DONNELLY COLLEGE Self-Service for Faculty

Using a Course Home Page

You can create, view, and update a Course Home Page for each of your course
sections. The Course Home Page will be the common location where you, other
faculty members who are teaching the course section, and the students in the
class can share information on-line.

* Faculty members can display information about their course section and make
course documents downloadable for students.

» Students can view information about their course section (including
announcements and important dates), download course documents, and
submit their course activities.

Depending on the current status of the Course Home Page site for a specified
course section, different options will be available.

Option: Description:

Create Site You can create a Course Home Page site for a course section which
does not already have one.

Refer to Creating a Course Home Page.

View Site Once a Course Home Page has been created for a course section, you
can view and update it.

Refer to Viewing a Course Home Page.

Inactivate Site You can inactivate your Course Home Page site whenever you are not
ready for students to access it.

When you create a new Course Home Page site, it will automatically be
activated. You can inactivate the site so that it cannot be accessed by
your students. Once you finish setting up your Course Home Page site,
you can activate it so that it is available to your students.

Refer to Inactivating a Course Home Page.

Activate Site You can activate a Course Home Page that has been inactivated.

Refer to Activating a Course Home Page.
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Creating a Course Home Page

You can create and then set up a Course Home Page for each of your course
sections which do not already have a Course Home Page.

1. Select the Classes tab.
Select the Setup menu item.

Select the Course Home Page option.

2
3
4. From the list of years, terms, and sessions, select the course section.
5

Select Create Site.

Activities

; v Select Course
Grade Mappings
Course Home Page Traditional
Manage Section Media
Options

Recent Courses
Create New...

Create a new Course
Home Page Site:

Create Site

Course: 2008/5pring,/01- Session 01- ACC 101/Lecturef01
Principles of Accounting I
MWF S:00 &AM - 3:50 AM, SCTfANderson Hall/100

6. View the confirmation message.

Activities
. v Select Course

Grade Mappings

Course Home Page Traditional

Manage Section Media

Options

Recent Courses

cancel Pending...

Cancel a pending Course
Home Page Site creation
request:

Cancel Request

Course: 2008/Spring/01 - Session01- ACC 101/l ecture/01
Principles of Accounting 1
MWF 8:00 AM - 8:50 AM, SCT/anderson Hallf100
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7. You will need to wait for your Course Home Page site to be created. Your
institution must run a job to create your new site and this job may be
scheduled to run once a minute, hour, or day. When the system creates the
site, it will:

Grant you, and any other faculty members who are scheduled to teach the
course section, permission to view and update the site.

Activate the site and grant the students, who are registered for the course
section, permission to access the site.

Create a Course Documents document library, which will be used to store
your course media in a Section Media folder and your activity media in
folders for each course activity.

Create a Submitted Documents document library, which will store your
students’ completed activities.

Create a Site Collection for the year and term, if this is the first Course
Home Page being created for the specified year and term. For example, all
Course Home Pages created by all faculty members for courses for Spring
2007 will be grouped in a Site Collection for Spring 2007.

8. Select |Z|to Refresh the information on the page.

9. Once the View Site option appears, follow the instructions for Viewing a
Course Home Page.

Viewing a Course Home Page

After you have created a Course Home Page site for your course section, you
can view the site.

1. If you have not already selected the Course Home Page you want to view,
follow these steps:

Select the Classes tab.
Select the Setup menu item.
From the list of years, terms, and sessions, select the course section.

Select the Course Home Page option.
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2. Select View Site to access the Course Home Page site for the specified
course.

Setup - Course Home Page

Activities

¥ Select Course Course: 2008/Spring/01 - Session 01- ACC 101fLecturef01
Principles of Accounting I
MWF 2:00 AM - 3:50 AM, SCTAAnderson Hallf100
Traditional

Grade Mappings
Course Home Page
Manage Section Media

Options

Recent Courses A
Yiew Existing... Inactivate Existing...

Inactivate an existing
Course Home Page Site:

Wiew an existing Course
Home Page Site:

View Site Inactivate Site

3. View the information on your Course Home Page. The amount of information
that is displayed on a NEW Course Home Page is determined by your
institution’s Course Home Page site definition. Your Course Home Page may
display any, or all, of the following Web parts:

Zite Actions Help

This Site: Course Home: Page Fi vl

Welcome Ms, Lisa Appleton

4 Self-Service Home

Documents

Course Docurments Section Display - Course Announcements -

Submitted Documents

ACC 101/Lecturem/01 - Principles of Accounting I Faculty There are currently no active
Lists announcements. To add a new

This introductory course in accounting emphasizes #Appleton, Liss announcement, click "add new

Course Announcements financial aceounting. Topics typically include th... announcement” below,

Doheny.
Discussions 1/7/2008 - 6/25/2008 Edward Add new announcernent
Caurse Forum Schedule
Sites Course Documents =
Day Time Campus Building Room -
Type  Name Modified By
Geoplegnd Coupe MWE 2100 AM - 2:50 AM scT Anderson Hall 100 ’
= " ca Sectian System
2] Recyds Bin Media Account
My Activities = Add new document

There are no recent activities to display. Please select the View all

ctivities' link,
actviEs in Submitted Documents -
Fhiew all activities

Type Mame Modified By

My Activity Detail T There are no ikems ko show in this

Please select the "View Details' link in the My Activities web part in order to
view detail information for each activity .

My Attendance -

Attendance information is only available to students,

view of the "Submitted Documents”
document library. To create a new
itern, click "add new document”
belaw,

Add new document

Web Part: Description:

Course Announcements Displays any course Announcements that you and any

other course instructors have posted for your students.

Course Documents Displays a Section Media folder and a folder for each
course activity you have defined for the course via Self-
Service. You can post documents for the course in the
Section Media folder, and documents for each course

activity in the corresponding document folder.

My Activities Displays the list of student activities you have assigned for

the course section.
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Description:

My Activity Detail

When you select View Details to the left of an activity on
the My Activities Web part, the system will display more
information about the activity on the My Activity Detail Web
part.

* The date on which the activity was assigned and when it
is due.

* The timeframe within which your students can view
information about the specified activity on the Course
Home Page.

* Whether the grade for the specified activity counts
toward the midterm and final grades.

My Attendance

Allows students to view their attendance records for your
class.

Section Display

Displays information about your course section:
e Course title and description
* When and where the class meets

¢ Names of the instructors

Submitted Documents

Displays a folder for each course activity you have
assigned for the course. Each activity folder holds a
subfolder for each student’s media submissions for the
activity.

4. What do you want to do now?

* To change the information on the Course Home Page, continue with Step
2 in the instructions for Updating a Course Home Page.

* To return to the Self-Service application, select the Self-Service Home

link.
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Updating a Course Home Page

After you create your Course Home Page site, you can update it. For example,
you can deactivate features that you do not want to use on your Course Home

Page site.

1. If you are not already viewing the Course Home Page for the course section,
follow these steps:

¢ Select the Classes tab.

e Select the Setup menu item.

* Select the Course Home Page option.

* From the list of years, terms, and sessions, select the course section.

* Select View Site to access the Course Home Page site for the specified

course.

Activities

iGrade Mappings
Course Home Page
Manage Section Media

Options

Recent Courses A

v Select Course { Course: 2008/Spring/01 - Session 01- ACC 101/Lecture/01
i Principles of Accounting I
fOMWF 200 AM - 350 AM, SCT/anderson Hallf 100
i Traditional

Yiew Existing... Inactivate Existing...

Wiew an existing Course Inactivate an existing

Home Page Site: Course Home Page Site:
Wigw Site Inactivate Site

2. Review the information on your Course Home Page. For example:

Welcame Ms, Lisa Appleton Site Actions | Help ITh|5 Site: Course Home Page fi v
= g -

D1-ACC 101-Lecture-01

4 Zelf-Service Home

Documents

Course Documents
Submitted Documents
Lists

Course Annauncements
Discussions

Caurse Forum

Sites

People and Groups

5] Recyele Bin

Section Display - Course Announcements -

There are currently no active

ACC 101/Lecturem/01 - Principles of Accounting T Faculty
announcements, To add a new

This introductary course in accounting emphasizes Appleton, Lisa announcement, click "Add rew
financial accounting. Topics typically include th... bah announcement” below,
oheny,
1/7/2008 - 6/25/2008 Edward Add new announcement
Schedule
Course Documents =
D: Ti [ Buildi Ro
S me ampus uiding o Type  Mame Modified By
MWF 2:00 AM - 8:50 AM SCT Anderson Hall 100
(] Section System
Media Account
My Activities - Add new docurment

There are no recent activities to display, Please selact the 'View all

crivities' link.
activities' linl Submitted Documents  ~

Wiew all activities
Type Mame Modified By

i i - There are no items ko show in this
Please select the "wiew Details' link in the My Activities web part in order to wview of the "Submitted Documents”
view detail information for each activity. document library, To create a new

item, click "Add new document™
- below,

My Attendance
Add new document

Attendance information is anly available to students.
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3. If you do not want to display any of the Web parts (for example, the My
Activities and My Activity Detail Web parts if you are not using course activities
to grade your students), select ‘= in the upper-right corner of the Web part.
This will close the Web part on the Course Home Page and remove it from
your students’ view of your Course Home Page.

4. Do you want to see what other Web parts may be available for your Course
Home Page or move the Web parts?

* NO, it looks good the way it is. Skip to Step 9.

* YES, | want to see what other Web parts might be available or move the
Web parts around on the Course Home Page. Continue with Step 5.

5. From the Site Actions drop-down menu, select Site Settings.

Wielcome Lisa Appleton | Site Actions | Help ‘ [This site =]
Create
A add a new library, list, or web page to

TS| hys website.
Edit Page

f add, remove, or update Web Parts on
T this page.

Site Settings
o Manage site settings on this site,

6. On the Site Settings page, select Site Features.

Course Home Page for 01 - Session01-PORTALLIOO-Lecture-01 = Site Settings

Site Settings

Site Information

Site URL! http:ffmalsharepoint2  powercampusdey. com: 35557 [sites [ 2007-FALL/01-PORTAL100-LEC-01f
Mabile Site URL: http:}fmalsharepaintz . powercampusdey. com: 35557 sites/2007-FALL/01-POR TAL100-LEC-01 fmyj
Version: 12.0.0.4518
Users and Permissions Look and Feel Galleries Site Administration
a People and groups & Title, description, and icon B Master pages © Regional settings
a Advanced permissions o Tree view 8 Site conkent bypes 8 Site libraries and lists
8 Site theme B Site columns B Site usage repart
& Top link bar B User alerts
& Quick Launch 8 R55
& Reset to site definition 8 Search visibility

8 Sites and workspaces
8 Site Features

8 Delete this site




DONNELLY COLLEGE

Self-Service for Faculty

Using a Course Home Page

7. On the Site Features page, you can Activate features for your Course Home
Page which are not already Active, or Deactivate those features that you do

not want to use.

Course Home Page for 01 - Session m-PORTALLOD-Lecturern-01 = Site Settings > Site Features

Site Features

e EE

g E K E

o

Mame

Course Home Page Activities

Installs the My Activities web parts for the course home page.

Course Home Page Announcements

Installs Announcements functionality For the course,

Course Home Page Attendance

Installs the My Attendance web part for the course home page,

Course Home Page Forums

Installs Discussion Boards for the course.

Course Home Page Media

Provides media storage for courses,

Course Home Page Schedule

Installs the Schedule web part for the course home page.

Course Home Page Submitted Media

Provides media storage of courses assignments,

Office SharePoint Server Enterprise Site features

Features such as the business data catalog, forms services, and Excel Services, included in the
Office SharePoint Server Enterprise License

Difice SharePoint Server Publishing

Create a Web page library as well as supporting libraries to create and publish pages based on
page layouts,

Office SharePoint Server Standard Site features

Features such as user profiles and search, included in the Office SharePaint Serwer Standard Activate

License

Team Collaboration Lists

Provides team collaboration capabilities for a site by making standard lists, such as document
libraties and issues, available.

Translation Management Library

iZreate a translation management library when you want to create documents in multiple
languages and manage translation tasks. Translation management libraries include & workFlow
to manage the translation process and provide sub-folders, file versioning, and check-in/check-

out.

Status

Deactivate m
Deactivate m
Deactivate m
Deactivate m
Deactivate m

Activate

Deactivate m

Activate

Activate

Deactivate

Ackivate

FERERERRERLE

Site Feature:

Description:

Course Home Page

Activities

If you are using activities to help you grade your students, and
you want to display the list of activities on your Course Home
Page, select Activate. When this site feature is activated, the
My Activities and My Activity Detail Web parts are displayed on
your Course Home Page.

The My Activities Web part includes the following information
for each course activity:

* The date on which the activity was assigned
* The date on which the activity is due

* The student’s numeric Score for the activity
¢ The student’s letter Grade for the activity

* An option for the student to view more details about the
activity on the My Activity Detail Web part

* An option for the student to submit his or her completed
activity

Course Home Page
Announcements

Select Activate if you want to display the Announcements Web
part on the Course Home Page.
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Description:

Course Home Page
Attendance

Select Activate if you want to display the student’s attendance
record on the Course Home Page. When you view the Course
Home Page, you will not see your students’ attendance
records. When one of your students accesses your Course
Home Page, he or she will see his or her attendance record for
your class.

¢ The number of times the student was absent from class, with
or without a valid excuse

* The number of times the student was late to class, with or
without a valid excuse

¢ The number of times the student attended the entire class

Course Home Page
Forums

Select Activate to use discussion groups on your Course
Home Page. This will enable your students to post new topics
of discussion, and read and reply to topics posted by other
students in the class or you.

Course Home Page
Media

Select Activate if you want to be able to upload media files to
your Course Home Page so they are available for students to
download. You can provide documents about your course
section and for the course activities.

If you select Inactivate any media you have uploaded will be
lost.

Course Home Page
Schedule

Select Activate if you want to display course schedules on the
Site Collection page.

* You would see your schedule when viewing the Site
Collection page.

¢ Each student would see his or her own course schedule
when viewing the Site Collection page.

Course Home Page
Submitted Media

Select Activate if you want to allow your students to submit
their completed activities on-line. When a student completes a
course activity, he or she will upload the activity media file to
the Course Home Page. The file will be stored in a folder for
that course activity.

You can display the Submitted Documents Web part on your
Course Home page, so that you can review and grade your
students’ activity submissions.

Office SharePoint

You have the option of using the following Office SharePoint
features. They are not required for your Course Home Page.

e Server Enterprise Site Features
e Server Publishing

¢ Server Standard Site Features

Team Collaboration
Lists

Select Activate if you want to be able to use document
libraries and post announcements on your Course Home Page.
For example, you could let your students know about a change
in the class location.
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8. You can add, delete, or move Web parts on your Course Home page.

* On the Site Actions drop-down menu, select Edit Page.

* On the Left Side or Right Side of the Course Home Page, select Add a
Web Part.

* Select Advanced Web Part gallery and options.

* If there is a Web part in the gallery that you want to add to your Course
Home Page, drag the Web part from the gallery to a position on your
Course Home Page.

* To move any of the Web parts on your Course Home Page, drag the Web
part and reposition on the page.

* To remove a Web part from your Course Home Page, select Delete on the
Edit drop-down menu for the Web part.

* When you are finished making your changes, select Exit Edit Mode.

9. You can provide documents for the course section or a course activity. All

documents provided for a course section will be stored in the Course
Documents document library for the Course Home Page site.

» To provide documents that your students will need for your course
section, follow the instructions for Managing Course Section Media. The
course section documents will be stored in the Section Media folder in the
Course Documents document library.

* To provide documents that your students will need in order to complete a
course activity, follow the instructions for Managing Media for a Course
Activity. The documents for an activity will be stored in a folder named for
the activity.

Activating a Course Home Page

Your Course Home Page site will automatically be activated when you create it. If
you inactivate your Course Home Page site while you are setting it up, you must
activate it when you are ready for students to access it.

1.

Select the Classes tab.

. Select the Setup menu item.
. From the list of years, terms, and sessions, select the course section.

2
3
4,
5

Select the Course Home Page option.

. Select Activate Site.

Students, who have registered for your course, will be able to access your
Course Home Page via a Go to Course Home Page link on their course
schedules.
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Inactivating a Course Home Page

You can make your Course Home Page site inactive so that it cannot be
accessed by your students.

1. Select the Classes tab.

2. Select the Setup menu item.

3. Select the Course Home Page option.

4. From the list of years, terms, and sessions, select the course section.
5

. Select Inactivate Site.

Managing Course Section Media

For any course section, you may have documents that you want to share with
your students. If you have created a Course Home Page for the course
section, you can make these documents available on your Course Home Page
so your students can download them.

1. Select the Classes tab.

2. Select the Setup menu item.

3. From the list of years, terms, and sessions, select the course section.
4

. Select the Manage Section Media option.

Setup - Manage Section Media
Activities

. * Select Course Course: 2007/Fall /01 - Session01- PORTALLOO/Lecture/01
Grade Mappings Portal

MWF 800 AM - 3:00 &M, SCT/Admissions/REG 1

Course Home Page Traditional

Manage Section Media

Options v

Berent Courses Yiew Existing...

Manage Media Objects:

Wiew Media

5. Select View Media.



DONNELLY COLLEGE

Self-Service for Faculty

Using a Course Home Page

6. On the Course Documents site for the course section, view the list of
documents that are in the Section Media folder.

4 Self-Service Home

Documents

Course Documents
Submitted Documents
Lists

Course Announcements
Discussions

Course Forum

Sites

People and Groups

2] Recycle Bin

Course Home Page for 01 - Session01-PORTALLO0-Lecture-01 = Course Docurments > Section Media
Course Documents

Contains documents related bo the course and activities,

Mew =  Upload ~  Actions = Settings - Vigw: | All Documents <

Type MName Modified ! Modified By

There are no items to show in this view of the "Caurse Documents" document library. To create a new item, dick "Mew" or "Upload” above.

7. Select Upload.

Course Documents

Contains documents related to the course and activities,

New -

Type

There are e

bl

Upload |' ‘ Actions Settings * Wigw: | All Documents -
Upload Document ied ' Modified By
Upload a document from your N , ; e "
computer ko this library. =" document library, To create a new item, click "New" or "Upload” above,

8. On the Upload drop-down menu, select Upload Document.

9. Select Browse.

Upload Document Mame:

Browse to the document you intend to upload, I B
oS,

¥ owerwrite existing files

[o]3 | Cancel

10.Find the file you want to upload for the specified course section.

11. Select Open.

Loak i [ (& Deskiop x| = ek E

:QFrameMakerFonts.zwp

@ GetUpgradelnfo.exe

B install Tnstructions - PC Self Service 70.doc
Ig]lqw:ah e-Commerce Quick Reference Guide. doc
161 1 For Administrators-42.doc

K — ]
Filz niame: [Fietuiorkschedule tt =l Open |
Files of type: i Files ) =l Cancel |

4
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12.Select OK to upload the file to the document folder for the course section.

13. Specify the Title of the document, and the First and Last dates on which it
should be available on the Course Home Page.

¥ The document was uploaded successfully, Use this form ko update the properties of the dacument,

OK I Caneel

¥ Delete Itern | ‘97 Spelling... * indicates a required field

Name *

|FieIderkSchedu\a xt
Title I

First Date Available I

1z am 2[00 =

21z am -] oo -
Created at 8/28/2007 10:22 PM by Mrs, Brenda Smith

OK I Cancel
Last modified &t 8/28/2007 10:22 PM by Mrs, Brenda Sraith

Last Date Available I

14.Select OK.

15. Verify that the document has been uploaded.

Course Documents

Contains documents related to the course and activities,
Mew = | Upload ~  Actions ~ Settings ~ Wiew: | All Documents -
Type  Mame

B Fieldworkschedule ! Hew

Modified Madified By

8/28/2007 10:25 PM System Account

The course section documents will be stored in the Section Media folder in the
Course Documents document library for your Course Home Page. You and

your students will be able to access the files in each folder in the Course
Documents document library.
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Posting Course Announcements

If your have chosen to display announcements on your Course Home Page, you
can keep your students informed about your class (room changes, deadline
extensions, and so on).

1. If you are not already viewing the Course Home Page for the course section
for which you want to post an announcement, follow these steps:

» Select the Classes tab.

¢ Select the Setup menu item.

» Select the Course Home Page option.

* From the list of years, terms, and sessions, select the course section.

» Select View Site to access the Course Home Page site for the specified

course.
Setup - Course Home Page
Activities
v Select Course Course: 2008/Spring/01 - Session01- ACC 101/Lecture/01
Grade Mappings Principles of Accounting I
c H P MWF 8:00 &M - 3:50 &M, SCT/anderson Hallf 100
ourse Home Fage Traditional
Manage Section Media
Options v
Recent Courses A
Yiew Existing... Inactivate Existing...
Wiew an existing Course Inactivate an existing
Home Page Site: Course Home Page Site:
View Site Inactivate Site

2. Review the information on your Course Home Page.

Welcome Ms. Lisa Appletan Site Actions Help This Site: Course Home Page Fi 'I
C ne Pa q = ne Page fi

J ] 4 Zelf-Service Home
e R RRLRRPEETLLLERPPPETETEPPPTRRRERPPPPRETRREPPRPREE
Course Documents Section Display - Course Announcements -
Submitted Documents h I "

ACC 101/Lecturem 01 - Principles of Accounting T Faculty There are currently no active
Lists announcements, To add a new
This introductory course in accounting emphasizes Appleton, Lisa announcement, click "add new
Caurse Announcements financial accounting, Topics typically include th.., boh announcement” below,
aheny,
Discussions 1/7/2008 - 6/25/2005 Edward Add new annauncernent
Caourse Farum Schedule
Sites Course Documents =
Day  Time tampus Building Room
Type  Mame Modified By
Gepmeandrone MWF  $:00 &M - 2:50 AM scT Anderson Hall 100 }
= - [ ] Section Syskem
2] Recyde Bin Media Accaunt
My Activities - Add new document

There are no recent activities to display. Please select the "“iew all
activities' link. -

L Submitted Documents -
Fniew all activities

Type Hame Modified By
i i - There are na items to show in this
Please select the "Wiew Details' link in the My Activities web part in order ta view of the "Submitted Documents"
view detail information for each activity, document: library, To create a new
item, click "add new document”
My Attendance = below,

attendance information is only available to students, Add new docurment
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3. Onthe Course Home Page Announcements Web part, view the current list
of announcements.

4. Add, edit, or delete announcements as necessary.

To: Follow These Steps:
Add a New 1. Select Add new announcement.
Announcement

2. Enter a Title that will clearly identify the subject of your
new announcement. For example, Monday'’s Class.

3. Enter the information for your new announcement. For
example, Meet in front of the Science Building for
Monday'’s class.

4. Select the last day on which the announcement should
be displayed on the Course Home Page.

e Select [l

¢ Select the date on which the announcement
should expire.

5. Select OK to post the new announcement to the
Announcements Web part.

Edit an Announcement 1. Select the name of the announcement you want to edit.
2. Select Edit Item.

3. Enter your changes.

4

. Select OK to post your updated announcement to the
Announcements Web part.

Delete an Announcement Since you can specify when an announcement should
Expire (no longer be displayed) on the Course Home Page,
you may not need to delete most announcements.
However, if you need to remove an announcement:

1. Select the name of the announcement you want to
delete.

2. Select Delete Item.

3. Select OK to confirm that you want to delete the
announcement.
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Posting Information to a Forum

If your have chosen to display forums on your Course Home Page, you and your
students can discuss course topics on-line.

1. If you are not already viewing the Course Home Page for the course section
for which you want to post a discussion topic, follow these steps:

» Select the Classes tab.

e Select the Setup menu item.

* Select the Course Home Page option.

* From the list of years, terms, and sessions, select the course section.

» Select View Site to access the Course Home Page site for the specified

course.
Setup - Course Home Page
Activities .
v Select Course | Course: 2008/Spring,/01 - Session 01- ACC 101/ Lecture /01
Grade Mappings i Principles of Accounting I
Course Home Page i MWF 9:00 AM - 8:50 &M, SCT/Anderson Hallf100
9 Traditional
Manage Section Media
Options v
Recent Courses A
Yiew Existing... Inactivate Existing...
View an existing Course Inactivate an existing
Home Page Site: Course Home Page Site:
View Site Inactivate Site

2. Review the information on your Course Home Page.

Welcome Ms, Lisa Appletan Site Actions Help This Site: Course Home Page 'I
C ome Pages g = ome Page fo -

J—‘ < Zelf-Service Home
Docamente | e
Course Documents Section Display - Course Announcements -

Submitted Documents L L
ACC 101/Lecturem 01 - Principles of Accounting T Faculty There are currently no active

Lists announcements, To add a new
This introductary course in accounting emphasizes Appleton, Lisa announcement, click "add new
Caurse Announcements financial accounting, Topics typically include th.., boh announcement” below,
aheny,
Discussions 1/7/2008 - 6/25/2005 Edward Add new annauncernent
Caourse Farum Schedule
= Course Documents =
Sites T
Day Time Campus Building Room
Type  Mame Modified By
Gepmeandrone MWF  $:00 &M - 2:50 AM scT Anderson Hall 100 }
= E@  Section System
2] Recycle Bin Media Accaunt
My Activities - Add new document

There are no recant activities to display. Please select the 'View all

! link,
activities" lin Submitted Documents -

Fview all activities
Type Hame Modified By

i i - There are na items to show in this
Please select the "Wiew Details' link in the My Activities web part in order ta view of the "Submitted Documents"
view detail information for each activity, document: library, To create a new

item, click "add new document”

My Attendance - below,

attendance information is only available to students, Add new docurment
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3. Onthe Course Home Page Forums Web part, view the current list of
discussion topics.

4. Add a new discussion topic or review the topics that have already been

posted.
To: Follow These Steps:
Add a New topic of 1. Select Add new discussion.
Discussion 2. Enter the Subject of your new discussion.
3. Enter your information for the topic of discussion.
4. Select OK to post the new discussion to the Forums
Web part.
View a Discussion 1. Position the cursor over the name of the discussion you
want to view.

2. On the drop-down menu, select View Item.
3. Select Open to view all the postings for the discussion.

4. For any discussion point for which you want to add
information:

¢ Select Reply.
¢ Enter your reply.
¢ Select OK to post your reply.

5. Select the Course Code link above the Forums page
heading to return to the Course Home Page.

Deleting a Course Home Page

You can delete a Course Home Page site for one of your course sections.
1. View the Course Home Page site that you want to delete.
2. From the Site Actions drop-down menu, select Site Settings.

‘Welcome Lisa Appleton | Site Actions | Help | | This sit= =
Create
al Add a new library, list, or web page to

(= this wehsite,

Edit Page
f Add, remove, or update Web Parts on
h this page.

5% Site Settings
[o); Manage site settings on this site,
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3. Under the Site Administration heading, select Delete this Site.

Site Settings

Site Information

Site URL: http:j/ssinstall, powercampusdery, com: 81 fsitesf2008-SPRING/01-HIS 1 L00-LEC-01/
Maobile Site URL: http:jssinstall. power campusdesy . com: 81 fsitesf2008-SPRING/01-HIS 1 LO0-LEC-01 fm/
Version: 12.0.0.4518
Users and Permissions Look and Feel Galleries Site Administration
8 People and groups 8 Title, description, and icon a Master pages B Regional settings
8 advanced permissions 8 Tree view a Site content bypes @ Site libraties and lists
8 Site theme: a Site columns & Site Usage report
® Top link bar o ser alerts
8 Quick Launch 8 RSS
B Reset to site definition 8 Search visibility

@ Sites and workspaces
® Site Features

8 Delete this site

4. On the Delete This Site page, select Delete.

Delete This Site

Warning
‘You are about to delete the Following Web site: http:j/ssinstall powercampusdey. com: 81 /sites/2008-SPRIMG01-HIS1 100-LEC-01
Deleting the Web site will permanently destroy all content and user infarmation, including:

& Documents and document libraries

w» Lists and list data, including surveys, discussions, announcements, calendar
& ‘Web site settings and configurations

# Permission levels and security information relating ko the Web site

To continue, click Delete.

Delete | Cancel

5. If you really want to delete the Course Home Page site, select OK.

Microsoft Internet Explorer [ <]

\?/ Are you sure you want ko permanently delete this Web site and all its contents?

Cancel |

6. View the confirmation message.
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mailto:jfuentes@donnelly.edu
http://helpdesk.donnelly.edu

