can select the module
from the “Table of
Contents”. Each module
and contents will appear
on the left side.

The *“Upcoming Events”
area will show the tasks
with upcoming due dates.
The instructor can choose
if the completion pane
should be available for
students in each module.
This  will allow the
students to view how
much of the module they
have completed. The
instructor can choose if
the content is marked as
“completed” as soon as

the student opens it
(automatic) or if the
students will have to

manually select that they
are finished with the
content.

Student View: The
students will see the
completion pane at the
top of the module in the
“content” area. They will
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R Bookmarks

= Upcoming Events

i= Table of Contents
SYLLABUS
UNIT1
UNIT2
UNIT3

= Overview
A Bookmarks

= Upcoming Events

i= Table of Contents
SYLLABUS
UNIT1
UNIT2
UNIT3
UNIT4
UNITS
QUICKLESSONS
ARTICULATE
COURSELAB
WEBEX LECTURE

| FCTUREMAKER

week 1 Introduction to

class

Add a description...

< Published -~

Overview -

t 15

“ Import/Export

& Print & Setting

This course implies the concepts and experiments related

lying ph in medical

The theoretical study focus

on the special practical practices relovant to the mechanicz o
the characteristics of substances and all the physi
measzurement metheds. The courze alzo studies kinematics, zowr
light and electromagnetic and their application. The courze a
provides an intreductory study on the basics of and radictherapy

% Bulk Edit  Related Tools -

SYLLABUS
LETRE  Add Activities -

L 244 BMTS Syllabus - v -

UNIT1
LRETRE  Add Activities -

CHAPO . 1

CHAP1 . 1

UNIT2
LETRE  Add Activities -

CHAP2 . 1

= Print # Settings

Starts Apr 1, 2014 04:50 Ends Apr 8, 2014 04:50

New ~

= gafsa

Add Activities -

e english manual -~

““* Bulk Edit

Automatic
Manual
No Tracking
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see the check mark beside — ' NN
the content they have Content o Discussions ® Dropbox B Quizzes | Grades & Classlist B Online Rooms
Completed Mews ™ Glossary

Sairek Topice a Table of Contents - ]
6. The instructor may view = _ Vi R
tracking/reports of what ————
. N Bookmarks 3 i
content has been V|eWed 53.85% 14 of 26 topics complete
through the “content” |~ UpcomingEvents T
area by selecting “related | |z tabie of contents r
7 Vi 7 o 244 BMTS Syllabus - /
tools” and “view reports”. SYLLABUS 0 - Syllabus
. . UNIT1 2
7. The instructor will be able UNITI
UNITZ2 2z

to see how many students
have viewed a piece of
content as well as the Table of Contents - & Print # Settings

average time  spent :
viewing the item. If the ¥ Import/Export  “ Bulk Edit  Related Tools -

instructor  selects  the @ Course Builder
number under “users UNITI1 “ Manage Files
visited” he/she will be £ View Reports

able to see which NI 4 1 Activities -
students  visited that
tOpiC. Content Uszarz

Total Number of Users
. . 8o
8. The instructor is able t0 | ... whe Heve Visited Content

see which students visited = te

that piece of content, = gwsess Time Spent on Contant

how many times they

visited that content, when @® Expand All @ Collapse All

was the last time they & Meerd Viited ) Arege Tioe Spent
visited the content, as = M

I. & Penguing 0
well as how long they
) ii. & MU 1 0:03:30
spent |OOkII’]g at the . [ Linear Algebra Sheet 1 0
content v. « /d21/comman/dialags/quickLink/quickLink d217eus 464254ty pezdiscusshrCodesMajmoshTes-941 0
v. « /d21/common/dialegs/ quickLink/quickLink 42170u= 464254ty pesdropboxtrCodesMajmach Tes-942 0

" Module 2. courselab exem
i. ® courselob exam 4]
* Module 3. UNIT2

Contant Users

View By: |User ~  Apply
Search For: Q. Shew Search Options

|20 v | per page
Last Namae, First Name Contant Topicz Vizited
abdulla albader o sl Sl
Br : omar alsaidi et B oy s s
Mohamed Medhat Mousa s S tne
— A 2 il
_ el i e
Khaled Almudibry oubhd Ja
Dr. Ibrahim Shaarany Hegy Mahmoud =sese aa 8o wal
1

s el Sl

[ S S G R R

|20 per page
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Student View: Students
can submit feedback
using a star rating for
each piece of content. The
student will select the
dropdown arrow from
any piece of content and
choose “submit
feedback”.

The student can then
provide a star rating as
well as type specific
feedback. The student can
choose to make this
information anonymous.

The instructor will be able
to view this feedback by
going to the “content”
area and selecting
“related tools” and “view
reports”.
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Table of Contents ~ UNITL - CHAP1 - chopterl

Z chapterl 7] nll@ [«
I 8 Send to Binder |

The Universe

is made up of

Energy (ability to do work) & Matter (has physical form).

Submit Feedback

Rating
vy
Comments

I really liked this chapter

s
# Make this rating and any comments anonymous.

SNl Cancel
Table of Contents - & Print # Settings

¢ Import/Export % Bulk Edit  Related Tools -
® Course Builder

SYLLABUS = Manage Files
4 View Reports
Add Activities -
% 244 BMTS Svllabus ~ -
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Content = Reports

12. The instructor will then CE
select “feedback” Statistics

I Statistics *-, SCORM Reports

Export Statistics  Reset Statistics

Course Feedback
Iy Statisties ' Foedback % SCORM Reports
Export Feedback  Reset Feedback
@ Expand All @ Collapse All

13. A list of the content will oo i

be provided with star :""m Tl Fre
ratings on the left side. It Modimd SILARS 7l P
will provide the number i. 2 244 BMTS Syllabus 1 |4k
of student who gave =~ Medus 2. UNITL 1 dekewd
typed feedback. 2 . cHAPO
I. & chapter 0 = R
i CHAPL |
I. = chaptert P P

14. By selecting the number Topic Feedback
of students who gave g g, eack
feedback, the instructor Foic i
will be able to view the Average Rating

specific feedback. dra "ﬁ'ng)

Search For: a, Show Search Options

Y | |20 v perpoge
Last Name », First Name Date Rating

9 Anonymous Apr 3, 2014 <rérdrdrd
I really liked this chapter

®ug |20 v| per page
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Gradebook

The Grades section is one of the most important and confusing parts of Desire2Learn. Grades have the
ability to be integrated into almost all features of Desire2Learn. The Grades tool allows for you to
structure the value put on different assignments and evaluations throughout the semester.

You will need to setup the

gradebook before you enter

grade items or begin to put
grades in the gradebook in

D2L. To do so, choose

“Grades” from the navbar

and choose “Setup Wizard”

and “Start”. The “Setup

Wizard” is a series of steps

that helps D2L design and

calculate your grades when
you enter them.

1. Choose whether you use
a “weighted” or “points”
system. If at any point
you use a percentage in
your grade scheme (ie-
Quizzes are worth 40% of
the final grade), then you
are using a weighted
system. If you do not
assign  weights  and
students simply attain
points that eventually
add up to their final
score, you use a points
system.

2. You may choose a
“calculated final grade”
for D2L to calculate the
student’s  final/current
grade based upon your
input. You may choose
“adjusted final grade” to
be able to determine
your own calculations.
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M Content & Discussions B Quizzes

E Online Rooms

& Dropbox

% Edit Course i News

™ Glossary

234 4iga ebiyd MET

I 6rades [ Classlist

Enter Grades Manage Grades Schemes Setup Wizarc

Grades Setup Wizard

Welcome to the Grades Setup Wizard!

Current 6rade Book Settings

6rading System
Points

Final Grade To Release
Release the Adjusted Final Grade

6rade Calculations
Drop ungraded items

Automatically keep final grades updated

Default Grade Scheme
Percentage

Managing View Display Options
Display 2 decimal places for grade item values

Student View Display Options
Do not display points grade values

Display grade scheme symbols

Do not display grade scheme colors

Display 2 decimal places for grade item values

Display 50 characters for Text type grade item values
Do not display the final grade calculation to users
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“Drop Ungraded Items”
means that items not
graded will be omitted
from the final/current
average. This will allow
students to see their
current average at any
time. “Treat Ungraded
Items as 0” will puta O in
the gradebook for items
that are not graded. You
will  want to check
“automatically keep final
grade updated” so that
D2L will calculate the
current average when
new grades are added
into the gradebook.

You may choose to add a
new grade scheme, but
for the most part, the

“percentage” default
grade scheme will be
applicable.

5. Choose how  many
decimal  places you
would like for your
students to see on each
grade item.

Choose how the student
will view their grade in
the gradebook. It is
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Enter Grades Manage Grades Schemes Setup Wizarc

Step 1 of 7

Step 1: Choose 6rading System

6rading System
| Weighted «

Example:

Assignments Category (20% of final grade
- Assignment 1 Item (50% of Assignments
- Assignment 2 Item (50% of Assignments
Final Exam Item (807% of final grade)

Final 6rade: /100%

© Points
Example:
Assignments Cat 40 points
At a0 poae)

- Assignment 2 Item (20 points)
Final Exam Item (200 points)

Final Grade: /240 points

o Formula «

Final grade is determined by a custom defined formula
Gradé items and categories use the Points system

Crce

Enfer 6rades Manage Grades Schemes Setup Wizard # Settings @ Hel

Step 2 of 7
Step 2: Final 6rade Released

Release
i Calculated Final Grade

The grade that is achieved by users based on the grading formula set up in the grade book. I't cannot
be adjusted without editing grade item scores.

© Adjusted Final Grade
Allows you to modify or adjust users' grades before releasing them.

Go Back Cancel

Continue

Enter Grades Manage Grades Schemes Setup Wizard

Step 3 of 7

Step 3: 6rade Calculations

Ungraded Items
@ Drop ungraded items «
© Treat ungraded items as 0 @

Auto Update
w Automatically keep final grade updated

Go Back Cancel
Enter 6rades Manage Grades Schemes Setup Wizard

Continue

% Settings @ Help

Step 4 of 7
Step 4: Choose Default Grade Scheme
Scheme Name Default Scheme Praview
Organization Schemes
Percentage © .

6o Back Cancel

Continue
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suggested to check all
but “weighted grade”-
which can be confusing
to students.

You also want to check
“display final grade
calculation to users” for
students to be able to
see their current grade.

7. When you finish the
setup wizard, make sure
to “finish” so that all the
changes are saved. If you
make changes to the
setup during the class,
makes sure to continue
through to the last step
and press “finish” for any
changes to be saved.

After completing the “Setup
Wizard” you will be able to
add in your grade categories
(only for weighted schemes)
and your grade items.

You may want to check your
grade “settings” first.
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Enfer Grades Manage 6rades Schemes Setup Wizard

Step 5 of 7
Step 5: Managing View Display Options

Decimals Displayed. _
Number of decimal places to display 2 [ @

(NN  Go Back Cancel

Enter Grades Manage 6rades Schemes Setup Wizard

Step 6 of 7

Step 6: Student View Display Options

Grade Details

# Points grade «

) Weighfed grade «

¥ Grade scheme symbol «
« Grade scheme color «
Decimals Displayed.

Number of decimal places to display 2 l @

Characters Displayed.
Number of characters to display for Text items 50 @

Final Grade Calculation
w Display final grade calculation to users

Go Back Cancel

Enter Grades Manage 6rades Schemes Setup Wizard

Step 7 of 7

Step 7: 6rades Setup Summary

6rading System
Weighted

Final Grade To Release
Release the Calculated Final Grade

6Grade Calculations
Drop ungraded items

Automatically keep final grades updated

Default Grade Scheme
Percentage

Managing View Display Options
Display 2 decimal places for grade item values

Student View Display Options

Display points grade values

Do not display weighted grade values

Display grade scheme symbols

Display grade scheme colors

Display 2 decimal places for grade item values

Display 50 characters for Text type grade item values
Display the final grade calculation to users

Go Back Cancel
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From the settings, choose
“Personal Display Options”-
this will determine how you
see the grade items. Make
sure you choose all but the
“weighted grade” option.
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Enter Grades Manage Grades Schemes Setup Wizard % Settings @ Hel

You are now ready to create grade items and categories

Grade Options
4 Create a New Grade Category
1 Create a New Grade Item
4 Import Grades
k!l Create a New Grade Scheme
|1 Manage Grade ITtems and Categories

[¥" Enter Grades

Personal Display Options

Personal Display Options Org Unit Display Options

Managing View Display Options

User Details
1 Username «

0 Org Defined ID @
o Emil w

Grade Details

# Points grade «

i1 Weighted grade «

o Grage scheme symbol
¥ Grade scheme color «

Number of characters to display for text items-

50 | @

Number of columns before user details repeat-
5 l ©

Number of users before column header repeats-
o |

Repeat Final Grades

Calculation Options

¢ Repeat calculated final grade at the start of the user list «
i Repeat adjusted final grade at the start of the user list o

Start Page
Default Grades Area

'Enter Grades v @

Close
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Then choose “Org Unit
Display Options”- this will
determine what the students
see for each grade item.
Make sure to choose all but
“weighted grade”.

In order for the student to
see their current/final
average in the class, you will
need to release it to them.
From the navbar choose
“grades” and then “enter

grades”.
Scroll over until you see the
“final  calculated grade”

section. From the dropdown
arrow choose “grade all”.

In the final grades area,
choose “release/unrelease”.
The “release final calculated
grade” areas will be checked
for each student. Then
“save”.

Now, back in “Enter Grades”

scroll over to the “final
calculated grade area”.
Notice there is an eye

symbol beside each grade.
This means that the students
are able to see that
current/final grade.
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Org Unit Display Options

Personal Display Options = (Org Unit Display Options = Calculation Options

Managing View Display Options
Decimals Displayed-
Number of decimal places to display 2 @

Student View Display Options

Grade Details

# Points grade «

@ Weighted grade @

# Grade scheme symbol «

# Grade scheme color «

Decimals Displayed-

Number of decimal places to display 2 | @

Characters Displayed- _
Number of characters to display for Text items 50 0

Final Grade Caleulation
# Display how final grade was calculated to users «

[ Save JIEES

Enter Grades Manage Grades Schemes Setup Wizard

Export  More Actions ~
» Edit k
" Grade Al
Final 6ra i Statistics
Last Name .~ |@ EventLog
Final Grades ~
Show details and overall comments
Users
View By: (User 7| Apply
Search For: Q Show Search Options
Y pGrade o Clear 5 Email = Release/Unrelease Poge: 1of2 v |20 | perpage
First Name «, Last Name Comments . _ Event Log
Grade Scheme Grade Scheme -
| ALl
P Guneal g 525 200, —_— ys
| AHMED SHUQIR 5ABR -/ % | / | e % Z @
ALSAAURY
o el ond rlou Sie tal, 5
O AHMAD ABDULLAHSAL  -/- % |/ [ % = o}
JUBAIRY AL KHALDI
Y w6rade 9 Clear % Emall % Release/Unrelease Page: Tof2 v » 0 v per page
Save [N

Final Grade=
| Asiigss AscSaall AaSixnit

= — Vo

ARSI ASEm all AaSimiy o

S5%
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1. To add in your grade

items, choose *“grades”
from the navbar and

choose “manage
grades.” Now, choose
“New”. If you use a

weighted system you will
need to add “categories”
first. If you use a points
system you don’t need
to add categories and
can simply add the
items.

In adding a new
category- give it a name
(ie- quizzes, discussions,
assignments,
participation, etc.) Then
choose what percentage
it is of the final grade.
(le- if the *“Quizzes”
category was 60% of the
final grade, | would put
“60” in the weight area. )
Choose how you want
the weight distributed to
the grade items. If some
grade items are going to
weigh more than others
(ie- Quiz 1 should weigh
more than Quiz 2, then
choose “Manually assign
weight to items in the

category). If all items
should have the same
weight, choose

“Distribute  weight by
points across all items in
category.” The third
option can be selected if
an item in the category
should be dropped (ie-
dropping the lowest test
grade) however that
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s

_ Item
| Category
is 100%.
e sl el sums to 0%, not 100%. Verify the total weight of all items in the category is 100%.

Enter Grades Manage 6rades Schemes Setup Wizard

More Actions -

New Category

Propertics Restrictions

General

Name -
|Quims ]
Short Name

Show Description

Grading
Waight

i Allow category grade to exceed category weight «

Distribution
© Manually assign weight to items in the category
® Distribute weights by points across all items in the category

© Distribute weight evenly across all items
5 Number of highest non-bonus items to drop for each user «

ﬁ Number of lowest non-bonus items to drop for each user «

Display Options
Show Display Options

ST cove i Now | e | Conc

@ Settings @ Help

bums to 120%, not 100%. Verify the total weight of all top level categories and items
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should be done after all = Manage Grades = New Item
the grade items in that New Item

category are in the
gradebook. You may
“save and new” to

Choose a Grade Item Type

I Numeric
Grade users by assigning a value out of a specified total number of points.

continue creating your Eg. 8/10
grade categories. I Selectbox
MNote: Selectbox type grode items cannot be created until at least one org unit grade scheme has been

created. o

3. Next, add in your items
Grade users by selecting the grade scheme level that best matches their achievement.
for each category. From E.g. "Very Good® or *Ba"

“grades” choose “mange
Il Pass/Fail

g_rades” and “neV\_/” then Grade users using a simple pass/fail grade scheme.
“item”. Most will use E.g. "Pass" or *Fail*
“numeric”. Il Formula

Automatically grade users using a custom formula based on achievement on other grade items.
E.g. Give users who received at least 50% on all participation grade items a perfect attendance bonus.
IF{ MIN{ [PL.Percent]. [P2.Percent] } < 50.0.1

I Calculated
Calculate users' cumulative achievement across multiple grade items.
E.g. Midterm Grade
Al+A2+Q1+Q2 / Total Max. Points * 100 = 73%
I Text
Provide comments in the grade book that are not calculated in the final grade.
E.g. "Course Evaluation Completed"

Edit Item: Quizl

Propertics Restrictions Objectives

General

Type

MNumeric

Name -

S_MH Name

[ | &

| Quizzes (60% of final grade) v | [New Category]

Show Description
Grading
Max. Points -
Weight -
32.26 @

Can Exceed

e -
Bonus
- -

Grade Scheme

| -- Default Scheme -- (Percentage) ¥

L
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Edit Item: Quizl

Properties Restrictions = Objectives

General
Visibility
» Grade item is always visible

> Hide this grade item
6rade item is visible for a specific date range

Has Start Date

4/4/2014 19 v [47 v| Now
Saudi Arabia
- Riyadh

Has End Date

4/11/2014 19 v[47 v| Now
Saudi Arabia
- Riyadh

:'}::;p[il-_; in Calendar

Release Conditions

Show Release Conditions

LR N TR Save and New  Save  Cancel

Discussions

The Discussions tool is a collaboration area where you can post, read and reply to messages on different
topics, share thoughts about course materials, ask questions, share files, or where students can work
with peers on assignments and homework.

Lo To make ° _dlscus_5|on,-, Discussions List Subscriptions Group Restrictions
choose discussions

from navbar. Choose
“new” and choose “new Statistics
forum”.
WZURE  More Actions ~

New Forum

New Topic Shared
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New Forum

2. Give your forum a name

and possibly add a

description.  You may

choose to allow for New Forum Details

anonymous posts OR | Title-

you can choose to !Discussios for Unit 1

approve the messages . Create a new topic in this forum with the same title «

as an instructor before = Deseription
Basic Advanced

Properties | Restrictions

they are posted.
BIU|IE=E=E=E|SE|"adE
there will be three discussions for
Unit]]
voe@EIn]
Options

o Allow anonymous posts
3. You can choose the  © Amoderator must approve individual posts before they display in the forum @

availability and locking — Availability

options for the Hide forum visibility options

discussion forum as well ' visibility

as for specific @ Forum is always visible

discussions. Availably (: }I;{cllgsl::};lss\:::‘:l? for a specific date range

deals when the Has Start Date

discussion forum or topic 4/5/2014 15 '__|_5_7 f_| Now

is visible to the students. ?j%ﬁ“g’”

Locking does not affect if Has End Date

it is visible- but it gives l4/12/2014 [15 *[57 v] Now
Saudy Arabia

the students access to _ _ = Riyadh

post in it. (S0 you may Display in Calendar

choose to make the Locking Options

discussion visible but - Hide locking options

locked- that way they Locking Options
can see it but not post ® Unlock forum

thi | fit © Lock forum
anytning - €lse arter a ¢ ynlock forum for a specific date range

certain data) Has Start Date
4/5/2014 (15 v[57 ¥ Now
udj Arabia
Has End Date e
4. Make sure to “save and 4/12/2014 %\fﬁ[ 57 v| Now
add a topic” -Rfyé&:m

Display in Calendar

Save and Add Topic || Save || Cancel
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5. After creating the forum,

you can create the topics
that go within them. You
can have more than one
topic in a forum.

Choose the forum the
topic should be listed
in. Give the topic a
name and write the
instructions for the
topic.

You can choose to force
the student to post an
original message before
they can read and/or
reply to others in the
discussion.

Under the Restrictions
tab choose if you would
like to attach Release
Conditions.
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New Topic
Properties Restrictions Assessment Objectives
New Topic Details

Forum-

 Discussios for Unit 1 v | [New Forum] &

Title-

Unit 1 Discussion: The Industrial Revolution

Description

Basic Advanced
BIU|=E===|EE|ad @

Please post 3 events that lead up to the
Industrial Revolution, Descrivbe those events
and their implications. then also post 3
effects of the Industrial Revolution and their
implications

Remember to repond to £ others
Options
1 Allow anonymous posts «

i Amoderator must upﬁrove individual posts before they display in the topic «
# Users must start a thread before they can read and reply to other threads «

Edit Topic - Unit 1 Discussion: The Industrial Revolution

Properties  [Restrictions =Assessment Objectives

Release Conditions
Hide Topic Release Conditions
Attach Existing ~ Create and Attach 1 Remove All Conditions

There are no conditions attached to this item.

Group Restrictions

Hide Topic Group Restrictions
©Restrict this topic to the following groups

There are no group restrictions attached to
this item.

Save and New Save Cancel
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7. Under the “assessment”
tab, you will link the

grade item to the
discussion. In the
dropdown, choose the
grade item you have

already created.

In “score out of” provide
the highest score the
student is able to make.

You may choose to grade
each post a student
makes individually and
take the average of them
for the actual score.

8. You will need to link the
discussion to the content
area for the students to
be able to access the
discussion from the
course outline. To do so,
go to “edit course”-
“course builder”. Choose
“discussions” from
“Browse Tools”

Drag and drop the
discussion into  the
module it belongs in. It
will appear as a blue box
underneath the grey
module box.
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Edit Topic - Unit 1 Discussion: The Industrial Revolution
Properties Restricti A t

Objectives

Assessment

Grade Item

| Unit 1 Discussion 1 o
Score Out Of

100 | @

[New Grade Ttem] o

Rubrics
Add Rubric

Mo rubrics selected.

[Create Rubric in New Window]

Posts
# Allow assessment of individual posts «
Caleulation
Average post score v | @ Include unassessed posts in the calculated topic score
as Zero @
CLR LAY Save and New  Save  Cancel

Content Manage Files Course Builder

Drag or click items fo create new content and fill

234_“sm shsi MET

n placeholde
i | Sep1,2013-Jan 16,2014
R Y- T
% @ 9 * UNIT 1
2717 1 A */ UNIT2
* exercises
Browse Tools
* UNIT3
i@ Course Files 2
View, upload, add, and edit files * UNIT4
& Discussions $ 5
View, add, and edit Discussion Topics SR
L) Dropbox folders * + UNIT6

View. add, and edit dropbox folders
Content Manage Files Course Builder

& Browse Tools T 234 s euii MET
biscussions Sep 1, 2013 - Jan 16, 2014
View = UNIT 1
Discussios for Unit 1 ¥ Apply
¥ e " Unit 1 Discussion: The
112 v [10 ~ | ligd
“'& Unit 1 Discussion: The Industrial ’ * UNIT2
Revolution
Discussios for Unit 1 * exercises
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9. You <can edit the

i i i o it 1 Di ion: Th +rial
discussion by using the S Discussion e Industria

) Revolution
right hand tools. UNTIT 1
@ Edit Placeholder «p Edit Discussion
| Published + |
MNotes
Click Edit Placeholder to add notes for this
object.
Discussios for Unit 1 - = Subscribe
10. To grade a discussion’ there will be three discussions for Unitl # Edit Topic
. : ) b i isti
you will want to make Hide Topics © :l:;:s:o;;isctohshcs
iti i A Delete
sure that it is associated Unit 1 Discussion: The Industrial Revolution -] |- = Subscribe

with a grade item. Then

i Please post 3 events that lead up to the Industriol Revolution, Descrivbe those events ond their
na\”gate to the implications. then also post 3 effects of the Industrial Revolution ond their implications

“discussion” area and
select the dropdown
beside the name of the 0 0 0 0

discussion. Choose Saties  DAAGE: Rejfhes i . .
“assess topic”. (You may Assess Topic - Unit 1 Discussion: The Industrial Revolution

i : Publish All Scores fo Grades  Retract All Sc kg
also edit the topic or b MY Scones 1o Grades;)| Retract Al Scores| | Momoge

view the statistics of that

Remember to repond to 2 others

Users Assessments

discussion.) _ , .
View By: |User  *|  Apply
Search For: a  Show Search Options
Page: lofz v » 20 v users per page
First Name, Last Name Score Publish to grades
. &
11. From the list of students, el
" i ’ Topic Score -/ 100 (0%)
select “Topic Score” for | |, s cu,cie st
the student you would Topic Score -/100 (0%)
I|ke tO grade MmﬂwmmHMDABWLLAHHALOSAIMI

Topic Score Dertails

Forum
Discussios for Unit 1

Provide the score in JTepie

Unit 1 Discussion: The Industrial Revolution
“topic score” and leave @ user
individual  comments. :‘o;': o St
The pOintS and 0 post(s) by this user (O scored)
percentage grade will | Seere Calculation

Average post score

appear beside the Caleculated Topic Score
student’s name in the Q410%.%ves992, <y

Score area. # Published «

Feedback

]

Save and Close Save Cancel
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Dropbox
The dropbox is a D2L tool that allows students to submit assignments electronically. Assignments are
stored in D2L for you to view at your convenience without filling your email inbox. You can link a grade
item to your dropbox so you can grade submissions from the dropbox rather than in the gradebook. You
can also download multiple dropbox submissions at once, save them in a convenient location, and then
review them later outside of D2L.

1. Students may submit
assignments via the
dropbox area. To
create a dropbox for
an assignment,
choose  “dropbox”
from the navbar.
Then choose “New
Folder™.

Name the
assignment. You can
choose to make an
individual or group
folder (if you use
groups and only
want 1 paper per
group).
You need to choose
the grade item that
matches your
assignment. If you
have already made the
grade item then you
can just select it from
the dropdown.
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M Content & Discussions ® Dropbox B Quizzes 1 Grades & Classlist

E Online Rooms % Edit Course i News ™ Glossary

Dropbox Folders

WNETRGELE  More Actions -

&% Edit

New Folder

Properties Restrictions Objectives

Folder Properties

Name -

:Fluid Mechanics Assignment

Folder Type

@ Individual submission folder «
Group submission folder «

Group Category 1233 v
Category
'Fluid Mechanics Assignment ¥ [New Category]
Grade Item
None v | [New Grade Item]
Out Of
_100

Student View Preview
100/100-100% «~

m LOR
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3. Type the instructions
for the assignment.
You may add images
in here as well. If
you have  your
instructions already
in some type of
document, you can
choose to upload
that document as a
file

4. To place restrictions
on when the
document can be
submitted, choose
the “restrictions”
tab. Choose the
“start date” for
when students can
begin submitting the
document. Choose a
“due date” for when
it is due. Choose and
“end date” for when
the dropbox will not
allow the student to
submit  documents
after that point.

You may choose to
make your due date
and end date the
same. If you make the
different, D2L will let
you know how “late”
the student’s
submission is if they
submit after the due
date.
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Instructions

Basic Advanced
BI/U|l===FEE|'ag@:
Please type a one-paged paper of
the events leading up to most
fundamental laws of  fluid
mechanics. Remember to include
appropriate citations

Attached Files

Attachments
Add a File Record Audio

Submission Options

Show Submission Options

RIS RM NS Save and New  Save  Cancel

Edit Folder - Fluid Mechanics Assignment ~

Properties Restrictions Objectives

Availability
#Hos StartDate
4/2/2014 /20|00 *| Now
Savdi Arabia
- Riyadh
# Hos Due Date P
4/9/2014 /20 *|00 ¥ | Now
Saudi Arabia
- Riyadh
# Has End Date ) -
4/10/2014) = 20v[00 7| Now
Saudi Arabia
~ Riyadh

Release Conditions
Attach Existing ~ Create and Attach @ Remove All Conditions

There are no conditions attached to this item.

Special Access

= Allow users with special access to submit files outside the normal availability dates for this folder

© Allow only users with special access to see this folder

Add Users to Special Access

CLTRT L NA Y Save and New  Save  Cancel
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Content Manage Files Course Builder

?

T 234_Ass euid MET 2
Sep 1,2013 - Jan 16, 2014

. . Add Content
5. You will need to link N poryv— P r : -
the dropbox to the mr‘:f"::hz;;e’;em ‘0 create new conten i UNIT
course content. To o oo . ) * UNIT2 -
do so, go to “edit > @ 9 K
’ *  exercises &
course on the s 3
navbar and choose 2l B - * UNIT3 2
“course builder”. _
Beowse * UNIT4 -
From the “Browse Tools
Tools” area chooSe = g course Files 5 * UNIT5 .
“Dropbox Folders”. View, upload, add, and edit files T .

5 Discussions
View, add, and edit Discussion Topics

3 Dropbox folders 2
View, add, and edit dropbox folders

Content Manage Files Course Builder

4 Browse Tools = 234_“535' = "'.'.:Hi'MET i
Dropbox folders Sepl, 2013 - Jan 16, 2014
- % l“
* UNIT 1 -
6. Drag and drop the RLUCSCTN R
= UNIT2 -
dropbox to the 0 Fluid Mechanics Assignment >
associated module. Individual O Fluid Mechanics S
; | > Assignment
o] » T >
It Wlll_become a blue 1ot | Due fgr 9, 2014 20:00
box in the course Inchviduo

outline. O Fluid Mechanies Assignment

UNITZ
® Edit Placeholder ~ Edit Dropbox

7. To edit, click on the
| Published ¥

dropbox in the
outline and use the

tools on the right e
hand side to make Click Edit Placeholder to add notes for this
changes to that object.
specific dropbox. Fluid Mechanics Assignment o/ 3
8. To grade a dropbox, '
you will want to AFF 2
make sure that it is ¢ Flid Mechanics Assignment + | 0 0 0 2014
first associated with 20:00
agrade item. z !
0 4 Edt 20 v/ perpoge

3bB|Page
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Users Files

Folder Contents
Then, navigate to the .
“dropbox” area. You View By: |User | Apply
will be able to see how

Search For: Q Hide Search Options

many students have
submited a document. Search In
Select the name of the ¢ First Name @ Last Name
dropbox to grade it. Submissions

) Show everyone v
You can filter by those
who have submitted a
document, those who Users with submissions

have not, etc. Users without submissions

Users with preview submissions

Users with graded unpublished submissions

You will see the Feedback

documents submitted ' Show everyone vl

under each student’s & i : .
name. Select  the © Download %< Email . Display Read 1 isploy Unread  § Delete @ Publish Feedback 0 perpu
document to open it. Last Nama., First Neme Submission Date Delete
To provide al g a2 e cihem ofhmon smida = Evaluate Submission
grade/feedback, e 3
choose “Evaluate =~ 1"éfhidaLipg (846 B Aprd 20142237
Submission” on the

left side. {vchistony of fluid mechanies.docx (17.28 KB) Apr 5, 2014 22:35 1

You may choose to this is ny esignment
provide feedback for

each  student and -
“save as a  draft”. |- s e s Jonel ALT SGHATER SHIDA

Then, you may select = © gdomod &:Enal . DigloyRead 4 Disploy Uread 4 Delete @ Public Feedbuck
the students’ names

and “publish
feedback”. This will
make the feedback
available to all
students at the same
time.

=

g

37|Page
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On the left side,
provide the score for
the dropbox. Then
you may type in
individual feedback
or attach a file with
feedback. You may
choose to “publish”
that specific
student’s feedback
(so he/she can see it)
or you may choose
to “save as a draft”
and then publish all
of the feedback for
the class at the same
time.

You will be able to
see if you have given
feedback as well as if
you have save the
feedback as a draft
or published the
feedback for each
student.
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] sihem othman smida ssua e

HS5Z4S

. Show Folder Information

- Show Dropbox Folder Dates

Evaluation

Rubrics

No Rubric Selected. [Associate
Rubric] [Create Rubric]

Score
[95 /100

Grade Item: Fluid Mechanics
Assignment |,

Student View Preview
95 % ~

l'-;eedl;oclé

Basic
BIZIU|====|=Ec|"gdEH
Nice Job |

Add a File @ Record Audio

Publish Save Draft

Y @Download 5 Email . DisplayRead % DisplayUnread g Delete @ Publish Feedback
Lost Name +, First Name
[ tyus ‘o sl sihem othman smida
i <Flsid mL g (346 K3)

i+ whistory of fluid mechanics docx (17.26 KB)
this is my ossignment

[ sl = Jaa sies Jomel ALT SGHATER SMIDA

" @Download %:Email . DisplayRead i Display Unread g Delete & Publish Feedback

20 v perpage
Submission Date Delete

+, Published: Apr 5, 2014 23:05
Apr5,201422:37 3

Apr5, 20142235 13
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Quizzes

Use the Quizzes tool to manage quizzes that you have created, copied, or imported; manage questions
using the question library; preview, organize, and grade your quizzes; view quizzes by category or
availability; view current, future, and past quizzes; view course and quiz statistics; create categories and
place your quizzes in them. The Quizzes tool can be used to create the following types of questions:
multiple-choice, true/false, arithmetic (including specifying ranges of numbers with significant figures),
fill-in-the-blank, multi-select, matching, ordering, and long and short answers. Many of these questions
can be graded automatically and then automatically entered into the Grades tool. Quizzes can be
released conditionally based on date and time.

1. In DaL, from your Kamel Trial Course
course navigation bar,

click on the Quizzes
icon to open Manage

M Content ¢ Discussions  » Dropbox | Quizzes I Grades [ Classlist plOR [ Online Rooms

% Edit Course miNews mGlossary 2% Groups

QUIZZES, _ and Cll(_:k Manage Quizzes Question Library  Statistics © Help
New Quiz to begin
creatinganewquiz m Edit Categories ~ More Actions ~

View: By Availability - = Apply

2. You will see a number

of Tabs beginning
with properties that Properties Restrictions Assessment Objectives Submission Views Reports Setup

New Quiz

will allow you to
customize your quiz.
In  properties Tab, | Name:

. . SCIENCE QUIZ

give your quiz a name

and if you have | tegory

categories set up in | focdtegory | - | [add category] &
your grade book, you

can putyour quizinto  Quiz Questions

a category from the
category drop-down
menu or create a new
one by clicking on the
“add category” link.

General

This quiz is empty.

Add/Edit Questions

You can add or edit
qguestions for your
quiz from this Tab

9|Page
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Options in the
“Properties Tab” also
allow you to add
introduction and
description text : (the
text typed in the
description area will
display to students
before the quiz
becomes available,
while the text typed
in the introduction
area will be displayed
when students begin
aquiz)

Also you can add a
header or a footer to
your quiz

40| Page

Description / Introduction

Collapse description / introduction

Description
O on® off &
B P -
I it
Introduction
© on® off &
2 E P -

S o @ 3

Page Header [ Footer

Collapse page header / footer
Page Header
O on® off &

B ivlPa -

vy oo "
Page Footer
© on® off &
& Pa -
v < ([
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For the optional
advanced properties
section you may
choose to:
Allow for hints.
Disable right click

mouse feature for the
duration of the quiz.
Disable the chat
feature of D2L for the
duration of the quiz.
Precise you
notification email

3. The “Restrictions
Tab” allow you to set
start and end dates
and timing options:
set a time limit and
control what happens
if a student goes over
the time limit
Also be sure to set
your quiz as active

41|Page

Optional Advanced Properties

Collapse optional advanced properties

1 Allow hints
() Disable right click «
() Disable pager and alerts

Notification Email

I

W

(5o o cone [

Properties Restrictions Assessment Objectives

Dates and Restrictions

Status

| Active | - |

Dates

w Has Start Date
26.08.2014 03:40

Saudi Arabia - Riyadh

# Has End Date
02.09.2014 03:40

Saudi Arabia - Riyadh
. Display in Calendar

Additional Release Conditions
Attach Existing

There are no conditions attached to this item.

Submission Views

Create and Attach 71 Remove All Conditions

Reports Setup
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information
related to quiz
assessment such as
associated Grade
Items, Rubrics and
attempts are
combined into the
“Assessment  Tab™:
Consider adding a
grade Item so the quiz
results will be linked
automatically to the

“Grades” tool.
You can add a pre-
existing Rubric to

your quiz or create a
new one.

In the Attempts area,
select how many
attempts you will
allow for the quiz and
how it will be graded.
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Optional Advanced Restrictions

Expand optional advanced restrictions

Timing
Time Limit
120 minutest) enforced ) show clock

Grace Period
5 minutes before flagged as late

Late Submissions
@® Allow normal submission @

© Use Late Limit of 1 ~ | minutes @
O Auto-Submit Attempt o
Advanced Availability

Advanced Availability
® Allow selected users special access to this quiz

© Allow only users with special access to see this quiz

Add Users to Special Access

Properties Restrictions Assessment Objectives Submission Views

Assessment
Grade Item

None ~ | [add grade item] &

Auto Export to Grades
Allow automatic export to grades @
Student View Preview
i ,.‘ - w
Rubrics
Add Rubric
Mo rubrics selected.

[Create Rubric in New Window]

Automatic Grade
 Allow attempt to be set as graded immediately upon completion «

Attempts
Attempts Allowed

1 - | Apply

Reports Setup

Optional Advanced Attempt Conditions will appear if 8 number of attempts from 2 to 10 is applied.

Overall Grade Calculation
Highest Attempt -
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If you have created
learning  objectives,
the “Learning
Objectives Tab” will
allow you to associate
those objectives with
the quiz

Under the
“submission views
Tab” click on the

“Default View” link if
you want to make
changes to what
students will see once
they have submitted

any quiz in your
course.
Or change what

students see for this
quiz only by clicking

on the “Add
Additional View”
button.

The “reports Setup

Tab” will allow you to

collect printable
information about
how students

performed on a quiz

Clicking the “Add/Edit
guestions” button
will take you the
question library,
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Properties Restrictions Assessment f@b]elwﬁ Submission Views Reports Setup

Objectives

Associate Learning Objectives

There are no associated learning objectives.

Properties Restrictions Assessment Objectives Submission Views Reports Setup

Default View

The following is the submission view that will be released to users
Default View
Date: immediately

Show Questions? No
Statistics: none

Additional Views

Add Additional View

Properties = Restrictions Assessment Objectives Submission Views Rep_ortsSe@

Reports
Add Report

There are no reports available.

New Quiz ~

Properties = Restrictions . Assessment Objectives Submission Views Reports Setup

General
NHame-
SCIENCE QUIZ

Category

no category - [add category] @

Quiz Questions
This quiz is empty.

Add/Edit Questions
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9. In the question SCIENCE QUIZ @ Settings @ Help

library, select the m Import one Editing Questions
type of question you

want to add from the
drop-down menu and
click on the “create
new” button

There are currently no sections or questions contained in this section.

Section

. Random Section |
True or False Question (T/F)
Multiple Choice Question
(MC)
Multi-Select Question (M-S)
Long Answer Question (LA)
Short Answer Question (SA)
Multi-Short Answer Question
(MSA)

Fill in the Blanks tion
) e

Matching Question (MAT)
Arithmetic Question (2+2)
Significant Figures (x10)
Text Information (TXT)
Image Information (IMG)

New True or False Question

General
10. Add your questions | Tt _

f (optional)

and answers then )

H 13 7 Points -

click “save” to save | | |

and return to the picury

question library, or [1|-

click “save and new” | Question Text.

to save your question o @l atl|pg -

and create another

guestion of the same

type.

v o fd

Image
Insert an Image

Description:

44|Page
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Options
Enumeration

no enumeration -

Style

@ Vertical © Horizontal © Drop-down (no HTML formatting)
# Value Weight (%) Feedback
M F v P -

1True 0

¥ o @ 3

2 E v P2 -

2 False 0 |

< @

<
.
LAl

11. When you have
added all of vyour
guestions, fill in the

Expand question hint
Collapse question feedback

. Question Feedback
the *“questions per
page” field then click W v P -
“Apply”
v < (@ 31
m Save and Copy Save and New Preview Cancel
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Edit Quiz - SCIENCE QUIZ ~
 Properties | Restrictions Assessment | Objectives = Submission Views =Reports Setup

General
Name.

e

Category
nocategory - [2ddcategory] &

Quiz Questions
Questions per page: [ || Apply @

Paging: # Prevent moving backwards through pages «
Add/Edit Questions = Edit Values

_ Page Name Type Points Diff Bonus Mandatory
1 Q1. Calorie is the unit defined, as the heat required to... TF S 3
' 2 Ql%odevebped&beﬂ\eury ofRelaIMty MC 5 3
' 3 Q3. FROMTHE FOLLOWING, WHICH TYPES OF RADIATION ARE N... M-S 5 3
' 4 Q4. The form of carbon most likely to be foundin ale... FIB 5 5
Total 20

46| Page
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User Progress

The User Progress tool helps track student progress in a course by measuring their completion of 9
different progress indicators. Instructors can use User Progress to track their students' overall progress
and prepare progress reports, while students can use User Progress to keep track of all of their course-
specific assignments and feedback. Progress reports are available for the following progress indicators:

Grades
Objectives
Content
Discussions
Dropbox Folders
Quizzes
Checklist
Surveys

Login History

1. You may view/track a
student’s progress
through D2L in several
ways. You may choose
“edit course” and “View
User Progress.”

2. You will be able to see
the % of the course
he/she has visited as
well as his/her logins.
You will be able to see
the overall average. By
selecting the bar items
you can see individual
grades.

*Note: A student’s login

history is based only on

logging into D2L- it is not
tracked by individual
course.
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Learner Management

Er Attendance
|_nJ Locations

Class Progress

Name =

e pl
suaa sihem
othman smida
s.smida

s.smida

S PO
sl Tamel
ALT
SGHAIER
SMIDA

Objectives

No objectives

/ 28

% Classlist

Seating Chart

# Settings © Help Search

Content Objectives
CEE— No objectives
57%

Visited: 16 / 28

No objectives

0%
Visited: 0 / 28

# Settings @ Hgip Sear
Legins

Logins: 3

Item: Fluid
Mechanics
Assignment
Score: 95%

Groups

@
e

:.i. View User Progress

N UsSers

Grades

Logins: 3

Mo grades

em othman smida's Grades progress |
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3. By selecting “content”
in the “view user
progress” area, you are
given more specifics of
what he/she accessed
and completed. You
may choose to look at
specific pieces of
content by choosing
from the left toolbar.

4. Clicking an indicator
allows instructors to
drill into the details of
tool progress for the
user in the course, and
is an entry point into
User Progress where
they can look at
summaries and details
of tools, navigating
between users and
courses if they have
permission.

5. For example the
Dropbox indicator
presents the current
average on all folder
submissions as well as a
visualization of the
scores of the last 15
items. Hovering over
each bar provide details
of each column,
including the Dropbox
name and score.
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Class Progress = User Progress

R :
o daaa

sihem

othman

smida

s.smida

GAFSA TRAINING

Summary
Grades
Objectives
Content
Discussions
Dropbox
Quizzes
Checklist
Surveys
Login History

Class Progress = User Progress

q M * 4
am H’M’

sihem

othman

smida

s.smida

-

GAFSA TRAINING

Summary
Grades
Objectives
Content
Discussions
Dropbox
Quizzes
Checklist
Surveys
Login History

Item: Sample Assignment
Score: 90

79%

>

% Print & Settings @ Help
Content Progress

# Visits Time Spent Topics Visited
27 Oh 17m 14s 16
57%
Visited: 16 / 28
SYLLABUS
100% Completed:1 / 1

> 1 Topics, O Modules Last Visited: Feb 2, 2014 23:54
UNIT1 .

67% Completed: 2 / 3

1 Topics, 2 Modules Never visited

UNIT2 v
100% Completed: 2 / 2

0 Topics, 2 Modules Mever visited

UNIT3 o
100% Completed:3 / 3

& Print & Settings @ Help
Dropbox Progress

Dropbox Submissions Late Submissions Awaiting Grade
50% (1/2) 0 0
!5%
Dropbox
0 degdfgjyuky
Files Allowed: unlimited
O Fluid Mechanics Assignment o5 %

Files Submitted: 2

Details

Item: Fluid Mechanics
Assignment
Score: 95 %

95%
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Copy Content from other Courses

Desire2Learn allows for instructors to copy content between courses, including, but not limited to
Quizzes, Dropbox folders, and Widgets. This is a very useful tool for instructors who offer similar courses
simultaneously or during separate semesters.

1. Make sure you are in  Course Administration
the course you want to

put new content in. _
Choose “Edit Course” Site Setup

Category Name

from the navbar. = @ Course Offering Information [= Homepages 1§ Widgets
Choose Site Resources
Import/Export/Copy & Book Management '7y Calendar [1] Content
Components™ from & C Build. e C Design Accelerat & External L ing Tool
. . . Course Builder > Course Design Accelerator xternal Learning Tools
Site Resources. = ’
[ Frequently Asked Questions ] Glossary 4 Import/ Export/ Copy
Components
4 Instructional Design Wizard LA Learning Activity Library ‘=l Links
= 9 L g
5 Manage Dates [l Manage Files

2. Choose “Copy

Components  from  Import/Export/Copy Components
Another Org Unit” and

“Search for Offering What would you like to do?

® Copy Components from Another Org Unit

Protected Resources:
« Include protected resources

Course to Copy:
Search for offering

O Parent Template of Current Offering

Protected Resources:
¢+ Include protected resources

© Export Components
Course Files: » Include course files in the export package @
© Import Components
Select a component source:

from Learning Object Repository

» from a File

Choose File | No file chosen

Copy All Components JECTICYS Ha FEIPTEE

49|Page



MU university Deanship Of E-Learning and Distance Learning

entire course choose
“Copy all Components.”
If you want to copy only
certain parts of the
course, choose “Select
Components”.

® Copy Components from Another Org Unit

Protected Resources:
# Include protected resources

Course to Copy:
S48 iipnizheins

Search Foe: Q, Show Search Cptions
0 v per
Offering Codes Offering Name Depertment Semester
0 32_56_325630_34966_SUI_TZ8_00 S35 145 s g sl
3056 _305650_4453_S341_T2348.(0 234 i 5 MET i sul
32_56_325650_44453_5342 7234800 234 L A MET Lt 5342
® 32.56_325650_44603_S42_T2348 00 U212 05045 NET i s
3. In the popup, choose & ° 3.8z sul1zu8.0 #1065 328775120 sl
the course you W0u|d ' 3E_BT_I5180_112_S342_T2348_(0 A6 e as 32_B7_I51i0 S34¢
R . 32_BT_T5120_34961_5341_T2348_(0 S i 12_87 75120 5341
like to retrieve content | 5 u zsno s su2.0.00 YT %.87_75020 s
from. Choose  “Add | @ 328725120 3491 512 7234800 S s 3287 75020 5342
. o 70_56_325650_34966_S341 7248 C0 ST A i 70,56 325650 sl
SeIeCted o TO_BT_Z5120_112_5342_T2348_(0 4106 2k s T0_87_75120 5342
0 TO_RT_75120_34961_S342_T2348 (0 AU et T0_B7_75120 5342
¢ TOT_003 ksmida TotT
0
Import/Export/Copy Components
What would you like to do?
4. If you want to copy the

©Parent Template of Current Offering

Protected Resources:
¢ Include protected resources

© Export Components
Course Files: + Include course files in the export package @
© Import Components
Select a component source:
from Learning Object Repository

# from a File

No file chasen

(O e TP Bl Select Component's
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Copy Course Components

Choose Components to Copy

Show the current course components
01 Select All Components
v Content Display Settings

* Copy all items

¢ Grades Settings
5. Choose the components

you want to copy and
choose “continue” and
then “finish”. ® Copy all items

Go Back Canoel

» Copy all items
v Release Conditions

Select Course Material

Confirm Components to Copy

Content Display Settings
Copy all items. Modify

Grades Settings
Copy all items. Modify

Release Conditions
Copy all items. Modify

EEEY GoBack  Cancel

Copy Course Components

Copy Summary

From: 87_32) € 244_i s sk s 75120_34961_5342_72348_C0)
To: GAFSA TRAINING (trn-1)

6. When each area has a

green check mark then + ©rades Settings
the import has items were successfully copied.
completed.

~ Content Display Settings
items were successfully copied.

+ Release Conditions
items were successfully copied.

(o VL T E T View Content
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Attendance Tool

The Attendance tool enables you to create registers that track attendance for activities within your
organization or course. You can track attendance for any number of activities and customize your
registers to suit your needs.

The Attendance tool is flexible and convenient. You define the sessions, attendance thresholds, and
applicable users for each register. You can view a summary of the results from one convenient location.

Use the Attendance tool to:

e Create sessions to track attendance.

¢ Define attendance statuses for your activities.
e Grade user attendance.

e View attendance results.

e Track users that have poor attendance.

1. Choose *“edit course”
from the navbar and

then choose  Learner Management

“attendance” from Attend B Clossl 6

area. . ; : :
u Locations  Seating Chart :',: View User Progress

Atfendance Registers Attendance Schemes
2. Choose the
attfindance SChf mes What are attendance schemes?

and “new scheme”. L G Default Scheme
Organization Schemes
System Scheme (Organization Default) » Current Default
System Scheme ~ Set
General
Name

3. Choose your symbols (Aftendance
and names of the

) Attendance Statuses
choices for attendance.

If 'Assigned %' is left blank, then the attendance status does not count toward the percent attendance

Choose what | cacuation.

percentage each is # Symbol® Status Full Name™ Assigned %  Order  Delete

worth (if applicable). 1p Present 100 1+ i
2 A Absent 2. i
31 Tardy 50 3r i

& Add Statuses

m Cancel
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4. Choose “attendance .
registers” from the tab ~ Attendance Registers Attendance Schemes
and then “new

register.” New Register

What are attendance registers?
Register Name
“Lga.-:.ll J.q‘s ) _,...‘na. -

New Register

Properties

5. Choose the name of Fk"“"'
your register (usually —[Class Attendance
class name).

Description

6. Choose the attendance = As+tendance Scheme -
scheme  that fits. | Attendance "

Choose a cause for
concern (if applicable). Cause for Concern (%)

100

Visibility
# Allow users to view this attendance register

Users

Users
@ Include all users in the course
© Include all users in the following groups/sections:

7. Provide the name of SASEicns _
. What are sessions?
e_ach session you would PR e e Order Delete
like to take attendance @ | (Class 1 I | 1 3
for. You may “add ; (.., T 1 T 3
sessions” as well. 3 (Class 3 I | 37 €
4 Add Sessions |

Caes
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To take attendance.
Choose “attendance
register” tab and then
choose the appropriate
class.

Choose the session you

would like to take
attendance  for by
clicking on the icon

beside the name.

From the dropdown,
choose the appropriate
attendance for each
student. Then choose
“save.”

Now you will see the
symbol as well as a total
for each student’s
attendance.
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Attendance Registers Attendance Schemes

New Register

What are attendance registers?
Register Name

Class Attendance ~

LIl JelS jpn o
Attendance Data - Class Attendance -~

Export All Data  Email All Users

Cause for Concern (%): 100
# of Sessions: 3

View By: | User ¥ | Apply

Search For: Q| Show Search Options

* = Email |20 v | perpage

Sessions = Totals

First Name, Last Name % Att
Class 1v 3 Class2 i3 Class3 3 P A T

Jamel ALT SGHALER SMIDA Jwes v2ea

000 -
el Sl

@ 'sihem othman smida s Sude sl - - - 000 -

%5 Email

4 Set Status

|20 | perpage

4 Email |20 v | perpoge
First Name 1, Last Name Attendance Status &

@ Jamel ALT SGHATER SMIDA Lseall [ Jss am p v

0 sihem othman smida s2e Jiic s P v |

4 Set Status %4 Email [20 | perpage

Save

Attendance Data - Class Attendance ~
Export All Data

Close

Email All Users

Cause for Concern (%): 100
# of Sessions: 3

View By: User 7| Apply

Search For: & Show Search Options

= Email (20 v| perpage
Sessions 2 Totals
Class 1 (3 Class 2 ) Class3a 3 P A T

3|0/0

First Name, Last Name

& sihem othman smida s2es G sles P p ]
: Jamel ALT SGHATER SMIDA Jues siea
it

' = Email  [20 v perpoge

100

P P T 2|0|1| 8333

% Attendance
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Surveys
The Survey tool is very useful for getting feedback about your course. This information can be used to
help improve your course.

1. Choose “edit course” Assessment
from navbar and

choose “surveys” from [ Checklists Aj) Competencies [ Dropbox
“assessment area”. it 6rades (35 Quizzes [ Rubrics
[y Self Assessments 3y Surveys

Manage Surveys Question Library

2. Choose “New Survey”. Edit Categories =~ More Actions ~

Give the survey a name
and determine if you There are currently no surveys available.
would like for it to be

Aoy New Survey
Properties Restrictions Objectives Reports Setup Layout/Questions
General
Name +
‘Sample Survey
Category
no category v| @ [add category]
Feedback
() give instant feedback o
Anonymous
v make results anonymous ©
Edit Survey - Sample Survey
3. Choose “add/edit =
questions” Properties Restrictions Objectives Reports Setup |Layout/Questions

This survey is currently empty.
Add/Edit Questions

v Cocl
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Sample Survey # Settings @ Help

4. From “new” choose Import Done Editing Questions

the type of question
you would like to add

to the survey.(Likert  Thepe are currently no sections or questions contained in this section.
guestion for example)

Section
True or False Question
(T/F)

Mulﬁg[e Choice
Question (MC)
Multi-Select Question
(M-S)

Long Answer Question
A &

Short Answer Question
(SA)

Multi-Short Answer
Question (MSA)

Fill in the Blanks
Question (FIB)

Matching Question
(MAT)

| %'ggr)'mg Question
‘ Likert Question (LIK)

Text Information (TXT)
Image Information
(TMB)
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New Likert Question

General
Title
D2L Tools | (optional)

Introductory Text.
Basic Advanced

Bl7uis===ssE'ad@s
Rank these tools by which you use
most

v o @5

Image

= D2L.jpg (7.25 KB) %
Description:
D2L Logo

4

5. Provide the Questions
text/question and Scale

responses. You may ® One to Five (1-5)

choose to add more ° 2;‘6 to Eig:'*s a = 8()0' P
. . © Agreement Scale (Disagree - Agree
options if need be. © Satisfaction Scale (Dissatisfied - Satisfied)
© Frequency Scale (Never - Always)
© Importance Scale (Unimportant - Important)
© Opposition Scale (Oppose - Support)

© Include an N/A optior @
< Add Option |1
# Value Remove

BasicAdvcnced
BIU|lE==

E| 'm g &
Discussions

w
y
| =
1]
1
il
il
Il

T
‘+
&
[}
i

= i 18P
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Sample Survey 8 Seftgs 0 e
m Impart Done Editing Questions
6. After you have
completed adding “tMove g Delete 1) Order o Edit Volues 5 PublishtoLOR 20 1) perpoge
questions, CNOOSE  Nane cickgestionnane fo it Type Mandatory  Lost Medfed
“Done Editing | & 9 peL Tols » LIK Aor 6, 2014 0401
Questions” and “Save | 1yg. 1 Qestion
and Close™. “ "y Move g Delete 1) Onder 2 Edit Volues - Publishto LOR 20 1) perpoge

Edit Survey - Sample Survey -
Properties Restrictions Objectives Reports Setup Layout/Questions

Questions Per Page
Pfuce_' ]quesﬁons per page. Go @

Paging: ) Prevent moving backwards through pages «
Survey Layout
Add/Edit Questions Edit Values

Page Name Type Mandatory
1 Q1. D2L Tools LIK
Branching Wizard

Save and Close [TV AT

Manage Surveys Question Libra @ Help
7. You will then need to g il L

link the survey to the Edit Categories  More Actions -

course content. To do Preview: [By Availability ¥ | Apply
S0, go to “edit course”
and “course builder”.
Choose the colored Sample Survey - (inactive)

link con from “add Apr 6, 2014 03:03 - Apr 13, 2014 03:03
content”. The sel_ect @ _Edit

“surveys” from the list.

& Edit
Current Surveys

Content Manage Files Course Builder

I " GAFSA TRAINING  °

Drag or click items to create new content and fill :

in placeholders SYLLABUS -
H * UNIT1 -

% v 0 9 &

o) o2 :

* UNIT3 =
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Insert Quicklink s

" rial
8. Choose the actual Course Materials

survey you would like ™= Calendar >
to add to the list. It will P
be added. Ehat :
Checklist >
Content >
* Course File >
@ Discussions >
8 Ddropbox >
M External Learning Tools >
M Online Rooms >
? Quizzes >
L' Self Assessments >
O Surveys >
* Url Surveys >
Cancel
Insert Quicklink &
®  Surveys v Q

O Sample Survey
4/6/2014 03:03 - 4/13/2014 03:03

Create New Survey
Manage Surveys (Opens in a new Tab)

Cancel
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You may also provide a
start/end date for
when the survey can
be viewed by students.

Drag and drop the
survey into the module
it belongs in. It will
appear as a blue box
underneath the grey
module box.

In order to allow
students viewing the
survey, it must be
published.
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New Quicklink @

General
Name-

[Sample Survey |
Link:.
|/d2!/common/dialogs/quickLink/quickLink.dZI?ou={orgU|J! [Insert Quicklink]

Restrictions
Dates
¢ Has Start Date .
4/6/2014 ®[4 v[32 ]| Now
Saudi Arabia
- Riyadh
¢ Has End Date _
5/31/2014 (4 v[32 7] Now
Saudi Arabia
- Riyadh
« Display in Calendar
=78 Cancel
Drag or click items to create new content and fill
in placeholders * CHAPS =
%-3 L} T G OD l © CHAP6
L] « o ¢ &Wk SWY bt
? i.l = Draft
Apr 6, 2014 - May 31, 2014
[) Sample Survey ~ v v
& Draft ~
Draft 014 04:32 Ends May 31, 2014 04:32
Published
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12. Student feature of the
survey

13. After students take the
survey, you may view
the results by selecting
“edit course”,
“surveys”, and choose
the dropdown menu
beside the survey.
Choose “statistics”.
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Table of Contents =~ UNIT3 © Sample Survey

0 Sample Survey -

Question 1

Rank these tools by which you use most

#

1 Discussions

2 Dropbox

3 Content

4 News

Submit

Manage Surveys Question Library

Edit Categories ~ More Actions ~

1 g Edit

Current Surveys

Sample Survey -

Apr 6, 2014 04:32 - May 31, 2014 04:32
I # Edit
U # Edit

Current Surveys
~ Sample Survey [~ |

12345

@ Help

Preview: .By Availability *  Apply

0 "l Reports
) Apr 6, 2014 4, Sratistics
O ¢ Edit - Preview

-?4:32
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14. With these results we
can (generate either
CSV or HTML report.
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Results
2 Has Start Date

EJ30/2014
Saudi Arabia - Now
Riyadh

©1Has End Date
E/ﬁ/ZOl#
Saudi Arabia - N
Riyadh

Search

Completion Summary
6 attempts have been completed
Question 1
Rank these tools by which you use most
Question 1
Rank these tools by which you use most

Discussions

2(33.33%)
1 (16.67%)
1 (16.67%)
1 (16.67%)
1 (16.67%)

L5 S PRI N

Dropbox

1 (1667%)
1 (16.67%)
1 (16.67%)
2(33.33%)
1 (16.67%)

O B W N e

Content

1 (16.67%)
1 (16.67%)
1 (16.67%)
1 (16.67%)
2(3333%)

M B W N

News

1 (16.67%)
2 (3333%)
1 (16.67%)
1 (16.67%)
1 (16.67%)

bW N -

Surveys tool is similar to the Quizzes tool, but you cannot connect a Survey
to the Grades tool and it has less question response tracking capabilities
than Quizzes. If you need that kind of information you must use the Quiz
tool. Simply name the Quiz as a Survey. The Survey tool allows you to
create assessment items such as multiple-choice, true/false, arithmetic, fill-
in-the-blank, multi-select, matching, ordering, and long and short answers.
The Survey tool allows you to keep a record of the student's response or
makes the survey anonymous.
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Chat Tool

Chat tools allow you and your students to communicate via text while online at the same time. Using the
D2L Chat tool, students can hold private chats with other students in the course or communicate on
group projects. You can also use the Chat to hold online office hours.

1. Choose “edit course” bl
from  npavbar and Communication
choose “Chat” from =, BN . = )
Communication area”. Qa Chat & Discussions B Intelligent Agents
(& News
Chat List

There are currently no chats available. Select New to create a chat.

2. You may make a

general chat that all New ChCIT
students can access or

a personal chat, where Title.
you choose the General Chatroom
members that are able
to access it Type
' » General chat & © Personal chat «
Note

The chat type cannot be changed once you click Create.

Description
Basic Advanced
BIVU|E=E==EEE|ad@
accessible by all students

ax .
v A2l

Caree
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Chat List

Search For: Q  Show Search Options

1 Delete
Chat Title
Personal chat

Sample Personal «

membership restrictions chatroom

General chat

General Chatroom -«

accessible by all students

“ i Delete

Chat Title

3. For a personal chat, Personal chat

click on the arrow Sample Personal [+]
beside the name of the ‘ & Edit
chat and choose “view membership rest & View Members

members”. @ View Sessions
General chat @ Delete

General Chatroom «

accessible by all students

i Delete
“ @ Delete |-20 v| use
4. You may then “add e

members” to access  Lest Namea, First Name
the chat. 0 ass aa Jadaal i, Dr, Ibrehim Shaarany Hegy Mahmoud

0 plaas g5y

0 gl i p ez 2 Dr: omar alsaidi

0 psealt o s wxes Jamel ALT SGHAIER SMIDA

el Je JuS srea Kamel Ali Sghaier SMIDA

0 gt jene S Joad, Faisal hakim alshammari

0 mpe a2 s, Mohamed Medhat Mousa

8 Jp 2o giluas,

' 1 Delete |22 v use
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5. Click on the name of
the chat to open it.
You will see those in
the chat on the left
hand side. You may
type in the chat on the
bottom right. The
conversation will
appear in the upper
right.

6. You may also view
what was said in each
session. Choose the
dropdown arrow
beside the chatroom
and “view sessions”.

7. Click on the date you
would like to view the
transcript for. You will
then see the chat text
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Sample Personal

Kamel Ali Sghaier SMIDA joined the chat.

& Print # Settings

Participants Kamel Ali Sghaier SMIDA: 1< 2.0
Kamel Ali Sghaier
SMIDA
Send
Exit Chat
Personal chat
Sample Personal [+]
& Edit
membership rest & View Members
@ View Sessions |
Chat Sessions - Sample Personal ~
1 Delete |20 v | per page
Start Date r End Date Duration # of Messages
Apr 6, 2014 07:28 Apr 6, 2014 07:38 0:10:00 3
i Delete |20_' per page
Chat Information
Chat Title

Sample Personal

Session Information

Start Date
Apr 6, 2014 07:28

End Date
Apr 6, 2014 07:38

Chat Text

The text is shown in the order that it was entered; the oldest text is at the top and the newest text is at

the bottom.

Session Started

Kamel Ali Sghaier SMIDA joined the chat.
Kamel Ali Sghaier SMIDA: s 22

Kamel Ali Sghaier SMIDA left the chat.
Session Ended
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Creating Groups

Creating groups in Desire2Learn can be quite useful for instructors. If group projects are a part of a
course, Desire2Learn's Group tool is a great resource to set up areas for groups to submit assignments
and have discussion areas specifically for members of these Groups. The following goes through the
process of creating Groups within D2L.

1. Choose “edit course”
from the navbar and

Learner Management

]EP;?] choose Cla_re(;l;lr?(ir Attendance [§g Classist &) Groups
Management” area. [t Locations i Seating Chart == View User Progress
2. For the Category
Information sections Manage @poups
enter:
e A Category Name
e Adescription of the Categories
category/group
project You have not defined any groups. Click New Category to create a new Group Category.

An Enrollment Type
(it will be explained

in next pages)

The  Number  of
Groups or Number of
Users desired

New Category

Category Information
Category Name.
Group Project

3. Under the Advanced Description
Options section | Basic | Advanced
define if you would BIUIE=E==EE|ad@s

like a Discussion area,
Locker, or a Dropbox
for the Groups.

It is generally good
practice to have a
Discussion area for a
group so they have a
common place to
communicate.  Click
Save.

Note: If you have set
up your groups for
Auto Enrollment, or
Student Self
Enroliment then you
are finished. If you
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These are the groups for a project

v o @52

Enroliment Type
\# of Groups - No Auto Enrollments ¥ |

Number of Groups.
5 ;

Additional Options

Collapse additional options

Create Workspace

¥ Set up Discussion areas «
0 Set up Locker

# Set up Dropbox «

m Cancel
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need to enroll  Manage Groups © Help

students  manually

continue to next :
Categories
Step' View Categories
| Group Project ¥
4. Under Manage | GroupProject
Groups make sure Kiiaades
that the group you
want is selected from
the View Categories

drop-down menu. o 6rowpl
Group 2
Group 3

clete

Members Dropbox Discussions Locker
" Group Project (4) -

These are the groups for a project

[= Rl = R =R =

I Group 4
' =sEmail g Delete

Manage Groups o Help

New Category

Categories
5. In the drop-down View Categories
menu to the right of  |6rouwProject ¥|
your selected Qroup = @ wEmail g Delete
select Enroll Users. Groups Members Dropbox Discussions  Locker
Click this option to “ éroup Project (4) -]
place students into
groups.

Create Group |
These are the grou  Enroll Users |

Group 1
Group 2
Group 3

(=Jl=RE =Rl

Group 4
= Email @ Delete

Enroll Users - Group Project
Add Group

Enroliments

Category
Group Project

Display
All Groups ¥

Search For: Q Hide Search Options

Search In
# First Name

# Last Name

Enrollment
@ Enrolled o
# Not Enrolled o
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20 v/ perpoge

Group 1 Group 2 Group 3 Group 4

SieeY Naee L e Users: 2 Users: 2 Users: 1 Users: 2

6. Click the checkboX 1N | e s 2ie 1 FAISAL ABDULLAH H ALFAISAL ¢
the Group you would | =t _
: 5l e s ot g cans MOHAMMED AWAD ALT AMATMONY ALMOTAIRY @
like the students t0 D€ ..o . 5, ;i MEDLET WAEL MEDLET AL MEDLET @
in.  When finished | oo smse s o

. . Gl o e 2y WALEED OWAIMER HABASH ALRKHAIMI ALMOTAIRI &
putting users into =

groups click Save. B e

¥ | per page

Manage Groups © Help
New Category

Categories
View Categories

Group Project ¥

5 Email  Delete
Groups Members Dropbox Discussions Locker
Group Project (4) -

These are the groups for a project

Group 1
Group 2

Group 3

N N

Group 4
2 Email g Delete

Understanding how groups are set up

Before setting up groups you should know how you want them to be organized. A number of things can
affect how users are enrolled in groups:

. Were groups set up before or after you enrolled users?
. Are users auto-enrolled in groups?

. Are course participants placed in groups randomly?

. Can users self-enroll in groups?

. What Enrollment Type did you choose?

Tip: In most cases it is better to set up groups after the majority of users are enrolled in your course.
This gives you a better idea of how many users you are organizing and how many groups you need.
Setting up groups after enrollment can also ensure better distribution of users between groups.

Important: In order for users to be enrolled in groups automatically the "Can be auto-enrolled™" option
must be enabled. Contact Technical support of E-learning and Distant Learning Deanship at MAIMAAH
UNIVERSITY.
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The following descriptions explain the options available when creating new groups and provide
conceptual information on when they should be used.

Enroliment types

# of Groups — No Auto Enrollments

A specified number of groups are created, which you can add any number of users to through the Enroll
Users page.

Use this enrollment type when you know how many groups you want to create and which users you
want in each group. This option could be used when you have a teaching model that divides course
participants into specific learning levels or when you want to divide users by skill or interests.

# of Groups
A specified number of groups are created.

e If "Can be auto-enrolled" is turned on, they are added using a brick laying algorithm,
regardless of whether they enrolled before or after the groups were created. For example, if a
class has 23 users and 5 groups, the first user is added to Group 1, the second to Group 2, etc.
The sixth user returns the enrollment sequence to Group 1. Groups 1, 2, and 3 have 5 users and
Groups 4 and 5 have 4 users. If a new user enrolls later, they are put in Group 4.

« If "Can be auto-enrolled"” is turned off, the specified number of groups are created with no
users enrolled in them. You can enroll users using the Enroll Users page.

Use this enrollment type when you know how many groups you want to create, but want the system
to place users in groups for you. This option could be used when you want group membership to be
indiscriminate, or when classroom, resource, or teaching assistant availability restricts the number of
groups you can have.

Groups of #

The minimum number of groups needed to place users in groups of a specified maximum size is created.
More groups are created when they are needed to accommodate users.

« If users are enrolled before groups are set up and "Can be auto-enrolled" is turned on, users
are added using a brick laying algorithm. For example, if a maximum group size of 5 users is
chosen for a class of 23, than 5 groups are created. The first user is added to Group 1, the
second to Group 2, etc. The sixth user returns the enrollment sequence to Group 1. Groups 1, 2
and 3 have 5 users and Groups 4 and 5 have 4 users. If a new user enrolls later, they are put in
Group 4.

= Note: If you have Auto Enroll New Users selected and all of the existing groups have reached
their maximum size, new users are added to a new group. Because there is no way to know how
many new users will join, all new users are added to the same group until it is full. This is called a
bucket-filling algorithm because the limits of one group must be met before another group is
started.
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« If users are enrolled after groups are set up, users are added to groups using a bucket-filling
algorithm because there is no way for the system to determine how many groups in total are
needed. For example, if a maximum group size of 5 users is chosen for a class in which 23 users
eventually enroll, the first five users are added to Group 1, the sixth through tenth user to Group
2, etc. After 23 users are enrolled, groups 1-4 have 5 users and Group 5 has 3 users.

 If 'Can be auto-enrolled' is turned off, the minimum number of groups needed to create
groups under the specified size are created with no users enrolled in them. If no users are
enrolled in the course, one group is created. You can enroll users using the Enroll Users page.

Use this enrollment type when you know how many users you want in each group. This option could
be used when you have assignments that require work to be divided between a specific numbers of
users, or when you can only accommodate a set number of users in a lab or work area at one time.

Groups of # — Self Enrollment

The minimum number of groups needed to accommodate users in groups of a specified maximum size is
created automatically. Users choose the group they want to enroll in from their My Groups page,
accessible from the classlist.

Use this enrollment type when you know how many users you want in each group, but you want to
allow users to choose their own groups. This option could be used when you want users to choose
their groups based on friendship, learning style, schedules, or geographic location.

Note: If users are not already enrolled in your course, then only one group is initially created. You can
use the Edit Category page to add additional groups. You might want to add additional groups even if
users are already enrolled to ensure all users have options when forming groups

# of Groups — Self Enrollment

A specified number of groups are created, which users enroll in from their My Groups page, accessible
from the classlist

Use this enrollment type when you want to make a specific number of groups available for users to
join. This option could be used for organizing groups on specific topics, which users could join based on
interest, or for creating groups that are responsible for specific aspects of a larger project, which users
could join based on knowledge or task preferences.

# of Groups of # - Self Enrollment

A specified number of groups are created with a specified number of users, which users enroll in from
their My Groups page, accessible from the classlist.

Use this enrollment type when you know the exact number of groups and users per group needed, but
would like for students to self-enroll in a group.
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Manage Dates

Six tools have the ability to program actions based on start and/or end dates. At the beginning of a new
term you can use the Manage Dates tool to change all the dates for these tools with a few simple steps.
Dates can be changed individually, or all at once, by rolling them forward a specified number of days;
D2L will make the calculation for you.

You will be changing your dates from those that came over when you rolled over your course in
preparation for term start. Until you change them, the dates in your new delivery instance will be
identical to those in the course you copied.

Your last term’s dates become your current term’s dates — until you change them.

Prior to starting you should have an idea of where the dates are used (either start dates or end dates, or
both) for the following tools:

1. News

Discussions

Quizzes

Dropbox (assignements)
Content

Grades

ISZR S Sl N

You should also be ready to make a decision as to how you will rollover the dates. You have two options:
1. Change each date individually

Use this method if you are making changes to dates in relation to each other. For example: you
want to change some assignment due dates from Friday last term to Monday this term, to give
students more time to complete the assignment.

2. Change all the dates at once automatically

Use this method if the dates will be staying the same in relation to each other. For example: every
Monday last term stays every Monday this term.

1. To access the Manage i GAFSA TRAINING

Dates tool, click the
Edit Course link in the
course navigation bar,
then click Manage

M Content ¢ Discussions  ® Dropbox B Quizzes I Grades [ Classlist mLOR B Online Rooms

% Edit Course M News M Glossary & Groups
Course Administration

Dates under site Sebcoon] Name
resources Site Setup
2. Within the Manage &2 Course Offering Information =i Homepages 1f Widgets
Dates tool you have | gijte Resources
the_ Optlon -tO fllter & Book Management '_' Calendar [] Content
WhICh _tOOIS’ items and E'_"' . Course Builder % Course Design Accelerator &, External Leamning Tools
activities _appear' lf _yo_u ﬂ Frequently Asked Questions [] Glossary ¢ Import / Export / Copy Components
would like to limit , B N —— o
. . - g Instructional Design Wizard £, Leaming Activity Library = Links
what is displayed you
15 Manage Dates [l Manage Files
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may filter by the
following options:

e Tools: By default all
tools are displayed. To
filter by tool type place
the bullet next to
Specific  Tools and
uncheck the boxes
next to any tools you
do not want to display.

e Name: To filter what is
displayed by the name
of the item or activity
check the box under
Name. Next, select
where to search for the
name using the
options available in the
drop down menu.
Finally, enter the name
in the text field at
right.

e Start Date & End Date:
To filter by date, check
the box(es) next to
Start Date and/or End
Date. Next, select how
to filter the dates from
the options available in
the drop down menu.
Finally, enter the
date(s) you are
filtering by.

e Duration: To filter by
the number of days the
item or activity is
available place a check
mark under the
Duration section,
select the appropriate
option from the drop
down menu and enter
the number of days in
the text field.

e Calendar Status: If you
would like to filter by
whether the item or
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GAFSA TRAINING

The Manage Dates tool enables you to view a list of objects in your course and
edit their date availability values. Use the filter options to narow down your list
of items by tool, date range, duration, and Calendar status settings.

» Grades » News = Quizzes

Filter Options
Tools
® All
© Specific Tools
¢ Content « Discussions # Dropbox
Hide Advanced Filter Options
Name
' Contains - l
Start Date
" | Between | ~ i
and

02.09.2014 02.09.2014
End Date
I Between | |

and

02.09.2014 02.09.2014
Duration
® [, = Ii
Calendar Status
: Displayed in Calendar > :
Apply Filter
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activity is displayed in
the calendar check the
box under Calendar
Status and select from

the drop down menu [ Edit Dates (& Offset Dates

as desired.

Tool Type . Start Date End Date Days Calendar Visibility
e Apply Filter: Once you 1/27/2014 | 1/31/2014
i - Grade = x e
have set your filter(s) Grades Object [ attendance m.;:‘om 2.&;: oM 4 ) Limited
from the above choices crage L EditOates] & 1312018
. . ] . imi
click the Apply Filter Grodes | object |88 Offset Dates [ S B Hmited
button. 1/27/2014 | 1/31/2014
Grades Grade | [ Exam 1 0:00 AM 2:06 PM 4 Limited
3. The manage dates tool | & Object | Extra Credit % % e e
allows you th_e_ option | & | Grades Spde | xam2 . . . 0 e
of adding, editing and R e
. rade am .
removing dates one by | B | Grades Oiedt | piire Crodk = : z O Visible
oneorin bUIk Grades g;;:: [ Exam 3 - - - O Visible
To add/edit a date to
. - . d Ex 3 — e
an individual item or O o B i - - - O visible
?C::IIVItY’ do the Grades g;::; S Exams - - - O Visible
ollowing:
e Hover over the item
for which you want to
add or edit a date until
a drop down arrow |0 Hggiistes BofetDaes
appears at the right
side of it. LT Tee N 10 e Dos | Cdendr | Vil
O Grades g:'; # FINAL EXAMS = S < Visible
O o e Bt s waa| 7 | @ | e
° Click the drop down O Dropbox  Dropbox % Fluid Mechanics Assignment ":f;ﬂ“ ﬂfﬁﬁ" 7 ) Limited
grrfwfand t;elect EAit | o oucussions 0505500 5 oumtet WO BBDE g e
ates from the menu. gl Discssion 0 : i o
Topic
o Discussions | DSUSSON | 5 forum test 2 % s - Visible
O Content Topic ] glossary_import_sample - - - Visible
e Place a check mark | o jes = tews &H b e
next to Has Start Date
and/or Has End Date | —
O Gades | RS FINALEXAMS z B - Visible

depending on the type
of date restrictions you

= 13.05.2014  20.05.2014 -
Dropbax Dropboxt & first day 16:073% 16:073% 7 £ Limited

24.08.2014  31.08.2014

want set 2 i Amvirimack 14:30x | 21:30x 7 2 Limited
° =]
o osassons PR |2 e s sz smans] 7. [ @ [ e
& Discussions m?r:ﬁbn o forum test 2 - = - Visible
e Set the date(s) as
needed.
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If you would like the
Start and/or End date
to appear in the
Calendar and the
students Events area
check the Display in
Calendar option.
When finished,
the Save button.

click

To add/edit a date to
multiple items and/or
activities, do the
following:

Check the boxes to the
left of every item
and/or activity that
you would like to add
or edit dates for.

Tip: You should only
select items and/or
activities that need to
have the same date, as
all selected items will
be assigned a single
Start and/or End date
as you specify.

Click the Edit Dates link
at the top of the page
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Edit Availability

Fluid Mechanics Assignment

Dates

# Has Start Date
24.08.2014 14:30

Saudi Arabia - Riyadh
¥ Has End Date

07.09.2014  21:30

Saudi Arabia - Riyadh
¥ Display in Calendar

e [

|@Edit Datesl (% Offset Dates

Tool Type M Start Date End Date Days Calendar Visibility
m Grade 1/27/2014 1/31/2014
Grades Object [ attendance 10:00 AM 2:06 PM 4 Limited
b 4 X
Grade 1/27/2014 1/31/2014
Grades Object [ Exam 1 10:00 AM 2:06 PM 4 Limited
b 4 X
3 E 1 1/27/2014 1/31/2014 o
Grades Grade | [ Bxam1 10:00 AM 2:06 PM 4 @] Limited
Object  Extra Credit
b 4 X
Grades g;?:; (¥ Exam 2 = Visible
Grade ¥ Exam 2 - o
=
Grades Object B e Visible
Grades gl::::t [ Exam 3 Visible
Grade f¥ Exam 3 - .
Grades 3 Visible
- Object | Extra Credit
rades < . ams ] Visible
s | G 3 .
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e Place a check mark
next to Has Start Date
and/or Has End Date
depending on the type
of date restrictions you
want set.

e Set the date(s) as
needed.

e If you would like the
Start and/or End date
to appear in the
Calendar and the
students Events area
check the Display in
Calendar option.

e When finished,
the Save button.

click

5. To remove a date from
an individual item or
activity, do the
following:

e |ocate the item you
want to remove the
Start Date and/or End
Date for.

e Click the red x next to
the date you would
like to remove. Repeat
as necessary.
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Edit Dates x
Bulk Edit
Start Dates
w‘ |
Set =l
02.09.2014 14:49
Saudi Arabia - Riyadh
End Dates
@ - -
Set .|
23.09.2014 14:49
Saudi Arabia - Riyadh
Calendar
@ o
- Add to Calendar -
o
(¥ edit Dates & Offset Dates
Tool Type “ Start Date End Date Days Calendar Visibility
1/27/2014 1/31/2014
Grades g;::; [ attendance 1 2:06 PM 4 Limited
1/27/2014 1/31/2014
Grades g;;:; B/ Exam1 10:00 AM  2:06 PM 4 Limited
Grades g;::; !Ez:x:::dlut lfozgfgm 1;?;;2:;‘ 4 B Limited
A Grades g;::; B’ Exam 2 | Visible




MU university Deanship Of E-Learning and Distance Learning

6. To remove dates from
multiple items and/or
activities, do the
following:

e Check the boxes to the
left of every item
and/or activity that
you would like to
remove dates from.

o Click the Edit Dates link
at the top of the page

e Check the box next to
Has Start Date and/or
Has End Date,
depending on the
dates you want to
remove.

e Select Remove from
the drop down menu.

e Click the Save button.

7. The Offset Dates
function allows you to
offset some or all of
the Start and/or End
dates in your D2L
course site by a
specified number of
days.
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|Edit Datesl [ Offset Dates

Tool Type -~ Start Date End Date Days Calendar Visibility
Grade 1/27/2014 1/31/2014
Grades ; B attendance 10:00 AM 2:06 PM 4 Limited
Object
X b 4
Grade 1/27/2014 1/31/2014
Grades 2 7 Exam 1 10:00 AM 2:06 PM 4 5] Limited
Object
X b
1/27/2014 1/31/2014
Grades Grade [ Exam 1 10:00 AM 2:06 PM 4 Limited
Object | Extra Credit
b 4 b 4
Grade = :
Grades Object ¥ Exam 2 a Visible
Grade | [I¥ Exam2 1 ;
e : Vi
Sraces Object Extra Credit = i
Grade ;
Grades Object ¥ Exam 3 - - - | visible
Grade ﬁ’ Exam 3 - .
= Ll
Grades Object SRR | Visible
Grades gl:::; 2 Exams | Visible
Edit Dates x
Start Dates
Remove =
02.09.2014 15:00

Saudi Arabia - Riyadh

End Dates
v ‘7_'
Set v
15:00
DA 5./ Arabia - Riyadh
Calendar
Add to Calendar -

o [
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This is  especially
helpful if you are want
to reuse your First
semester course
material in the second
semester, as you can
choose to offset all
start and/or end dates
by the number of days
between when the first
assignment is due in
the first semester and
when the same
assignment is due in
the second semester.
Example:
The first assignment for
the first semester has a
Start Date of Wednesday,
August 27th, 2014. The
same assignment in the
second semester has a
Start Date of Wednesday,
January 14th, 2015. The
difference between these
two dates is 140 days.
Setting all assignments and
materials to move their
Start and End Dates
forward 140 days would
mean that every Start and
End date would maintain
the equivalent placement
throughout the second
semester, since they both
started on a Wednesday.

8. To offset dates for one
or more item do the
following:

e Check the box next to
each item and/or
activity containing a
date you would like to
offset

e C(Click the Offset Dates
button
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[ [§ edit Dates IE Offset Dabesl
Tool Type “ Start Date End Date Days Calendar Visibility
S 1/27/2014 | 1/31/2014
(7 Grades o;;e; [ attendance 10:00 AM 2:06 PM 4 ™ Limited
b4
rads 1/27/2014 | 1/31/2014
5| Grades by ¥ Exam 1 10:00 AM 2:06 PM 4 ¥ Limited
d ® X
1/27/2014 | 1/31/2014
@| Grades Grade | [/ Exam 1 10:00 AM 2:06 PM 4 B Limited
Object Extra Credit
b 4 b 4
] Grades g;:; B¥ Exam 2 O Visible
- Grade | [ Exam2 o ;
Grades Object Biirs oredt O Visible
F Grades f Exam 3 a Visible
£ :
Grade | [} Exam 3 =
Grades Object Born St O Visible
Grades g;::; 2 Exams O Visible
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You will be taken to an
Offset Dates prompt.
Continue as directed in
front, depending on
the option that works
best for you.

Offset: Choose
whether to offset the
Start Date, the End
Date, or Both Start and
End Date

Days: Choose whether
to move the dates
Forward or Backward
by specified number of
days, or alternately,
select Calculated based
on two dates to have
D2L  calculate the
number of days you
would like to move the
assignment date
forward or backward
based on two specified
dates.
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Offset Dates x

Bulk Offset
Offset
Both start date and end date =~

Days

Forward -

[ ]

Enter the number of days to offset the start and/or end dates.

B oo

Offset Dates %

Bulk Offset
Offset
Both start date and end date -~

Days

Forward >

Backward

start and/or end dates.
Calculated based on two dates
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Offset Dates By a
Specified Number of
Days:

Enter the number of
days you would like to
move the date forward
or backward
(depending on your
selection) in the field
indicated in the
screenshot.

Click the Save button
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Offset Dates ®

Bulk Offset
Offset
Both start date and end date  ~

Days

Forward v

140|

Enter the number of da s to offset the start and/or end dates.

B3 oo
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Offset Dates ®

10. Offset Dates Calculated = Bulk Offset
Based on Two Dates Offset
e In the “From” field Both start date and end date -
specify the date you pays
would “k_e to L!Se as Calculated based on two dates ~
the starting point to
calculate the number
of days to move the
date  forward or @ 27.08.2014
backward.

From

To

e In the “To” field 14012015

specify the date you ’7
V\Ii)ouldy like to useyas ol

the end point to

calculate the number

of days to move the

date forward or

backward. m Carcel

e C(Click the Calculate
button to get the

number of days to OffsetDates =
move the date forward
or backward. Bulk Offset
Offset
e Click the Save button Both start date and end date -~
Days

Calculated based on two dates -

From

27.08.2014

To
14.01.2015

Calculate 1140

B3 oo
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11. Calendar Visibility

When a date
restriction is  also
displayed in  the
calendar it will show
up in both the
participant's calendar
and their list of
upcoming events. You
can modify calendar
visibility one item at a
time, or by bulk editing
selected items.
To add or remove a
date restriction to the
calendar, do the
following:

e Place a checkmark in
the Calendar column
for each date restricted
item/activity you
would like to display in
the Calendar and
Events tools.

e Remove the
checkmark(s) in the
Calendar column for
each date restricted
item/activity you do
not want to display in
the Calendar and
Events tools.

If you are looking to
change the  calendar
visibility for everything at
one time, or would like to
also modify the start
and/or end dates at the
same time, do the
following:

e Check the box next to
each item and/or
activity containing a
date that you would
like to add to or
remove from the
calendar.
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[§edit Dates [T Offset Dates

. Tool Type “ Start Date  End Date Days Calendar Visibility
S 1/27/2014 | 1/31/2014
Grades Dhje; ¥ attendance 10:00 AM 2:06 PM 4 Limited
b 4 x
Grad 1/27/2014 1/31/2014
Grades rade | exam1 10:00 AM | 2:06 PM 4 ® Limited
Object
b 4 b 4
1/27/2014 | 1/31/2014
¥ Grades Grada: | B/ Bam 1 10:00 AM | 2:06 M 4 Limited
Object Extra Credit ® ®
] Grades glrgde (¥ Exam 2 - - - O Visible
- Grade | [ Exam 2 — o
Grades Obsets [ e arat ] Visible
Grades g:.’}:; ¥ Exam 3 = = 0 Visible
Grade | [ Exam3 o
Grades : - - O Visible
. Object | Extra Credit ‘
Grades g;?:; # Exams . - - O Visible
|@5d’a Datesl ' offset Dates
Tool | Type “_ Start Date End Date Days Calendar Visibility
Grad 1/27/2014 1/31/2014
Grades o;“e; f¥ attendance 10:00 AM 2:06 PM 4 Limited
4 X X
cia 1/27/2014 | 1/31/2014
= Grades 0;;; ¥ Exam 1 10:00 AM 2:06 PM 4 ) Limited
b 4 b 4
1/27/2014 | 1/31/2014
@|  Grades Grade [ Exam 1 10:00 AM 2:06 PM 4 A Limited
Object  Extra Credit
b 4 b 4
1] Grades gl:;::t B Exam 2 - - . [ Visible
Grade | [¥ Exam2 -
™ - - -
radas Object | Extra Credit O visible
Grades g;::; [’ Exam 3 - - 0 Visible
Grade | [¥ Exam3 =
F Grades ; - 5 = O Visibl
2 Object | Extra Credit l‘ ——
Grades Grade B Exams - - - O Visible

Object
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e C(Click Edit Dates to
enter the Bulk Edit

page

e Check the box under
Calendar and select
either Add to Calendar
or Remove  from
Calendar, depending
on your preference

e Click the Save button
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Edit Dates x

Bulk Edit

Start Dates

E]Set >

05.09.2014 13:31
Saudi Arabia - Rivadh

End Dates

DSet v

05.09.2014 13:31
Saudi Arabia - Riyadh

Calendar
| Add to Calendar >l

v

Add to Calendar
=1 Remove from Calendar
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Online rooms

Online Rooms is the name of the web-based collaboration tool available in D2L. Online Rooms offers
several features which will allows instructors and students opportunities to collaborate online, incuding:
broadcasting of voice, presentation (PowerPoint) sharing, whiteboard, screen and web sharing, file
sharing, and polling. Actually, Adobe Connect is the service provider of online rooms in D2L.

Adobe Connect is a desktop web conference system that allows users to meet, share, and collaborate at
a distance from their desktops. Adobe Connect demands very little of end-users: only a standard web
browser, Adobe Flash Player software, and access via a MU Login user and password are required to
participate in Adobe Connect meetings.

1. Once you have obtained RS GAFSA TRAINING

an active Adobe

Connect account, you
may use Online Rooms B Online Rooms % Edit Course & News ™ Glossary

M Content & Discussions ® Dropbox B Quizzes |1 Grades & Classlist = LOR

following these =~ Rooms Accounts
instructions:
e Click on Online Rooms Personal Accounts
in the navigation bar. You can only have one personal account per service provider.

e On the Accounts page,

click New Personal = - _ -
Account. Account Name Account Status Service Provider

e Enter an Account Name.

o Enter the credentials Shared Accounts

i i You can only edit, activate and deactivate accounts if you have the appropriate permissions. Contact your
p rOVIded to yOU (I Og n system administrator if you would like these permissions.

You have no personal accounts created for any service provider.

and password)

° Click Save. New Shared Account
| Account Name Account Status Service Provider
Virtual Class Room Inactive Connect
MU Active Connect

MUz Inactive Connect

New Personal Account

Service Provider
Connect ¥
Account Type

Personal

Credentials
To manage Online Rooms, you must provide the credentials supplied to you by your institution.

Account Name
Login

Password

This password policy language term is configurable in the Language Management tool. It is recommended
that the system administrator replace this text with password reguirements (for example, a password
must contain a specific character, have a minimum length, etc.). The password policies in this tool adhere to
those specified in Connect.

Cancel
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The Online Rooms tool
allows students to see
any rooms they can join
in a particular course.
This includes any rooms
to which they have
been invited, as well as
any public rooms.

Instructor can also

create new room.

Click New Room on the
Rooms page.

Enter a Name for the
room.

Important: You must
assign a unique room
name for the class.

Select Adobe Connect
from the drop-down list
and click Apply.

Select the Account
Name from the drop-
down list.

Add a Description of the
meeting in the space
provided (optional).

Select a Room Visibility
option.
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Rooms Accounts

All times are displayed in time zone: Saudi Arabia - Riyadh

You can only edit the properties and the attendees of the room if you created the room, or if you have the proper
permissions.

Service Provider
:'AII_ ’

Display
» All meetings

© Upcoming meetings in the |next 7 days |
© Past meetings

Y Ddelete M4 »b |20 v

Name Join Room Start Date and Time  End Date and Time  Service Provider

There are no available rooms.

Service Provider

Connect ~

o Upcoming meetings in the
< Past meetings

New Room

next 7 days »

Room

Name.«

!Firs'r online room
Service Provider

| Connect ¥ | Apply

Airaif blasa
LA

Description
It is a test for VC with D2L

Room Visibility
o Restricted Room - only attendees of the room can view this room and its archives

@ Public Room - anyone in GAFSA TRAINING can view this room and its archives.
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11. Specify the Availability
for the room Dby
entering the dates and
times you want in the
Start Date and Time and
End Date and Time
drop-down lists.

12. You can set up a
restriction to have a
passcode.

13. Important: Adobe
Connect rooms are
available outside the
start and end dates and

times, but
communicating them to
attendees indicates

when the session is
active and when they
should join.

You cannot edit
availability dates once a
room is active.

14. To see further details
about a room click on
the room’s name

15. To join a room, click the
join link located in the
same row as the room
you intend to join.

16. Note: You must have
Adobe Flash  Player
installed in order to join
aroom. If needed, users
can download the
current version directly
from Adobe.

8 |Page

Availability
4/8/2014 w2 v[307] Now
Saudi Arabia
- Riyadh
End Date and Time
492014 (3 ¥[30 7] Now
Saudi Arabia
- Riyadh

Advanced Properties
» Show Advanced Properties

Email Notification

External attendees will always receive email notifications at the specified email address.

Internal attendees will only receive email notifications if they are configured to receive emails from
internal email addresses and the check box is selected. Notifications aré sent to the internal email

address first. If no internal email address is specified, the notification is sent to the email address
associated with the user in the Users tool.

# Send email notification to all attendees who are configured to receive email
Attendees
Add Attendees

© Bpelete *Edit Roles w4 vui (20 v

Name. Role Action

There are currently no attendees in this room.

Ul Save and Join | Cancel
Service Provider
All -

Display

@ All meebnaos

©) Upcoming meetings inthe | next 7 days  ~
) Past meetings

O  toelete
l Name Join Room
Week 1 - Introduction [ Jon
Week 1.5 - Private Help Session [ Join
id 4 1 b+ bl 20 ~

Start Date and Time End Date and Time Service Provider

9/25/2013 9:00 AM 9/25/2013 10:00 AM = Connect

9/25/2013 9:15 AM 9/25/2013 10:15AM  Connect
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You have created a meeting room, scheduled an online class or meeting, invited participants, and
prepared the room for the day of class by testing your computer system and loading presentations,
videos, and other content. You're ready to go. The next step is to enter the virtual meeting room and
lead your meeting or class.

From within the Adobe Connect meeting room, you can do the following:

» |nvite additional participants by e-mail
= Manage participants
= Share screens and applications for online teaching and demonstrations
= Share documents
= Collaborate with participants by using the whiteboard
= Play prerecorded video clips
= Chat privately or with the entire group
= Use Flash animation to teach concepts
= Deliver presentations, using Microsoft PowerPoint and Adobe Presenter
= Show live video
= Feature multiple presenters
= Stop or pause a class in progress
= Gather feedback with polling
» Document and answer questions
When you are connected, you will see the following interface:

Meeting  Layouts Pods Audio

* Hosts (1)
& Mohammed smadi

» Presenters (0}

* Participants (5)
Faeed pades it D Ashral A ELL.,
sl e, Sarhan Ahmed Ras...
ey sl e, Sarhan Ahmed Ras...
4 y& b &, Omar Sayed Omar ...
s g Jus,

Share My Screen

Chat (Everyone)

Mohammed Smadi: &= 22

e % s o, Omar Sayed Omar Amer:
p sy

The Menu bar contains:
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1. Meeting
2. Layouts
3. Pods

4. Audio

5. Help

Using Layouts & Pods
Adobe Connect uses a variety of panels called pods that make up the layout of the meeting. The default
layouts are three:

= Sharing
= Discussion
= Collaboration
You can also create your own customized layout by arranging the pods differently

::." Meeting  Layouts Pods  Audio

trainig course.jpg praw | [ 4| || stop sharing | Fullscreen || m-

Attendees (1)

sts (1)

s, Mobammed Smoadi

Files Chat (Everyans) - Notes

Hame Size

el S £ et e plf 98 KB

0

Upload File | Everyone | Presesters | sees jols s sih..

What are Pods?

Pods are the panels that make up the layout for your meeting rooms.They are resources that can
enhance your Adobe Connect meeting if selected wisely. A Pod can be used to create a specific type of
communicative resource that might be useful for the participants of your meeting.
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» Inviting additional participants
Even after your meeting is in progress, you can invite additional participants to join. Use the
Meeting menu to send an invitation from your default e-mail program, such as Microsoft Outlook.

Click Meeting, click Manage Access & Entry, and select Invite Participants.

Meeting  Layouts Pods  Audio

sobe
m Manage Meeting Information

Manage Access & Entry »

A link to the meeting appears automatically

Change My ol Invite Participants. Invite participants to this meeting by sending the URL below.

Block Guest Access http://maj-ho-as-ver.mu.edu.sa/rdajrmyldkj/

Preferences...
Audio Setup Wizard...

Block Incoming Attendees...
Place Participants On Hold...
Auto-Promote Participants to Presenters

Record Meeting...
Switch To Prepare Mode
Enable Presenter Only Arca

i' Compose e-mail | Cancel ]

Click Compose E-mail.

End Meeting...

Share My Screen w

Your e-mail program starts, with a new e-mail message created automatically. Enter the addresses
for the participants you wish to invite, and send the message.

Insert  Options FormatTest  Review

Calibri iz AN EES B ﬁ{ @Tj Q =) Z ¥ Follow Up *

3 Cor = = o ¥ High Importance
- - 3 | Address Check  Attach Attach Signature
J Format Painter BIU A-IEEE FiE it Book Mames | File Iltem~ b $# Lowimportance

Clipboard = Basic Text " Names Include Tags

2 Cop

To.. | Lemda@muedusa

Ce. || alaguab@vahoo.com

Subject: Msbe C_onnect 2 T.rlvi-taﬁ-on _to :W;rur_st on'n'ne roon;'_

=l

Please join me in a Adobe Connect Meeting. To join the meeting: http://maj-ho-as-ver.mu.edu.sa/rdajrmyldkj/ o
hd

L1 jsmida@mu.edusa I.,T] (U =]

Attendees (6) B>
= Managing participants B=
Using the Attendee List pod, you can see who is currently | .
participating in the meeting or class. This is similar to taking roll & wstommetsmot

» Presenters (0)

¥ Participants (5)

WP gades A5, Dr Ashral A EL.
ety 8l Ja e, Sarhan Ahmed Ras...

Sy s e, Sarhan Ahmed Ras...
HE & ke %, Omar Sayed Omar ...
e

1o iolf ol o) e}
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@ Agree

A participant can also provide feedback to the host or presenter by using the Raise %= sy
Hand Settings menu at the top of the window © step Away

4)) Speak Louder
@} Speak Softer
% speed Up

@ slow Down
(&) Laughter
[} Applause

When a participant chooses feedback in the menu, the icon they select appears beside their name in
the Attendees pod

LA Mesting  Layouts Pods  Audio 4 S g g

_I

S il pge, siiom othman smida S X

= Hoats [1)
B Msbeemmed Smedt

» Prasenters [9)
= Panicipants (1)
B et 5 s, wihem othman vt &

1 person has raised hand. I
g s 3w, SiOM Othman smida  ~ x

Start My Webcam

» Presenters (0)
» Pasticipants (1)

B s 5 i, sihem othman smida

= Sharing files that participants can download
As a meeting host or presenter, you may wish to hand out written assignments, meeting notes,
worksheets, and other materials. Or you may want to collect finished documents prepared by the
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participants. You can do all this by using the document-sharing feature of Adobe Connect. The first
step is to upload files to a Files pod in the Adobe Connect meeting room; then users can download
these files to their computers. You can add files from your computer or files from the Adobe
Connect Content library.

Files =~
With your meeting room open, open the Layouts | neme sie
menu and choose Collaboration. The

Collaboration layout appears. This layout
includes a Files pod. You can upload files to the
meeting room from your computer or the Adobe
Connect Content library.

Upload File... |

Click Upload File in the Files pod. The Select Document to Share dialog box appears. You can choose
from files that you have already uploaded to the meeting room and content in the Adobe Connect
Content library. You can also click Browse MY reimssanaissine

Computer and upload new files to share. o

My Content () oMU_4652jpg Attachment

B Lipz Image
[ ryadhijpg Attachment
Click Browse My Computer, locate the file you e Mo el s

[ oot iyt 5 s e pat Attachment

want to upload, select it, and click Open. The file
you upload is added to the Files pod.
Participants can now download this file.

Browse My Computer... | Cancel T

To download a file from the Files pod, select it and click download file(s)

L]

Files

Name | Size

ryadh.jpg 11 KB
Dl g €S Gl e plf 98 KB

i Upload File... Download File(s)

A download link appears in a new browser window

Save to My Computer
b1 C o Sl e, L

lJ Click to Download

To remove documents from a Files pod: 5

Hide
Maximize

In the Files pod, select the document to remove, click the —
Pod Options button, and click Remove Selected. The file is sl e
no longer available for download. ——

Help
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= Sharing documents, screens and applications in the meeting room

When students are gathered in the same physical location, they benefit from being able to form
groups and share computers, learning from one another’s experience. Instructors can approach

students and offer one-on-one support.

Meeting presenters and participants can achieve this type of collaboration and hands-on support by
using the document-sharing, application-sharing and screen-sharing features in Adobe Connect.
With application sharing, you can take control of one another’s computers remotely, literally moving
the mouse pointer of a computer located on the other side of the world. Document-sharing,
application-sharing and screen-sharing occurs in a Share pod in the Adobe Connect meeting room.

The following file types can be added to a Share pod:

« Microsoft PowerPoint (PPT)
= Adobe PDF documents

« Flash (SWF)

* Flash Video (FLV)

e HTML

« JPEG and GIF

* MP3 audio

= Adobe Captivate movies

* Zip files

To share other file types, you can use screen sharing to show an application or your entire desktop.

To add content to a Share pod in a meeting room:

Open a new meeting room, and change to the Sharing layout. A new Share pod is added
automatically. If you need to add a new blank Share pod, click the Pods menu, point to Share, and

select Add New Share.

You can use the pod to add new content for the meeting, share your
computer screen, or display a whiteboard.
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Pods  Audio

Share
Notes
v Attendees
v Video
Video Telephony
Chat
Files

Add New Share

¥ Share
Share 4
trainig course.jpg

Web Links
Poll
Q&A

v v v ¥

¥ Move and Resize Pods

Manage Pods...
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To add new content to the meeting room, use the Share My Screen menu. Adding
new content places it in the meeting room. This content will remain in this meeting
room for every meeting unless you remove it.

Share My Screen

Share My Screen

Open the Share My Screen menu and choose Share Document. The Select Document | T
To Share dialog box appears. You can share documents that you've recently uploaded, | ikt
documents in the Adobe Connect Content library, or click Browse My Computer t0 | i
locate a file on your hard drive/local area network.

Share History Name Type Share History Name Type
Whiteboards B Lieg Image Whiteboards
Uploaded Files [ EAWARDJPG Image Uploaded Files
Shared Content & wfoip moge Shared Content
& ryadh_57165jpg Image
[@ trainig course.jpg Image
[& tunisiajpg Image
Only supported documents are listed above, Only supported documents are listed above
e | N

Click Browse My Computer, navigate to the folder that contains your content, select it, and click
Open. The content is uploaded to Connect Central and added to the new Share pod.

T meeting  Layouts Pods  Audio q4

E-AWARD.IPG [ oraw | [ ]| stopstaring | || Fuliscreen || &=

Start My Webcam

Attendees (2)

* Hosts (1)
& Moremmed smedi

* Presesters (0)
= Participasts (1)
L i o s sibaem cihman smida

Chat (Everyone)

e

The pod’s title bar now displays the name of the selected content.
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To share your screen:

Open a new Share pod. You can open a new Share pod by clicking the Pods menu,
pointing to Share, and clicking Add New Share. Open the Share My Screen menu and
choose Share My Screen. Share My Screen v

re My Screen

ment

oard

Recently Shared

Share - Mohammed Smadi 2 people have raised their hand.

eia dana dgeas, Mahmoud Mohamed Musleh .
m.alhusban, m.alhusban v X

Attendees (4)

— s
¥ Hosts (2)
M, Mohammed Smadi &

» Presenters (0)
* Participants (2)
£ gies sas g, Mahmoud Moh... 55
B m.alhusban, m.alhusban g

Chat (Everyone) =~

Mohammed Smadi: &5 252

g iaa apias, Mahmoud Mohamed | 5
Musleh: | am Tired

Mohammed Smadi: ;=4

I 2]

Everyone |

To promote participants to presenters, click a participant in the Attendees pod and choose Make
Presenter. Promoting a participant to the Presenter role gives them the ability to share documents,
their screen or applications with the rest of the group.

Attendees (2)

v Hosts (1)
& Mohommed smadi

» Presenters (0)

v Participants (1)

(& Start Private Chat

Q Enable Microphone
& Enable Video

&, Request Screen Share

Make Host
93 I Pa g e Make Presenter
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After promoting a participant to presenter, they appear in the Presenters group in the Attendees
pod.

Attendees (2)

* Hosts (1)
&8, Mohammed Smadi

* Presenters (1)

@ it e s sihem othman smida

» Participants (0)

The host can also drag-and-drop attendees between the Presenters and Participants sections in the
Attendees pod to change roles.

= Chatting during meetings

The Chat pod is used to conduct side-conversations during a meeting or virtual class, without
disrupting the flow of the presentation, narrative, or discussion. Attendees can chat privately with
other attendees, or with the entire group. When having private chats with more than one
participant, you run the risk accidentally sending a private message to the wrong person or to the
entire group. To avoid this, Adobe Connect divides your conversations into separate tabs. When
chatting with multiple people, you may find it helpful to assign unique colors to each participant.
Color coded chat helps to quickly identify who is saying what during a group chat.

Chat (Presenters)

-

([1]

l Chat (Everyone)

Mohammed Smadi: <& 20

piama s alew sihem othman smida 2: Sl 200
S e e e, Omar Sayed Omar Amer:
AV Al

I 2

Everyone | '

Mohammed Smadi: <5 5 & i 5 50 Sl

Presenters

By default, all participants can chat privately, however the meeting host can disable private chat
between participants. The Sharing, Discussion, and Collaboration layouts all include a Chat pod by
default.
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» Using the whiteboard

The virtual whiteboard in Adobe Connect works much like a physical whiteboard or chalkboard in a

Share My Screen

Share My Screen
Share Document
Share Whiteboard

Recently Shared

classroom. You can add text, draw
on the whiteboard, or annotate
presentation slides or application
screens on your computer. The
whiteboard also includes basic
drawing tools. Unlike a real
classroom, Adobe Connect has an
unlimited number of boards so you
can start fresh as often as you like,
returning to your previous
drawings as needed. You can place
a whiteboard inside any Share pod
by using the Pods menu, the Share

Whiteboard button, or the Pod Options pop-up menu.

To use the whiteboard, Open the Layouts menu and choose Collaboration. The Collaboration layout

Audio

Pods

Share
Add New Share
Notes »
v Attendees
3 E-AWARD.JPG
v Video
2 Share 4
Video Telephony
T o Share 5
a
) v Share 6
Files »
: Share 7
Web Links »
Share 8
Poll > Vi .
rainig course,|
Q&A 4 P8

v Move and Resize Pods

Manage Pods...

automatically shows a whiteboard. In the Collaboration layout, the whiteboard takes up most of the

window.

Experiment with the whiteboard drawing tools, located at

the top of the whiteboard

Line color

Line thickness

S /

Share - Whiteboard

N—

Y EELEEEEE 1S

& Highlighter

Opacity

Selection

Share - Whiteboard

\

| S A | 5 & | 2Zmm [z v| & mc%vl

B Rectangle

W Arrow
/7 Line
o Check
& 3D Arrow
% Star
K Cross

95 |Page

Hide
Maximize

Share

| b5 2 L
My Screen
' Document

Whiteboard

Preferences
Help

Recently Shared »

Pencil/
Highlighter Text

Shapes and
\ Eraser Lines
/ / Undo/Redo

\share\- Whit bofrd / /
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= Gathering feedback by polling

You can use polling to gather live feedback from participants while allowing them to remain
anonymous. Polling questions can be either multiple-choice or multiple-answer. You can view the
results instantly and then broadcast them to the entire class if you choose.

ayouts Pods  Audio

Open the Layouts menu and choose

Share
Discussion. The Discussion layout includes a Notes
Poll pod by default 3 Mees

Video

Video Telephony
Chat
D Files

Web Links
=- | Attendees (1) - o
— Add New Poll
= =t - Q&A
¥ Hosts (1) . How many universities are there in saudi arabia
& Mohammed smadi v Move and Resize Pods e

» Presenters (0) what is the capital of Tunisia
Manage Pods...

» Participants {0)

Lo
You can use the pop-up menu to change the type of
polling question
Poll 4 -
How many universities are there in saudi arabia =- :
palld
I Prepare || View Votes ] P E
How many universities are there in saudi arabia [Question | Multiple Choice - I
2 — o ) Answers (One per line) b
| Multiple A
o2 = so% () ultiple Answers
Short Answer
O 3 0% (o) : Y r ¥
O 29 0% (0)
® Mo vote
- ™

Type a question, Click inside the Answers text box to place the insertion point. Type each answer
option on a separate line. Click Open to start the voting, All participants can now see the poll and
enter a vote .

You can click the Prepare button to close the poll and | How many universities are there in saudi arabia =~

make changes.
Question
[How many universities are there in saudi arabia 1

Answers (One per line)

1
2
3
29
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As participants vote, the results of the poll are updated automatically (on the presenter’s screen
only).Participants do not see the results of the poll unless you select the Broadcast Results option.

= 60936-ONLINE ROOM FOR TRAINEES 2 (Sharing) - AdobeComnect — == i — oo | G- S|
Share Video =
EET-pe e = ©
I.-'!t.,a
¢ be s
CF e Al
Q) i 0% (0)
QO ausd it} 25% (1)
Q s 0% (0)
Attendees (7)
O vis =1 50% (2 —
=
Q s | | 25% (1) Ll
* Hosts (1)
@ No Vote 4, Mohammed smadi

[] Broadcast Results

» Presenters (0)

* Participants (6)

o islf 1=l (=l (=]

Chat (Everyone)

ot gt 3, Dr. Ashraf A
st gt %, Dr. Ashraf A
Gy sl e, Sarhan Ahmed ...
Sy sl o, Sarhan Ahmed ..
e 3 e 4%, Omar Sayed Om...

Mohammed Smadi: &5 252

i g s g, Omar Sayed Omar Amer:

A sy

J

2]

Everyone |

Click the Pod Options button in the upper-right corner of the pod, you can use the Pod Options

menu to clear all answers and use the poll again. You can also begin a new poll.
Each new poll is saved so you can open it by clicking Select Poll in the pop-up
menu. If you select Broadcast Results, the poll results are visible to all

Hide

Maximize

participants.

You can Click Clear All Answers in the pop-up menu, then close the Poll. The poll
now appears inactive on participants’ screens.
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Broadcast Results
Results Format
Clear All Answers
New Poll

Select State

View Votes

Help

»

»

ﬂ
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= Ending a meeting
When a meeting is over, you can end the meeting to ensure that no one remains in the meeting
room. Click the Meeting menu and click End Meeting

l:}:' Meeting  Layouts Pods Audio
. : Manage Meeting Information
The End Meeting dialog box appears
Manage Access & Entry »

Change My Role

When you end the meeting, all attendees will be removed from Preferences...
the meeting room. Audio Setup Wizard...

Show this message to everyone.

Record Meeting...

The host has ended this meeting. Thank you for attending. e o
witch To Prepare Mode

Enable Presenter Only Area

End Meeting...
=

[[] Open this URL for everyone.

Enter URL here

Cox ] (ot

You can change the message participants see when the meeting is over. You can also include a URL
to direct meeting attendees to another web page automatically. For example, you can direct them
to an online survey to evaluate the meeting or virtual class. Click OK to end the meeting.
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