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About Online Classrooms

SharpSchool’s Learning Management System (LMS) provides
instructors with the ability to conduct online lessons in
collaboration with conventional classroom instruction. This
system features several student specific modules such as
moderated discussion forums, group work areas, and lessons.

Instructors also have several tools such as a lesson plan builder,

rubric builder, online chats and assessments.
About this Guide

This user guide offers instructors with a detailed explanation on using SharpSchool’s Online
Learning Management System (LLMS), also known as My Classes. This document has been
designed to help instructors create and maintain an online classroom presence.

Each section of this guide contains detailed information on specific modules within the LMS

and its application in an online classroom.
Who Should Use this Guide

The contents of this guide are written to be readable by users of all technical backgrounds
and will primarily be used by instructors at educational institutions. It is recommended that
school and district administrators refer to Chapter 12 before reading this chapter. Teachers

are not required to review Chapter 12.

If you have been given a training site, it is a good idea to practice the steps covered in this
guide before working on your real site. This eliminates the risk of you accidentally deleting

important content or ruining anything on your real site.
Accessing your Website

In order to use My Classes, you must first log into your website. The login page to your
school or district site will contain fields for the username and password. The location of the
login button will vary according to your website’s design; however, login buttons are typically

available on the upper left corner of your website.

5|Page
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Vital Information

Upon logging into the online classrooms, you will be introduced to key terms

and concepts. It is important to understand these items and their application

within the system before continuing:

Organizations
Within SharpSchool’s LMS, departments are referred to as an Organization. Often
the responsibility of setting up organizations and assigning specific permissions is
upon administrators. As an instructor, you will be required to click on your
department name and then create a classroom within it. We will cover topics
pertaining to classroom creation further in this manual.

Direct Permissions and Actual Permissions
Throughout the system you will see a Security tab that contains two options: Direct
Permissions and Actual Permissions. It is important to understand the definition of these
items. Direct Permissions allows you to add granular permissions to specific groups and
users to a particular object. The Actual Permissions tab displays all users who have
direct access to the page as well as those who inherit access from a parent object. An
administrator is an example of a user who would appear in the Actual Permissions tab
but not necessarily in the Dizrect Permissions tab since these permissions are brought
over from a parent object.

Modules
The Learning Management System features a variety of modules for instructor and
student use. These modules can be enabled and disabled as and when needed by the

instructor. Each module will be defined in detail in subsequent chapters of this

manual.

Activity Tab
Almost all objects in the Learning Management System feature P
an Activity tab. Through this tab, an instructor can view and //$
subscribe to activities performed within the module. This is a ///
beneficial tool to track changes made by students or other /
authorized personnel. /

6|Page
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Accessing My Classes

Advanced modules in SharpSchool are available to authorized users via the Published Links’
normally found on the upper margin of your website. Upon logging into your website these

links will be populated based on the SharpSchool package purchased by the district.

My Chasses  Photo Galery Worlkspace Form  Event
Registration SafeMall Knowledge Repository  Room
Reservation Workflow My Cases My Lodkers

Buiiding a Bright Future for Our Children!

@ STANDARD COMMUNITY SCHOOLS G

Home  Aboutls MNews Calendar For Students For Parents  Staff Directory  Contact School  Site Map

Here you can click on My Classes to access the LMS.

Creating Online Classes

Upon logging into the My Classes section click the relevant department name and click on

Add Class.
Class| | Edit Organization

Announcements Manage Announcements |

1/9/2009 - Welcome to the Online Classrooms!
Here you wil be able to view all of the classes that you are enrolled in. If you have any questions contact:
| hool.com

3/20/2009 - New Classes Added!!

7|Page
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The following page contains a form with specific details for the class:
Online Classroom Items

Classroom Name | Title the name of the course
Instructor You can select the instructor for the course by clicking on the Choose User/Group

icon &l Click on the users name, click Add and then Ok.

Assistants You can select course assistants from the Choose User/Group icon &l
Theme & Instructor Title: Instructor = Course Content Title: Lecture Notes =

Theme & Wording
Wording Preferred Theme me ~ Lecture Notes
Professor Lessons
[¥] Files Teacher [ Palls Modules

Note: The Course Content Title dropdown will determine the naming conventions

used in the Authoring Tool module in the LMS.
Modules The LMS contains several modules for instructors to use. These modules can be

enabled and disabled by simply clicking on the checkbox next to its name.

[¥] Files [¥IPalls [¥] Live Lessons

Course Content Chat Flan
Modules Groups [V] Assessments Rubrics

[¥I Directory [¥] Forum [¥] Homewaork

Marks [¥] calendar

Marking Method | You can select the marking method used by the system. Note: depending on your
choice here, the Assessment module in the LMS will either display a percentage

scoring interface or strands

Marking Method W

percentage

strands

Course Under the Course Identification section you can configure the grade, department,
Identification period and section for your course. Note: the Department and Grade levels are

configured by administrators only.

Level: Grade1 ~  Department: Math
Period: 1 ~ Section: 1 -

Course Identification

English
v B 5% G (Class Department
+— .— . _|Professional Development
B 7 U A& i=: Sscence
Summary Create a description of the course using the content editor.

8|Page
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Vh sREHEBEE 9-0- @3 0= 8
B I U A =S EE Mda B-0-
Normal - Tahoma -2 ~l1opt | - Applycsscliv A - By -

B E G ¢ %5 =@ [zom -8 W e B O
‘Welcome to the Computer Graphics and Design Course! A

Summary ?1
kY

o SN .

# ¢ G
For details on using the content editor, refer to Appendix A: RadEditor of

SharpSchool’s manuals.

Meeting Indicate the location of the course

Location

Meeting Times Indicate the meeting times for the course

Start Date From the available dropdown indicate the start date for the course.

Homepage If your course has a specific web site, or teacher page, then you may include the URL
here.

Other Additional information such as Required Text, Submitted Text, Objectives, Schedule,

Information Requirements, Grading Policy, Attendance Policy, Academic Integrity and

Miscellaneous information can also be added.

Status Once the course is over instructors are expected to Archive the status Online -
course. This option makes the course offline but still allows m_'c I:i':ed

administrators access to the content.
Maximum # of It is mandatory to include the maximum capacity of the class

Active Users

Course Code Indicate the code for the course.
Associated The LMS integrates with state and national education standards to help instructors
Standard understand the specific expectations of any given unit. Simply select the applicable

standard from the dropdown menu.

When completed, click Save.

You can then click on the classtoom name to access its modules.

% course Detail || % Homework - Files “| Authoring Tool @ Directory ol polls v Chat # Assessments
%> Forum " Calendar %5 Groups # Marks & Sessions # Plan * Rubrics ‘= Manage

We will be referring to individual modules in subsequent chapters of this manual.

9|Page
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1. Homework Module

There are several modules available for instructors to use in SharpSchool’s Online
Classroom. The first module is the Homework Module, whereby instructors have the

ability to create an agenda of homework items for students to complete.

1) Add Homework
To add a homework assignment, click on .Add Homework and in the following
window complete the form with details of the homework assignment:

a) Title: the title of the homework

assighment. —

Title Read Chapter 1
Posted Date  2009-03-26  [FEl|
Due 2009-04-02 [T

b) Posted Date: the date posted.

Content B rliiz=l @

c) Due Date: the date the homework Read Capter 1 fom Essencal Graphic Desig.
Pay extra attantion to Unit 2 and 3 since your term test will be based extensively on those units}
assignment is due.
d) Content: details pertaining to the
assighment.

Note: the editor available in the

~—  content are of the Homework module

Add

may vary based on the settings applied

by Administrators.

Click Add to publish the homework assignment.

To edit homework, simply click on the Edit button and make the appropriate
changes. Click the Delete button to remove a homework assignment.

Add Homework

Read Chapter 1 Ex
Posted On: 3/26/ 2009 Due On: 4/ 2/ 2009

Read Chapter 1 from Essential Graphic Design.
Pay extra attention to Unit 2 and 3 since your term test will be based extensively on those units.
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1. Files Module

The Files Module allows instructors to create an online library of electronic course material.

Here, instructors may Add items, Edit items, apply Release Schedules, Move and Delete one or

more items in the library as well as set the [7Zsibility options of the added items.

1) Adding Items

To add a new item to the Files Module click on the Add New Item drop down box and

select File, Folder, or Link.

re | Add New ftem . ~

“Hame
[C]| & Alex (edit)
[7] & Animation Project Pictures
71 F) Assesment

Add MNew Item. ..

Submitted Size  Visible
2/3/2009 11:50:40 AM [Cvisible
11/13/2008 5:43:00 PM [P visible

3/27/2009 2:50:16 PM 261 KB [ visible
(=] g] CGDO1 - Picture 11/13/2008 5:48:22 PM 44.0 KB [¥] Visible
[} El] Excel Import Sheet 11/13/2008 5:53:00 PM 18.0 KB [¥]Visible
[7] <2 Search Engine (edit) 3/27/2009 2:42:59 PM [Cvisible
Actions._. -
a) How to Add aFile
To add a file, select File from the Add New Item drop down box
i.  Then enter a File Name for the item.
ii.  Click Browse to find the file you would like to upload.
iii.  Write a Description of the file in the box provided
iv.  Click Add File to complete the task.
File Details
(i) File Name Chapter 10 Summary
(ii) File Z:\3) SharpSchool\
“ @ pagaed 9-c- d@ 0 20 &
B I UA& i EEEEE EE A3 O-0-
Mormal ~| Tahoma -2 ~l10pt ~|F - |ApplycCSSCliv| A« O -
B G % % FE@  [zoom -9 Y- &
|
(iii)
Description
# ¢ G
(iv) Add File Cancel
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b) How to upload multiple File Versions
You can add multiple versions of the same file into the Files Module. Here, you have the
ability to delete an older version of the file or simply make an older version live.

To add another version of a file, click on the file name and click on All Versions.

' View Fil | All Versions ||Jedit File || Categories || Security || Activity | Expectations |

e Assesment
m‘ Author superadmin
L Size 261 KB
Created On 3/27/2009 2:50:14 PM
- Version Number 2
B wl Description

Add Comment Flat View
Comments

In the following window simply click on FAdd New Revision to upload a new version of the
document into the folder.

As a default, when a new version of a document is added it is made live on the site.
However, if you wished to keep an older version live on the site then simply click on the

Make I ive button.

View File || All Versions | Edit File | Categories | Security = Activity | Expectations |

All Revisions “PAdd Nlew Revision
Description Size  Author  Created On Version# Live Version Action

'E Assesment 261 KB superadmin 3/27/2009 2:50:14 PM 2 Yes

ﬂ Assessment 2.55 MB superadmin 3/27/2009 2:23:34 PM 1 Make LwelDe\iete

c) How toadd a Folder
To add a folder, select Folder from the Add New Item drop down box. And in the

following form fill out the relevant

information, such as: New Folder
(i) name Exam Preps
i.  Folder Name
v B FHaE® 9-0c- @A
ii.  Description of the folder AN B2 IRES RIS L] -
EE AN H-O-
111 Cth Add Folder to Normal ~| Tahoma +2 ~10pt < F - |ApplyCSSCliv A~ a -

BE G X xEFE @ [7om -8 H S
This fol‘der contains tip sheets and guides to help you prepare for the upcoming
exams.|

complete the operation. -

Description

£ < G

(III) Create Folder Cancel

12| Page
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d) How toaddalLink

To add a link to an external website select Link from the Add New Item drop down box.

i. Enter in Link Name in the text field. This name will be published on the

main interface for the Files module.

ii.  Enter the Web Address (URL)

iii.  Include a Description for the link for users.

iv.  Click Add Link to post the link.

Create Link

(i) LinkName Search Engine

Web Address (URL) http://www.google.com

(i)

v & BAHFHES 9-0¢- @& @0 =
=N B 7 U A& EEEEE EF|E A3
H3-©-

Hormal ~| Tahoma < of - |ApplycsscClic A - Oy -

( iii ) Description

B Ed x x5 E e

Zoom ~+ 9 4 - b

Google is a great place to perform searches for assignments.

g ¢y 4

2) Set Item Visibility

( iv ) Cance'

After adding an item to the File Module you can set its visibility. Selecting the “Visible”

option will make it available to students, while an unchecked “Visible” checkbox will

prevent the students from viewing the item.

View | Edit || Release Schedule || Security | Activity || Explore | Add Mew ltem... ~

IHame
<D Alex (edit)
. Animation Project Pictures
T Assessment
=] CGDO1 - Picture
B Excel Import Sheet
0 Search Engine (edit)
Actions... -

oOoooooo

Submitted Size | Visible
2/3/2008 11:59:40 AM [ visible
11/13/2008 5:43:00 PM [ visible

3/27/2009 2:23:35 PM  2.55 MA [ visible]
11/13/2008 5:48:22 PM 44.0 KB} [V] visible]
11/13/2008 5:53:09 PM 18.0 KB} [¥] visiblg]
3/27/2009 2:42:59 PM [7] visible]
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3) Edit, Delete, and Move Items

After putting your items in your file system you may perform house-keeping tasks on them,

such as Edit, Delete or Move the location of the item.

a) EditItems
To edit an item in the Files Module, click on the specific item and then click on the Edit tab.
Irrespective of whether your item is a file, folder or link the Edit tab will only allow you to
make changes to the name and description of the item.
When completed, click on the Update File or Update Folder button.
b) Move Items
Once uploaded, items can be moved from one region to another. That is, a file from one
folder can be moved into another folder if needed.
1. Check off the item(s) you want to move.
2. From the Actions drop down menu select Move Selected.

|\r|ew | Edit | Release Schedule || Security || Activity | Explore | Add New ltem... «

IHame Submitted Size Visible
[ <& Alex (edit) 2/3/2009 11:58:40 AM [Cvisible
[[] £ Animation Project Pictures 11/13/2008 5:43:00 PM [¥] visible
] '@ Assesment 3/27/2000 2:50:16 PM 261 KB | [ Visible
[C] = cGDo1 - Picture 11/13/2008 5:48:22 PM 44.0 KB [V] Visible
@j Excel Import Sheet 11/13/2008 5:53:00 PM 18.0 KB [¥] Visible
[ & Search Engine (edit) 3/27/2009 2:42:59 PM [T visible
Il
Move Selected

3. Click on Browse and use the window that pops up to locate the preferred location.
4. Click the Select link beside the target folder to select the destination.

5. Click Move to here to complete the operation.

c) Delete Selected Items
To delete an object, check off the file name and select Delete Selected in the Actions

dropdown. This option asks for confirmation before deleting the selected items. By clicking

8 you will delete the item(s). If you decide not to delete the file, click BEMto cancel

your decision.
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4) Release Schedule

Several objects in the LMS support a Release Schedule feature. An instructor can control

when certain items are visible to students and when they are not.

To set the release date for an item, simply click on the Re/ease Schedule tab in the Files Module.

Here select the date range for which you wish the resource to be made available and click

Update to save changes.

View || Edit | Release Schedule | Security || Activity || Explore

Content Release Schedule

Release Date: 12 v : 00 = AM -
Release Until: 12 w. g0 + AM ~

Animation Project
Pictures

Release Date; 12 v : 00 ~ AM ~

CED0L - Picture Release Until: 12 ». 00 « AM =

Release Date: 12 ¥ : 00 = AM ~

mport Sheet il:
Excel Import Sheet Release Untli 12 .00 = AM =

Release Date: 12 v : 00 ~ AM ~

EEEEREE

March > < 2009 >
SMTWTFS
1234567
8 9101112 13 14
15 16 17 18 19 20 21
22 23 24 25 26[2] 28

= Release Until: 12 + . qgp + AM -

i
Release Date: 12 ¥ : 00 ~ AM ~ =

Assesment i
Release Until: 12 +.qgp + AM - Er
; Release Date; 12 ~: 00 = AM ~ =N

Search Engine -
Release Until: 12 +.00 v AM ~ &=

5) Activity

Update Cancel

As mentioned in the [72al Information section of this manual, the Actzvity tab allows

instructors to monitor changes and activity performed within to an object in the LMS. In

addition to viewing activities, instructors can also set up an alert system that sends email

notifications when changes are made to the module. To set up this system:

1) Click on the Activity tab.

2) Select the frequency from the Send Notification drop down menu to choose how

often you would like the notifications to be.

3) Click Apply to confirm the settings.

View || Edit | Release Schedule | Security | Activity | Explore |

Activities that have occurred on this object

Mo items available.

Available Alerts
Content Ttem

This alert will provide you with an update on changes to this file and its children.

Subscribe
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Authoring Tool

SharpSchool’s Learning Management System (LMS) features an Authoring Tool that allows

instructors to create customized and dynamic lessons for students.

Once published, an instructor may review and edit

content as needed within the Awuthoring Tool.

Manage Content

The Authoring Tool contains 5 main sections which Add Sub Content
are referred to as the Operations Menu. The main Export

Import

items in this menu are: Delete Content and Children

D)

2)

3)

4)

5)

Manage Content: This is where instructors

can edit the content of specific sections in the Authoring Tool. Upon logging in the
first time, simply click on Manage Content to edit the homepage.

Add Sub Content: This refers to the specific sub units that are contained within the
overall lesson. You may add further subsections to sub units within the lesson. We
will be returning to this tool further in the manual.

Export: instructors have the ability to export the class content into a SCORM file.
Import: instructors have the ability to import SCORM content into SharpSchool’s
LMS Authoring Tool.

Delete Content and Children: instructors have the ability to delete entire units and

subsections with the click of a button.

Contents Add Note Hide ¥

Manage Content

Add Sub Content

Export

Import

Delete Content and Children

Contents
1 Introduction
2 Lessonl
3 Lesson2
4 Lesson3
5 Lessond s sl -
6 Lessons = TR o
7 Lesson6 Adobe Photoshop- 7.0
8 lesson?
9 L esson8
10 Lessond

Reminder: the left menu is referred to as the Operations Menu.
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1) Manage Content
Simply click on Manage Content when you
log in the first time in order to populate
the homepage of the online lesson.
You may use the content editor
provided to add text, images and other
dynamic objects to the homepage of the
lesson.

When complete, click on .Add Contents.

Note: there are several tabs
~— available under Manage Content.
We will define these tabs further in the

manual.

2) Add Sub Content

Sub Content refers to the units or chapters within Import

the lesson. You have the ability to add sub units

and subsections to those units. The tool

automatically numbers the units in chronological

order.

Manage Content | Change Position | Check Accessibility | Release Schedule | Export || Security | Activity |

Edit Contents

Name Contents

[7] Show Contents in a Separate Frame

uvload fle =

SR N -e-c@dE PO & B 7 U4

EEE M H-0-
normal -|Tahoma -2 -fiopt |F - [Appycssci- A - B B E G X X

Content

:’-‘kﬁiobé Photoshop 7.0

£ o G

Edit Contents Cancel

Manage Content Introduction

Add Sub Content
Export

Delete Content and Children

Contents

1 Intreduction
2 Lessonl

An Overview

Adobe Photoshop is one of the most pow
You can color correct images, modify the
specific elements from an image to comb

In this tutorial you will learn how to create
of editing, drawing, painting, and enhance

MNote: This course has been modified for d

To add Sub Content, perform the following steps:

1. Click on Add Sub Content.

2. Enter a Name for the new content.
3. To add content, you may ecither select a

page file from your computer or add

Related Link:

Websites

Adobe Photoshop Tutorials

http:/fwww.adobe.com/produ
A comprehensive site develo

content using the content editor available. Manage Content

Add Sub Content

Once you are done designing your content, click on Add Content =

Note: to add units under a sub section, simply click on the specific unit

Import
Delete Content and Children

Introduction

1 Chapter 1

title and click on Manage Sub Content. Here, repeat the process of naming 1.1 Unit 1

1.2 Unit 2

and adding new content using the editor. 2 Chapter 2
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3) Exporting Content and Children

To export LMS content in a zip file simply click on Export in the left hand navigation.

Here click on “Click here to export this content page and its children to a SCORM

file” and save the file on your computer.

You may also export SCORM To SharpSchool’s Learning Object Repository by entering the
appropriate URL address in the LOR Address field and click Export.

Export SCORM Content to File

Click here to export this content page and its children to a SCORM file

Export SCORM To LOR

LOR Address http:/W62 dev.intrafinity comitasks/kr_integratic

Export

4) Import Content
SCORM files are course information files that
follow the United States government standards
in Advanced Distributed Learning (ADL). To
import these files, return to the Operations
Menu and click on Import to access the

import contents page.

The following window contains several options:

a) Import from Powerpoint
b) Import SCORM Zip file
c) Import Zip File No SCORM Zip Files)
d) Import SCORM From LOR
These items have been defined in the following

sections.

(a)

(b)

(c)

(d)

Import from PowerPoint

To import existing PowerPoint presentations, install Intrafinity's PPT
Publishing tool and review the associated documentation.

Import SCORM Zip File

Upload SCORM

Import Zip File (Not SCORM Zip Files)
Upload Zip
) (0 Import only HTML files
Zip Import Options
@ Import all document files

Upload

Import SCORM From LOR
LOR Address http://v62. dev.intrafinity.com/tasks/kr_integratic

Search For |

Search
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a) Import from PowerPoint

To import from PowerPoint, the file must first be converted to SCORM

1. To download the tool for the conversion, go to the import contents page and under

Import from PowerPoint and click on Intrafinity's PPT Publishing tool.

Import from PowerPoint
To import existing PowerPoint presentations, install Intrafinity’'s PPT

Publishing tool and review the associated documentation.

2. To convert the file, open the file in PowerPoint
3. Select the File menu and click on "Publish as LRN"
4. On the 'Publish as LRN' window, select the Output Type as SCORM
5. Click on Publish
x
Publizh what?

f+ Complete presentation

" Shde number |1 ﬁ through |52—ﬂ

| Custan shaw; I j

Wiewing options

Mawigation layout; IF'mmote title shdes j

E Title slides will b promated as top-level nodes
in the LEM hierarchy.

Fublizh a copy az

Output Type: ¢ [MS  + SCORK
Page title;  Shde 1 Change. ..

File name: IKimera Presentation_LRMNKimera Prezentation. htm Browse...

i

‘ Publizh I Cancel

6. Zip the published files in the directory
7. Upload the ZIP file to the LMS
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b) Import SCORM ZIP Files
Under the Import SCORM content section, click Browse to look for the content file to

upload to your course. Once you have selected your course file, click Upload to import.

Import SCORM Zip File

Upload SCORM

c) Import Zip Files (No SCORM Zip File)

To import Zip files, click Browse... under the Import Zip File section and select the
correct course file. Select your Zip Import Options and click Upload to import.

Import Zip File (Not SCORM Zip Files)
Upload Zip

_ i () Tmport only HTML files
Zip Import Options
@ Import all document files

Upload

d) Import SCORM From LOR
Similar to exporting SCORM to LOR, enter the appropriate URL address in the LOR
Address field, enter in the search keywords in the Search for fields, and click Search to
import SCORM to LOR.

Import SCORM From LOR
LOR Address http://v62 dev.intrafinity com/tasks/kr_integratic

Search For

Search

20| Page



SharpSchool User Manual

5) Delete Content and Children

This option asks for confirmation before deleting the selected contents and children. By

clickingBEE you will delete the contents and its children. If you decide not to delete the

objects, click I o cancel your decision.

Note: to delete a section you must first click on the section name and then click on

Delete Content and Children

6) Edit Contents

Contents of lessons may need to be modified or removed during the course of a semester.
To facilitate this revision there are editing tabs available for instructors to use. These tabs

have been defined in the following sections.

Manage Content | Change Position || Check Accessibility || Release Schedule | Export | Security || Activity |

Edit Contents

a) Manage Content

To modify the contents, click on Manage Content. This will provide access to the Content
Editor for the current content page you are viewing.

Click Edit Contents to save the changes.

b) Change Positions Manage Content || Change Position || Check £

The position of the content on the page can be changed by Change Position

i

I¥s 1 Introduction

kg 2 Lessonl

3 {Current Position}

Irs 4 Lesson3

kg 5 Lessond

I¥s 6 Lessons

Ivs 7 Lessoné

ks 8 Lesson?

first clicking on the Change Positions tab. In the list of
items click on the ¥ button to move the item down the list

and or click on ¥ to move the item up the list.

c) Check Accessibility

I¥s 9 Lessond
Irg 10 Lessong

Click on the Check Accessibility tab to run an accessibility

check in compliance with W3C standards.
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d) Release Schedule
As discussed in previous sections, many modules in the LMS feature a Release Schedule.
However, unlike previous sections, the Release Schedule in the Authoring Tool is initiated on a
conditional basis, where by a student may be required to receive a particular minimum grade

in an assessment before being able to view a chapter. To set a Release Schedule simply select an

evaluation from the drop down and \
Manage Content || Change Position I Check Accessibility i| Release Schedule || Export || Set

the insert the minimum mark a

Conditional C '
student iS CXpCCth to receive. TO Evaluation: w&? Online Practice Quiz (100) -
Minimum Mark: 75|
confirm settings, click Update. Update

e) Export
You have the ability to export content to a SCORM compliant file.

Export SCORM Content to File
Click here to export this content page and its children to a SCORM file

Export SCORM To LOR

LOR Address http://v62 dev.intrafinity.com/tasks/kr_integratic

Export

f) Security
Here you have the ability to add additional users into the system and grant authoring rights
for lessons on the site. It is recommended that additional users not be added to this section,
since permissions are automatically granted based on the Instructor and Assistant specified
during the classroom configuration step.

g) Activity
As mentioned in the [7al Information section, the Activity tab allows instructors to monitor
activity within an object in the LMS. In addition to viewing activities, instructors can also set
up an alert system that sends email notifications when changes are made to the module. To

set up an alert system:

° SCICCt thC NOtiﬁcatiol’l Type. Manage Content || Change Position || Check Accessibility | Release Schedule | Export | Security |An:tw|ty |

Activities that have occurred on this object
° Select the frequency from the Send Action Taken Description Occured At user Context
genesis.floresta read this object A user has marked this item as read.  2/18/2009 6:31:15 AM  genesis.floresta Contents

. . Steven.Hallett read this object A user has marked this item as read. 1/9/2009 6:23:15 AM  Steven.Hallett Contents
NOtlﬁcatlon drop dOWIl menu to Administrator read this object A user has marked this item as read.  12/9/2008 6:00:02 AM Administrator ~ Contents
superadmin read this object A user has marked this item as read. 11/24/2008 5:24:47 AM superadmin Contents
ane.smith read this object A user has marked this item as read. 11/20/2008 8:45:18 AM jane.smith Contents:

choose how frequent you would like

chris.eby read this object A user has marked this item as read.  11/13/2008 1:02:17 PM chris.eby Contents
Hotification

the notifications to be. ——— -
. 3 Sot LrH=iin Notify me of changes to this object
L4 Clle Apply to COI’lﬁrm the SCttlngS. Notify me of changes to this object and to the children of this object
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IV. Directory

Students have the ability to contact classmates through the Directory module. A list of all
enrolled students is tabulated based on their status: On/ine, Offline or A/l Click on the

corresponding radio button and click Filter.

Filter By Status

fi) Ooline |:::| Offline |:§:| All

Screen Name Status Action
grace.liu Offline Send Message
& jane.smith Offline Send Message
ak| jessica.lane Offline Send Message
E saman.rehman Offline Send Message

To send an email to a user, click on the Send Message link beside the user and you will be
taken to an email message box. Here you can use the content editor available to author
messages and even attach documents. When complete, click Send.

T n BRI n e nInhox —

Message

To jessica.lane -

Subject Study Group A

Attachment Browse..

T & BEgHe@ 9-c- BEH POE B0 B 7 U AE S
EE=EEE FF A 3-0-

[ Normal ~| Tahoma W2 -l1opt v_|g'|AppIyCSS Cix]A-&- BU G x x5 =@

[ooom 99 4 v &

Iwas thinking about getting together on Friday to study for this test.|

& ¢y G

| Send ‘ | Cancel ”I
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V. Assessments

The Assessments Module is where instructors are able to create and maintain evaluations for
students. Items created in this tab are automatically scheduled on the classtoom Calendar.
The main Assessments page contains several fields:

1. Add Evaluation: click on this button to create a new test.

2. Release Schedule: instructors can set a release schedule on assessments.
3. Edit: click on Edit to make changes to existing assessments.
4

Delete: click on Delete to remove any assessments from the system.

1) Add Evaluation

To add a new evaluation, click on Add Evaluation on the Assessments page

Add Evaluation | Release Schedule

Evaluation Name Evaluation Type  Out Of % of Final Mark
ﬁﬁ Chapter 5-7 Online Practice Quiz Online Quiz 100 5 Edit Delete
sz Chapter 1-4 Online Quiz Online Quiz 25 10 Edit Delete
ﬁﬁ Photoshop Help Assignment (Online Submission)  Assignment 100 50 Edit Delete
|j.; Homework Online Submission 100 5 Edit Delete
On the following page complete the relevant information:
1. Evaluation Name
. New Evaluation
2. The Date when the assessment is due. P
Due Date  2009-03-30 1M ;5 + AM ~
3. Out Of: lﬂCludC the total marks for the Out Of 100  The mark that would be equivalent to 100% on this evaluation
Percentage of Course 5 %
. ubric -
assessment in the text field. e
AT Email Motification
4. Set the Percentage of Course that the mark ) Lagee 900 dAL 20 8
B I U4 =S === S B0~
. . Hormal = Tahoma v|10pt </ - |Apply CSS Cle x| A + &+
is worth. Note: if the class has been setup for B W@ x %5 E e [omd e 4
strands, you will need to indicate the strand
Description
mark breakdown that should apply for this
evaluation.
5. You can assign a Rubric to the assessment T

(this 1s optional)
Select the Evaluation Type in the drop down menu
Write a Description of the evaluation in the text area.

To notity users of the new evaluation, check the Email Notification box.

A S

To submit the evaluation, click on the Create Evaluation button.
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2) Edit Evaluations
To edit the evaluation, click on the Edit link of the corresponding evaluation.
e Modifications can be made to the Evaluations name, Due Date, Total Marks
Description, Percentage of Course, and Evaluations Type.
e Click on the Update Evaluation button to save the changes.
This feature comes in handy when you decide to take a few questions off the evaluations or

change the weight or the total marks of the evaluations.

3) Add Questions %Online Quiz: Chapter 5-7 Online Practice Quiz
Title Chapter 5-7 Online Practice Quiz
Once the evaluation is created, there are several Descanton
Date 11/12/2009 1:30:00 AM
: : - Out Of 100
question types available for instructors to use. —=F

TO add a question CliCk on Add QueStiOfl in Question § Quiz Submission | Report Quiz | Export Quiz | Ir
[¥|Random Sort Questions | [¥|Random Select Questions 10 ~ | Unlimite

the evaluation interface

From this point on, instructors may create questions based on the Question Type drop
down, provide Answers for the system to compare student responses against, assign Points
for each question and finally provide Feedback to students once the test is complete. Once

completed, click on Add Question

Question Type Muttiple Select ~
Drag and Drop
Essay
Fill-in-the-blank
Matching
Multiple Choice

Note: A script box pops up

~— for creating answers in the

assessments. Internet Explorer will o

block this box unless authorized by the

authot.

Answers

Points 0~
v #
B I U #

Normal

Feadback

£ 4 G

Add Question ancel
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4) Release Schedule

Assessments can be released to students via the Release Schedule.

To set the Release Date:

1. Enter the required time information into the release fields of the respective item.

2. Specify the Release Date and Release Until date using the dropdown calendar.

3. Click Update to save these settings or click Cancel to cancel the changes.

Content Release Schedule

Chapter 5-7 Online
Practice Quiz

Chapter 1-4 Online Quiz

Photoshop Help
Assignment {Online
Submission}

Homework

Newletters

Release Date:
Release Until:

Release Date:
Release Until:

Release Date:
Release Until:

Release Date:
Release Until:

Release Date:
Release Until:

- 00
- 00
- 00
- 00
- 00
- 00
- 00
- 00
- 00
- 00

AM
AM
AM
AM
AM
AM
AM
AM
AM
AM

4

4

A

& EE @

4

A

A

Update |

Cancel
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5) Quiz Submission

Quiz Submission itemizes the user and date at which the quiz was completed.

Online Quiz Submission List
Submitted By Submitted On User Points Ungraded Points Quiz Total Points No. of Times
jessica.lane 12/9/2008 12:27:53 AM 9 4 64 1 Delete
amanda.rick 3/4/2009 6:57:17 PM 14 2 47 1 Delete
sofia.baig 3/4/2009 6:57:17 PM 24 4 04 1 Delete
ricardo.lea 12/3/2008 4:10:28 AM 7 2 43 1 Delete
sean.craig 12/3/2008 4:10:28 AM 14 4 64 5 Delete
jonathan.les 11/26/2008 2:50:54 AM 14 4 64 4 Delete
samantha.bradshaw 11/26/2008 2:50:54 AM 14 4 64 4 Delete
colleen.richardson 11/24/2008 12:32:01 AM 14 4 64 3 Delete
nicole.bohr 11/24/2008 12:32:01 AM 13 2 50 1 Delete
12

6) Export Quiz

This option allows administrators to exports the quiz into an Extensible Markup Language

(XML) document for backup purposes.

7) Import Quiz
You can import SharpSchool XML quizzes.

8) Chart

This option provides instructors with

statistics on student performance.

[ Groups || % Warks || " Manage

Multiple Choice

what is color balance?

[ [25] The lewel of contrast of an image

[ [0] The level of brightness of an image,

[C112] The lewsl of colars of an image.
[11] Al of the above.

Where are the color balance options located under the layers menu?

[ (28] In the "Layer Style” sub-menu.

I (0] It is ane of the taps of "Layer Properties”
[ (0] In the "Add Layer Clipping Path” sub-meru,
[102] In the "New Adjustment Layer” sub-menu.
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VI.

Calendar

The Calendar module automatically publishes assessment due dates. However, instructors

also have the ability to manually create events.

To create an event, click oni¥ and in the following page insert the relevant details for the

event.
1.
2.
3.

Subject: The name of your event
Location: Where the event is taking place
Start Date: The date and time in which the event is starting. Use the Date Picker
button to select the day from a calendar or enter the date manually
End Date: The date and time in which the event ends. Use the Date Picker button
to select the day from a calendar or enter the date manually. Note: events can also be
scheduled on a recurring basis.
Category: Choose from a list of preset categories (not a mandatory selection).
Choosing a category for your event allows it to be filtered by that category.
Color: Determine the color of the text displayed on your calendar for your event.
You can choose More Colors at the bottom of the color selection pop-up to select
from a larger range of colors, or even input one by its RGB value
Icon: Inserts an image to be displayed beside your event name on your calendar.
This is not a mandatory element
Participants: Are the individuals that are selected to be part of the event. By
signing up for an event, the participants are notified by e-mail of the event, and the
event is published on that individual’s calendar within their workspace (Workspaces
are part of the Advanced SharpSchool package)

a) Members: Click on the Choose User/ Group button to select members from

within the organization.
b) Non-Members: Enroll external individuals by filling in their email address,
using a comma to separate them

Description: Fill out the details of the event using the content editor.

When finished, click on Create Event.
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New Event

1 Subject

2 Location
3 Start Date 2009-04-01
4 EndDate 2009-04-01
5  category Please Select . ~
Enable Recurrence
6 color [l

7 Icon Select Icon...

commas.

8  partidpants

[Elr| 12 »:20 = PM ~ [ All day
E] o ~.20 ~ PM -

Pick the participants for this event. To include non-members, enter their email addresses, separated by

Members:

=

Non-members:

9 Description . s 4, -

o o 5 Gh Gy @

e EEE OO S

B I U A ==

_3:% E S H-©-

-2 -Jiopt | - [Applycsscla-| A - & -

E @ |zoom -8 & - A

blished Calend

Select calendars

|Norma\ o ”Tahoma
BEaxxhH
# ¢ G

Create Event Cancel
EE e
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VIl. Marks

The LMS automatically grades students for assessments performed within the system and
allows administrators to manually insert grades. Grades can be displayed for all students for
each assessment, or for specific assessments from the Show Following Evaluations Only
section.

If an instructor wishes to manually add or change marks for a student, simply type it into the
text field provided and click on Record Marks.

To export the grades into a CSV document, simply click on Export Marks.

Student Final Chapter 5-7 Online Practice Quiz (Online Quiz) Chapter 1-4 Online Quiz (Online Quiz) p Help Assi (Online iission) ) (Online ) ¢ )

Name  Mark Towml100 [Weight:5] Total:25 [Weight: 10] Total: 100 [Weight:50] Total: 100 [Weight:5] Total:0 [Weight:0]

s 25 A NA s NA NA

Eby

ceiman ypq A NA NA NA NA

Farahi

genesis 1150 A NA Na Na NA

Floresta

S5 5657 1 7 80 75 NA

lane

mana 90 NA NA NA NA NA

lane

Seanli 100 NA NA NA NA NA

SICE 7967 NA i %0 na NA

Bab WA A A WA
100 NA NA NA NA NA

Parker

SAMBN g 55 NA NA 100 £5 NA

rehman

Jane

e = E NA NA NA NA

Merk g, 5y NA Na Na NA

Show following evaluations only

Chapter 5-7 Online Practice Quiz

Chapter 14 Online Quiz

Photoshop Help Assignment (Online Submission)

Homework
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VIIl. Polls

Polls allow instructors to gather student opinions on topics pertaining to the course. The poll

is automatically published on the homepage of the online classroom, and results are instantly

viewable by the student and instructor.

1) Adding Polls

To create a new poll click on the Polls tab, then click and fill out the following

information:
i.  Name: enter the name of the poll.
ii.  Question: insert the question being asked
iii.  Response options include Allow Multiple
Answers and Allow the Results of the Vote
to be Public
iv.  There five possible response choices available
for students.
v.  Click Add when completed.
Polls are automatically added to the homepage of the

classroom.

2) Editing Polls

Add Poll
(i) Name E,oite Food

(") Question What is wour favorite twvpe of food? e

[¥] Allows Multiple Answers
[¥] Allows the results of the vote to be public

(iii)

{iv)
Option 1 Italian z
Option 2 Indazn i
Option 3 Thai i
Chinese -

Option 4

Option 5 Middle Eastern

To edit a poll click on the poll name and click Edit. Now you can modify the Name of the

poll, the Question being asked, the response choices and you can add up to a total of five

possible responses. Click Update to update your poll.
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IX. Chat

Chat rooms are used as a means of an instant communication between a group of users.

1) Create a Chat Room

1. Click on Add Chat. Chat Settings

Name Test 2 Discussion

i.  Enter the Name and a brief Description
of the chat room.
iii.  Click on Moderate if you would like the
Chat Room to be moderated. N
iv.  Choose the person who you would like
have as moderator for the chat room
(Moderators can be changed at any time).
v.  Select the respective radio button to
choose whether or not you want to log A
the chat. (When Chat Logging is L
enabled, all of the messages that are sent

through the chat by the users are saved)
vi.  Click Add to create the chat room.
2) Deleting a Chat Room
To remove a Chat Room:
1. Click the checkbox next to the chat room name.

2. Choose Delete Selected in the Actions Dropdown

3. Click to confirm or m to cancel.

3) How Students may use the Chat Room
Once a chat room is created, an attendee can simply click
on the name of the chat room to participate in it.
Attendees can view the list of participants in the right
column of the chat box, and also select a unique font color

for the communication

VvV sasHea 9-c- @@
DO N 8 B I U & =i
FiFE M @-0-
Mormal ~| Tahoma -2 -liopt </ F - ApplycSSClir A v G -
BRESG X x5 26 |om ]2 EH %5

This chat session will be available from 9 - 11 AM on Sunday morning.

You may log in to ask questions about upcoming test on Monday morning.

=

Note: this chat session will close at exactly 11:00 AM. From that point on you may
post questions on the discussion forum.

£ ¢ G
() Do not moderate
@ Moderate this chat
johnathan_knight ~
() Disable Logging
@ Enable Logging
—
View | Edit
Chat
— Chat Room connected successfully. — superadmin

superadmin: This is an example chat room whereonline chats
can be conducted.

superadmin: A range of capabilities are avaialble including
moderation of questions and posts.

— Moderator is OFF. —

P zoxFraace
| |
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X. Forum

Forums are a great way for an instructor to communicate with students and for students to
communicate with each other. The LMS Forums Module teatures several collaboration and
security tools to enable instructors and students to gain the most benefit from the system.
On the main Forum page, there are several options available:

1. Search: users of the forum have the ability to perform key word searches across all
topics as well as view posts made by specific users.
Add New Topic: click on this button to create new topics in the forum
Edit: edit existing topics

Delete: delete existing topics

AN ol

Archive: archived topics are made offline and students cannot view or participate in
them. These topics are still available to the instructor.
6. Lock: this option prevents students from contributing to topics, however they are

still able to view historical posts and comments made to it.
Search

Keyword Students All - | Search

Add New Topic

Topics User Replies Views Last Post Actions
Chapter 1 Discussion Administrator 2 18 12/24/2008 11:30:59 AM Edit Delete Archive Lock

i
Chapter 2 Discussion Administrator 0 1 12/10/2008 1:24:14 PM  Edit Delete Archive Lock

In a forum you are able to Add New Topic, Edit or Delete topics as well as Reply to
posts and Edit or Delete posts. However, only the person who posted the message can edit

or delete it, with the exception of the instructor.
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1) How to Add New Topic
To add a new topic:

1. Click on Add New Topic.

2. Enter a Subject and the corresponding initial message.

3. Click Post Topic to add the new topic.

Once the topic has been added you will see it in

New Topic
Subject Chapter 3 Discussion

v B BEHHBB 9
B I UX& = EESEEE
Normal v Tahoma -2 -|10pt
B E @ x x5 E @ [zoom -

This forum is for Chapter 3 related questions only!

Message

# 4y Q

Email Notification whenever someone replies

By selecting the Email Notification whenever

receive an email notification whenever someone

the Forum index within the list of topics.

Se- @@ DO 8
= FFE M O-0©-
| - Applycsscic| A - Gy -
R R

Conce
someone replies box instructors can

responds to the thread.

2) Edit Topic
1. Click on Edit at the far right of the topic you want to edit. You can now change the

Subject and the corresponding initial Message.
2. Click Update Topic to change the

|| original Post
tOplC Administrator Chapter 1 Discussion
Posted From: 208.174.238.718
lets talk about Chapter 1
3) Replying to Forum Messages et o S Dt 5
1. Click on the Reply link. e
New Comment
2. Eﬂter the Subiect and the Subject Re: Chapter 1 Discussion
) Ca) pHE@ 9-c- @@ @0 o
corresponding Message. &2 B-©-
X Paragraph St -| Font Name - Siz -|10pt ~| [ - | Apply CSS Cli ~ - <

3. Click Browse to add an Attachment. CR 5= 9 [Zoom 4% 5 Far A
4. Click Post Comment to post your

reply to the previous post. Message
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Chapter 13: LMS (Instructor Guide)

4) Flat/Tree View

There are two views in the Forums user interface: Flat View and Tree View. The Flat view

is for simply viewing posts in the order they were posted, with no special formatting on the

display. The Tree View arranges responses made to a post in a delineated format. This

ensures that the initial post topic is featured at the top of the page and the following

responses are tabbed to the right.

Below is an example of Tree View in the forum.

Chapter 1 Discussion

So far its easy enough

User: Administrator Posted: 12/10/2008 1:23:31 PM Reply
lets talk about Chapter 1

Add Comment Elat Views|
Comments

Re: Chapter 1 Discussion

User: Administrator Posted: 12/10/2008 1:23:50 PM Edit Delete Reply

Re: Re: Chapter 1 Discussion
User: Administratar
On second thoughts...

Posted: 12/24/2008 11:30:59 AM

Edit Delete Reply

Re: Re: Re: Chapter 1 Discussion
User: superadmin
no its not!

Posted: 4/1/2009 11:52:27 AM

Edit Delete Reply
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Xl. Groups

The LMS provides students with an area to collaborate and work on projects together.

Groups are able to mimic class activities by being able to:
e Create their own private Forum topics
e Create their own Chat rooms

e DPost theit own Files, Folders and Links

e Establish their own Calendar where they can add Events.

1) Creating Groups

There are two ways in which an instructor can create group work areas for students. The

first is automatically done through the Group Creation Wizard and second way is through

manual creation.

The Group Creation Wizard is a quick and easy way to create multiple groups:

1. Enter the name prefix for all the groups into the Group Name Prefix.

2. Set the Number of Groups to create.

3. Click Create Groups to create your

Group Creation Wizard
This wizard wil automatically create groups for this course.

groups. Number of Groups To Create 5|

The groups that are created will appear above the Group
Creation Wizard in the list of groups. Students may

only access the groups that you have assigned them to.

&dd Group

Another way to add groups is by using the
button.
1. Enter the Group Name
2. Check off the students you would like to assign to
the group.
3. Click Add Group to create the group

Unlike the Group Creation Wizard, this method allows

you to create only one group at a time.

Group Name Prefix Science Group

Group Properties
Group Name Art Group]

Group Members

Create Groups
[T grace.liu
["] chris.eby
[ genesis.floresta

[¥] pejman.farahi
[¥] jane.smith

[Tl jessica.lane
[] saman.rehman
[¥] maria.lane

[ mark.zhang
[[] Sean.Li

["|Bob Pagker

Add Group
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2) Working with Group Workspaces
The Group Workspaces features a variety of modules for students to use. These are:
Module | Purpose
Blogs The Blog allows students to create a group blog to discuss topics and ideas

Calendar Students can create a project calendar to track progress and schedule milestones

Chat This online chat session allows students to communicate with one another on a scheduled basis.

Logs from these chat sessions are saved in the system and are accessible to instructors.

File Students can upload files and folders to share with group members

Forum The discussion forum module can be used in place of the blog module. Here students also have
the ability to create and discuss topics.

Link The link section simply allows students to publish an external website link for others to see.

Wiki Students can work on a project document via the Wiki module. This tool makes it easy for

students to collaborate and incorporate their feedback into a common document.

a) AddNew Item
To add a new item to the workspace pull down the Add New Item... menu. The usage and
application of these modules are defined in other sections of this manual. Simply refer to the
corresponding topics in the table of contents. For a detailed description of the B/ggs module

refer to Chapter 9 of the SharpSchool documentation.

b) Move Selected |'.V'|ew | ﬁ Security || Activity | Add Mew ltem_.. =
: . . Hame Modified Size Visible
TO move 1tem(S) toa dlfferent locatloﬂ. ¥| E] calendar of Events 12/29/2008 2:51:14 PM Visible
<& Collabarative Authoring Project (edit) 11/13/2008 6:06:20 PM Visible
1' SeleCt the CheCkbOX to the left Of the 'ﬁ Project Discussion 11/13/2008 6:07:35 PM Visible

~] Random Notes 12/29/2008 2:52:46 PM Visible

dent Blog 12/24/2008 11:33:13 AM Visible

Move Selected

Delete Selected

item(s) to be moved.

2. Pull down the Actions... menu

3. Click on Move Selected.
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c) Delete Selected
To delete item(s):
1. Select the checkbox to the left of the item(s) to be deleted.
2. Pull down the Actions... menu

3. Click Delete Selected.

3) Activity
As with all previous sections, the Activity tab informs instructors when changes are made
within the module.
From an instructors perspective this is a handy tool to since the columns in the interface
indicate the user and specific action performed by the user within the Group Workspaces. This
allows instructors to gauge individual student participation in the group project.
Instructors may also set up an alert system to be notified whenever changes are made to the
Group Workspaces. To set up an alert system:

e C(lick on the Activity tab.

e Click Subscribe.

e Select the frequency from the Send Notification drop down menu to choose how

often you would like the notifications to be.

e Click Apply to confirm the settings.

view | Edit || Security | Activity |

Activities that have occurred on this object

Action Taken Description Occured At User Context

Item 'Demo Calendar' (ID=15762) was deleted 3/26/2009 10:38:35 AM Sean.Li Grade 12 - Computer Graphics Design
Created A user created this object 12/24/2008 6:33:13 AM Administrator APGroup 1

Available Alerts

Content Ttem

This alert will provide you with an update on changes to this file and its children.
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XIl.

Manage

The Manage section is where instructors can perform housekeeping tasks for the online

classroom.

Class Management

1)

2)

3)

Edit Class

Edit class allows instructors to alter the class details such as the description, modules,
summary and other miscellaneous information

Automatic Course Completion

This section determines what default factors must be met before a student is granted
a completed course standing. Here you may define tasks and performance standards
to determine the minimum passing criteria for the course.

Announcements

Instructors can publish time sensitive announcements on the homepage of the
course. To publish a new announcement, simply insert a Title, Release Date,
Expiration Data and Body of the article and click Add Announcement. You can

then delete old announcements by clicking on the @ button under the Action

column.

Announcements

subject Action
Welcome back to schoal. [x]
Add Announcement
Title
Release Date =
Expiration Date =1
) LR RBE® e- REE OB
B UAEE|SESS=E FF| M @-0-
Paragraph Sty~ | Font Name - Size~ Realfo~ [ - Apply CSS Cla~ - -
BESx xFiE@ 96 %5
Body
# 2y G

Add Announcement
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4) Roster

The Roster contains the students who are enrolled in

the course. Here an instructor may manually grant Active || completed || Dropped |

students a Completed or Dropped status within the
["] check/Uncheck All

course. Completed is given when the student _
[Tl chris.eby Send Message View Progress

successfully finishes the course and has met all the [l graceiu Send Message View Progress

Djane_smith Change Password Send Message View Progress

requirements. Dropped is when a student leaves the
Dmark_zhang Send Message View Progress

course. Dpejman_farahi Send Message View Progress

Dsaman,rehman Send Message View Progress

- To assign a status, simply check-off the students
[[lSean.Li Send Message View Progress

Complete

name and click on the or (P button.

Add || || Complete | | Drop Send Private Message

- You can click on the Send Private Message

option to send an email to the student.

5) Attendance

The LMS features an Attendance tool that allows instructors to tabulate student attendance.

To add and view attendance, click on the applicable week in the dropdown calendar and

click on K. Here you can mark the student as Present, Absent or Late. When completed,

click Record Attendance to save changes.

Attendance 2009-04-01 =%

Student Name Wednesday Thursday Friday Saturday day day Tuesday
4f1/2009 4/2/2009 4/3/2009 4/4/2009 4/5/2009 4/6/2009 4/7/2009
® Present @) Present @ Present @) Present @ Present @) Present @ Present
chris.eby (©) Absent () Absent () Absent () Absent ) Absent () Absent () Absent
O Late @ Late © Late ) Late © Late ) Late ) Late
@ Present @ Present @ Present @ Present @ Present @ Present @ Present
grace.liu () Absent ) Absent ) Absent ) Absent ) Absent ) Absent ) Absent
O Late @ Late @ Late @ Late @ Late @ Late @ Late
@ Present @ Present @ Present @ Present @ Present @ Present @ Present
jane.smith ) Absent () Absent ) Absent ) Absent ) Absent ) Absent () Absent
O Late O Late O Late O Late O Late O Late O Late
© Present @ Present @ Present @) Present @ Present @) Present @ Present
saman.rehman ©) Absent ©) Absent © Absent ©) Absent © Absent ©) Absent © Absent
0 Late ) Late ) Late ) Late ) Late ) Late ) Late
@ Present @ Present @ Present @ Present @ Present @ Present @ Present
Sean.Li ©) Absent ©) Absent ) Absent ) Absent ) Absent ) Absent ) Absent
) Late @ Late © Late @ Late © Late @ Late © Late

Record Attendance
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6) Look and Feel

The Look and Feel section defines now the modules will be published on the homepage of

the online classroom. When completed, click on Update to save changes.

Class Modules Setting
! Files Tab -
" Lessons Tab -
& Directory Tab i
ali polls Main Page -
“ Chat Main Page -

|8 Assess Tab and Main page -
" Forum Main Page -

"™ calendar Tab and Main page ~

%5 Groups Tab -
- Main Page
%5 Marks ik
/ plan |Tab and Main page
! Rubrics Main Page -
S Homework Tab -
Tabs
Tab Type Text and Small Image -
Main Pages
Main Page Type Text -

Text and Small Image .I

Text and Large Image

7) Archive Class

The Archive Class feature makes the class offline and students will not be able to participate
in the classroom.

Classes can also be archived via the Status dropdown under Edit Class.

Data Management

1) Export Class
Instructors have the ability to export the entire course and its contents for back up purposes.
Simply click on Export Class to export the contents into an XML document.

2) Import Class
Exported SharpSchool classes can be imported back into the system via the Import Class
option. Click on Browse to select the XML document from your computer and click on

Upload.

Import class

I.lpIDad Class XML Browse. . Upload
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Security and Auditing

1) Activity
As mentioned in the [7al Information section of this manual, the Actzvity tab allows
instructors to monitor changes and activity performed within amodule object in the LMS. In
addition to viewing activities, instructors can also set up an alert system that sends email
notification when changes are made to the module. To set up this system:

1) Click on the Activity tab.

2) Click on Subscribe.

3) Select the frequency from the Send Notification drop down menu to choose how
often you would like to receive notifications.

4) Click Apply to confirm the settings.

View || Edit | Release Schedule || Security |Actnnty | Explore |

Activities that have occurred on this object

Mo items available.

Available Alerts
Content Ttem

Subscribe

This alert will provide you with an update on changes to this file and its children.

2) Security
This tab contains the permissions assigned to the instructor, assistant and students enrolled

in the course. Additional users can be added to this section by clicking on the Add button.
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Reporting
1) Reports

There are 3 primary reports available for the LMS: Course Content Access for a Student, Class

Access for All Students and Student Marks vs. Time Spent on Conrse.

a) Course Content Access For a Student

This report allows instructors to monitor specific student activity
for all modules in the LMS. To access this information click on the

students name in the dropdown menu

Course Statistics

Enrolled Students 11
Active Students 5
Students who have completed the course 4
Dropped Students 2
Success Rate 67%

Student Marks vs. Time Spent on Course

Course Statistics

Enrolled Students 11
Active Students 5
Students who have completed the course 4
Dropped Students 2
Success Rate 67%

Other Reports

Course Content Access For a Student
Class Access For All Students

Student Marks vs. Time Spent on Course

Pejman Farahi 55-3535 IR

Jane Smith
essica lane

Grace Liu -

Course Content Access For a Student

Object Name Access Times  Total Time  First Access Last Access

Grade 12 - Computer Graphics Design 85 00:55:54 11/13/2008 5:30:34 PM 3/11/2009 10:50:22 AM
Roster 00:03:14 11/13/2008 6:19:57 PM 11/13/2008 6:23:36 PM

4
Mark Book 4 00:00:32 11/13/2008 6:15:15 PM
Evaluations 6 00:00:22 11/13/2008 5:49:36 PM
Important Dates 1 00:01:24 11/13/2008 6:16:43 FM
Class Meeting Room [ 00:01:00 1/22/2009 11:32:53 PM
Contents 19 00:11:41 11/13/2008 6:01:31 PM

Chapter 5-7 Online Practice Quiz 5 00:06:12 12/16/2008 9:19:50 PM
Introduction 9 00:01:34 11/13/2008 6:01:49 PM
Lessonl 1 00:00:16 3/11/2009 10:48:24 AM
Lessons 1 00:00:02 3/11/2009 10:48:40 AM
Lesson6 1 00:00:01 3/11/2009 10:48:42 AM
Lessond 1 00:01:35 3/11/2009 10:48:43 AM
Chapter 1-4 Online Quiz 1 00:00:04 11/13/2008 6:23:36 FM
APGroup 1 9 00:02:30 11/13/2008 6:05:11 FM
APGroup 2 5 00:00:41 11/13/2008 6:08:19 PM
APGroup 3 1 00:05:00 11/13/2008 6:09:19 PM
Photoshop Help Assignment (Online Submission) 2 00:00:04 11/13/2008 6:24:29 PM
Project Discussion 1 00:00:12 11/13/2008 6:07:33 FM
Group Work 1 00:00:06 11/13/2008 6:08:52 PM

11/13/2008 5:24:28 PM
12/16/2008 9:19:50 PM
11/13/2008 6:18:07 PM
1/24/2009 12:14:33 PM
3/11/2009 10:55:22 AM
12/16/2008 9:26:02 PM
11/13/2008 6:03:29 PM
3/11/2009 10:48:40 AM
3/11/2009 10:48:42 AM
3/11/2009 10:48:43 AM
3/11/2009 10:50:18 AM
11/13/2008 6:23:40 PM
11/13/2008 6:08:07 PM
11/13/2008 65:09:06 PM
11/13/2008 6:14:19 PM
11/13/2008 6:25:58 PM
11/13/2008 6:07:45 PM
11/13/2008 5:08:58 PM

43 | Page



SharpSchool User Manual

b) Class Access For All Students

This report indicates how much overall time a student has spent in the LMS.

Course Statistics

Enrolled Students 11
Active Students 5
Students who have completed the course 4
Dropped Students 2
Success Rate 67%
Other Reports

Class Access For All Students

User Name Access Times Total Time
Global Administrator (superadmin) 1412 16:53:57
Global Guest (Guest) 8 00:37:47
Server Administrator (Administrator) 578 04:20:15
Grace Liu (grace.liu) 215 02:04:30
Chris Eby (chris.eby) 107 00:47:50
Genesis Floresta (genesis.floresta) 28 00:12:34
Pejman Farahi (pejman.farahi) 33 00:23:28
Jane Smith (jane.smith) 717 06:58:02
jessica lane (jessica.lane) 295 03:45:08
saman rehman (saman.rehman) 14 00:11:11
Steven Hallett (Steven.Hallett) 1341 10:25:36
maria lane (maria.lane) 2 00:10:00
Mark Zhang (mark.zhang) 132 01:32:23
Sean Li (Sean.Li) 36 00:49:25

c) Student Marks vs. Time Spent on Course

First Access
11/13/2008 5:29:03 PM
3/26/2009 3:04:19 PM
12/9/2008 10:59:45 AM
11/13/2008 5:30:34 PM
11/13/2008 5:39:27 PM
2/18/2009 11:30:55 AM
1/21/2009 3:49:06 PM
11/14/2008 10:54:47 AM
11/13/2008 5:29:50 PM
12/9/2008 2:28:02 PM
11/24/2008 12:30:25 PM
1/15/2009 9:14:04 AM
3/26/2009 3:04:55 PM
3/26/2009 3:04:25 PM

Last Access

4/1/2009 12:50:37 PM
4/1/2009 10:13:47 AM
2/10/2009 4:23:13 PM
3/11/2009 10:55:22 AM
11/13/2008 6:28:43 PM
2(25/2009 3:27:36 FM
3/31/2009 11:44:24 AM
3/6/2009 10:03:20 AM
2/12/2009 3:02:47 PM
12/17/2008 1:03:19 PM
2/23(2009 2:58:02 PM
2/4/2009 6:59:10 PM
3/31/2009 10:58:20 AM
3/31/2009 11:30:15 AM

This report indicates student performance against the overall time spent in the LMS.

Course Statistics

Enrolled Students 11
Active Students 5
Students who have completed the course 4
Dropped Students 2
Success Rate 67%
Dther Reports

Course Content Access For a Student

IStudent Marks vs. Time Spent on Course I

Student Marks vs. Time Spent on Course

User Name Total Time
Grace Liu (grace.liu) 02:04:30
Chris Eby (chris.eby) 00:47:50
Jane Smith (jane.smith) 06:58:02
jessica lane (jessica.lane) 03:42:00
saman rehman (saman.rehman) 00:11:11
Steven Hallett (Steven.Hallett) 10:25:36
Sean Li (Sean.Li) 00:49:25

Current Mark
79.67
75.00
13.00
66.57
99.55
36.00
100.00

Marks per Hour
38.40

94.08

1.87

17.99

534.10

3.45

121.42
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Chapter 13: LMS (Instructor Guide)

SharpSchool LMS Summary

Here are some important things about SharpSchool’s LMS:

o N
All modules in the LMS can be

configured by the instructor via the

Edit Class interface

A
4 A\

Students working as a group can

only access their own Group Area.

Classes cannot be deleted, they can

only be archived.

A
4 A

The maximum number of students
must be defined when creating

classroom.

\ J
Y

r )

Instructors can assign permissions to
other instructors, assistants or even

students in the LMS via the Security

tab
s
A
4 N\
Activities tab allows instructors to
subscribe to changes made to that
objects.
N J
Y
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