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Center for Instructional Technology
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What’s New!

Comparison between WebCT Campus Edition 4.1 and
Campus Edition 8/Vista 4

What was called

...iIn WebCT CE

Is now called

New Functionality

Content Module

Learning
Module

*Create links to individual:
o Files
Discussion Topics
Assignments
Assessments
Chat Rooms
o Web Links
*Students can create a printable view of a learning
module from within the module
*Show/hide items within the table of contents
*Selective release can be used on items within the
table of contents

[elNelNelNe]

URL

Web Links

*All web links are automatically collected in the Web
Links page
*Can be annotated

«Create a database of media files:

o text
Glossary Image o 0 image
Database Media Library o video
o audio
*Group entries into collections
*Provide links to content on any local storage device
CD-ROM Local Content (e.g. CD-ROM)
Compile . . . . -
Function Printable View | «Compiles content onto a single page for easy printing
Index Tool Not Available
Not Available Announcements -Create notices for students, TAs, or other instructors
*Optional pop-up message feature
Syllabus Syllabus «Import an existing syllabus or build one from scratch

Discussions

Discussions

*Create threaded discussions, journals, or blogs *Add
descriptions/instructions *Use a single screen to view
posts by individual students and assign grades

Westfield State University
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Chat Whiteboard

Chat

*Optional whiteboard:

0 chat only

o whiteboard only

o both at once
*Whiteboard can show images or slideshows *Create
unlimited rooms with custom names
*Moderate discussions using Handraise Mode to call
on students waiting to “speak”

Calendar

Calendar

Create links to activities (e.g. discussion topics,
quizzes, assignments)

*Create calendar listings automatically when building
assignments or assessments

Mail

Mail

*Each instructor/designer has their own identity «Send
messages to individual students, specific groups, or
the whole class

*CC and BCC sending options

Not available

Who’s Online

*See students/faculty/TAs in your course who are
logged into Vista and chat with them online Specify
your visibility and availability to chat with others

Assignments

Assignments

*Students submit homework to a drop box *Release
assignments to the whole class, specific groups, or
individual students

*Return assignments to students for revision before
grading

«Similar functionality can be accomplished with the

Student Not available Assignment Tool: create an ungraded
Homepages assignment where students submit a web page,
then publish the submissions
Student Group Subrits ihe work, ll members 606ive the sams
Presentations Manager grade ’
«Create groups in various ways:
o Sign-up sheets
o Assigned groups
o Random groups
*Create discussion topics and chat rooms for each
group
Quizzes Assessments *Additional question types: Combination

o Fillin the blank
o Jumbled sentence

o True/False <Grade by question

Westfield State University
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Manage

*Freeze name columns for easier/faster scrolling and

Students Gradebook searching
Course
Homepage Content Items can be annotated
sLayouts can be customized
Organizer Pages | Folders +ltems can be annotated

sLayouts can be customized

Update Student
View Function

Not Available

*Student view updates automatically

Student View

Student View

«Student view tab is an actual student view — test

assessments, assignments, gradebook, and content
as a student
*No re-logging in or separate accounts

*Section tracking reports:

Track Students | Tracking o Overview of general student activity
o How often tools (e.g. Assignments) are used
o How often items (e.g. a quiz) are used
o Overview of the files viewed most frequently
0 Detailed summary of activities for individual
students
Actions Action Links +All tools are located under the Course Tools,
Options Course Tools Designer Tools, and Instructor Tools menus

Designer Links

Designer Tools

the tools you want to use

Instructor *Actions are listed under the Action Links icon next to
Control Panel Tools each item’s title
. . *Share common departmental documents (e.g.
Not available Repository academic honesty policy)
: Selective o .
Not available Release Comprehensive list of all course content and links
Map *Show/hide items or make them available to specific

students, on certain dates, etc.

Westfield State University
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First Things First

Things to Remember while working in Plato

 Blackboard Learnil 1. Only use links on the page, avoid your browser’s
@ X~ [& teps: toolbar Because PLATO is driven by a behind-the-scenes

server, using the Back, Next or Refresh buttons on your

Avoid the béc;k button on your Vebbrowser can lead to unexpected results. Instead,

browser. always use the buttons on the screen to navigate the
course.
swdennnew?l / / Click Home in the breadcrumbs or Course Content in the
3 Course Tools menu to return to the first page of the
! < Your location: Home Page » Getting Started » Syllabus course

Use “breadcrumbs” to

navigate.
2. Choose the correct tab for building, teaching,
previewing
At the top of the screen there are tabs that let you toggle

Ei Wes tfield

e

between the different views of your course. When you
work in an active course section, you have three: Build for
editing, Teach for interacting with students or their work,
and Student View, which allows you to see the course as
your students see it.

Student View

Be sure to use the correct tab.

If you build a template, there are two: Build for editing and
View Template for previewing the course from the
students’ perspective.

3. All pages are Web-based forms
PLATO is, simply, a series of Web forms. Most editing
involves clicking a button or filling in a field. To make the
“Save” is the most common  &dit happen, you click a Submit button to make the

Submit button. change(s). The Submit button may have different names
(e.g., “save”, “send” etc.), but it performs an equivalent
function.

P 4. Refer to the Help link
My Plato | Accessibility(| Help )Log out The PLATO manual is built into the system. Click the Help
link (top right) on any screen to access help. The Help link
Confused? Check the displays help topics that are specific to your location within
Help link. the course.

Westfield State University Page 7 westfield.ma.edu/plato



Grade Book

| Create CDll.IITI"I\é || )Enroll Member

Gr Members | View All Custor

] ast Name = First Name
phgfumeric 4 Alphanumeric

| Eclark lisa

Edit Content with the Action
Link Drop Down Menus.

Action Menu

<

&) Course Tools

i Mail
Discussions

& Chat

Calendar

A Announcements

B who's Online

@ Assessments

Line Spacing in HTML

5. Edit content with the Action Links drop-down
menus

Every editable item on the screen has a small, gray Action
Links button next to it. Click the Action Links icon next to
an editable item to open a menu that lets you access all
the functions you can perform with (or to) that item. In
some cases, there is an Action Links icon next to the title
of a page that leads to specific functions for that tool or

page.

6. Action Menu:

o

¢* Edit Properties
J Preview
[%] Hide Item

45 Customize Link

ED Manage Media Library Links
F3 Move to Folder

@ Remove Link N

7. The Course Tools Menu: This menu is available under
all tabs and displays a link to each of the tools you have
included in your course. Under the Build tab, clicking on an
icon will allow you to edit the individual and global settings
for that tool. Under the Teach tab and Student View,
clicking an icon will allow you to use the tool itself. If the
course tools menu collapses into a thin strip of icons,
simply click the desired tool’s icon to open it again.

If you don’t want students accessing a tool directly, you
can hide individual tools in the menu in the Manage
Course Screen.

8. Shift/Enter: Hit the Shift and Enter buttons
simultaneously to single space.

Westfield State University
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Login to PLATO VISTA

1. Launch a supported web browser such as Internet Explorer, Mozilla Firefox, or
Safari.

2. Inthe URL address bar type:
% if on campus: plato/plato
% off campus:  westfield.ma.edu/plato

-Then Click GO or press Enter on the keyboard to retrieve the page typed in the URL
address bar.

-You can also access PLATO on the college’s main website (www.westfield.ma.edu).
Under “Logins” locate “PLATO/Online Learning”.

3. The page that you should see next is the PLATO Login page with login fields as
shown below.

* Faculty Login:
Ex. John Doe — CWID: A00123456
Username: jdoe (your first initial of your first name along with
your last name all lowercase)
Password: A00123456 (CWID)

Log In to Courses

’?’ As Faculty, your username 1is
Lezere [ dlnels your first imnal & last name, all

password: | 00123456 lower case.
Your imnal password 15 your
Login Example: CWID with a capital A Faculty

John Doe - CWID: A10012345 passwords ARE NOT RESET
each semester, 50 once you reset
it, it will remain the same unless
you change it.

Username: jdoe2345

Password: A10012345

Mote: If last name contains more than 15
characters use only the first 15 characters of

last name in the username.
LISTEN TO A PODCAST OF THE LOGIM
INSTUCTIOMS,

**If your CWID does not work as your password, please contact CIT for assistance.
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+ Student Login:
Example for Lynn Zayac — CWID: AO0000000
Username: Izayac0000 (first initial of first name, last name, last 4 digits
of CWID)
Password: AO0000000 (CWID with “A” capitalized)

. | Izayac0000 f 3 . _
Username.‘ ' ‘} LIVE HELP!
Password: (P (ED

Login 3 SMARTHINKING
[ LoG N ]

Login Example:

John Doe - CWID: A10001234
Username: jdoel234
Password: A10001234

Click herefor atutorial on logging into Plato.

Alternative PLATO Login

4. |If you are logging in for the first time, the system will prompt you to change your
password. Your new password must be a minimum of six characters. When you have
completed the required fields indicated, click “Save”.

Change Password

*Current password: |
*Mew password:
*Confirm new password:

Secret question:

Secret answer:

* Required field

-After changing your password, the system will log you out and you will have to log back in with
your new password.
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Browser Settings- Check Browser

1. While PLATO VISTA works with most web browsers, some of the latest versions
may not yet be fully supported. It is important to run the browser check. Once you
login into PLATO VISTA for the first time, you should first make sure your browser
is properly configured. You can check this by clicking on “Check Browser” in the
top right corner of the browser window.

4 Westfield My Settings @ Check Browser | | Log out
State College

My Plato Administration Content Manager

Welcome, linda zayac . Today is January 25, 2008 3:44 PM EST. Channels Colaor Layout =)

Course List

|Campus Announcements |Campus Bookmarks z

Use of the SLASH (/) Character
QuickTime 7.4 Known Issues

WebCT Student Access Codes
e-pa... - for instructors

SOCIAlL PROBLEMS{OMLIMNE) - SOCIO207VE0] 20025PRING

PRIM OF SOCIOLOGY - SOCI0DI01005 20035PRING

|Ca|endar Day

Close this window pime

|Persunal Bookmarks

n<

all da Blackboard Learnin g Systern - Vista Enterprise License (Release Vista 4.2,2) [14.0,5.13]
b4 Browser Check Results You currently have no

Welcome to Yista Getttin bookmarks.

Started This brawser check will ensure your browser is configured so the complate
arte functionality of this application is available to you. For each area checked,

mandatory or recommended changes are indicated.

For more information, see the Browser Tune-up Page.

Browser Check

W

| This browser is validated for use with the Learning System.

It appears that you are using Microsoft® Internet Explorer 6.0
browser,

mv Gookies Gheck
| Cookies are enabled.
The Learning System uses a cookie to keep track of your current

session, You must have cookies enabled so we can maintain your
current state as you navigate through the application.

m_/ Javascript Check
1| Jawascript is enabled
almost every part of the Learning System relies on Javascript for

the ability to generate interactive weh pages. ¥You must have
Javascript enabled.

<

<

Pop-up Blocker Check
| Pop-up blocker is turned off.

I

3. Once you have done a browser check, if you find that you are having Java issues,
uninstall any Java on your computer and download the compatible version. From
the Plato login page, click ‘Online Learning Resources’ (on the right) and then
‘Download Java Runtime’.

« Note: You can access 24/7 help by clicking on the Plato Support Live Help
icon located on the PLATO Home Page.

y 24/7 Plato Support
P (e e
\'5 LLoain ]
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My PLATO

1. My PLATO is the first screen you see after you log in. The primary function of the
My PLATO area is to provide a single point of access to all courses in which you
are enrolled.

2. The My Settings link allows you to modify tools options, change your password,
and see your assigned role.

3. You can also customize the order of your course list and hide certain courses by 4

clicking on the pencil icon

Eﬁ\vcstficld My Settings | Check Browser | Help | Log out

State College

Administration Content Manager

My Plato

Color | Layout =

Charels

Welcome, linda zayac . Today is January 28, 2008 2:08 PM EST.

<

|Campus Announcements Course List |Campl‘Boukmarks

Use of t LASH (/) Character
QuickTimel7 4 Known [ssues

|Ca|endar‘av = ‘

SO0CIAL PROBLEMS{ONLINE) - SOCIO307501 20085PRING Qudent Access Codes

Section Instructor: linda ac, lisa clark

= My Settings-change
passwords &

beokm Global course

settings

PRIN QF SOCIOLOGYF SOCI0101005 20085PRING
Section Instructor: |#a zayac

You currently have no entries
for today.

M2008 - WehCamp Course Home
linda zayac, lisa clark

DGCE WEBCAMP
Section Instructg

Campus
Announcements
Box

You currently|
grades.

Click to
customize
Course List

SOCIAL =
SOCI0Z07501 20085PRING (5)

PRIN OF SOCIOLOGY -
SOCI0101005 20085PRING (4)

DGCE WEBCAMP 1AN2008 -
WebCamp Course Home (3)

BGCC WERCAND LaNo00o.

r: linda zaya

g

Find your
courses here [ Hommm
by clicking on
the link
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B Westfield @Hﬂn | Loa out

Admini

Welcome, cit staff . Today is August 13, 2008 11:26 AM EDT. Channgls | Color | Lavour | & @
My Settings kg

@ My Profile | @My Tool Cptions | FaMy Roles

Public
User namae: citstaff

Flrst name: ot
Last name: §taff

E-mall: cit@wsc.ma,edu

Edit Profile | Change Password

FE——— - I
@ My Profile ?fﬁzM‘f Roles |

Tool Options apply to all of your courses

and let you specify default settings for certain course tools. Default settings are always in effect when you first log in, but you can change
the setting on a course-by-course basis

le working with a tool. You may not have access to some or all of these tools.

Calendar
Preferred view: | Month
Week begins on: | Sunday v
Language

Discussions My Language [ System default -]
# Mark my own posts as read
Mail

View:

™ Threaded Change your Mail forwarding

[[] Forward all mail messages to the e-mail address in my profile
O unthreaded Tool options Show messages:
Show new messages or threads at: @ Al
(®) Top of list here () Unread only
() Bottom of list

HTML Creator
M Start the HTML Creator by default

Show new messages at:

Show messages: ® Top of list
() Bottom of list
< Al
Unread only
Paging
Fonts Number of items per page |500 | (999 is the recommended maximum)

Font size; [ System default = Time Zone

Font type: | System default = | My time zone: | System default - (GMT -4:00) Eastern Time (US & Canada} =)

Who's Online

My status:
| Save || Cancel

CIT - DESIGNING YOUR COURSE

Assign Course Content
CIT - DESIGNING YOUR COURSE

Y¥ou can assign content to this course from another course or start designing this course without assigning content. Select one of the options
below and click Cantinue.

& Set up ablank course

Select this option to start designing this course without assigning content.

¢y Copy content from another course
Select from courses in which you are enrclled as a designer,

te to this course
emplates that have been associated with this course by an administrator,

file
to start importing course content from exported course file,

¢ Import content fin
Select this optid

Click here to
set up a blank
course

| Continue | | Cancel
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7 Westfield

State College

Iy Plato | accessibility | Help | Log owl

CIT - DESIGNING YOUR COURSE

Quick start

The option to set up a blank course was selected, & blank course does not contain any content. To create content, you add tools to the course.

Add toaols to the course by selecting the check boxes. Remowve tools by clearing the check baoxes,

[] select All Tools

Organizational Tools

F calendar

Enter important events and deadlines, and allow Students to enter their own events,

] & search

Search for content in the course,

] EGQ syllabus

Provide course requirements, objectives, and policies,

Communication Tools

[] & Announcements
Past impartant information in a central locatian,

[ © chat

Chat with other users in the course in real time, or use the Whiteboard to display images.

[] %* Discussions
Past and respond to messages on specific topics.

O & Mail

Send fmessages to other users,

[] #& Roster

Roster

i wWho's Online

Chat with other users who are logged in to the Learning System.

Student Learning Activities

il Assessments
Create quizzes, self tests, and surveys.

[0 & Assignments

Create assignments for Students to submit online, Students can work independently or in groups.

[ L Goals

Create goals that list the gualitative and guantitative performance expected in your course,

Content Tools

O Learning Modules o
COrganize and present content and activities to Students,

[] 3 Local Content

Allow Students to easily access large files from a portable medium, such as CD-ROM, instead of downloading the files from the

Learning System.
O Media Library
Create a glossary ar image collection.

[ &k SCORM

Import SCORM-campliant packages, or modules, to be used as course content. SCORM modules can be added to the Haome Page,

other folders, and learning modules.

[0 &)1 web Links
Create links to Internet resources.

Student Tools
F My Files

Allow Students to store their own files,

1 [B] My Grades
Allow Students to check their grades.

O My Progress
allow Students to track their own progress.,

[] €) Notes

Allow Students to take notes,

Westfield State University Page 14
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The Quick Start Screen

Add/Remove Tools

You can add and remove tools after you sef-up
the course. Inthe Designer Tools menu under
the Build tab, click Manage Course. In the
Manage Course screen click Tools. In the Tools
screen, you can add and remove course tools.

The Quick Start screen appears the first time you access a template or a
section to begin building a course. This page lists all the tools available
in Campus Edition 8 or Vista 4.

To select tools for your course, check the box next to each of the tools
youwant to include, then click Save at the bottom. You can always add
more tools later, so only select the tools you are certain to use.

The Calendar is a useful tool Quick
for posting important dates. If

a student has multiple

courses, events from all courses

will appear on their calendar.

O

i

The Syllabus tool provides O

a location for you to post a
syllabus and offers a syllabus
template if you have not yet
created one.

Comm
O
O

-

The Discussions tool allows
students to share ideas though
standard threaded discussions,
blogs and joumnals.

"

O
O
O

Enable the Assessments tool
if you plan to put quizzes or
surveys online.

The Assignments tool provides
a location for you to organize
and collect assignments
submitted online.

A4,

The Learning Modules tool
is useful for organizing and
posting course content.

"

a

Web Links lets you create links
to Web pages, and allows you
to organize them into groups.

The My Grades tool gives
students access to any of their
grades that you release from
the grade book.*

\

O G

Start

The option to set up a blank course was selected.

Select All Tools

rganizational Tools

Calendar

Enter important events and deadlines
/D Search

Search for content in the course.

ED Syllabus

Provide course requirements, objectives, and policies.

unication Tools
&' Announcements
Post important information in a central location.
Q Chat
Chat with other users in the course in real time
Discussions
Post and respond to messages on specific topics.
@ Mail
Send messages to other users.
# Roster
Roster
[®%] Who's Online
Chat with other users who are logged in to the Learning System.

udent Learning Activities

E,"j Assessments

Create quizzes, self tests, and surveys.
B Assignments

Create assignments for Students to submit online.
=) Goals

Create goals that list the qualitative and guantitative

Content Tools

Learning Modules
Organize and present content and SCORM: Shareable Content Object
Media Library Reference Model is a standard for
Create a glossary or image collection. developing, packaging and deliver-
ing high-quality training materials
SCORM for online training courses. SCORM
Import SCORM-compliant packages, ¢ was developed based on the con-
Web Links cept of “using a common e-learning
Create links to Internet resources. standard to modernize edecatlon
and training courses”.

@

@

Student Tools

My Grades
Allow Students to check their grades.

*In compliance with FERPA, a """? Progress -
students only see their own Allow Students to track their own progress.
grades. (] gy Notes
Allow Students to take notes.
[ save |
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i Westfield

State

College

Student View

My Plato | Accessibility | Help | Log oul

CIT - DESIGNING YOUR COURSE

e Colles

£

fi» Course Content

¥

Announcements

Assessments

Assignments

£
&
2

Calendar

Chat

% Discussions

b Goals

e

=

2R Learning Modules

(=) Local Content

£y Mail

Bl Media Library

4%, Roster

]@ SCORM

Z@ Search

Syllabus

@l Web Links

who's Snline

[H) = Hidden

B Shusa ik |[E Congratulations! You are ready to build your course.
& Course Content |¥ -
5 Announcements
§) Assessments Course Tools

: Course tools are all of the content, organizational, communication, and evaluation tools
6@ Assignments that you or another designer has added to the course menu. You use these tools to
calendar create content and learning activities, Section Instructors use these tools to present
: content and learning activities to Students. Students use these tools to view content and
Chat perform learning activities.

(]} i z
3‘? 1BELESIon= 4 Designer Tools
l-/f Goals L| Designer tools allow you to build and customize the course, manage files, and control the
Learning Modules availability of content.
(=) Local Content To read information about getting started in the Learning System, click the Help link at
£ Mail the top of the screen,
Media Library Tutorials
rﬁ} Roster To become familiar with the major areas of the Blackboard Learning System and how to
@ SCORM navigate around them, see the Exploring the Interface tutarial,
® Search To learn the fundamentals of building a course in the Blackboard Learning System, see the
Design Basics tutorial.
Syllabus
@yl Web Links
Whao's Online
[(H) = Hidden -
o Do not show me this page again.
[esigne 0.0 :

< b
T Westfield My Plato | Accessibility | Help | Log oul

CIT - DESIGNING YOUR COURSE

Your location: Home Page

<

[El Add File ::-; @ create Folder Ir| %] Add Content Link

B Adding Files

Y¥ou can create files or add existing files on your computer, such as lecture notes and slide
shows, to your course, To create or add files, click the Add File button,

i@ creating Folders

You can create folders and use them to organize your content and files, To create folders,
click the Create Folder button,

=l Adding Content Links

¥ou can add links to content in other course tools. This allows users to access a variety
of content from this location. To add links; click the Add Content Links button.

Westfield State University
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Build/Teach/Student View tabs

-These three tabs contain all of the links and functions associated with specific roles in a
specific course.

' Westfield

State Colloge

Build Teach Student View

Build Tab

-The designer creates, manages, and organizes course content from this tab. The
designer can change the visual presentation of the course, add tools, and create content
items such as quizzes or discussion topics.

Teach Tab

-Instructor activities such as reviewing student work, managing grades, or interacting with
students occur on the “Teach” tab. Access to instructor tools such as Assessment
Manager, Assignment Dropbox, Grade Book, and Group Manager are found only within
this tab.

-You will Manage and teach your course from the teach tab. With the “Teach” tab, you

can:
0 Manage students
o Track students
o Grade discussions, assessments, and assignments
Student View Tab

-This tab allows you to experience the course as a student, including testing out assessment and
assignment submission.
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E\V‘bstficld

State

| Student View

Wty Plato | Accessibility | Help | Log ou

SUMMER2008 - WEBCANF SAMPLE COURSE

w4

(5 Manags Coure

File Manager

| B agar

“rourlocation: Home Page

2] A otk ik B[ Pasmioptiors 3

i<

2

Browsz
Craate

G0 to Power View

s Y (G Ameamarts 5
\%“‘ ome to Social Problems o

File

3 Dcustines

Course Menu? '’

iHy = HEEE

Y o=

3 Lanming biute»

50w Ly caesion

] Wl Lirk»

o aranmang
Understanding

Social Problems 5e
Mooney/Krox/Schacht

Header Area

z

Assignments and Adtivities

E Folder
Students will find all course information, assigiments, and Co urse
astivities here.
Content

Area

Add a ° \
file ——

studentlounge 2 Dijgcussion Link eTueing.on = Wab Link

dent Loy,
i)

o eTutoring &=
Student Lounge: In this discussian forum studerts san connsct =1 Frae tutoring for all WEE students

with wne another autside of the course materials,

i

Fof. Lynn Zavag

Center for Instructional Technology

Wilsor 114 Office: 413-572-8142

Virtual Office Hour
Use the "Who's Online" tool to talk with me online Monday- Thursdays- Zpm-Spm

If it'is of a private noture. you can email me through VISTA or call my home phone- Mondoy Thursdays- 7pm=-Spm

Customizing Your Course

Step 1: Custo

= Designe 00

8 Manage Course

mizing your course menu

Your location: Manage Course

Manage Course

& File Manager

Grading Forms

N 4] Tools

{2 Selective Release

. Determine which tools can be used in the course. You can add and remove fools as necessary.

@ Course Tools
Course Content
X' Announcements
Assessments (H)
ignments (H

Learning Modules (H)
| & Mail

& Roster (H)

Web Links (H)
| & Who's Online
{H) = Hidden

s Course Menu
Maodify the appearance of the course menu.

[ Colors
Choose colors for the course.

H: Course Contenticons
Choose an icon set for course content.

E Settings
Edit settings fortools.

% Import
Import content into the course.

=1 Backup
Back up the course for safekeeping and archiving purposes.

T Course Preview Page Setup
Set up the Course Preview Page forthe course.

Date Rollover
Adjust dates for course items.
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Shifting Course & Designer Tools in the Menu Bar
Scroll down to where it says “My Tools”. To the left of “My Tools”, click on the green arrow
pointing upward.

Add Custom Link

[a] My Grades
2T 0 My Files
&= Fl My Progress
iz [ 4 MNotes

-“My Tools” will then switch place with “Course Tools” so that on your side menu bar,
“My Tools” will display on top of “Course Tools”.

@ Course Tools [y De er Too
F» Course Content ¥ @8 Manage Course

. . . [=] Who's Online H File Manager
Switching the side bars Ao p———
will make it easier for you (51 Assessments (H) "D Solective Reloase
to navigate as an 1 assignments (H)
inS’[I’UC’[OI’. Calendar e Course Content ¥
&) Chat =] whao's Online
«* Discussions (H) IS Announcerments
Goals (H) 51 msssessments (H)
Before ,Eﬁ Learning Modules (H) 1 assignments (H)
=y Mail Calendar
% Roster (H) &) Chat
/2 Search (H) «* Discussions (H)
£D Syllabus (H) Goals {(H)
£ Web Links (H [ Learning Modules (H)
@ De Sy £y Mail
g8 Manage Course r?%l Roster (H}
File Manager /D Search (H)
Grading Forms EL Syllabus (H)
g Selective Release @l ¥eh Links (H)

Hiding Course Tools on the menu from Student View and Navigation

-Next thing you want to do before continuing to build your course is to hide
unnecessary course tools on your side menu so that it’ll be viewable to you (instructor)
but hidden to the students. Reason for this is to prevent students from navigating
using the side menu.
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1. Under your “Designer Tools” menu, click on “Manage Course” and then Course Menu

& Designe 00
8 Manage Course
E File Manager

[5 Grading Forms
i3 Selective Release

@ Course Tools

#& Course Conient

X' Announcements
Assessments (H)
Assignments (H)

Calendar

= Chat

 Discussions (H) |
Learning Modules (H)

T

71 Media Library

 Roster (H)
Web

| B Who's Online
{H) = Hidden

H)

Your location: Manage Course
Manage Course

2 Tools
“  Determine which tools can be used in the course You can add and remove fools as necessary.

5 Course Menu

Modify the appearance of the course menu

i Colors
Choose colors for the course.

H: Course Contentlcons
Choose anicon set for course content.

Settings
Edit seftings fortools.

Import
Import content into the course.

Backup
Back up the course for safekeeping and archiving purposes.

Course Preview Page Setup
Set up the Course Preview Page for the course.

Date Rollover
Adjust dates for course items

|.ﬁnpiv_53ttings__| e
ﬁrder and Visibility
Move  Tool Name Student Visibiiity
{88 [+ T+ 30, dd Custom Link
2 O & My Grades
' O B My Files
= T My Progress "Hide Link" = tool visible I:m
| 4 IZl:*’SJ Notes W
[t | Course Tools  EeTEGINEETTY
#i Course Content
1€ O ® Announcements | Hide Link |
|12 O & Assessments | ShowLink
OB Assignments "Show Link" = tool hidden | ShowLink |
e O Calendar Show Link |
' O & Chat [ Hide Link |
|:£ O % Discussions | ShowLink |

Special Note: “Hide Link” indicates a link that is currently visible on the tool bar.
“Show Link” indicates a link that is currently hidden on the tool bar.

Westfield State University
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2. To the right of each tool, there is a button that says “Hide Link”. Click on “Hide
Link” to hide the link. The link will then turn into a “Show Link”. To unhide the tool,
simply click on “Show Link” to the right of the hidden link.

Faculty View —

Course Tools
*H = Hidden to
students

Student View -
Course Tools

€3 Course Tools
fi» Course Content
=] Wwha's Online

I5 Announcements

&«

&) Course Tools
fe Course Content

] Assessments (H) [2] who's Cnline
& Assignments (H) IS Announcements
Calendar Calendar
=7 chat &) Chat
+* Discussions (H) 2w
Goals (H)
[y Learning Modules (H)
£y Mail
rﬁl Roster (H)
/5 Search (H)

L Syllabus (HY
gyl Web Links (H)
(H) = Hidden

* Hide the following tools:
o0 Assessments

Assignments

Discussions

Goals

Learning Modules

Roster

Search

Syllabus

Web Links

O O0O0OO0O0OO0OO0OOo

Special Note: “H” denotes that the tool is hidden from student view.
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Creating your course Home Page in PLATO/VISTA

1. Keep your Home Page simple. VISTA is a folder/organized
only a few icons.

2. Below is an example of a developed Home Page.

3. When you are ready to develop your Home Page, the Home
course in the header and 3 components similar to the picture b

system. The Home Page should have

Page should include the title of the
elow.

Note: See “Adding Components” on page 28 & 63 to know more about different components.

4. The first thing to do is to create the title of the course in the header. To do this, click on “Page
Options” on the top right side of your screen, and select “Edit Header”.

@ ¥ianage Lourse

I Westfield My Plato | sccessibility | Help | Log out
Build Teach Student View DGCE WEBCAMP_JAN2008 - Joshua A. Garcia

5 A vour location: Home Page
File Manager
Grading Forms

T i
= Selective Release

| B AddFile 2 || [[@ Create Folder :| ) Add Content Link 2 |

A
£y Course Content
who's Onling

IS Announcements

¥

Wweekly assignments
and activities 2

@ Student Lounge % M

‘7] Assessments (H)

B assignments (H)
Calendar

Learning VISTA 4.0

eTutoring 2
. -
eTutoring &

alg

First click

Page Options é_r_ “Page Options”
Go to Power Yiew
Customize Page Display
Edit Header - Then select
Edit Footer -/ “Edit Header”

L

Make Changes to a Page, a File, a Link, or an lcon-Use Action Menu =
E’i\\csthcld My Plato | sccessibility | Help | Log out
El;;.im Each Student View DGCE WEBCAMP_JAN2008 - Joshua A. Garcia

@ Manage Lourse
File Manager
[& Grading Forms

“I vour location: Home Page

| E Add File = ‘I @ Create Folder ;| 1 Add Gontent Link %

hig
is5 Selective Release

A
iy Course Content
Whao's Online

Learning VISTA 4.0

i

¥

w

\

Weekly Assignments
and Activities

(5] Assessments (H)

@ Student Lounge

1 Assignments (H)

Calendar

. g -
eTutoring &
\ org

eTutoring %

N\

(I3
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Using the HTML Creator

Overview of the HTML Creator Toolbar

Clear all Text Paragraph or Heading Font Face Font Size Character styles
2 Y BB M| 04| Headng! ¥ | Verdana v |18 v B Ir g
E BN ¥ F ([ E =t ip
Text Color Enlarge HTML Creator Insert Table & Insert Link & Insert Image
Table Wizard Insert Anchor

Tools and What They Do

Tool What It Does

New Clears the Content box.

Undo Use to undo mistakes.

Redo If you decide you do not want to undo an action,
use the Redo button.

Paragraph Applies various paragraph formatting to selected

Format text.
Choose from Paragraph, Heading 1, Heading 2,
Heading 3, etc.

Font Face Changes the font face of the selected text.
Use only these Standard fonts: Arial, Georgia,
Times, Times New Roman, Trebuchet, Verdana

Font Size Changes the size of the selected text.

Westfield State University
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Insert Table To insert a custom table:

Place your cursor where you want to insert a table and
click the Insert Table button. Under Number of
rows/columns, select the number of rows and columns.
Enter the table, row, column, cell, and color

properties you want and click OK.

Insert Table Wizard To insert a basic table:

Place your cursor where you want to insert a table and
click the Insert Table Wizard button. Drag to highlight the
number of rows and columns that you want to insert and
then click your mouse.

Insert Row Inserts a row into a table.
Insert Column Inserts a column into a table.
Insert Link To insert a link:

Place your cursor where you want the link to appear and
click the Insert Link button.

To insert a link to a file on your computer, click Browse
and select the file.

To insert a link to a file on the Internet, enter the complete
URL of the file into the URL text box.

Tip: Rather than typing the complete URL, copy the URL
from a web browser and paste it in the text box. In the
Link Text text box, enter the text you want to represent the
link and click OK.

Insert Named Anchor A bookmark is an invisible marker in a document (the
(Bookmark) equivalent in HTML to a named anchor, or internal link
within a page). You can link to a particular location within
a document by first inserting a bookmark and then
creating a link to the bookmark. To insert a bookmark:
Click where you want the bookmark, then click the Insert
Bookmark button. Enter a name for the bookmark (no
spaces!) and click OK. The bookmark is inserted in the
editing area. A flag signifies the location of the bookmark.
Tip: To rename the bookmark, right-click the flag and
choose Bookmark Properties. Edit the name and click OK.
To create a link to the bookmark:
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Place your cursor in the location in which you want to
create a link to the bookmark and click the Insert Link
button. Next to Link type, select File Browse or Upload
and in the text box, enter a pound sign (#), followed by the
name of the bookmark. Example: To link to a bookmark
named Top, enter #Top. In the Link Text text box, enter
the text you want to represent the link and click OK.
Insert Image Inserts an image.

Note: Only .gif, .jpg, or .png images can be used in the
HTML

Creator.

Insert Horizontal Line Inserts a horizontal line.

Check Spelling Checks the text spelling.

Insert Symbol Inserts a symbol (e.g. ©, Q, ¢).

Show All Shows paragraph and other formatting marks.

Document Statistics Shows the number of words, characters, paragraphs, and
images in
the text.

Frame Window Mode Opens the HTML Creator in a new window that can be
resized.

Using the HTML Header

-Once you have opened the “Edit Header” or “Edit Footer”, type in the information you
would like displayed in the header or footer of the page. Use HTML code to style your
text, select the “Enable HTML Creator” option to do so. When you are done, click

“Save”.
Create or Edit Header .
Enable HTML eator > When us'ng the
| HTML editor,
use the Enter
to double
Use HTML | space and
Eag:ilthis as the default header for the entire course. S.hlft/Enter for
single space.
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-Once the HTML Creator is enabled, put the title of the course within the text box as in
the example below. You can bold, italicize, change font, change color, etc., when you
using the HTML Creator. When you are done, click “Save”.

Create File
*File Name: |
“Content: | Disable HTML Creator |
2 [ | LB B’ M | 3 Ca ||nc-ne L”Arial ﬂ|12 Lll B I
s U A IEE==xx ¥ | B E=¥ | EE-EiE |2 da
B Ok o
Click on the "Frame Window Mode" icon to maxamize this HTWL Editor, =l
Whenyou're finished editing or creating a file, click onthe same icon to
minimize the window and insert the text in this box.
=
WYSTWYG I Source \.l'iewl edit-on® Pro by Rés Gbeds [nsart
I Save : : Cancel | | Save and Add Another

* Required fields

Adding an Image — While in “Edit Header”, you can add an image to your page by clicking on
the Picture icon.

Create or Edit Header

M| E =
M T 8O E

DESIGNING JOUR COURSE

Insert Image

*Insert Image
V4 Q\J ile Browse or Upload

%URL: Enter link to image, including rot (such as http:)

After clicking on the icon, a dialogue box will open that

requests the location of the image file:

=

Once you select “File Browse” and click on the “Browse” cisplay

button, another dialogue box will open to aid in selecting
the image file you want to use:

Specify Display Properties
ALT Text [

Border

idih | Pixels

Height | Pixels

oK ] [Gancel |

* Reguired Field
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Get Files

N

My Files

&)

Repository

Template
Manager

&

System Files

Class Files

Lock in: |j CIT Publications

x| reEE

(2iE2

HE

hly Computer

Select your file and click “Open” and next you will see:

e

|5 Faculty Ernail Mewsletter - 2008
[ Going Greeni_files

=L 2007PMR_full%:20(2). pdf

i{]ﬂ 2003 online Classes Bookmark, pub
7‘_.. 3.5 % 11 summer courses,pdf

_f‘:_lj 2.5 x 11 summer courses,pub

2] AdChairsMeeting4-7-08.ppt

23 Back of Spring Bookmark.psd

23 Bookmatk, 12-2007 . psd

"Z CIT PLATO header-new phato.psd
,@E] ZIT PLATD header-no hours. jpg
23 CIT PLATO header-no hours, psd
5] CIT PLATO header.ipg

il |

@ CIT Program of Diskin
Bl CIT WEB CAMP REFEF
&) eTutor log in loga. jpg
L:a:] ekutoring logo. jpg

E] Fall 2008 Folder label.
Fall 2008 Orline Class
= Fall 2008 Online Class
21 Fall 2008 Student Log
E] Fall 2008 Student Log
5] Fall Day 2008 Bookme
723 Fall Day 2008 Bookmz
] Fall DGECE 2008 Bookn
23 Fall DGECE 2008 Bookn

|

File name: i

Open

Files of bype: 1n|| Files

%nsert Image
*Insert Image

@ File Browse or Upload

|Beach_Laptop0.jpg

3 URL: Enter link to image, including the protocol

Display
Specify Display Properties
ALT Tewut |
Border |
Width | I Fisels
Height | I Pixels

* Required Field

Lg:_l Caniel

Click on OK and then Save. The image will now be a part of your header on the home page.

Creating or Editing a Footer — Begin by clicking on Page Options as you did for the header but
instead, select “Edit Footer”. The process is the same as creating or editing a Header.

Good items to include in a footer would be:

your name

office location

office hours

phone numbers

S
%; | Page Options =

I =

Go to Power Yiew
Customize Page Display
Edit Header

(Edit Foo.teb

Westfield State University
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Adding Components

1.

In order to add any components, you must be in the “Build” mode by clicking on the

“Build” tab. You will see three components on the page as shown below.

3 Add File %

[@ create Folder || 5] Add Content Link %

2. These are several types of things that can be added to the Home Page.

Home Page

Folders: Like organizer pages, these allow you to categorize the other links on the

[@ create Folder

Files: anything you upload to VISTA that is not a tool within VISTA

2 Add File

e

Content: VISTA tools and instances, i.e. discussions, quizzes, etc.

1 Add Content Link 2

> NOTE: See page 63 to learn more about adding

2 Westficld

1re College

Build [E=-T=l W 5o T

My Plato | Accessibility | Help | Log out
SUMMER2008 - WEBCAMP SAMPLE COURSE

| © Designer Tools voulocetion HomePage
& Manage Course T S
& File Manager | 2 AddFile =

||  Create Folder || & Add ContentLink % e |

' Page Options

Grading Forms
2 Selective Release

@ Course Tools

% Course Content [~ |

Welcome to Social Problems

ta Aooompann: )
Understanding

Social Problems 5e
Mooney/KnowSchacht
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Student Lounge Discussion Forum - The first component to add is the Student

Lounge. The student lounge is an opportunity for students to share discussions with
each other. Student Lounge is created by creating a “discussion forum”.

-To create a “Student Lounge” go to “Add Content Link” and click on “Discussions”.

B Add File ¥

[@ Create Folder ) Add Content Link 2

. . Assessments #
Click First L¢ )
&) Assignments »
Chat »
Student Lounge 2 =
@ ‘ﬁ" Discussinnsﬁ
; L
/ 2} Learning Mobdle »
Click Second ED Syllabus »»
] Web Link »

-Click on “Create Discussion Topic”

5 Discussions »

| Create DiscussiuﬁmTupic |

Select from inventory:

Default Topic
Student Lounge

Add Selected

-Choose “Threaded topic”

Create Discussion Topic

What type of discussion topic would you like to create?

® @ Threaded topic.

Create a threaded topic for 8 more traditional online discussion,
Users post and reply to messages. Replies that are associated
with the same post are grouped together, creating message
threads that can be expanded and collapsed.

£ .
O Blog topic.

Create a collaborative blog (weblog) space by allowing
participants to post a chronological series of entries on a

particular topic. Participants can then add comments ta any blog
entry.,

O %, Journal topic.

Create a journal topic to give Students a place for their own
writing. The journals can be kept private between the Student
and the Section Instructor or shared with the class,

-Title the Threaded topic “Student Lounge” and click “Save”.
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Create Threaded Topic
*Title: Student Lounge|
Description:
Cluse HTML |
Item Visibility: & Show Item
O Hide Item

« Note: See “Creating Discussion Topic” on page 48 to learn more about
building Discussion Forums.

Weekly Assignments and Activities folder system

-The Weekly Assignments and Activities folder system is a simple structure that allows
you to organize your course and make it easier to navigate for students.

Weekly Folders - The second component on the Home Page is the Weekly
“Assignments and Activities” folder. This folder will contain a series of other folders
providing weekly assignments and activities. Therefore when students click on the
“Weekly Assignments and Activities” folder, they will see a screen similar to the
example below.

4 Westfield Accessihility | Help

State College

SRR student View DGCE WEBCAMP_JAN2008 - Joshua A. Garcia

€ My Tools ¢« | Your location: Home Page » Weekly Assignments and Activities

[a] rades
:i files Weekly Assignments and Activities

My Progress
£ Notes 1 Week 1 M Week 2
Week 3 M Week 4
Anchored Title
Week 5§ M Week 6
Week 7 M Week 8

€3 Course Tools q
[t course content | ¢
Wwho's Online T
[5 Announcements
Calendar

5} Chat

2y Mail

LR R

» Within these weekly folders, you will post the assignments and activities for that
week.

-To create a folder, click on “Create Folder”
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Your location: Home Page

5] Add File (@ Create Fuld@l L) Add Content Link %2

-A “Create Folder” box will appear. In the title field, type in the week (i.e. Week 4) and click
“Save”.

-Be sure to go into that Week 4 folder created Create Folder
and title the folder the appropriate week in the “Title: Wk 4
header Description:

Click
“Add Another Folder”

to add additional Ttem Visibility: @ Show Item
folders O Hide Item

| 4= Add Another Folder |

* Required field

1. The first thing you want to add in a Weekly Assignments and Activities folder is a
“Getting Started” folder.

-The Getting Started Folder should include the following elements.
» Syllabus
» Course Texts (include access codes or any other software simulations)
» Course Materials (head set for Elluminate web cam)
* Link to Bookstore
» Used Text Book link to purchase an access code
» Page with viewers or downloads students will need for your course
» Link to Course Preview Plan
» Discussion Forums Participation Rubric
» Disability Etiquette
» Academic Honesty Policy
» Any other resources your students will find helpful or will use in class

2. After creating the Getting Started folder, create an additional 15 Weekly Folders
anchored for the week or however you are going to chunk the learning.

-Week 1 Folder
* Follow Lynn’s KISS RULE

o K-Keep

o I-1It

o S - Simply

0 S — Structured for students and you
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-Keep your week 1 activities to simple warm up activities — have students post
their bio in the student lounge, send you an e-mail, post in a discussion forum,
do an assignment non graded, take a practice quiz, and orient themselves to the
course structure. Students will add /drop during this week and may not be able
to log in or know how to log in, or may experience technical difficulties setting up
their class on their computers.

-Lynn Zayac usually has students do course work this week but in a non graded/
non threatening fashion. This sets the stage and allows Lynn to move quickly in
the following weeks.

-Week 2 Folder
* Week 2 should contain the following samples. You may hide or delete
these later if you choose to copy this class.
o “Start Here” single file instructions for the week
o Graded Discussion forum
0 Assignment
o Assessment (Quiz) using Respondus or the VISTA internal test
generator
Web Link
Chat
o Other tools you may use in your class. Examples: podcast, tutorial,
and or an Elluminate session

© O

The 3" component is an eTutoring Web Link.

» eTutoring.org is an online tutoring platform which allows tutors to work with
students synchronously and asynchronously, answering questions in real
time, or replying to questions and essay submissions that students have left
for review and commentary.

* Inside the eTutoring platform, students and tutors have access to:

o eQuestions: online question submission with an archive of previously
posted questions & answers.
o eWriting: online writing lab with an archive of previously submitted papers and
revisions
o eChat: live communication tool that allows tutors and students to
chat, whiteboard, share files & applications, as well as use audio &
video tools.
o Resources: vast collection of tips, techniques and additional links to
help students improve their writing skills.

-To create an eTutoring link on your page, go to “Add Content Link” and click on

Web Link Your location: Home Page
| 3 Add File ¥ || [[@ Create Folder . T Add Content Link % ‘
=] Second:
L @) Assessments » click “Web
First: click ¢ £ Assignments » Link”
“Add Content Link” . | chat »
tudent Lounge % . :
3 Discussions »
. By Learning Maodule » 1
ED Syllabus »

pstfield.ma.edu/plato
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@) Web Link »

| Create Wel:ﬂ#ink
. . / Select from inle'Ta"Inturv:
Third: click

« . v eTutoring
Create Web Link In the News
Official Wwebsite
Press Releases
Recognitions
WsC Homepage

-A “Create Web Link” box should appear on your
screen. Just like the image below, title the link
“eTutoring” in the title field.
-The Web Address (URL) goes in the “Web Address (URL)” field. The eTutoring link
could be found on the PLATO Home Page if you would like to copy and paste the URL
address instead of typing the address.

-Check off the “Open in a new browser window box” so that when the link is clicked on,
the web page will show up in a new window.

Create Web Link Title it

/ “eTutoring”
*Title: eTutoring

Description:

Web Address sibility: & Show Item

O Hide Item
mdress {URL)

* |http: /fetutoring. orgflogin. cfm?institutionid=167

-Click “Save”

NOTE: To know more on how to create Web Links (i.e. eTutoring link), see page 65.
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S
Make Changes to a File, a Link or an lcon-Use Action Menu =

Welcome to Social Problems

Understanding
Social Problems 5e
Mooney/Knox/Schacht
Click touse Action Menu
Syllabus = Assignment
: “Xbtivities
< Edit Properties
s © Preview udents wil
& Hide ltem purse
= - : formation,
5 Cuslqmlzg LI-I'I|( _ _ e
- i0 Manage Media Library Links
ent L fl
.:_,\“"\ nt Loy, 5 student| = p1ove to Folder utoring.org
= Remove Link
Student " e tutoring
discuss Hents
studentd Mave b

Moving Icons

1. You can change the order of objects placed on your Home Page. Click on the
dropdown menu next to the icon you want to move. Choose the arrows to move it
to the right, left, up or down.

Syllabus ﬁ
L .
1 % Go To Syllabus Dropdown arrow which
Click on arrow Preview leads to a dropdown
to move Hide Item menu
direction 45 Customize Link
\ [F5 Move to Falder
\Ei Remawe Link
4 Move
Student Lounge 2 WWes
@ B
¥ Go To Topic
& Edit Properties
Customize your Icons S
1. You can customize your icons with images, descriptions, and gmve to Falder
. « . . 3 . Remove Lin
tittes. Choose “Customize Link” from the icon dropdown
menu of the icon you would like to customize. move b

Click to Customize
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2. Add a title to your link to display on the Home Page. Give your link a description to
be displayed next to the icon on the home page. Note: keep descriptions short and
simple. Replace your current icon with a new image or choose to revert to the
standard icon created by VISTA. The select “Save”.

Link Settings

Linked To
Student Lounge (Discussion Topic)

Title link
to Custom Title for this Link

l Student Lounge O open in a new browser window

display — —
on Home / Custom Description for this Link
Page

Custom Icon for this Link

@ Click to

replace icon

* Required field

Customize the Page Layout

1. To customize the Home Page, click on “Page Options” and choose “Customize
Page Display.”

‘ Page Options 2

L_] Go to Power View

| | Customize Page Display
& Edit Header 'h

H
Edit Footer

2. The first section allows you to customize the layout of your page icons and text
using WebCT layout templates. In the layout preview section you can choose how
your icons and icon text are displayed. [Customize Page Display: Home Page

Layout Templates Layout Preview
o) Layout 1 Columns: |3 %
—— Icon/Text: [Icon and Text
O .- Layout 2
- Icon Placement: |Left  »
Customize o
Layout 3 alignment: |Left hd
your page
_— Table Width: |Wide
layout here O | =] Layout 4
Q Layaout &
@® Custom Layout

[ change all existing folders to these settings.

[ set default to these settings for all new folders.
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3. The background section allows you to set an image background or background
color on your page. Click Apply to save choice.

Background Image

Click here
to select a = Browse... | | Remove Background Image
Tile the i
color \ le the image
Nd Caolar
Click Apply to save l:‘ Select Color | | Revert to Default
selection
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Adding your Syllabus File

* NOTE: See How to Upload Files (i.e. Syllabus) into VISTA below.

How to Upload Files in VISTA
Uploading Files

1. Make sure you are on the “Build” tab and click on “File Manager” from the left-hand
side of the page under the “Designer Tools” menu.

€ Designer Tools

@ Manage Course
File Manager
Grading Fur@

o i
155 Selective Belease

2. Before you can use a file within your course, it must be uploaded to the file manager first.
To import a file, select “Get Files”

rﬁ] File Manaqger

| Create File | Get Eiles || Create Folder |

3. You will be directed to a new window to browse for your file. Select the location of
your file from the list on the left. You can select from my files, repository, template
manager, class files, or my computer. “My Files” allows you to navigate around your
personally uploaded files. Selecting “My Computer” will open a second window for you
to navigate around your desktop. After you have selected your file, it will be placed in
your course files. You can select more than one file to upload at one time — up to ten
depending on the file size.

[Get Files
Your location: My Fil
Mffﬁt‘j\es Filter content: | All Types v ¥
Select “My Computer” to 0 o et

browse for files within your o

flash drive or personal Template
computer o

System Files
A

> Class Files

Mv‘z?nﬁer
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Creating and using folders inside Your File manager

-It is suggested that you create different folders to organize your files. For example,
you can put all your pictures in a folder called “Images”. Or you can put all the PDF
files of your notes under a folder called “Notes”. You can also divide up the content by

chapters or topics, whichever makes it easier for you to find your materials within your
file manager.

1. To create a new folder, select “Create Folders” from the options under the “File Manager”
title.

rﬁ] File Manager

| Create File || Get Files || Create FE[H-ﬁler |
| -

2. Name your folder and select “OK”.

Create Folder

“Title: My PDF Flles|

| Ok I Cancel
£

wired field

-The new folder will be added to the file manager window

E] File Manager

| Create File || Get Files || Create Folder

Filter content: | all Types v ¥
] Title <+ Type Last Modified Size
1 COmMy POF Flles, % Falder 8/28/07 11:00 AWM -

<

] CJPublic Files \ Coliar 6/15/07 10:51 &M
New folder
[ [ syllabus.html % L

5/15/07 11:52 AM a5
created

|E:|@ Cu:npy”lE MDUEH@ Zip||§j Delete|

1. If you put a file in the wrong place, you can use the “Move” button in the “File
Manager” area to put the file in the proper folder. You can also Copy, Zip, and
Delete folders using this same toolbar at the bottom of the File Manager window.

m:l@ Cup}rHB MDUEH@ Zip|| ¥ Delete|
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2. You can now place these files (any files uploaded in file manager) any where in
your course: Home Page, an organizer page, a learning module, or within the
action menu of a learning module.

Communication Tools

Creating Announcements in VISTA

-When to send an announcement instead of private mail to everyone:
» If you are sending a message that doesn’t need to be replied to, send an
announcement. An announcement can be a reminder, a notification of a
change, or something you only wanted posted for a specific amount of time.

1. To create an Announcement in VISTA click on “Announcements” under “Course
Tools” in the “Build” or “Teach” tabs.

&) Course Tools

P Course Content ¥
[&] ¥ho's Online

|£§“- Announcements

il Assessments (M
1 Assignments (H)
Calendar

[5) Chat

o Discussions (H)

2. Now click on “Create Announcement” as shown below.

Your location: Announcements

Announcements

Create Annuuncs{hqent |

There are currently no announcements. To create an Announcement use the control above.

-There are three areas you must complete to create the announcement:
Announcement Information, Recipients, and Delivery Dates.

Announcement Information:

-Two pieces of information need to be filled out under announcement information. The
first piece is the Title. The title is very important, especially for archival purposes. If
you or a student is searching for a particular announcement, the name is what you will
go by without having to open each one. The next bit of information that is needed is
the Message. What do you want to tell the students? Be explicit and concise.
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Create Announcement
Ta: Learning ¥IST4 4.0

*Title:

S
Message!

Cuse HTML

Recipients

-You must then decide who is going to receive your message. You can select a
particular role; for example, student or teaching assistant, or you can send it to more
than one role. If you want to send it to everyone, select the box next to “Select All
Roles” as shown below.

Recipients

*Select the user types that should receive this announcement.
Select all Rales

Section level
Section Instructor

Section Designer
Teaching Assistant
Student
Auditor

Delivery Dates

-The last piece you need to determine when creating an announcement is when do
you want the announcement to be available and for how long. The beginning date is
important. You can set up your announcements ahead of time and they will appear on
the date that you select. If you want the announcements to be an archive for students,
you should select “Never” as the end date. If you don’t want it be an archive, you can
select a particular date when they will no longer be able to view the announcement.
This could be useful to award students that view VISTA often, to let them know about
pop quizzes or other course surprises.

Delivery Dates
*Start displaying on: 8/28/2007

Check the box to enable the
| pop-up feature

Unlimited

E

@ |11:34 AM
Stop displaying on: ®
©

8/29/200

1 &l

deliver as a pop-up message

[send] | cancel |

* Required field
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-You also have the option to have the announcement pop-up as soon as the student
enters the course. To do this, check the box next to a pop-up message as shown
above.

NOTE: Use the pop-up feature so students will see the announcement even if
they are passive within your course.

-When you have completed filling in all the information, click on “Send”.

-Be aware, if you click on the announcement to edit it, make sure you click on send. If
you select cancel, you will loose the opportunity to edit the announcement.

-For the students to view the announcements, make sure you have it showing within the
course tools.

-To test an announcement, click on “My Plato” on the top right hand corner of your
screen. This will allow you to see what the pop-up will look like.

-Now you and your students have the opportunity to view and retrieve class announcements.
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Using the Calendar in VISTA
Making the Calendar Available for Students
-In order for the students to have access to the calendar, you will need to add the Calendar

tool under Course Tools.
&) Course Tools
& Course Content | ¥

wha's Online

IS Announcements

5 Assessments (H)

1 assignments (H)
Calendar
©) Chat )

=« Discussions (H)
Accessing and Viewing the Calendar

-Calendar allows you to view and create entries for campus or personal events.
Entries can be viewed for a day, a week, or a month on the

-> My PLATO page

- In your sections

-On your “My Plato” page, you can click on the Calendar icon on the upper right-hand side
of the screen.

Calendar shortcut

Channels Colar Layout = C——— located on “My
. Plato” page.

-You can also see the entries for that day under “Calendar Day”, below the list of courses and
Campus Announcements.

Calendar Day

<

You currently hawve no entries
far today,

Section

-From within your section, click on “Calendar” under “Course Tools” as shown above.
You can access the calendar from both the “Build” and “Teach” tabs.
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Month View

Calendar

| Add Entry || Create Printable View || Calendar Settings || Delete All || Delete a Range

Month | Week | Day Yiew: | This course + Personal
& August 2007 %
August v, 2007 v ¥

Sun KMon Tue Wed Thu Fri

Wi 29 a0 a1 1 2 2
Week

Migw 5 =] i a8 9 in
Week

Migw 1z 13 14 it 16 17
Week

A=A 13 20 21 22 23 24
Week

Wi 26 27 29 Today 29 20 321
Week

Entries in italic are private entries.

v »
Sat

4

11

18

25

-The “Month View” displays entries for the current month, with the current date highlighted.

Entries do not show the detail.

-To display entries for the previous or next month, on either side of the month name,

click the previous month ¢ or next month % icon.

& August 2007 G5
August ¥|,|2007 »| ¥

-To quickly select a month that is not adjacent to the current month, select the month

and year from the dropdown list and click the green arrow icon.

Week View

-To view entries for a particular week, click the “View Week” link that is next to the week that

you want to see.

Calendar

| Add Entry || Create Printable View || Calendar Settings H Delete All || Delete a Range

Month | ¥Week | Day Wiew: | This course + Personal b

& August 2007 &

August ~|, 2007 «| ¥
Sun View Week Link Thu Fri Sat

Wiew 29 30 2 3 4
Week

Wigw s o z = =l 10 11
Weelk

Wiew 12 13 14 15 16 17 18
Weelk

Wigw 1 20 21 22 23 24 25
Week

Wi 26 27 28 Today 29 20 31 1
Weelk

Entries in italic are private entries.
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-The week screen appears which displays full entries, including summary and detail.

Calendar

Add Entry || Create Printable View || Calendar Settings || Delete All || Delete a Range

Manth | Week | Day Wiew: | This course + Persanal v ¥

& weeRof August 05-11, 2007 %

% August 2007 &
Sun | Mon | Tue  Wed | Thu | Fri | Sat
29 30 31 1 20 3 4
5 & 7 g 9 10 11
iz 13 14 15 16| 17| 18
19 20 21 22 23 24 25

Month V|ew 26| 27| 280 29| 30| 31 1

August 6, 2007
Tuesday
August 7, 2007
Wednesday
August 8, 2007
Thursday
August 9, 2007
Friday

August 10, 2007
Saturday

August 11, 2007

-You can toggle back to Month View by clicking on the “Month” link.
Day View

-To view entries for a single day, click on the date. The Day screen appears.

Month | Week | Day
@ August 2007 &

August ¥, 2007 »| ¥

Sun Fon
Al=\08 29 30
Week
Wigw g [}

Week B B {E’}

-The Day screen displays the fully entry for the day, including summary and detail. To
display entries for the previous or next day, on either side of the day name, click the
Previous Day ¢ or Next Day % icon.

Calendar

‘ Add Entry H Create Printable Yiew H Calendar Settings H Delete a Range

Month | Week | Day Wiew: | This course + Persanal v ¥

& Monday, August 6, 2007 &

€ August 2007 ®
Sun | Mon | Tue | Wed | Thu |Fri Sat
29 300 31 1 2 3 4
5 [z} 7 a8 9/ 10 11
12 13 14 18 1a| 17 18
19 20/ 21 22 23| 24 25
26 27| 28 29 30| 31 1

There are currently no entries for this day.
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Calendar Settings

-The calendar can display three types of entries in the “View” dropdown box:

1. Course-related: Entries that are public (viewable by all section members) or private
(viewable only in your calendar).

2. Personal: Private entries that are not related to the course but are for personal
reminders.

3. Institution: Entries created by the institution administrator to communicate
campus events that are viewable by all institution members. (These are not
being created at the moment).

-As a section instructor, you can create course-related or personal entries. It is up to
you to grant privileges to your students and teaching assistants to create course-
related entries that are public.

-On the “Calendar Settings” page, you can change the types of entries the calendar
can display for you and your students.

-You can allow students to add public entries. If you do not check this textbox the
students by default cannot make entries for everyone to see.

-The default entry type for the instructor is Public. You can change this to Private if

you do not want your entries to be seen by everyone, you will have to change this to
Public if you want people to see your entries. You would want to keep the Calendar
private if you are using it for personal purposes.

-You can view calendar entries by month, week, or day and start the week on a day of
your choice. You can also choose to display

» Entries associated with all courses

» Entries associated with specific courses

* A symbol of your choice to associate with a course

* Personal entries

Calendar Settings

Entry Settings
Allow Student public entries

Default Entry Type for Section Instructor
@ public © Private
Personal Settings
Custom Wiew

To display course calendar entries, select the appropriate check box,
(® Show entries from all my courses

O Only show entries from these courses:
B | earning VISTA 4.0 - Learning VISTA 4.0
To select a different symbol for a course, click the current symbal,

Show personal entries {entries not associated with any course)
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Adding a Calendar Entry

1. To add a new entry to the calendar, click on the day you want to add the entry to.
This will take you to the Day view. Then click on the “Add Entry” tab.

Calendar

Add Entry || Cre

MMopth | Week | D

2. Putin atitle for the entry and create a summary for the entry. This is a short
descriptive title for the entry, which will be shown on the calendar. Determine a
start and finish day and time for the entry under the subtitle “Dates”. If this is an all-
day entry, click the related textbox.

3. Choose the type of entry. It can be personal or associated with a course. Next,
choose an access level. Course-related entries can be private or public. Personal
entries can only be private. Type a detail for the entry.

Add Entry
*Title: |
Description: Enable HTML Creator\
Be sure to
enable
HTML
Creator
Ouse HTML |
Dates
* Start Date: 9/11,/2007
Start Time: & |HH: mm AM/PM
End Date: MDAy
End Time: @ [HH:mm AM/PM
Entry Type

(3 Personal (Only you can see this entry.)
@& Course {Allows you to link to content in this course.)
Access: (@) public (All course members can see this entry.)
O Private (Only you can see this entry.)
(" Institution {all institution members can see this entry.})

(¥ More Options (Expand this area to see more options.)

Save Cancel
* Required field
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4. For additional settings, click on “More Options”.

&) More Options JExpand this area to see more options. )

Recurrer
[0 This entry repeats:

Every day

Ewvery week on these days:
Sun Man Tue Ve Thu

Lintil:
Links

| Add Content Link =

| Save | | Cancel |

* Required field

Fri Sat

-With these options you can provide a link to a component in your course or to an
outside URL. You can also repeat this entry every day or every week on the days of
your choice, until a certain date. Be aware, though, if you decide to repeat this entry,
you need to make the summary generic; for example, “Weekly Quiz” instead of “Quiz
1”. You also need to make sure that if you are repeating every week, the start date,
end date and the date repeating must be the same for all the calendar entries.

Using Discussion in VISTA

-Discussion boards are a great way for the students to discuss course materials. It can
give an area for groups to work together and a space for students to get to know one
another. The “Discussion” tool is an asynchronous tool, which means that participants
do not need to be online at the same time to communicate. They can compose and
post their messages at any hour or from any place with an internet connection. This

tool is one of the most widely used tools in VISTA.

-In VISTA, you will be given the opportunity to decide if you want the discussion topic
graded. If you do, VISTA will create a column in the grade book for you and you will
be able to look at all of the students’ posting to determine the grade.

1. To create a discussion topic, click on “Discussions” under
“Course Tools” on either the “Build” tab or “Teach” tab.

@ Course Tools
& Course Content | ¥
[=] who's Cnline

I8 Announcements

(5] Assessments (H)

&1 dssignments (H}
Calendar

) chat
Discussions (H) _
Goals {H) ]
[} Learning Modules (H)
oy Mail
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-You have the opportunity now to either create a topic or to create a category. The
difference between the two: you cannot post a message in a category, but you canin a
topic. The category is an area that topics are grouped and organized. You do not
have to use categories if you do not feel it is appropriate for what you want to create.

Creating a Discussion Topic

1. To create a topic, click on “Create Topic”.

Discussions

Createupic Create Categon

All Topics

2. Atfter clicking on “Create Topic”, you must choose the kind of discussion topic you
would like to create. A description of each topic is listed below the discussion topic

subtitles. Choose the topic that suits you and click “Next”.

o B

ELOG

MNext

o &

Create Discussion Topic

What type of discussion topic would you like to create?

Threaded topic.

Create a threaded topic for a more traditional online discussion,
Users post and reply to messages. Replies that are associated with
the same post are grouped together, creating message threads
that can be expanded and collapsed.

@] é Blog topic.

Create a collaborative blog {weblog) space by allowing participants
to post a chronological series of entries on a particular topic,
Participants can then add corrments to any blog entry.

Journal topic.

Create a journal topic to give Students a place for their own
writing. The journals can be kept private between the Student and
the Section Instructor or shared with the class,

Cancel

3. You must include a title. This title should be descriptive, but short. You should also
include a word, like Discussion, so the students know what type of component they
are entering. You can also include a description, which can be a question or an
explanation about the topic. This helps the students know what they are going to
be talking about with the topic. Be sure to enable HTML editor before doing so.
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*Title:

Description: Enable HTML Creator

Cuse HTML |
Item Yisibility: & Show tem
) Hide Item

4. Next you must decide if you want the discussion topic to be gradable. If so, check
the box next to the grade method you prefer. If you do not want the topic to be
gradable, simply check the box that says “Topic is Not Gradable.

Note: If you are going to use this grade in a calculation within VISTA, it must be

the numeric grading method. If it is numeric, include how much the discussion is
worth.

Example:

Grading
(' Topic is not gradable
allow the topic to be graded
& Mumeric grade: Out of [10

O alphanumeric grade
O Grade by Grading Form:

& column is automatically created for this topic in Grade Book
Grade Book column title:

[0 release grade to Students in My Grades

5. You can also set a peer review standard in the discussion. You may choose to
allow students to review other student’s messages and rate them using a simple
rating scale OR you may choose to allow students to review other student’s

messages and grade them using a grading form. You may also choose to not allow
any peer review in the topic.

iZ) Peer Review (Expand this area to see more options. )
& Do not enable peer review in this topic

O Allow Students to review messages using a simple rating scale

0 allow Students to review messages using a grading form

6. The last options you have in the settings of creating a discussion are Topic

Behavior options. Under this setting you may control student posting rules, author

identification, and artifact creation for portfolios. When you are done selecting your
topic behavior options, click “Save”.
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{Z)Topic Behavior Options (Expand this area to see mare options, )

Student Posting Rules

® sStudents can post messages and reply to messages

O Students can post messages but cannot reply to messages

O Students can reply to messages but cannot post messages
Students can edit their messages after posting them

O Lock this topic for Students (Section Instructors can post in a locked topic)

authar Identification
@ authors are identified by user names
O authors are anonymous to Students

Artifact Creation for Portfolios
allow Students to save their messages as portfolio artifacts

* Required field

Making the Discussion Topics Available to Students

-For students to view the topic there are several locations where you can place the topic
within VISTA.

+ Home Page/Folder: If you have a topic that is general to the entire course, like
a Cyber Café, you can include it on the Home Page or in a folder. This gives
quick access for participants to view the discussion.

* Weekly Assignments and Activities folder: You can place a discussion in
each weekly folder.

* Learning Module: If you have a topic that is specific to particular content in the
course you can place it in the Learning Module along with the rest of the
components that pertain to the content.

-Now you and your students are ready to discuss!
Grading Discussion
1. When you are ready to grade a topic, make sure you are in the “Teach” tab. Then

click on “Discussions” under your Course Tool menu. Go to the topic you would
like to grade and click on the drop-down menu next to the topic and click on “Grade

Topic”.
HE I_I ] L e I I L | ) ! l"u |||\_r_F_F\_I\j\_r_F )l
T{_| Please introduce v
# Go To Topic
i | %I Delete &* Edit Properties
Hide Item

B[] Wiew Links to this Item
) Set Release Criteria

|E Grade Topic,

% Delete ]
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2. You will see a list of your students that have either viewed and/or posted to that
topic. You will also receive statistics regarding the average number of read
messages per student and the average number of both original and replied posts
per student. To view an individual student’s posts, click on the student’s name and
click on “View Student Posts”.

3. This will show you the number of read messages, original posts, and replied posts
for the student selected. You will also see all the students’ posts for that topic. If
you need additional information about the student you can click on the student’s
name and click on “View Performance Report”. This will allow you to view the
students tracking within the course, which includes a link to the student’s grades.

4. When you are ready to give the student a grade, you can insert it under “Grade”
next to the student’s name and click “Save”.

5. This grade will automatically be added to the Grade Book. You can also change
the grade by clicking on the current grade, enter the new grade, and click “Save”.
This change will also be reflected in the Grade Book.

Posting Messages on the Discussion Board

1. To post a message in a topic on the discussion board, go to Discussions under
your Course tools. Then click on the topic you would like to add a message too. Or,
you can click on the dropdown arrow next to the topic you would like to add a
message to and click on “Go To Topic” as shown in the image below.

—— - e TEr— - T
- T{—I Please introduce vy : —
|9 Go To Tdmjc |
% | % Delete & Edit Properties
Hide Item

E(Y YWiew Links to this Item
] Set Release Criteria

% Grade Topic
% Delete

2. To create a message in a topic, click on “Create Message”.

p—
@ Welcome to Class

s

@ Description (click to collapse)

Please introduce yourselves. Topic Type: Threaded
Graded: Yes (Mumeric out of 10.0)
Peer Review: No
Posting Re: ons: Allow post and reply
User Identification: User Name

view Drafts

Create Message
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3. -An HTML “Create Message” window will open. You can add your own HTML

coding in your post such as bolding, italicizing, changing fonts, adding images etc.
by clicking the “Enable HTML Creator.

Create Message
#*Subject:

Hello| /
Message:

Enable HTML Creator |

Click when
done

Cuse HTML Insert equation:| New | 3

Attadhments: | add Attachments |

| Post | | Preview | | Cancel | | Save as Draft |
* Required field

4. You will need to include a subject and you can add a message. Once you are
finished creating your message, click on “Post”.

When you look at a topic with a message, you will see the screen below. You will see the
message subject and who authored it. You will also see when the message was posted.
If you are the instructor, you can also delete any posts. Anyone can edit their own posts.

| Expand all || Collapse All |

Display: | % Threaded | Unthreaded E@Unread

[] Subject Iy Messages Author Date
[ Hello =

joshua garcia 2 September 20, 2007 11:40 AM
[ | (4 Mark as Read | | B Mark as Unread ||@ Save to Portfolioll.[% Create Printable View| |§3 Delete|
Mowve to: |- Select - A4 IE' Copy to: |- Select -

W

| Create Message |

6. To view a specific message, click on the dropdown arrow next to the subject name
of the post you would like to view and click “View Message”.

| Expand all || Caollapse all

[1 Subject
[] Hello £
X
@ [T e e} = 19 (€

Unread
Move hd IE Cop

% Delete

Create Message
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Using Mail in VISTA 4.0

1. To use the “Mail” tool in VISTA, click on the “Mail” link under “Course Tools”.

€ Course Tools
e Course Content | ¥
[=] whao's online

5 Announcements

(5] Assessments (H)

L1 Assignments (H)
Calendar
) Chat

«* Discussions (H}
Goals (H)

[} Learning Maodules (H)

[ Mail b
Raoster (H)

A9 Search (H)

L Syllabus (H)

2. This will give you access to send a faculty member or students in the class a private

message.

NOTE: The Mail tool is only useful for your VISTA course. You can only send
and receive mail to those enrolled in your specific course. It is not to be
confused as Internet Email. HOWEVER, you may forward messages to

external email but you can’t reply to the forwarded message.

3. -When you have new mail, you will be notified with the mail icon = appearing on
the “MyPlato” page under the name of the section. Also, a little green and white

star appears next to where it says “Mail” under your “Course Tools”. You can go
directly to the message by clicking on either of the icons. |@ Mail

Creating Folders

)

1. You can use created folders to organize your messages, so they are easier to find

later. To create folders in the mail tool, click on “Create Folder”.

| Create Folder |

&3 Inbox 1 (1)
3 sent Mail 0 (13
3 prafts o ()

0 peleted Mail 0 (0)

2. -A pop-up box will appear for you to create the folder. Type in the name and click

“Create”.

Create Folder

Folder Name:
Saved Mail
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3. When you create a folder, it appears under the default folders in the mail.

| Create Folder |

3 Inbox 1 (1)

£ Sent Mail 0 (1) My Created Folder

£ Drafts 0 (o
) Dpeleted Mail O
0 Saved Mail 00} 2

4. If you would like to rename or delete your folder, click on the dropdown arrow next
to the folder and choose the option.

| Create Folder |

€3 Inbox 1 (1)

0 sent Mail D (1}
O Drafts 0 (D)

0 Deleted Mail D {0)

1 Saved Mail 0 {0y 2
%, Renarne
¥l Delete

Creating a Message

1. To send a private message to someone enrolled in the course, independent of the
role they play, click on “Create Message”.

Mail: Inbox

| Create MES@QE |

Mark: all as:l Read || Unread |

] Subject

2. To find the person whom you want to send the message to, click on “Browse for
Recipients”
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Select Message Recipients
Select Roles
Oto [Jec [JBce Role Description
Create Message

*To:

O O O &l Section Instructors
Brawse for Recipients...

O O O &ll Section Designers
O O O all Teaching Assistants
O O O all Students

O O O Al Auditors

Select Individuals and Groups

Ote Occ Oecc Name

| O joshua garcia

Check the box next to who you 0 O Demo Student
would like to send a messaqge

You can send a message to someone by clicking the box next to that person’s
name under “To”. You can also CC (Carbon Copy) someone, which means you
want them to see it, but the message is not actually meant for them, or you can
BCC (Blind Carbon Copy) someone if you want them to see the message, but you
do not want anyone else to know you sent it to them. If you want to send the
message to everyone, you can select the box next to “To” and it will check all the
recipients at once. When you are finished selecting the participants, click “Save”.

Once you have chosen your recipients, you need to include a clear and concise
subject and type in the message. If you want to include links or formatting you can
use the HTML Creator by clicking on “Enable HTML Creator” or you can type in

your own HTML coding. If you are going to type in your own, make sure you select
“Use HTML".

"Subject:

*Message: [ High priority

Enable HTML Craator

Cuse HTML | Insert equation: New % 3§

Attachments: | add attachments

Praview Cancel Save as Draft

* Required field

. You can also include an equation and an attachment. Once you are finished, you

can preview it, save it as a draft, or send it.

-After it is sent, the mail icon & will appear on the MyPlato page under the name
of the section and a green and white star will be next to the “Mail” link under
“Course Tools” to alert the participants that there is a new mail message.

2y Mail e
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Chat and Whiteboard in VISTA

-The Chat and Whiteboard tool allows you to communicate synchronously (in real-time)
with other users in the course. You can use Chat to engage in synchronous
conversations whereas you can use Whiteboard to draw objects, enter text, import
images, and create slide shows that can be viewed synchronously by other users.

You can use Chat in your course to provide office hours, online guest speakers, exam

reviews, and study groups. Whiteboard can be used to display images, draw objects
or draw freehand and present slide shows.

Creating a Chat and/or Whiteboard Room

-A Chat and Whiteboard room, called the Common Room, is created by default. You
have the option to create other Chat rooms, Whiteboard rooms, or combined Chat and
Whiteboard rooms, which will be demonstrated below.

1. -To access the Chat and Whiteboard tool, click on the “Chat” link under Course

Tools.
— Course Tools
s Course Content | ¥
=] Whao's Online

I8 Announcerments

5] Assessments (H)

£ Assignments (H)
Calendar
[ chat  p |

P Discussians (H)

2. -To create a new chat or whiteboard, click on “Create Chat or Whiteboard
Room”.

Order [ Title
4

& Create Link an:

1 4[] common Room %

- Select -

Chat /
| Create Chat or Whjteboard Room |
)

Type

Chat and Whiteboard Room

5] | [odes]

Participants
Inside

a

Maximum Logging

users

1000

an

-When creating a chat or whiteboard room, there is several areas you must decide on.
The first setting you must include is the name. The name should be descriptive of

what the room will include.

-You will also include a description of the room. This is also extremely important, so

the students know what they are supposed to learn about.

-Maximum number of users is another setting. This depends on what the room will

include and how much discussion is happening between participants.
Online Office Hours: You may want to have this set for 2, for you and

someone else. This way another student does not barge into the room when

you are talking with a student.
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» Review Sessions: You can include everyone that is in your class that wants
to participate, but have ground rules. For example, they must send you a
question before the chat begins and you will discuss each one during the
review session.

» Group Work: Only the members of the group and you.

» Class Discussion: Break the class down into Learning Circles with
approximately 4-5 people in them, so the students are not completely
overwhelmed by a huge volume of messages.

Create Chat or whiteboard Room

*Title: Office Hours

Description: Jain me in my virtual office T-Th 10:20arm to 12:00pm,
[ use HTML

Item Yisibility: ® Show Item
O Hide Item

#* H .
Maximum users: |5 Maximum users allowed by Server aAdministrator is 1,000

You also have the ability to decide if you want the room to be chat only, whiteboard
only, or both. A combined room is nice, since the students can hide the part that is not
being used, but it is available if the need arises.

Type
® Chat and Whiteboard

(O chat only
O whiteboard only

-There are additional options available under “More Options”.

» The first setting allows users to hide or show the chat or whiteboard in a
combined room. This is important to select if you are using combined rooms,
because you do not always need one or the other. Let students know when
they need to open up the other area if they have closed it.

» “Allow private chat messages” is important if you want someone to facilitate the
chat by having the questions flow through him or her. Important note: private
chat messages are not recorded in the log.

» “Allow alias” allows the student to enter the room anonymously. It is difficult to
give credit to individuals for participating if they use an alias. You may also
want to be careful with aliases. A student that is online is already more willing to
discuss topics than face-to-face. An alias may bring out the worst in people!

» The last option “Enable logging” is to maintain the chat room logs.

-Once you decide on all the settings for your room, click “Save”.
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Type
& Chat and Whiteboard

1 Chat anly
O whiteboard only

Goals
Associate goals with this chat room,

Select Goals

(&) More Options (Expand this area to see mare options.)
User Permissions
[#] &llow users to hide or show Chat or Whiteboard in a combined room

[ allow private Chat messages

[ allow alias

Enable logging
[FIMaintain Chat room log

Sgve | Cancel | | Save and Create Another
* Reduired field

-VISTA will tell you that it has been created successfully and it will show you the room.
You will see all the settings that you have decided on. This is also what the students
will see. Therefore, they will see the name of the room, the description, and how many
participants are inside the room. As an instructor, you have the availability to turn the
room on and off by hiding the item from the dropdown menu. There are several
options, which include linkages, settings, logs, selective release, and delete.

M The items were created.

Chat

| Create Chat or Whiteboard Room

Order [] Title Type Participants Maximum Logging
4@ Inside users
1 9 [ Corron Room % Chat and Whiteboard Room u] 1000 an
I [ office Hours % Chat and Whiteboard Room ] 2 an
M: create Link on: | - Select - v|[2] | [JDelete
i

Click to put rooms in
specific order

Using Chat in VISTA 4.0

-To use the Chat and whiteboard feature in VISTA you first need to RIS
access a room. If the Chat and Whiteboard tool is under course w
tools, you will click on the link from the left-hand side of your course. & wras oniine

& Announcements

(7] Assessments (H)

£ Assignments (H)
Calendar
[ chat |

5 Discussions. {(H)
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-Remember, students will see ALL rooms that are available to them from this link, if the
link is available to them. To enter the room, click on the name of the room you wish to
join.

Chat

| Create Chat or Whiteboard Room

Order [] Title Type

it

1 i [ Comrmon Room % Chat and '
2 I [0 oOffice %@urs 4 Chat and
& create Link on: |- Select - v ¥iln}

Instructor Features

-Everyone will be able to see the list of participants listed on the right side of the
window. If you are the instructor, “Ins” will appear next to your name.

Hanclr Nge mode is disabled.

[ M, st%g Handraise ptode |

Participal .

[Active (1)
Joshua garciallng)

[ ¥

1

| Pass MicrophonePen |

-As the instructor you receive certain privileges. You can turn on and off handraise mode.
This makes the students raise their hand to speak (in this case, type). To do this, the
instructor passes the microphone/pen.

-You can also mute individuals by selecting their name and click on mute. That particular
student will not be able to talk or raise their hand, they can only view (lurk). You can also
deny an individual access. This drops them from the chat/whiteboard room.

Note: It is a very important to explain to the students that this is a synchronous tool, which
mean they are communicating at the same time. If they show up late, they will not see what
has previously been sent.

-It is a good idea to have guidelines and rules for class chats, for example, no
profanity, respect others, send a question to the facilitator and not to everyone. It is
helpful to have the students decide what they think is important within a chat and have
them draft the policies and procedures. This also helps with buy-in and participation
from the group.
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Chat Feature

-The chat feature is a way for you to talk with your students and allow your students to
communicate with each other in real time.

-You type in the bottom box what you want to say and either click on “Send” or type “Enter”
on your keyboard.

-Notice above the room that you can hide the chat room. If you hide it, there will be a
button to ‘show chat’ so you can retrieve this part of the room again. This feature will

not be available if you did not check “Allow users to hide or show Chat or whiteboard in

a combined room”. tThis feature is only available in combined rooms.

) Whiteboard

[uTr

4]

4] I | D

© chat
ioshua garciains) = helllooo™? =
is anyhody there??7) o
E

-You can upload a file through “Load File”, create a slide show with “Slide Shows”, print
the board, type directly on the board, and draw lines, ovals, rectangles, and use
freehand. You are also able to change the color you are using and change the font
information if you are typing as with the chat, you can hide the whiteboard with the
button above the room. When you hide it, you will see a button to show whiteboard to
open it up again.

Learning Modules in VISTA 4.0

-The learning module is a component in VISTA that allows you to organize your
materials for a course in a logical order. Below is what the learning module looks like
from the “Build” view with information in it.

Here are some things to think about when creating a learning module

-Do you want the students to navigate through the module linearly or should they be
able to move around freely?

-How do you want to “chunk” your information?

-What components should be in a learning module and which ones should be placed
somewhere else?
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-Do you want them to be able to view all the modules or one by one throughout the
semester?
-Should the modules be placed on the Home Page or in a folder?

B — smUULUL LN
& Announcements &) _Description
@) Assessments
&) Assignments O | [a4d File % || Add Content Link % || Create Heading || Action Menu Setting
& Cahﬂd# q E View {:aa!_g__]
3¢ Discussions «| [Hevm [] Yitle Linked ta
[ Learning Modules(H) | o [ 1. Sylabus for Organizational Career Development % [R Syllabus for
_
Q-m Qo Organizaticnal Ca
Sriioeal Lol oaRdn Development
Wha's Online ’
(W) = sidden from Studants | | A% | [ 2. Orientation Video % [ Orientation vi
M | a8 [0 2.1.Crnentation to Class Tramscript % Orientation L
. g | Transcript
A% [0 3. Expectations ¥ A Expectations
At [ 4. What you may naad for this class § @ what you ma
need for this clas
a% [ 5. Gettng Started % Getting Started

A% [ 5.1. Org Career Development - Gutteridgel983.pdf % [B Org Career
Developmant -
Gutterdgel983.p

aF [0 5.2. Organizations Flourish - Guttendge1993.pdf % [® OCrganizations
Flourish -
Guttendge1993.p

at [0 5.3. Carser Four Letter Word - Gutteridge2003.pdl % [@ Career Four L
Ward -
Gutteridge2003.p

T & (% Outdent Alll [ Outdent| [# Indent| | [ Remove

Developing the Learning Module

-While building a learning module you can add various components. This includes
assessments, assignments, chat/whiteboard rooms, content files, discussions, media
library collections, and URLs. You can see this area above the module.

-When a component is added to the learning module, an icon is added under Linked to
Component. Each tool has a specific icon and is used to distinguish between links in

the learning module. For example, % is used for the discussion board and €3 is used
to designate assignments. This is helpful for the instructors, so they can distinguish
between the different links in the learning module as they are developing. In the drop-
down menus for each component, you can modify settings (which will allow you to
change the name, numbering, and table of contents), preview, modify the action menu,
view the links, or delete each component. You are also able to add headings. This is
an effective way to organize your materials. The heading component does not have
an icon associated with it and you can only edit and delete it.

=] who's Online

Creating a Learning Module S Announcements |
-To create a Learning Module, you need to be on the “Build” tab and ) Assessments (H)

£ Assignments (H}

click on “Learning Module” under Course Tools. e otongor
&) chat

«* Discussions (H)
Goals (H)

Learning Modules (H)
£y Mail

Roster (H)
/9 Search (H)
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-Click on “Create Learning Module”.

Learning Modules

Create Learning Mo@ule

Mo Learning Modules hawve been created

-The title of your learning module needs to be short but descriptive. You also need to
keep the labeling the same across learning modules. You can use generic titles like
Unit 1, Chapter 1, or Module 1, but students will not have an idea of what is in each
module until they click on it. Plus, it makes it more difficult for students to go back and
reference a topic. You can also create them by date, Week 1 or 06/30/04, but you will
be doing a lot of changes every semester. The best way to create the modules is by
topic as shown below. If you want to include a designation so the students know which
order to go in, you could include a number with your title. However, the best way to
order them is to put the modules in the order you want students to go in.

Create Learning Module

*Title: Instructional Daesign
Description: | This module will dive into the concept of instrutional
design|

Item Visibility: @& Shaow Item
O Hide Item

-The second setting you must attend to is how you want your table of contents
numbered. You have the option of a complete number system; for example, the first
entry is 1 and the second is 2 and if you indent it will be 2.1. Or, you can use a
combination of numbers and letters. The order of the numbering by indentions would
be |, a, 1, ii, etc. You can also decide if you want the table of content displayed or not.
If you want students to be able to navigate where ever they wanted to go, then you
should display the table of contents. If you want students to only go through the
modules in a linear format, then you do not want to display it.

Table of Contents

First page of the learning module should be: Nurmbering: |1, 1.1, 1.1.1, 2... v
O The Table of Contents Display Table of Contents:
® The first page in the Table of Contents © On the left

O Do not display

-The last setting is how you want the students to first enter the module. Do you want
them to go directly to the first page or do you want them to see the table of contents
first? Now you can add components to your learning modules.

-Once you are all set, click “Save”.
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Adding a Component

-To add a component to the learning module, click on the type of component you want
added from the top. This includes file, content, or heading.

-If you want to add an assignment, you would click on “Add Content Link” then click on
“Assignments”.

Your location: Home Page

| 3 Add File 2 H [[@ Create Folder H 51 Add Content Link % | @ Assessments »
@ Assignments »

| Create Assignment

Select from inventory:

Add Selected

) chat »

-When you click on the “Assignment” link, you will see all the assignments that you
have created. To add an assignment that is already created click on the title of the
assignment; as in the example above, Assignment 1 would be an assignment
previously created. Once you have chosen your assignment, click “Add Selected”.
The component will then be added into the Learning Module. You can add more than

one assignment at a time by selecting all the ones you want to add while holding down
the Ctrl key.

Creating a Component

-If you have not created the component, click on “Add Content Link” and then select
the component you want to add. As in the example below, you can click on “Create
Web Link” and you will be direct to the Web Links tool. It is suggested that, until you
are comfortable with the VISTA system, to create the components first instead of as
you design your course.

Your location: Home Page f Media Library collection »
@ Pronto
‘ 3 Add File 2 H [@ create Folder H 51 Add Cl:h!:tent Link % % ESIT;ZTSMSE’“'E ”
i ] Turnitin Assignment »
] voice Board »
[ voice Direct »
) voice Email »
Fl woice Presentation »
E voice Recorder »
-Once you click on “Create Web Link”, VISTA will now take ﬁ@c""hwk“k
you to the tool and allow you to create it. When the component || ssi=ct from invantai
H H H H . There are currently
is created, it will be added automatically to your learning module || ne e

in the spot that you specified.
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Creating URLs in VISTA

-To create a URL in VISTA go to your “Course Tools” and select “Web Links”.

&) Course Tools
£ Course Content ¥
[=] who's Online

IS Announcements

(] Assessments (H)

L Assignments (H)

Calendar

[5) Chat

« Discussions (H)

Goals (H)

[°f) Learning Modules (H)

=y Mail

Roster (H)

/2 Search (H)

L Syllabus (H)

Web Links (H)Jh-p

[H] = Hidden Nt

-Once you are on the “Web Links” page, you will notice two different options: “Create Web

Link” and “Create Category”.
Web Links

| Create Web Link || Create Category

Mo Web Links have been created yet. To create an

» Create Category

-Click on create category. As the example below, title your category that relates to
the links you would like to put up. If you would like, you may also put in a
description of this specific category. Then click “Save”.

Create Category

Description:

*Required field

*Title: westfield State College Links|
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-Once you have saved your category, it will appear in the “Web Links” page as shown
in the example below.

FE The items were created.

Web Links

Create Web Link || Create Category

Woestfield State College Links =

IZ There are currently no web links in this category,
Uncateqgorized

IZ There are currently no web links in this categary.

Create Web Link

-Click on “Create Web Link” to create a web link. You have several options to choose under
this tool.

- Give the link a title name. Example: WESTFIELD Home Page. If desired, you may
enter a description of this link.

Create Web Link

*Title: WSC Homepage|

Description:

Item visibility: & Show Item
O Hide Item

-The next option is to put in the web address (URL). This is important because without
the URL, there will be no purpose creating this link. You may choose to have this URL
open within another window by clicking on the checkbox that says “Open in new
browser window”. This is recommended.

Web Address (URL)

ihttp:,-’,-"www.wsc.ma.edu

¥: Open in a new browser window

-The next option is to put it in a category. If you didn’t create a category, you may
choose “none”. If you did create a category and you would like to put this link under a
specific category that you have created, click on the dropdown menu next to “Select
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Category” and choose the specific one you have created.

Select Category:

Category (\Web Links can be aorganized into categories.)

Westfield State College Links

-Once you have finished, click “Save”. You will be directed back to the “Web Links” page
You will notice your link created on the page.
Example:

Category
Fhi The items were Created
Web Links

| Create Web Link ||ﬂeate Cateqgory |

Westfield State College

Links Z

Link Created
i O @ WSC H.;.menaua“/

http: /fwsc.ma.edu
Uncateqgorized

IZ There are currently no web links in this categary.

[ Create Link an: |- Select -

73] | [Roeere

Note: All links that are uncategorized will show up under the “Uncategorized” section

-You can copy the link to another page in your course by selecting the checkbox next
to the link and then choosing the page to add it to from the dropdown menu where it
says “Create Link On:”. Click on the green arrow after making your selection.

server.

Note: You can link to anything that has a web location, including pages, sites,
images or audio. You can also link to a streaming video that is housed on a web

-To display the web link on a specific page, go to “Add Content Link” and click on “Web Link”
[E] Add File 2 [@ Create Folder L] Add Content Link %
Click to @ Assessments »
£y Adding Files add or _
&) Assignments »
You can create files crea_te web nof
slide shows, to your link ) Chat » M.
3 Discussions »
[@ Creating Folders @ Learning Module »
You can create folders and use them (D Syllabus » cry
folders, click the Greate Folder buttg @ Wik Li”,']ﬁ{’
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| B Add File ¥

-If you have previously created a web link, highlight the link preferred in the box under
where it says “Select from inventory”. Once you have done so, click on “Add Selected”
as shown in the image example below.

H (@ Create Folder ‘

[Z] Adding Files

) Add Content Link ¥ |

@ Assessments »
& Assignments »
You can create files or add existing fil AEES end
slide shows, to your course. To creat{ &J Chat » .
M . | 3¢ Discussions »
y previously _
created web link, | By Learning Module »
highlighted by and use them | B2 Syllabus »
clicking on it e Folder buttd

@ Web Link »
L Adding Content Link

Create
| create Web Link
Select from inventory;
¥ou can add links to content INgther || [ aTutoring Es55 a variet]
of content from this location, ToNgdd In the Mews tton.
Official Website
. Press Releases
Click to add Recognitions
selected Web W5SC Homepage
link Add Select

-After clicking on “Add Selected”, you will see the web link on the page.
¥ The items were added to this folder.

@ WSC Homepage

L

| E Add File = || ([ Create Folder || 51 Add Content Link 2 |

| Page Options

NOTE: To change/customize the icon, see page 34.
Selective Release

-Selective release is a way for the instructor to provide the students with content and
components in a course based on one of four criteria: date,
member, group, and Grade Book.

-The selective release link is located on the “Designer Tools”

menu on both the “Build” and “Teach” tabs.
Westfield State University
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-Selective Release gives you two option tabs: Course Content or Members.

-Course Content: You use the “Course Content” option to release specific
components in the course.

Selective Release Map

Course Content | Members

-When you click on “Course Map”, the page will display all the components that have
been added to the course Home Page, including the components in learning module.

-You can selectively release the entire learning module or the different components
within the module or both. You may want the module to be released by date, but
different components released by member or group. In VISTA, this is all possible.

-To selectively release a component, click on “Set Release Criteria”, which is located
on the far right of the column for the component you want to set, shown below.

Title Linked to Release Criteria
m Home Page

..... Student Lounge % Student Lounge [ mlease Criteria |
[@ weekly Assignments and Activities [ Hide Ttem | | SetRelease Criteria |
----- Syllabus EQ Syllabus | Hide Ttem | | set Release Criteria |
o Assignment 1 @ Assignment 1 | show Item | | setRelease criteria |

-When you click on the icon, you will get a criteria screen. You then choose if you want
to release by date, member, group, or Grade Book. (In the template you can release
by date, group, or Grade Book. You can’t release by member since the students are
not enrolled in the template).

Set Release Criteria for: Assignment 1

| Add Date Criteria || Add Member Criteria || Add Group Criteria || Add Grade Book Criteria

Date Release

-For example, to release by date, select the “Add Date Criteria” button and the dialog
box to make your date selections. After adding a date criteria, click “Save”.

Add Date Criteria
-It will then show up in the selective Available Starting
release area for that component. You © tmmediately
can at this point add another criteria if o e
applicable. '
Available Until
® Unlimited
@] 10/1/2007
& [10:23 4M
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Grade Book Release

-For example, let us release by Grade Book. Click on the “Add Grade Book Criteria”
under “Criteria”.

button and select your criteria for the component by clicking on the dropdown arrow
Add Grade Book Crjteria

Criteria: Condition: Yalue:
Final | | Equal to W
| Save | | Cancel |

-Once you have added Grade Book criteria, click “Save”. You will then be directed
back to the “Select Release Criteria” page.

together.
Move Criteria

-Now you have the opportunity to decide if you want it to be released on either criteria
or just one by changing AND to OR. You can also use the indent to group criteria

AT [J o©ctober 1, 2007 10:32 AM Until Unlimited
>IE ] ~ | Final Equal to 100
sl

[l

Liaue | | Cancel | | Preview Expression |

-When you are done with the criteria click on “Save”. When you save, your selective
release criteria will appear next to the item selected. Click on the criteria link to view
the criteria in detail.

Title

ﬁ@ﬁ Home Page

Student Lounge

Linked to
[[@ weekly Assignments and Activities
i Syllabus

% Student Lounge
Assignment 1

Release Criteria

ED Syllabus

| Hide Ttem |
@ Assignment 1

Set Release Criteria

Set Release Criteria |

| Hide Item |

| set Release triteria |

October 1, 2007 10:32 Al Unti...
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Selective Release Map

Course Content

Members

Members

view what has been released to them.

The following items and folders are visible to:

Demo Student on October 1, 2007 10:48 AM,

Title
m Home Page
- Student Lounge

¥ [@ weekly Assignments and Activities
Syllabus

- Assignment 1

Managing Students

Grade Book

¥isible to Demo Student

-This option allows you to see what components have been
released to a VISTA member. Select the student from the list to

-To begin using the VISTA Grade Book, you first must be an instructor at the Section Level

on the “Teach” tab.

-Under “Instructor Tools” in the “Teach” tab, click on “Grade Book” to view the page shown

myPlato | Accessibility | Help | Log ou

Learning VISTA 4.0 - Learning VISTA 4.0

below.
i Westfield
State College
Build Teach Student View
& Instructor Tools
A1 Your location: Grade Book
8 Manage Course
Grade Book
G)'_j assessment Manager | Greate Columnz || Enroll Members || Import from Spreadsheet | Reorder Golumns |

£ Assignment Dropbox
(& Grade Book

% Last Name
a £

2 First Name

Grades | Members | View &ll | Custom View = SCORM Grades

< UserID % Role

-

Grading Forms {F_?
EL Group Manager
Tracking

£ Motes

) .
i Selective Release

O | % garcia
[ | % student

joshua

-

Dema

jgarcia

Section Designel

webet_demo_23 | Student

@ |2 Send Mail| [ & Export to Spreadsheet | [ Grant Access| |[%; Deny access| [ Unenroll|

(%) - Indicates
~x - Indicates a grade that has beel

EFEEEEE © RERCE GRS ©)

& grade that is partial or not complets
been overridden

[ Grade Book Dptions % |

% Welcome to

Nurn

lowt of 10)

-The Grade Book will automatically show all the instructors, designers, TA’s, and students
that are enrolled in your course. You will also have a student called “Demo Student”. This is
the account that is used by VISTA when you use the “Student View” tab. You can test your
quizzes and assignments and give grades to this student, which will not affect the statistics in
the Grade Book. This prevents you from having to use a different ID to view your course as a

student.

-As shown in the image above, there are five sub-tabs in the grade book: grades,

members, view all, custom view, and SCORM grades.
“Grades” allows you to view all the people that are enrolled in the section, add
columns, edit grades, and edit student information separate from the rest of the

class.

+  “Members” shows you who is enrolled in your section and with the role they are

assigned.
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«  “View All” is the same thing as “Grades”, but allows you to deny member access.
This tab also reorders the “Student View”.
«  “Custom View” provides you the opportunity to view a subset of members.
«  “SCORM Grades” displays columns that are that are automatically added for
gradable SCORM modules, if you have SCORM modules in your course.
o NOTE: The sub-tab that will be discusses in more detail is “Grades.

Grades

-To add a column in the Grades Sub-tab, click on the “Create Column” sub-tab and
select the type of column desired.
Grade Book

| Create Column: || Enroll Members || Import from Spreadsheet || Reorder Columns

-The types of column you can add are:

» Alphanumeric: add numbers and letters to this column, but cannot be used in a
calculated column.

» Calculated: create a formula by using any numeric and calculated column and
mathematical operations.

» Letter Grade: create a percentage range to convert a numeric or calculated column to
a letter grade.

* Numeric: add numbers to this column, which then can be used in a calculated for a
letter grade column.

» Selection List: create a dropdown menu to give feedback to students.

» Text: able to enter numbers and letters to provide students feedback or to relay
information to them.

-Each column has particular settings that you need to decide if you want or not. If you
change your mind later regarding these settings you will be able to change them. This
will be discusses later in this handout under Column Settings. To learn more about
how to add each particular type of column see “Adding Columns in a VISTA Grade
Book “Handout”. Columns are added automatically in the Grade Book when
Assignments and Quizzes are created.

-Column Display

-To change the order of your Grade Book, click on “Reorder Columns”.

Grade Book

| Create Column's || Enroll Members || Import from Spreadsheet || Reorder Columns |

-To move a column, select the column you want to move by clicking on the box to the
left of it (1) and then click the arrow icon to the left of the column you want to move it
above (2). As shown below, Midterm will be moved above Role. This is also how you
move the columns around in the “View All” tab.
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Reorder Columns

Meve M Golumn

Last Name Hide
. Column
irst Mame

2 AL [ Role

Midterm
Final

Welcome to Class

* | @ [E show]

-The above screen shot shows that Midterm, Final, and Welcome to Class will be moved
above User ID.

-You also have the option of making the column Visible or not in the Grade Book. If
you do not want to see the column, click the “Hide Column” button as shown above.

Column Settings

-If you need to make any changes to the columns you created click on the “Grade
Book Options” button and select “Column Settings”.

| Grade Book Cptions%
Caolummn Settinggnn |

Unfreeze Colum

=teqd  Find Members
Show All Members
Show Unenrolled Member Data

Yiew Audit Histary

-This link will take you to a page that includes all the columns in your Grade Book
along with all the settings that you can change for each column.

Column Settings
[ select all/None | [] O ] - |l ] ]
Label: Last Name First Name User ID Role Midterm = Final = Welcome to Class
Type: Alpha Alpha Alpha Alpha Calc Calc MNum
Alignment: L C R L C R L CE LCERLCR L CR |[L CE
Released Yes Yes Yes Yes Yes Yes Mo
to Student:
Grade Column: Mo Mo Mo Mo Yes Yes Yes
Decimals: 2 2 o
Maximum value: NS Ny 10
Source: DISCUSSION_TOPIC_TYPE
Release Statistics: Mone MNone MNone
=] | Delete | ‘ Felease | ‘ Do Mot Release |
- align - v E‘ - Decimals - v Iz‘ - Grade: - v Iz‘
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-As shown above, it depends on the type of column which settings you can change. If
the column is Alpha (alphanumeric) you do not have options for Decimals or Maximum
Value. In addition, the first four columns are VISTA columns; therefore, the only thing
you can change is the “Alignment” and you are not allowed to delete it. Similarly, Final
and Midterm columns are also automatically generated by the VISTA system to be
used for sending grades to the registrar when the systems are integrated in the future.

-If a setting can be changed, it is blue and hyperlinked. You can do one column at a
time by clicking on the option you want to modify and changing it. If you want to
modify the same option for more than one column, select the box for the columns you
want to change and select the option and the bottom, such as, “Align”, “Decimals”, or
“Grade” and click the green arrow next to that option. You can also delete, release,
and do not release more than one column at the same time.

-Presently, column sizes cannot be changed in the Grade Book.

Changing a Grade

-VISTA provides the flexibility to enter grades for a student that did not submit an
assignment or complete a quiz through VISTA or if you need to change a grade. To do
this, click on the old information or the dashes in the cell for that student as shown
below.

Grade Book

| Create Columns || Enroll Members || Import from Spreadsheet || Renrder\ulumns Grade Book Options%

Grades | Members | Yiew all | Custom Yiew | SCORM Grades

~ Final < Welcome to
Caloulated Murneric
[out of 100

[]| % Last Name % First Name % UserID % Role L Midte
Alphanurmeric 4 Alphanumeric Alphanumeric Alphanumeric Calculated

O | 2 garcia joshua jgarcia Section Designel
| % student Demo webct_demo_23 | Student ] et

[ |IZI Send Mail| |@ Export to Spreadsheet| |‘:|.l';“.1 Grant Accessl |?l Deny Access| ||._.§ Unenrall

E - [Bl]|
-Once you click on the old information or dashes you can | ... e for midterm =
change the information and add a comment. Mermber: Dema Student

© Revert to Original:

@ Change To:

Comment:

Audit comments will only be saved when a grade
change has been made.

| Save ‘ ‘ Cancel ‘ ‘ Yiew Audit History

& Done D Internet

Westfield State University Page 73 westfield.ma.edu/plato




-Once you click “Save”, the information will be changed in the Grade Book.

-If you change or add a grade for an assignment or quiz through the Grade Book as
demonstrated above, a carrot is added before the grade Z100.00 g0 you know that it
was not graded in VISTA or that it was changed in the Grade Book. The students do
not see the carrot and it is not downloaded when you export your Grade Book.

Exporting the Grade Book

-Once you set up your VISTA Grade Book, you can download it and open it with a
spreadsheet program, like Excel. To download the Grade Book, click on “Export to

Spreadsheet” at the bottom of your grade book. & Export to Spreadshest

-You will receive a screen that will ask you specific questions on downloading your grade
book.

Export to Spreadsheet

Members to Export:
® all members

Columns to Export:
® visible columns
O &l columns

Export Format:
Select the keyboard element you want to use to separate member data in the exported file,
® comma-delimited
O Tab-delimited

Character Set:
Select a character set that is supported for your language by the software you want to use to view or edit the exported file.
® Unicode (UTF-83
O Unicode (UCS-2)

Export GCancel

-You will export all members in the Grade Book. You need to decide if you want to export all
your columns or just the columns that are visible in the Grade Book and if you want to export
as comma or tab-delimited. Once you make your choices, click “Export”. It will ask if you
want to open or save and click on “Save”, choose the location and the name of the file and
click “Save”. You can now open this in Excel or another spreadsheet application.

Creating and Managing Groups in VISTA

-To create groups in VISTA, you first need to be on the “Teach” tab in your section and
click on “Group Manager” under your “Instructor Tools”.

@ Manage Course
Assessment Manager
£ Assignment Dropbox
[%» Grade Book

Grading Forms

% Group Manager

Trackin
&Y Motes

= Selective Release
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-Click on “Create Groups”. There are three different options you have when creating groups.

Create Groups

Howe would you like to add members to the groups?
(& Create custom group
(Create a single group and choose the members you want to add toit.)
) Create multiple groups

(Create empty groups to which you can add members later or create groups in which Students are
randomly distributed.)

() Create groups with sign-up sheets
(Allow Students to select the groups they want to join by using sign-up sheets.)

Continue Cancel

» Custom Groups: If you use Create Custom Group, you will create each group
individually and add members to it. This is helpful if you want each group to have a
different name. To do this, select the radio button next to “Create custom group” and
click “Continue”. You will enter a group name. You can also type in a group
description; this is optional and can be added later. If you already know the group
members that you want to add, click on “Add Members” and select your members.
When you are ready, you can “Save” or, if you need to create another group, click on
“Save and Create Another Group”.

Create Custom Group

Settings
*Group name: The good group|

Group description:

Membership Informati
&dd Members

-

This group is currerI,i empty. To add members to this group, click Add Members.

Cancel Save and Create Another Group

* Required field

-Click “Add Members” and check the names of members you want to add to the group.

Add Members
Find Members || Show All Members

Last Name i Eirst Name User ID Role

garcia joshua jgarcia Section Designer,
Section Instructor

Student Demao webct_demo_23972330011 Student
&

Add Selected Add all Cancel
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-Once this is created, you will see the group names in the group manager. You can
change any of the settings for each group at any time by clicking on the group name and

edit group.

Group Manager

Create Groups

[] Group Name i* sign-Up Sheel

[] The good group £ —-

@ @ Send Wi [[[;> et crag)

B Send Ma
% Delete

iy
3
=

Create Group Activi

Multiple Groups: If you want VISTA to create the groups for you, you can use “Create

Multiple Groups”. You enter the word or phrase that you want to precede the number for
each group. Example, if you use “Team” as the word or phrase, and you want 3 groups,
VISTA will create Team 1, Team 2, and Team 3. You can type in a default topic that will

be associated with each group. You can wait until after you create the groups to include a
description; therefore, the descriptions will be different.

Using a Web Folder

It is important to know that you must be using Internet Explorer when using a web folder.
From the File Manager window select the drop down menu next to the “File Manager” title.

Choose “Open as Web Fol

ﬁ] File Manager

Create File Get

[ Title

] EDpublic Files %

] [ syllabus . html %

der” from the list of options.

~

£% Declare Character Set

Open ag, Web Folder

view WEDAY Info

Type
Folder

HTML

@!| Cop\,i”@ Move”@ ZipHQ Delete|

Filter content: | All Types
Last Modified
6/15/07 10:51 AM

8/15/07 11:52 AM

-The window below will appear. You can now use this window as you would any other
window. You can drag and drop (or copy and paste) entire folders, multiple files, etc. into
your course files window. You may be limited on the amount of content you can move at one
time. Once you have uploaded your files you will be directed back to the file manager where

you can locate the files.

File:  Edit

@ Back

»

Liriks

pdf - |

ﬁa 2 objects

| Other Places
@ Web Folders
f_} My Documents
\.j [y Network Places

View Favorites Tools  Help
M = | ﬁ 7 ! Search |
& magt B

Falders ™

Address .;I https: jfvappsty-v4 umassonline ne ¥ E: G

Public Files  Syllabus. html

Westfield State University

Page 76

westfield.ma.edu/plato



Additional Resources

log in to Plato to find

Software and Resources

(Licensed Materials)

on your Plato course list!
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