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Abstract

Course Management, accessed via the Faculty Portal, provides faculty members (instructors, advisors, staff, etc.) the
ability to manage individual courses and their content.

It is fully integrated with CAMS Enterprise, which saves time and prevents data error from manually transferring grades.

Faculty will be able to define course content, communicate with students, maintain grades and tests, and even determine
which course options a student may view.



CAMS Enterprise — Course Management

Three Rivers Systems, Inc. makes no representation or
warranties with respect to the contents or use of this guide.
Further, Three Rivers Systems, Inc. reserves the right to revise
this guide and make changes to its contents at any time without
obligation to notify any person or entity of such revisions or
changes.

In no event will Three Rivers Systems, Inc. be liable to buyer or
any other party for any damages, including any lost profits, lost
savings, or other special incidental or consequential damages
arising out of the use of or inability to use such product, even if
Three Rivers Systems, Inc. has been advised of the possibility
of such damages, or for any claim by any other party.

© 2012 Three Rivers Systems, Inc. All rights reserved. All
company and product names included in this site may be
trademarks or registered trademarks of their respective
companies. The information contained in these pages is
subject to change at any time without prior notice.

Page 2 of 57



CAMS Enterprise — Course Management

(07010 (=Y EoT g E=To =T 1T o | PO PP P PP PPO 4
(Oe] a1 (=T o MY FoT g E=To [T 0 [T o | PO PP PP PPUPTT PP 5
ANNOUNCEIMENTS ...ttt e e e e e e 5
OLo U] (T B Lo TolN ] 41T o] £ PP P PP PR PTPRPRPRPRPRN 6
B 1241 o To o] €SSO TUPPPPRPN 8
[T PR 9
(= To1 0] 1§ YL@ ] a1 ¢= Tox il T 0] {0 3 =1 (o] o SR 10
L7 1] £=T= N ) o] 7. =V o] o FO O RR T PRR 11
100] 010010 aTTor= 11T o [PPSR 13
= ] PSPPSR 13
DISCUSSION GIOUPS....ittiteeittete ettt e e ettt e e e sa et e e e sttt e e e ea bt e e ek b et e e e aabe e e e e aa b et e e e ambe et e e s b et e e e ambb e e e e anbeeeeeanbneeeennne 16
1= To [l =TT ST= (U o F TP PP PP PPPPPP 21
Establishing Grade STANTANAS ...........ocueiiiiiiiiie e e e 21
Setting Up ASSIGNMENT CATEYOIIES ....coutiiiiiitiiee ettt ettt e e sb e e e st e e e e sabb e e e e aabb e e e e abreeeesbreeeeaa 24
CreatiNg ASSIGNIMEINES. .....eiiiiiiiii ettt ettt ettt et e e s bt e e e aa b et e e e s be e e e e st e e e e e aabs e e e e aabeeeeeaabbeeeesabneeeesnbneeaen 26
LT =T [ PSSO PERRN 27
L ) (=TT o T T = Lo [P 27
L0 T 0] ] T =] (1 T S 32
VIEBWING GIadES ... 32
LT = Lo [N L= oo 1 £ 32
L= (o101 F= 111V [ =T =S 33
Mid-Term Grade CalCUIRLION. ... e e e e s e e e e e e e s s nbabe e e e eeesennsnenees 35
[ TaT LN 1= To (S O (o -1 1o o SRR 37
YU o] 1110 T =T [ SRR 38
RESUDMILIING GrAOES .....ceiiiiiiieiiiie ettt e bt e e ettt e e e bt e e e e e anb e e e e anbeeeeenene 39
[T = To €] = Lo [0S TU o] o o1 (SRR 41
ST 010 PP PP P PP PP PP PRTRPRPRTRIR 43
StUdeNnt Grades DELal ...........uiiiiiiiiiee et e e e e e e e e e e e e e e e e e e naneees 43
FINAI COUISE GIaAOES. ... .. ettt ettt e e oo ettt e e e e e e e ab bbb e et e e e e e s e abnbreeeeeeeesannennees 43
L 10T oo F= g (o OO PP PSP PPPP P TPPTPPPP 44
ARENAANCE REPOIS ... 46
L0700 1= U 1111 =TSO PP PP PUPTTPPPPRPPN a7
(070 )Y/ TaTo T @T0TUT£=T=T @0] o1 =] o1 AP 47
DefiNING STUAENT GIOUPS .....veiieiiiiee ettt ettt ettt e e ettt e e e et e e e eabe e e e e aa b e e e e e aabe e e e e anbe e e e e aabeeeeenees 48
Y S 0T =T o Y o o= RS 49
Set TA (Teaching ASSISTANT) ACCESS ... .vuiiiiiiiiee ittt ettt e st e e e st bt e e e sbb e e e e abbeeeeabneeeeaa 49
Import Blackboard™ Archive FileS .........ooouiiiiiiie e 51
Upload/Import Respondus® QTI AIChIVE FIIES ............coiveieeeeeeeeeeeeeeee e 52
COUISE REPOIS ...ttt e ettt e ettt e e e e oottt e e e e e o e e et e e e e e e s bR e e et et e e e s e s e bbb et et e e e nessnnnnneeeeeenennns 54
ClASS ROSIEI ...ttt oottt e e e e oo h bbbttt e e e e e e s a bbbttt e e e e e e e anbbe e e e e e e e e e e annnnees 54
S 000 [T a1 0] g ¢= LB LY=o = S 54
(070 1UT (Y= @ o] 1o 1 1= 55
AdAItioNal OPLIONS......cc i 55
Course Management AdMINISTIAtION .........cooii i 56
o = SO 57

Page 3 of 57



CAMS Enterprise — Course Management

When a faculty member clicks the Course Management >My Courses link on
the navigation bar, the instructor’s course schedule displays.

Dennis Welds
Current term; SP-09 (change)

Edit Address |
Change Passward | Logout

My Courses

Faculty Portal Course 1D Course Name Enrolled Begins Ends
Home CEN101LECOL Computer Hardware Basics 5 1/5/2009 5/15/2009
My Students CEN10ZLECOL Cornputer Hardware Troubleshaating a 1/5/2009 5/15/2009
CENZO1LECOL Computer Software Basics o 1/5/2009 5/15/2009
Registration TRE34601 CHRISTIANITY IN AMERICA 1 1/5/2009  5/22/2009
Course Offering AAALZILECOL AfA Test Course = 1/5/2009 5/15/2009
Course Master CEN101LECOZ Caomputer Hardware Basics a 1/5/2009  5/15/2009
Degree Information ZZZ100LEC Zebra identification 1 1/5/2009 5/22/z009

Stop Registration
Unofficial Reqgistration

Academic

Class Roster
Directory

Email Students
Faculty Contact

Course Management

My Courses
Figure 1: Courses Available for Course Management
From here, the instructor can see which courses they are scheduled to teach,
how many students are enrolled, and the class start and end dates.

To access content management for a course click the Course ID to access the
Course Options page for that course.

}f’ﬂ Note: Your database administrator may customize any of the Course Options page labels
as desired by modifying the Label field of the CourseManagementMenu SQL table.

Computer Software Advanced [CEN202LECD1]

My Courses > Course Options

Course Information

Course Information
Course Textbooks
Course Announcements
Course Documents
Course Hyperlinks

Course Communication
Discussion Farum
Email

Student Calendar
Online Testing

Manage Online Tests

Course Gradebook

Setup Gradesbook
Setup Grade Standards
Setup Categories
Setup Assignments
Record Grades
By Assignrment
By Student
Submit Grades
Calculate Midterm Grades
Calculate Final Grades
Yiew/Edit Calculated Grades
Subrnit Grades
Yiew Submitted Information
Reports
Student Grades Detail
Final Course Grades

Course Attendance
Attendance Entry
Attendance Report
Course Utilities

Copy Content

Define Student Groups
Set Student Access
Set T4 Access
Archive Files

Course Reports

Class Roster
Student Portal Usage
Course Options

Additional Options

Figure 2: Course Options

Note: Before an instructor can access Course Management, the security for faculty and
teachers assistants must be set up. Refer to the CAMS Manager or Faculty manual for
these instructions.

e

- \'\'-
e
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The content management features within CAMS Enterprise Course Management
give instructors tools to enter, manage, and preview how students will view
course information, assignment listings, and required materials. Within this
section, students will be able to access external links to pertinent information that
instructors provide and will be able to retrieve archived documents. Each term
these functions will save faculty members time by eliminating duplication of work
processes and improving document organization and accessibility.

To return to the main Faculty portal home page click the Home link.

Announcements

An instructor can create announcements online for students to view using the
Announcement setup. The instructor has the ability to assign the subject, the
message, and the dates to display the message. When the Display Until date has
passed, the message is automatically no longer visible to the students. Students
will see these announcements on the course’s main page when they access the
course through the student portals.

Computer Hardware Basics [CEN101LECD1]

My Courses > Course Options = Course Announcements

Add Announcement | Preview

Course Announcements

Action Subject Message Visible Display After Display Until

Edit | Course Dont forget to fill out the course . ca.
Delete Evaluation evaluation.<br=Thank you, YES 4/1/2006 8:00:00 AM 5/25/2008 11:59:00 PM
Eilltalte Welcome  Welscome to Computer Hardware Basics YES 5/1/2006 12:01:00 AM  5/30/2008 11:59:00 AM
Edelrale Welcome Welcome to Computer Electranics. YES 2/24/2008 12:59:00 AM  3/30/2008 11:59:00 PM

Figure 3: Faculty Add Announcement window
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|@ Step-By-Step: Add an Announcement

2 :&/ 1. From My Courses >Course Options >Course Announcements click Add
Announcement. The Add Course Announcement detail window opens.

Computer Hardware Basics [CEN101LECOD1]

Ky Courses > Course Options > Add Course Announcement

Add Course Announcement
*Subject: I

*Message: ;I

Display Announcerent: IYES ,I

*Display After Date: mm/ddArrry

*Display After Time: hh: o

L mmnddd Ay vy

I ex
I ex
*Display Until Date; I -
*Display Until Time: I ex. hhimm

Add Course Announcement Cancel
Figure 4: Add an Announcement

2. Enter the announcement subject and the message.

3. Enter a Display After Date and time and a Display Until Date and time.
This will automatically display the announcement and then automatically turn
if off when no longer needed.

}f}} Note: The times must be entered in military (24 hour) time with a colon between hours
k e and minutes. Example, 22:00 is 10 PM, or 09:00 is 9 AM.

4. Click the Add Course Announcement button to finish adding the
announcement or Cancel to exit without saving.

Course Documents

Instructors can upload documents normally passed out in class. Student can then
download these documents from any location they have Internet access.
Instructors can also post file types other than documents for students to
download. CAMS Enterprise allows uploading of all types of files. If Windows
recognizes a file type, the student may view the file without additional software.
The instructors can upload all files necessary for the course. Instructors can
organize files into categories and sort the files to display in a particular order.
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|@ Step-By-Step: Add a Course Document

2 :&/ 1. From My Courses >Course Options >Course Documents click Add
Document. The Add Course Document detail window opens.

AMERICAN ENGLISH PUNCTUATION [aeZ242lec01]

Wy Courses > Course Options > Add Course Document

Add Course Document

*File I Browse... |
Document Type: I_Unassigned ,l
*Sort Crder: ID

Description: ;I
;I
Awvailability - Blank Dates and Times are always visible (default),
Display Begin Date: Time: I—
I [ex: HH:MM 24 Hour Clock)
Display Until Date: Tirne: I—
I [ex: HH:MM 24 Hour Clack)

Add Course Document Cancel

Figure 5: Document Setup window
2. Browse for the document or file and click Open. Depending on the size of the
file, such as video files, it may take a few minutes to upload (required).
Select a Document Type (Reference: CM Documents Types).
Enter a Sort Order (required), Description, and begin/end dates and times.

Click Add Course Document.

o g M~ W

The document(s) will display in a list; Click Edit if Comments or Sort Order
must be added or changed. Documents are displayed on the page by
Document Type, then by Sort Order within the Document Type.

e Note: A file name cannot use any of the following characters when adding a course
k__ e document: \/:*? “<>|

If a student cannot view uploaded course documents, have the student follow
these instructions:

1. Go to the Internet Explorer Tools menu

2. Select Internet Options

3. Select Advanced tab

4. Scroll down to Security
5

Check the Do not save encrypted pages to disk option
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Textbooks

There are two ways that textbooks can be displayed on the portals. The first of
these is through CAMS Enterprise via Registration >Offering Maintenance
(see Registration Setup.pdf for more details). Textbooks listed on the Book List in
Offering Maintenance will automatically display in the portal.

Additionally, if the functionality is enabled, instructors may also add, edit, and
delete text books directly though the portal. This functionality is enabled through
the CAMS Manager module (see CAMS Manager.pdf for details).

S Step-By-Step: Edit, Delete, or Add a Textbook
1. From My Courses >Course Options >Course Textbooks:

a. Click Edit to make changes to existing Textbooks listed. The Course
Text Book Detail window appears.

b. Click Delete to remove existing Textbooks listed

c. Click Add Textbook to add a new entry. The Add New Textbook
detail opens.

Managerial Accounting [AC221LECO01]
My Courses > Course Options > Course Text Book Detail

Add New Text Book

*ISBN:

*Book Title: |

Author: |

Publisher: |

Publisher Phone: ,—
Cost:

Required: -

Save  Cancel

Figure 6: Add Textbook window

2. Enter the ISBN and Book Title. Please note that although ISBN is a
required field, there is no required format. This field will accept both alpha
and numeric characters, as well as symbols.

Add the Author, Publisher, Publisher Phone, and Cost if desired.
4. If the textbook is required reading for the course, check the Required box.

Click Save to add the textbook and return to the Textbooks page.
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Links

To make additional information available to students, instructors may add links to
Internet and Intranet content. This can include documents, media, and external
course content. To create a link, instructors need to provide a: name, URL
(Uniform Resource Locator), description, and visibility. If the New Window
column is set to Yes, the link will open in a new browser window, keeping the
student portal page open.

Gomputer Electronics Basics [GEN101LECO01]
My Courses > Course Options > Course Hyperlinks

Add Hyperlink | Preview

Hyperlink Listing

i P - Sort .o New
Actions Title URL Description el U's'blewindnw
Edit | Delete  Google Search Engine  http:/www.qoogle.com Goodgle Search Engine 1 YES YES

Figure 7: Faculty Links Setup window

[l

= . Step-By-Step: Add an External Link

< .
FAE 4 : i '
Cf/ 1. From My Courses >Course Options >Course Hyperlinks click Add
Hyperlink. The Add Course Hyperlink detail window opens.
Computer Electronics Basics [CEN101LECO1]
My Courses > Course Options > Add Course Hyperlink
Add Course Hyperlink
*Title: I
*LIRL: I
*Dascription: ;I
=
Dizplay Hyperlink: IE
Mew Wwindow: m
Sort Order: I_
| Add Course Hyperlink Cancel
Figure 8: Add External Link
2. Enter the Title and URL. The URL field does not check for the validity of the
URL entered.
3. Add a Description, if necessary, change New Window to Yes if the external
link should be opened in a new window, and set the Sort Order.
4. Click Add Course Hyperlink to add the link and return to the Hyperlinks
page.
e
k Note: To edit an External Link click Edit or to delete click Delete.
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Faculty information such as name, title, email, etc. is stored and updated in
CAMS Enterprise. However, the instructor can change office location, office
hours, personal link, preferred name, and a short note within the Academic

section of the Faculty Portal.

Faculty Contact

Faculty Contact

To change any of the following information, please contack the CAMS Enterprise Manager,

Title: Professor

Marne: Dennis Welds

Ermail: dwelds@threerivers-camsz, com

Wark Phone: [314) 555-1212

To update vour personal information, edit the pertinent fields below and click the Update My Contact Info button,

Office Location: [music Office room 220

Office Hours: I2PM “aFm

Notes: IAni\re on time.

Persenal Link: Ihttp:.l’.i\nwwu.google.com

Preferrad Mame: IDennis

Update My Contact Info

Figure 9: Faculty Personal Information
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An instructor can provide course information that a student might need or want to
know. Instructors can group information by subject and set dates they want the
information available for viewing. After the Display Until date has passed, the
message is automatically no longer visible to the students. Course information
messages are in a separate section from Announcements to keep the main
screen from clutter.

_}f}:’ Note: Before Course Information can be added the Course Information Subject Lookup
k . reference table must be populated with subject items.

Computer Hardware Basics [CEN101LECD1]
My Courses > Course Options » Course Information
Add Information | Preview

Information Listing
Action Subject Name Description Display After Display Until

Three absences are allowed per terr More than three e ca.
Edit |Delete GEEIES  (EEED unexcused absences will result in a one percent drop in przdiztuspl 2 TN U2 182008k HEE2:00

el el grade for each absence in excess of three. B i
Edit |Dalste C2UrS® Course Course materials will be made available via the Course  9/21/2008 12:01:00 12/14/2008 11:59:00
Materials Materials Documents section of the Student Portal. A

Figure 10: Course Information Setup window

l@ Step-By-Step: Add Course Information
S 4

1. From My Courses >Course Options >Course Information click Add
Information. The Add Course Information detail window opens.

Computer Electronics Basics [CEN101LECD1]
My Courses > Course Options > Add Course Information

Add Course Information

*Eubject: IAﬂendance Palicies ;I
*Marne!
*Description: ;I
=

*Dizplay After Date:
Ry ex, mmyddfyyyy

*Display After Time: bh
ex, i

*Dizplay Until Dats: e, mnfddfynyy

*Dizplay Until Tirne:

I

ex, hhimm

Add Courze Information Cancel

Figure 11: Add Course Information

2. Select a Subject, used to categorize information. Enter a Name (title), the
Description, Display After date and time, and Display Until date and time.
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3. Click the Add Course Information button to finish.

}ég.} Note: The times must be entered in military (24 hour) time with a colon between hours
k "\ and minutes. Example 22:00 is 10 PM, or 09:00 is 9 AM.

o~
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and faculty maintain optimum communications through the email and

discussion group functions within CAMS Enterprise Course Management.
Numerous email utilities enable instructors to tailor highly defined messages that
allow for very personalized or collective communications. Instructors also have
the ability to create email groups.

Emalil

An instructor can email students and assistants directly from Course
Management. The instructor can email all the students of a particular course or
all students in all courses. The instructor can also subdivide and email students
as a particular group or individually. Additionally, the email may contain
attachments. You can find information on creating email groups in the Utilities
section of this document.

Note: This feature uses the student’s local address email1 field.

Step-B
1. Click

y-Step: Send An Email

My Courses >Course Options >Email.

2. Choose one of the following options:

All students in this course

All students in all my courses this term

Choose individual student(s) from students in this course

Choose individual student(s) from all my students in all my courses

Choose a group(s) from any course | am teaching this term

Computer Electronics Basics [CEN101LECO1]

My

Courses > Course Options > Email Send To

Email Send To

Select Students

-
-
-
-
-

Figure

All students in this course

all students in all my courses this term

Choose individual student{s) fram students in this course

Choose individual student{s) from all my students in all my courses

Choose a group(s) from any course I am teaching this term

12: Email Options window
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3. If aninstructor selects All students in this course, CAMS will display the
names of the students in the class and their email addresses as listed in their
home address record. It will also display whether their email is in a valid
format. Students without an email address will not display.

}...
\\_; ! Note: If the instructor checks the Show Withdrawn Students box, students who
~~—" have withdrawn will be displayed.

MANAGERIAL ACCOUNTING [AC221L02]
My Courses > Course Options > Email Who Selection

Email Send To -> Email Who

Show Withdrawn Students
This email will go to the following students:

Send Student ID Student Name Email
oK 445 AARON, JULIE B - Withdrawn student@college.edu
oK 473 GRIGGS, STEPHANIE I student@threerivers-cams.com
oK 48607 ROWOLD, STACY stacyr@threerivers-cams.com

Figure 13: Email List screen
jé’z-}
k . Note: If the instructor selects the groups option, a list of all groups from the instructor’s
—= term schedule will display. This allows the instructor to choose group(s) to email.

4. If the displayed information is correct click Continue

5. Select whether to send the email to the Teacher’s Assistant(s) (TA)

Computer Hardware Basics [CEN101LECO01]

My Courses > Course Options > CC Email Select

Email Send To -> Email Who - CC Options
Send Email: Step 2 - Select TA or Staff
Choose one of the following options to carbon copy {cc) TA or Staff to on this email:

' Mone

© all Ta's & Staff assaciated with this course

© all Ta's & Staff associated with all of my courses in this term

" Choose individual Ta's & Staff from any of my courses in this term

Back |

Figure 14: Email Teacher’s Assistant screen
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6. Attach file(s) if applicable. First browse to the document and click Add
Attachment. Add additional documents as necessary.

A Note: Maximum file name size for attachments is 50 characters.
e

="
k\"--""' Computer Hardware Basics [CEN101LECO1]

My Courses > Course Options > Email Attachments
Email Send To - Email Who -3 CC Options - Email CC To Who -> Add Attachment

Send Email: Step 2b

Locate your attachment file if applicable:

attachment: | Browse... I

Current Attachrents:

Back | Add Attachrment | Cnntinuel

Figure 15: Add Attachment screen

7. Click Continue.

8. An email template will display showing the email addresses of the individuals
who will receive the email. Enter the subject and message, and click Send.

Computer Hardware Basics [CEN101LECO1]
My Courses > Course Options > Email Entry
Email Send To -3 Email Who -3 £C Options -> Email CC To Who -> Add Attachment -> Finish

Send Email: Step 4 - Send the Email

Fill in all fields. Click the SEND button to send the email. The email will automatically be ©C'd to the instructor of this course.

To: krista@example.com

Subject:|

Message: ;I

E
Back Send |
Figure 16: Email Template screen
}é”‘} Note: The email will go out separately to each individual email address so no student will

k , see any other student’s email address.
There will be no notification if the email address listed in the student’s

record is no longer valid, or if the email was not received. An IT
administrator must look at the SMTP folders to verify the email addresses.
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Discussion Groups

Discussion groups are an excellent venue for students and/or instructors to
exchange ideas or discuss class related topics. The instructor creates and
moderates the discussion group.

}..é‘:' Note: The following Discussion Group information refers to the default style Discussion
k M Groups. If your institution has enabled the Forum Portals which will open in a new window
e upon clicking the Discussion Forum link, please refer to the Forum Portals.pdf document.

_ Step-By-Step: Add A Forum
\' D' 1. Click Add a Forum. The Add Course Discussion Group window opens.

Computer Hardware Basics [CEN101LECO1]

My Courses > Course Options > Forum Display

Course Discussion Group Setup
Sort Discussion Groups

Aciel Farum Prewigw
Search the forums for a keyword: | search
@ Hormework Discussion -- [Disconned] [Update] [Resources] (001 [Copy] (0 riessages)

Figure 17: Add Forum window
2. Enter the forum name and a description. Click Add.

Add Course Discussion Group

Please fill out both of the fields to add a discussion group.
Name: * |
Description: *
Choose style 'l
plz|uf === g|=w|®]l o|~|1 al2]|-|| #|@|0]| <]

Add | Cancel

Figure 18: Create Forum
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For the Description field the instructor has the ability to format the
description text and also include tables and pictures.

ART HISTORY I [AR160LECO1]

Add Course Discussion Group
Please fill out both of the fields to add a discussion group.

Name: * |What can you tell us about the artist who painted this?

Description: *

IChoose style vl

e|z|u| = = | Fll 0|1 al7]|-|I 8|@([O]I <]

Give details and discuss the pros and cons of this artist. =
=l

Addl Cancel |

Figure 19: Format Forum

If you are including pictures those pictures must be accessible from outside
your internal network. This means that the picture cannot be located on your
C.: drive. The location of the picture must be something that starts with
http://...yes

Click Add to add the forum or Cancel to cancel the new forum.

The new forum displays. Use the Update to change the Name or Description
of the forum.

Computer Hardware Basics [CEN101LECO1]

My Courses > Course Options > Forum Display

Course Discussion Group Setup
Sort Discussion Groups

Acle Fatum Preview:
Add Thread i Homewaork Discussian
Search the forums for a keyword: | Search
@ Homewaork Discussion -- [Disconnec] [Update] [Resources] (D) [Zopy] (1 message)

Dizcuss Homework Here

Q Tonight's Hormework by Dennis welds at 11/7/2008 10:22:20 AM
(0 replies , last post on 11/7/2008 10:22:30 AM)
Figure 20: Course Forums window
Click Disconnect when a forum is no longer needed, and it will no longer be

visible. Click Copy to have all the messages emailed to you. The Resources
link is for future use when importing Blackboard curriculum.
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5. Click Preview to see what the students will see on their portal.

Faculty Preview Mode
Current term: Fall 2008

Computer Hardware Basics[CEN101LECO01]

Faculty Preview Mode

Close window or tab to end Search the forums for a keyword: Search

preview mode.

g Homewark Discussion - [Resources] (0] [Copy] (1 messages)
CAMS Discuss Hornework Here
i riter

Figure 21: Instructor Preview Mode

\g Step-By-Step: Create Discussion Group
‘8 7

Each forum can have a number of Discussion Groups (Discussion Threads).

1. Click the hyperlink for the forum name.
2. Click Add Thread. Enter the Subject and Message.

Computer Hardware Basics [CEN101LECO1]
My Courses > Course Options > Forum Post Message

Course Discussion Group Post a Message
Discussion Group: Field Trip Discussion

Subject:* [Thoughts on latest vist.

Message:™ gt weere your thoughts on the wark ;l
environment for our lstest business trip?

[ |

r E-mail me when someone posts a new message in this thread.

Reset Form I Post Message I

Return to Discussion Sroup

Figure 22: Start Discussion Thread

You can select E-mail me when someone posts a new message in this
thread if you want to notification when someone posts a reply.
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3. Click Post Message to post the message to the discussion group or Reset
Form to clear the form without posting.

As the moderator for all class forums and discussion threads the faculty has
the ability to modify or delete any post deemed inappropriate for the topic.

Computer Hardware Basics [CEN101LECDO1]

Wy Courses > Course Options > Forum Display Message

Course Discussion Group Message

Field Trip Discussion
Date: 11/7/2002 10:52:02 AM

Author: Denniz Welds
E-mail: studentZ@threerivers-cams.com
Subject: Thoughts on latest visit,

Meszage: What were your thoughts on
the waork environment for our
latest business trip?

Post & Reply

Return to Discussion Group
Delete Message
Modify Message

; Field Trip Discussion -- (1 rmessage)
Discuss the latest field trip,

Thoughts on latest vizsit. by Denniz Welds st 11772008 10:52:02 AM
Figure 23: Faculty Moderator

4. Toreply to the post click Post a Reply.
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5. Enter your message. If you would like to be emailed whenever someone
replies to the discussion group check the Email me when someone posts a
new message in the three checkbox.

Computer Hardware Basics [CEN101LECO01]

Ky Courses > Course Options > Forum Post Message

Course Discussion Group Post a Message
Discussion Group: Field Trip Discussion

Replying to: What were your thoughts on the work environment for our latest business trip?

Subject:™ oo Thoughts on latest vist,

Message:* ;I

[

r E-rnail me when someone posts a new message in this thread.

Feset Form Post Meszage

Return to Message
Return to Discussion Graup

Figure 24: Post a Reply

6. Click Post Message to save and post your reply or click Reset Form to clear
the form and start over or cancel the reply.
}ﬁ-}
- "\ Note: the text size for various elements of the Discussion Group can be changed by
- editing the Portal.css files for both faculty and student portals.
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Instructors can manage all assignments, set up grade standards and categories,
enter individual grades, calculate mid-term and final grades, and submit grades
from CE Course Management. Scores can be entered by assignment name or by
student name.

Establishing Grade Standards

A grade standard is used in determining what letter grade is received when a test
or assignment score is entered. A grade standard must be set up before
assignments can be created. The standard can be created manually or the
institution’s default standard can be copied.

Step-By-Step: Manually Add/Modify a Grade Standard

Computer Software Advanced [CEN202LEGO1]
Iy Courses > Course Options > Setup Grade Standards

Add Standard | Copy Default Grade Scale | Copy Scale from a Different Course | Mass Update Grades
Setup Categories | Setup Assignments

Defined Grade Scale for Class

Action  Letter Grade Cutoff Percent Letter Percent
BLL e a7 a7
Edalltela & & e
Edelltele Lh — £
Eilltele B+ 57 H
Edelltele B e e
Edelltele B- s a0
E‘iiltele c+ 77 77
Edelltele © = =
EdEllteltE € &0 7
EdEllteltE D ey @y
Delete ° 0

This colored Letter Grade indicates a duplicate letter grade .
This colored Cutoff Percent indicates a duplicate cutoff percent.
This colored Letter Percent indicates a duplicate letter percent.

Figure 25: Grade Standard window
1. Click Set Up Gradebook >Setup Grade Standards. The Grade Standards

Setup window opens. If there is not already an existing grade standard click
Add Standard.
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2. Inthe above figure there is not a grade standard for the letter grade of D-.
Click Add Standard. The Grade Standards Add screen opens.
Computer Hardware Basics [CEN101LECO1]

Ky Courses > Course Options = Add Grade Standard

Grade Standards Add

*Letter Grade: ID_
*percent Cutoff: ISEI
*Letter Percentage: ISD

Add Grade Standard Cancel

Figure 26: Add Grade Standard

3. Add the letter grade D- to the Letter Grade field. Enter the Percent Cutoff,
which must be less than the previous grade’s Percent Cutoff.

Note: The Percent Cutoff is the lower limit of that particular grade -- it is used to
determine what a letter grade would be. For example, if an A- has a %Cutoff of 90 and an
A has a %Cutoff of 94 then a 90, 91, 92 & 93 are all "A-" and 94 would start the "A"'s.

4. Enter the Letter Percentage, which normally matches the Percent Cutoff
number.

Note: The Letter Percentage is the grade % that should be used for that letter. For
example, if a faculty member puts a letter grade on a document but has the TA enter
grades into the grade book by percentages this lets the TA know what percentage to put
for each letter grade. This allows for consistent grading.

5. Click Add Grade Standard to add the new grade standard.

Note: To edit a Grade Standard click the Edit hyperlink next to the grade.
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\@ Step-By-Step: Copy Default Grade Scale

@ :‘;/ 1. Click Setup Gradebook >Setup Grade Standards >Copy Default Grade
Scale. The Copy Default Grade Scale page displays. Current grades for the
course, if any, displays on the left; the default grade scale displays on the
right.

Computer Hardware Basics [CEN101LECO1]
¥y Courses > Course Options > Copy Default Grade Scale

Copy Default Grade Scale | Step 1-1

Remermber to recalculate the grades using the Mass Update Grades process if you change the grade scale after grade
entry,

Mo grades scale far the

current course, Default Gradescale

Letter Grade %0 CutOff

At a7
A 94
A- an
B+ a7
=] G
B- a0
C+ 77
C 74
- 70
o 55
F [u]
Back to Setup Gradehook LHilties Process Grade Scale Copy

Figure 27: Copy Default Grade Scale

2. Click Process Grade Scale Copy. A copy of the default grade scale is now
set up in the course.

}’;5‘:' Note: To edit the default grade scale for the institution contact your CAMS Manger. The
k . institution’s default grade scale can be modified by changing the SRGradeScaleDefault
i SQL table.

\ﬁj’ Step-By-Step: Copy Grade Scale from Another Course

< ‘(‘3}/ An instructor may already have a preferred grade scale in use in another course
that they are teaching. CAMS Enterprise allows the instructor to copy this grade
scale instead of the Default Grade Scale.

1. Click the Copy Grade Scale From a Different Course link.

2. Select the Term/Course from the Course Name drop-down then click
Continue to View Grade Scale.

The grade scale from the selected course is displayed along with the current
grade scale.

3. Click Process Grade Scale Copy.

) }A};, Note: Only Courses the instructor has previously instructed are able to be used as a
k % source from which to copy.
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\ﬁi‘ Step-By-Step: Mass Update Grades

< (_,,\/ Anytime the Grade Scale is changed and grades have already been entered for
assignments, the Mass Update Grades process should be done in order to
recalculate the grades.

1. After making any changes to the Grade Scale click Mass Update Grades.

2. Any grades already entered for assignments will be recalculated and a dialog
box will display indicating the grades have been recalculated.

Setting up Assignment Categories

An instructor can set up different categories of assignments. Each category can
be given a weight percentage towards final class grade. Total of all categories
must equal 100%. A category list that equals 100% must be set up before
assignments can be created. The list of available categories is defined in the
SRTestAssignCat glossary table.

GComputer Software Advanced [CEN202LECD1]
My Courses > Course Options > Setup Gategories
Setup Grade Standards | Setup Assignments

Setup Categories

Action Category Weight # Drops

Edit Final Exar - (1) Assignment(s) - {2} Graded - (0) Documents 50.00 0

Edit Homeworl - (5) Assignment(s) - {12} Graded - (0} Documents 20,00 0

Edit Special Projects - {3) Assignmentis) - (7) Graded - (0) Documents 10.00 0

Edit Tests - (3) Assignment(s) - {7) Graded - {0) Docurnents 20.00 0
Total: 100.00

Total Weight is 100 percent.

Figure 28: Category Setup window

"_- \ Note: Click Edit to edit the category or Delete to delete it. A category cannot be deleted if
e assignments are associated with it.
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\Q\ Step-By-Step: Add/Modify a Category

C g—ciie
i g
1. Click Add Category. The Add Gradebook Category window opens.
Computer Hardware Basics [CEN101LECD1]
My Courses > Course Options > Add Gradebook Cateqgory
Add Gradebook Category
*Category: IResearch Papers j
iy eight: |25—
*Nurmber of Drops: |1—
| Add Gradebook Category Cancel
Figure 29: Add a Category

2. Select a Category from the dropdown list.

3. Enter the weight percentage for this category in the Weight field. All
categories for a course must total 100 percent. An instructor cannot specify a
number more than the percent remaining.

4. Use the Number of Drops field to indicate how many of the lowest graded
assignments will be dropped from a student record. For instance, 5 papers
have been assigned in the Research Papers category and “1” entered in #
Drops allowed, then the 4 highest scoring papers per student will be counted
in that students grade calculation.

}ép} Note: If the Number of Drops entered is equal to or greater than the number of
- "\ assignments in a Category, one assignment will still be calculated in the Midterm and/or
- Final grade.

5. Click Add Gradebook Category.
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Creating Assignments

Before grades can be entered, the assignments must be created. Assignments,
homework, exams, etc. can be entered into the grade book.
Step-By-Step: Create an Assignment

1. From Course Options click Setup Assignments. The Setup Assignment
window opens.

Computer Software Advanced [CENZ02LECD1]
My Courses > Course Options > Setup Assignment

Add Assignment | Preview Setup Grade Standards | Setup Categories

Course Assignment Setup

Action Category Assignment Description Due Date Total Points Yiew Grade Allow Uploads
Edit |

Final Exam Final Exam 1z/31/2010 100 YES False
Delete
Edit |

Hornework Hormewark 1 8/15/2010 10 TES False
Delete
Edi| Hornework Hornewark 2 9/15/2010 10 TES False
Delete
Edtl  Homewark Homework 3 10/15/2010 10 YES False

Figure 30: Assignment Setup window

2. Click Add Assignment.
Computer Software Advanced [CEN202LECOD1]

My Courses > Course Options > Edit Course Assignment

Assignment Edit

Category [ Homewark El

*Description; |H0mework 1
*Due Date: [3n52010  ex, mmAddivyyy

*Total Points: lm—
N

*Assignment Weight

View Grade : lm

Allow Uploads: [

Updste Course Assignment Cancel
Figure 31: Add Course Assignment window

3. Select a Category (Glossary Table: SRTestAssignCat) enter a Description,
enter the Date, fill in the Total Points that the assignment is worth and the
option to allow the student to view the grade.

4. If Assignment Weights are enabled, enter the Assignment Weight multiplier.
If Assignment Weights are not enabled, all assignments have an equal
weight (or multiplier) of 1. See enabling Assignment Weighting on page 55.

5. If the student can turn in the document electronically (upload) click Allow
Uploads. Students will be allowed to upload documents up to and including
the Due Date for this assignment. An upload exception may be enabled from
the Record Grades by Assignment screen after the Due Date has passed.

6. Click Add Course Assighment.

~ }é’ﬂ' Note: To Edit or Delete an assignment use the Edit or Delete links to the left of each

\ : assignment.
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Entering Grades

Assignment grades can be entered by assignment or by student. Online Tests
can also be linked to an assignment; when the test is graded the assignment
grade will automatically be entered. Grades may be entered for Officially

Registered students only.

CAMS Enterprise — Course Management

Note: Before grades can be entered, the SRTestGrdAssignStat glossary table must be
populated. This field is used to set the status of an assignment grade, for example,
excused, incomplete, late, etc. The code used for calculating mid-term and final grades
explicitly excludes the status "Excused" from the grade calculations. Essentially if the
status is Excused, the student is forgiven that assignment and the grades will be

determined on the remaining assignments.

Step-By-Step: Record Grades by Assignment

Computer Hardware Basics [CEN101LECO1]

My Courses > Course Options > Record Grades by Assignment

MNote: Click on the assignment Description to grade it.

Assignment Listing

Category Assignment Description Date

Final Exam Final Exam &/31/2008
Homework Homework Week 1 8/21,/2008
Quizzes Quiz Week One g/21/2008

Figure 32: Assignment Grade Entry screen

Total Points ¥iew Grade Allow Uploads

YES False
YES False
YES False

1. From My Courses >Course Options >Record Grades click By

Assignment.

2. Click the Assignment Description link for the assignment to be graded.

Computer Hardware Troubleshooting [CEN102LEC01]
> Course Options > Record Grade by Assignment

Homework : Homework 2 (Total Points: 100, Due Date: 11/20/2011)
allow Uploads:

Graded Assignments

Show Student 1D
Show Withdrawn Students

Student Original Adjusted
Fre Score Score % Status Letter Grade
Green, Gary () 100 100 = Ar
Documents for Size (KB) Insert Update View Original Upload/View
Green, Gary () 1ze Date Date Student Doc Gra. c
Homework 2.doc 19.5 11/18/2011 12:05:17 BM view
Hall, Frank () as 85 [=] B
Documants for - Insart Update View Original Upload/View
Hall, Frank () ize (KB) Date Date Student Doc Graded Doc
Homework 2.doc 19.5 11/18/2011 12:10:43 PM view Upload/View
Larson, Laura M () 8 99 [=] As
Documents for I Insert Update View Original Upload /View
Larson, Laura M () == (L) Date Date Student Doc Graded Doc
Homework 2.doc 19.5 11/18/2011 12:11:09 PM view Upload/View
Ungraded Assignments
Student Original Adjusted
Name Score Score G Status Letter Grade

There are no students without a grade for this Assignment.

Save Back

Figure 33: Assignment List of Students screen

\}

to the Student Name.

Note: If the instructor checks the Show Withdrawn Students box, students who have
withdrawn will be displayed. Place a check next to Show Student ID to display the ID next
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3. Alist of students will display. If the assignment was allowed to be turned in
electronically and the student has uploaded the assignment, the instructor
can click View to view or download the document. The document will open
up in a new window. Any type of document may be uploaded but the
instructor must have a way to view the document. For example, if the student
uploads a WordPerfect file the instructor would need WordPerfect installed to
view the document.

laAC221L01
MANAGERIAL ACCOUNTING
‘Week 1 Chapters 1 - 3 Homework Assignment Geoff Marsh

Student Name
Due by Tuesday 16 May 2006.

1. Based on the accounting practices seen lately. for example. the Enron scandal. what
kind of procedures can be put in place to prevent it?

I would put in some intemnal control procedures:

1. The maintenance of the receivable accounts and related subsidiary ledgers should be
separated, wherever practicable, from the functions of (1) establishing the charges to the
receivables accounts. (2) recording cash receipts and preparing the deposits, and (3)
approval of any adjustments or write-off to any receivable accounts

2. When necessary, subsidiary ledgers should be established. A trial balance of the

Figure 34: View Uploaded Student Assignment

Instructors can uncheck Allow Uploads if they no longer allow students to
upload that assignment. The instructor can also view the Insert Date field for
the date and time that the student uploaded the document to verify that an
assignment was turned in on time.

Once a Due Date has passed, the system will no longer allow uploads for the
assignment. The instructor may allow upload exceptions for individual
students or for all students within an assignment. After the Due Date has
passed, the Allow Upload Exception check box next to each student will
display; in addition, next to the Allow Uploads check box at the top of the
student list, two additional buttons, All and None, will display for Allow
Upload Exception.

4. To allow an individual student to upload documents for an assignment that is
past the Due Date, place a check in the Allow Upload Exception checkbox
next to that student. The student will be allowed to upload documents for this
assignment until the Allow Upload Exception checkbox is cleared.

Computer Hardware Troubleshooting [CEN102LECO01]
My Courses > Course Options > Record Grade by Assignment

Homework : Homework 1 (Total Points: 100, Due Date: 11/6/2011)
Allow Uploads: Allow Upload Exception: Al Mone
Show Student 1D [[]
Show withdrawn Students [C]

Graded Assignments

Student Original Adjusted Gl

Name Score Score %6 Status Letter Grade Uploa_d
Exception
S’EE”' Gary qgg 100 =] A
Documents for Size (KB) Insert Update View Original Upload/View
Green, Gary () e Date Date Student Doc Graded Doc
Homework Week 1.docx 25.94 11/8/2011 2:05:13 PM view Upload/View

Figure 35: Allow Upload Exception for Individual Student in an Assignment
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5. To allow all students to upload documents for an assignment click the All
button next to Allow Upload Exception at the top of the student list to place
a check in all Allow Upload Exception checkboxes for this assignment. All
students will be allowed to upload documents for this assignment until the
Allow Upload Exception checkbox is cleared next to each student. To
remove all checks at one time, click the None button next to Allow Upload
Exception at the top of the student list.

Computer Hardware Troubleshooting [CEN102LECO01]

My Courses > Course Options > Record Grade by Assignment

Homework : Homewo#H

otal Points: 100,
Allow Uploads:

&llow Upload Exception: Al None

te: 11/6/2011)

Show Student ID [

Show Withdrawn Students [
Graded Assignments

. " Allow
e Lo P Status Letter Grade Upload
Name Score Score 0% =
Exception

G)’EE”f Gay  qop 100 =] A
Documents for Size (KB) Insert Update View Original Upload/View
Green, Gary () e Date Date Student Doc Graded Doc
Homework Week 1.docx 25.94 11/8/2011 2:05:13 PM view Upload/View
Hall, Frank () 20 20 [=] F

Figure 36: Allow Upload Exception for All Students in an Assignment

If the instructor annotates the assignment, adds comments, highlights items
or manually writes on the document, the instructor can save or scan the
modified document and upload it as the graded assignment for the student to
view electronically. This allows the student to see their turned in original and
the modified instructor’s version at the same time.

AC221L01
MANAGERIAL ACCOUNTING
‘Week 1 Chapters 1 - 3 Homework Assignment Geoff Marsh
Student Name
Due by Tuesday 16 May 2006. GOOdeb here
Grade: A

1. Based on the accounting practices seen lately. for example. the Enron scandal. what
kind of procedures can be put in place to prevent it?

See my comments on

I would put in some intemal control procedures: question 3 though.

1. The maintenance of the receivable accounts and related subsidiary ledgers should be
separated, wherever practicable, from the functions of (1) establishing the charges to the
receivables accounts, (2) recording cash receipts and preparing the deposits, and (3)
approval of any adjustments or write-off to any receivable accounts.

2. When necessary, subsidiary ledgers should be established. A trial balance of the

Figure 37: Annotated Student Assignment

6. To upload a graded assignment click Upload/View.
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Computer Hardware Basics[CEN101LEGC01]

Michael Milton Original Student Document:

Graded Document: | Browse

Comment: ;I

Upload Document

Uploaded Graded Documents

File Mame Size (KB} Comment Yiew Delete

Total Uploaded Docurnents: 0

Figure 38: Upload Graded Assignment

Browse to the saved graded assignment and click Upload Document, enter
a Comment if necessary, and click Close. The student will be able to view
graded documents immediately.

Enter the Original Score and the press <Tab>. The Adjusted Score %
(percentage the student earned for the assignment based on the Original
Score entered divided by the Total Points of the assignment) and Letter
Grade will be automatically filled in. You can override the entries by manually
changing them. The Adjusted Score and the Assignment Weight affect the
points earned. The points earned are used in Midterm and Final grade
calculations. The cursor will move down to the next student.

Click Save to save the changes or Cancel to return to the assignment list
without saving.

Once an assignment has been graded, the student can no longer edit or
delete documents for that assignment. Instructors may only grade uploaded
assignments from the Grade by Assignment option.
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\@ Step-By-Step: Grade Entry by Student

MANAGERIAL ACCOUNTING [AC221L02]
My Courses > Course Options > Record Grades By Student

Show Withdrawn Students
Student Roster
Student ID Student Name

Aaron, Julie B {

Griggs, Stephanie I (Annie)

Rowold, Stacy ()

Figure 39: Grade Entry By Student list

From My Courses >Course Options >Record Grades click By Student.
Click the Student Name of the student to be graded.

Check the Add Grade checkbox for the assignment you want to grade.

R

Enter the Original Score and then press <Tab> to move to the next
assignment. The Adjusted Score % (percentage the student earned for the
assignment based on the Original Score entered divided by the Total

Points of the assignment) and Letter Grade are automatically calculated.
You can override the entries by manually changing them. The Adjusted
Score and the Assignment Weight affect the points earned. The points
earned are used in Midterm and Final grade calculations.

Computer Software Advanced [GEN202LECD1]

My Courses > Course Options > Record Grades By Student

Student: Green, Gary () Export Printer Friendly

Show Student 10
Graded Assignments

i St S Points Vieght e ey Staws Letter Grade
Homework 1 8/15/2010 Homewark 10 1 10 100 [«] &+
Homewaork 2 9/15/2010 Hormewark 10 1 10 100 IZ‘ At
Test #1 10/10/2010  Tests 100 1 95 95 lz‘ A
SPo#1 i0/20/2010 Special Projects 10 1 10 100 El At
Ungraded Assignments
Gonde Desorpion | DueDate  Category Points viene - Sera seaves  Status tetter Grade
Homework 3 10/15/2010  Homewaork 10 1
Test #2 11/10/2010 Tests 100 1

Figure 40: Grade Entry by Student window

5. Enter another assignment score or click Save to save the changes.

6. If enabled in CAMS an Export link will display at the top of the page. Click
Export to open or save a comma delimited file of this students grades that
have been entered.

7. Click the Printer Friendly link to open a page that you can send to your
default printer. The printer friendly page displays the current letter and
number grade for the selected student.
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Online Testing

For Online Testing grades, refer to the Online Testing manual.

Viewing Grades

The instructor can view grades several different ways. The first is by assignment,
which will show all students and corresponding grades for a particular
assignment. The second is by student, which will show all assignments and
grades for a particular student. The third is by detailed information, through
reports, which will show more detail for each grade.

Grade Reports

You can view and edit midterm and final grades when you click View/Edit
Calculated Grades.

MANAGERIAL ACCOUNTING [AC221L02]
My Courses > Course Options > View/Edit Calculated Grades
Click on Midterm to edit the midterm Grade or Final to edit the final Grade.

Show Withdrawn Students
Grade Listing

Midterm Missing Grades Final

Grade to Edit Student Name Refﬁ'i’;':“enie'::t:r
CGPA Grade M F  CGPA Grade 9
Midterm | Final Aaron, Julie B () - Withdrawn 100 A+ 0 0 100 A+ N N
Midterm | Final Griggs, Stephanie I {Annie) g0 A- 0 1] g0 A- N Y
Midterm | Final Rowold, Stacy () 100 A+ 0 0 100 A+ N ¥

Figure 41: Viewing Grades

Click Midterm to edit the midterm grade for a student or Final to edit their final
grade. Editing their grade here overrides the automatic calculation that was done.
If you recalculate grades your manual change will be overwritten.

To view grades via reports from Course Options select either the Student Grade
Detail report or the Final Course Grades report.

Computer Hardware Basics [CEN101LECO1]
My Courses > Course Options » Student Grade Details

Printer Friendly
Student Grade Detail

Student Name Test Comment Test Date Letter Grade Test Points Raw Score Test Total Points

Aadams, Avery Quiz 1 6/3/20086 B 35 35 100
Aadams, Avery Quiz 2 6/5/2006 A+ ag ag 100
Aadams, Avery Week 3 Quiz 2/13/2007 B 35 35 100
Aadams, Avery Week 4 Quiz 2/13/2007 D 1] 1] 100

Figure 42: Student Grade Detail report

Computer Hardware Basics [CEN101LECO1]
My Courses > Course Options > Final Course Grades

Printer Friendly
Final Grades

Student Name Grade Course GPA

Aadams, Avery E o4

Figure 43: Final Course Grades report
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Calculating Grades

Two Course Options are Calculate Midterm Grades and Calculate Final
Grades, which will automate grade book grade calculation.

Step-By-Step: Calculate Mid Term Grade
1. Click the Calculate MidTerm Grades link.

Computer Hardware Troubleshooting [CEN10ZLECO1]
My Courses > Course Options > Calculate Midterm Grades

Calculate Midterm Grade

*Cutoff Date:
IDQJ'UTQU':'S ex, mm/dd vy

Calculate Midterm Grade Cancel

Figure 44: Cutoff Date screen

2. Enter the cutoff date for grade calculation using a MM/DD/YYYY format.
Click Calculate Midterm Grade. Any assignment up to and including this
date will be used in the midterm grade calculation.

Note: These calculations can be run anytime and using the cut-off date can provide the
instructor with the option of providing students with a current grade as of that date. This
could help students gauge how they are doing in class.

CAMS Enterprise will display the students and their course assignments that
do not have grades entered. Click the student name or the assignment name
to enter these missing grades then repeat steps 1 and 2.

MANAGERIAL ACCOUNTING [AC2211L02]

My Courses > Course Options > Calculate Midterm Grades
Note: The students below are missing their grades. You can view or edit calculated grades or use the options
below

Click on the Student Name to view or edit the grade for that student.
Click on the Assignment to view or edit grades for the entire assignment

Show Withdrawn Students

Students with missing grades
Student Name Assignment Assignment Date

Aaron, Julie B () - Withdrawn y: Managing Returns 11/1/2008
Griggs, Stephanie T (Annie) v: Managing Returns 11/1/2008
Rowold, Stacy ()

w: Managing Returns 11/1/2008

Grades have been calculated for this course.

Figure 45: Enter Missing Grades
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3. Click the View or Edit Calculated Grades link to view the current GPA and
grade.

MANAGERIAL ACCOUNTING [AC221L02]

My Courses > Course Options > View/Edit Calculated Grades

Click on Midterm to edit the midterm Grade or Final to edit the final Grade.

Show Withdrawn Students
Grade Listing
Midterm  Missing Grades Final

. Block Sent To
Grade to Edit Student Name Recalculate Registrar

CGPA Grade M F CGPA Grade
Midterm | Final Aaron, Julie B () - Withdrawn 100 A+ 0 1] 100 A+ M M
Midterm | Final Griggs, Stephanie I (Annie) 90 A- o o 90 A- N 7
Midterm | Final Rowold, Stacy () 100 A+ 1] 1] 100 A+ M Y

Figure 46: View Grades window

Click on the Midterm link for any student that you would like to override the
automatic grade calculation and enter a different grade. For example, if a
student was ‘10 of a point from an A you may change their grade from a B+
to the A.
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When grades are calculated mid-term the following items are applied:

e All assignments/tests with a due date on or before the cut-off date.

e Zero grades must also have a letter grade (zero grades without a
letter grade are treated as missing assignments)

e Missing grades are omitted from the calculation and a notice is
displayed that the grade is missing during processing.

e Drops and Assignments marked as Excused are not included in the

grade calculation.

Note: If the Number of Drops and Excused combined is equal to or greater than the

number of assignments in the category, one assignment will still be calculated in the

the entire category is removed from the calculations.

- Midterm and/or Final grade. If all assignments in a category are excused (with no drops),

e Categories with no Assignment grades within the cutoff date are
excluded in the calculations.

Using Assignment Weighting

The formula for mid-term grade calculation using assignment weighting is as

follows.

e For each Category (with assignments that have a Due Date on or
before the Midterm Cut Off)
Sum this: (Pts Earned / Pts Available * Assignment Weight / Sum of
Assignment Weights * Category Weight / Sum of Category Weights )

e Add all of the Category Sums:
SUM(TotalScaledScore * 100) As FinalPts

Assignment Weighting Example

Category 1: 50%, 1 drop

Assignment 1: 100 points, Weight 1
Assignment 2: 50 points, Weight 2
Assignment 3: 75 points, Weight 2

Category 2: 30%

Assignment 4: 100 points, Weight 1
Assignment 5: 100 points, Weight 2
Assignment 6: 75 points, Weight 3

Category 3: 20%
Assignment 7: 50 points, Weight 1
Assignment 8: 50 points, Weight 1

Student Scores:
Assignment 1: 95
Assignment 2: 45
Assignment 3: 75
Assignment 4: 99
Assignment 5: Excused
Assignment 6: 75
Assignment 7: 50
Assignment 8: 30

Category 1

Assignment 1: 95/100 * 1/3 * 50/100 = .158333
Assignment 2: dropped
Assignment 3: 75/75 * 2/3 * 50/100 = .333333

Category 2

Assignment 4: 99/100 * 1/4 * 30/100 = .074250
Assignment 5: excused
Assignment 6: 75/75 * 3/4 * 30/100 = .225000

Category 3

Assignment 7: 50/50 * 1/2 * 20/100 = .100000
Assignment 8: 30/50 * 1/2 * 20/100 = .060000

Category Sum

. 950916

.950916 * 100 = 95.0916%
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The formula for mid-term grade calculation NOT using assignment weighting is

as follows.

e For each Category (with assignments that have a Due Date

on or before the Midterm Cut Off)

Sum this:

(Pts Earned / Pts Available * Category Weight / Sum of

Category Weights )

e Add all of the Category Sums.
SUM(TotalScaledScore * 100) As FinalPts

=

=
==

(E:fg Step-By-Step: Calculate Final Term Grade

1. From Course Options click the Calculate Final Grades link.

MANAGERIAL ACCOUNTING [AC2211L02]

My Courses > Course Options > Calculate Final Grades

Note: The students below are missing their grades. You can view or edit calculated grades or use the options

below

Click on the Student Name to view or edit the grade for that student.

Click on the Assignment to view or edit grades for the entire assignment

Students with missing grades

Student Name Assignment
Aaron, Julie B () - Withdrawn
Griggs, Stephanie I (Annie)

Rowald, Stacy ()

Grades have been calculated for this course.

Figure 47: Missing Assignment Grades

Show Withdrawn Students

Assignment Date
11/1/2008
11/1/2008
11/1/2008

A list of assignments that are missing grades is displayed. Click the student
name or the assignment name to enter these missing grades then repeat
step 1. Click the View or Edit Calculated Grades link to view the current

GPA and grade.

Underwater Snorkeling [UW022AIR01]

My Courses > Course Options > Direct Grade Submit
Grade Type: [Final v
Glick Submit Grades ta Save.

Grade Submission

Submit Student 1D Student Name Narrative  Previous Grade
Change Request ABD0D001752 Bemke, Steve =

AD000001544 Marsh, Marilyn =
Change Request A011111314 Willer, Jessica Frances =

Cancel

Figure 48: View Final Grades window

Last Day of
Mid Term Grade Final Grade PibieeD

Ec] 6/1/2009
¥ * Must Select

*a

The last column in the display shows whether the final grade has been

submitted to the registrar.
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Final Grade Calculation

When grades are calculated Final the following items are applied:

All assignments/tests.

Zero grades must also have a letter grade (zero grades without a
letter grade are treated as missing assignments)

Drops and Assignments marked as Excused are not included in the
grade calculation.

Using Assignment Weighting

The formula for final grade calculation using assignment weighting is as follows.

For each Category (with assignments that have a grade
entered)

Sum this:

(Pts Earned / Pts Available * Assignment Weight / Sum of
Assignment Weights * Category Weight / Sum of Category
Weights )

Add all of the Category Sums:
SUM(TotalScaledScore * 100) As FinalPts

Assignment Weighting Example

Assignment 1:
Assignment 2:
Assignment 3:
Assignment 4:
Assignment 5:
Assignment 6:
Assignment 7:
Assignment 8:

Student Scores:
95
45 .950916 * 100 = 95.0916%
75
99
Excused
75
50
30

Category 1: 50%, 1 drop Category 1

Assignment 1: 100 points, Weight 1 | Assignment 1: 95/100 * 1/3 * 50/100 = .158333
Assignment 2: 50 points, Weight 2 | Assignment 2: dropped

Assignment 3: 75 points, Weight 2 | Assignment 3: 75/75 * 2/3 * 50/100 = .333333

Category 2: 30% Category 2

Assignment 4: 100 points, Weight 1 | Assignment 4: 99/100 * 1/4 * 30/100 = .074250
Assignment 5: 100 points, Weight 2 | Assignment 5: excused

Assignment 6: 75 points, Weight 3 | Assignment 6: 75/75 * 3/4 * 30/100 = .225000

Category 3: 20% Category 3
Assignment 7: 50 points, Weight 1 Assignment 7: 50/50 * 1/2 * 20/100 = .100000
Assignment 8: 50 points, Weight 1 Assignment 8: 30/50 * 1/2 * 20/100 = .060000

Category Sum . 950916
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Non-Assignment Weighting

The formula for mid-term grade calculation NOT using assignment weighting is
as follows.

e For each Category (with assignments that have a grade
entered)

Sum this:

(Pts Earned / Pts Available * Category Weight / Sum of
Category Weights )

e Add all of the Category Sums.
SUM(TotalScaledScore * 100) As FinalPts

Submit Grades

1. From Course Options click Submit Grades.

ra Step-By-Step: Submit Grades
I
L

MANAGERIAL ACCOUNTING [AC2211L02]

My Courses > Course Options > Submit Grades [Step 1-3]

Select a Grade Type to Submit and then "Continue to Submit Grades Step 2"
) Mid Term Grades

@ Final Grades
Continue to Submit Grades Step 2

Show Withdrawn Students
Submit Grade Listing

MidTerm Final Missing Block ReCalc sent To

ST NEnTINTE Grades Registrar

CGPA Grade CGPA Grade M F M F M F
Aaron, Julie B () - Withdrawn 100 At 100 A+ 1] N N M N
Griggs, Stephanie I {Annie) 20 A- 90 A- 1] 1 N N M Y
Rowold, Stacy () 100 A+ 100 At 0 1 N N N ¥

Figure 49: Submit Grades window

Students who are missing assignment grades will be displayed here. These
grades must be entered in order to submit the final grade to the registrar.

2. Once all assignment grades have been entered you will need to recalculate
the grade.

3. Select Mid Term Grades (or Final Grades) then click Continue to Submit
Grades Step 2.

Those students who are not missing any assignment grades will display after
clicking Continue.

BEGINNING SPANISH I[SPA11101]

My Courses > Course Options > Submit Grades [Step 2-3]

Click the "Continue to Submit Grades Step 3" button to process any Final grades that you want to submit/resubmit to the
registrar.

Cancel Back to Step 1 Continue to Submit Grades Step 3

Show Withdrawn Students [
New Student Grades to Submit

Submit  StudentID Student Name Grade Allowed  y,per Grade A
Grade Number Grade
Final A0000002005 Rowold, Rebecca () A- A- v 94

Figure 50: Grades to Submit to the Registrar

}é‘} Note: If there are no new grades to submit then Step 2 will be skipped and you will be
\\' - taken to Step 3 if there are grades to resubmit.

-~
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5. Select the students whose grades you want to submit. If the course is set up
with Allowed Grades you will have to ensure that you select the appropriate
grade from the Allowed Grade drop down field. For example, if the
calculated grade is an A- but the Allowed Grade field does not have an A- in
the list you will have to select the appropriate grade, in this case an A.
Students who are withdrawn will be displayed as withdrawn and no changes
to their grades need to take place nor will any changes affect their withdrawn

status.
jé’"} Note: Blank grades cannot be submitted. If a blank grade is selected the Submit
k checkbox will automatically be deselected and “Must Select” text displays in the Allowed
=~ Grade column. The Submit checkbox is disabled until an Allowed Grade has been

selected. You may continue to submit grades that are not blank if desired.
6. Click Continue to Submit Grades Step 3 to submit the grades to the
Registrar.

You will receive notice that the new grades have been successfully submitted
to the registrar. If there are grades available for resubmission you would see
them next and would continue. See Resubmitting Grades.

An email can also be sent to selected individuals notifying them of the grades
submission. This option is set up in CAMS Manager >CAMS Portal >Portal
Configuration >Faculty tab.

Step-By-Step: View Submitted Grades

1. From Course Options click View Submitted Information.

=]

BEGINNING SPANISH I[SPA11101]
My Courses > Course Options > View Submitted Grades

Show Withdrawn Students []
Grades Submitted to the Registrar

Student Name Grade Submitted GPA Submitted Grade Type Date Submitted Submitted By
Rowold, Rebecca ()

Wann, Amy () A 98 Final 2/18/2010 4:38:52 PM D'leromel48718
Wann, Emily () A- 94 Final 2/18/2010 4:38:53 PM D'leromel48718

Figure 51: Submitted Grades

A list of submitted grades displays along with the grade type, date sent to the
registrar, and by whom they were sent.

Resubmitting Grades

Once grades have been submitted to the registrar, they cannot be resubmitted
without authorization from the registrar.

Grades that have been submitted will display a “Y” in the Sent To Registrar
column.
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MANAGERIAL ACCOUNTING [AC221L02]
My Courses > Course Options > Submit Grades [Step 1-3]

Select a Grade Type to Submit and then "Continue to Submit Grades Step 2"
O Mid Term Grades
@ Final Grades

Continue to Submit Grades Step 2

Show Withdrawn Students
Submit Grade Listing

MidTerm Final mesnd  BlockReCalc  =entTo

Student Name races egistrar
CGPA Grade CGPA Grade M F M F M F

Aaron, Julie B () - Withdrawn S0 A~ S0 A- 0 1] N N N N
Griggs, Stephanie 1 (Annie) 88.5 B+ 88.5 B+ 0 o N N N Y
Rowold, Stacy () 100 A+ 100 At 0 0 N N N Y

Figure 52: Submitted Grades

Grades with an “N” in the Sent To Registrar field can still be submitted. Those
with the “Y” will not be resent. Those with an “A” have been authorized.

If grades need to be resubmitted to the registrar from the Faculty Portal the
registrar will have to authorize permission to resubmit. If a grade has been
authorized to be resubmitted it will display an “R” in the Sent To Registrar
column.

BEGINNING SPANISH I[SPA11101]
My Courses > Course Options > Submit Grades [Step 3-3]

Grades Approved for Resubmit by Registrar are Listed Below.

Click the Process hyperlink next to the grade you wish to resubmit. You must supply a reason for the grade change on the subseguent
page. You will be returned to this page after each changed grade is processed

Grades Ready for Resubmit

Original Original
Resubmit Student Name Alinwed pecw Submitted [Acucd M= Submitted
CGPA CGPA Grade Grade
CGPA Grade
Wann, Amy () 94,69 A v A A
Wann, Emily () 9375 P . o
Rowold, Rebecza () 79 v ot A

Figure 53: Authorized Grades to Resubmit

Step-By-Step: Resubmit Grades

1. Change grades as necessary from Course Options >Record Grades By
Assignment or By Student.

2. Once the grade is changed, the grade can be Calculated for Midterm or Final
and resubmitted.

Note: If there are no new grades to submit then Step 2 will be skipped and you will be
taken to Step 3 if there are grades to resubmit.

Proceed through new grade submission until Step 3.

4. Verify that the new grade is correct and click Process next to the student’s

name.

5. Click the Process hyperlink next to the grade(s) you wish to re-submit.

BEGINNING SPANISH I[SPA11101]

My Courses > Course Options > Reason for Resubmit Grade

Submit Final Grades: Step 3 Edit
Re-submit Changed Grades to Registrar

Enter a reason for changing the final grade and then click the Process button

48820 : Rowold, Rebacca () Original Grade: A- Grade to be Changed to: C+ | Original Course GPA: 94 Course GPA to be Changed to: 79

Reason:

Process Resubmit Back to Resubmit List

Figure 54: Resubmission Reason
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6. Enter the reason for the resubmission and then click Process Resubmit.
The instructor receives notice that the grade has been successfully
resubmitted.

Direct Grade Submit

)

Institutions have the option to enable instructors to bypass the creation of Grade
Book, Categories and Assignments, and simply enter grades for the Mid Term
and Final. Direct Grade Submit will enter the grades directly into CAMS
Enterprise Grade Entry bypassing the Authorize Portal Grades process. Grades
submitted through Direct Grade Submit display immediately on Student
Transcripts. Directions for configuring this option can be found in the CAMS
Manager Module PDF.

Step-By-Step: Direct Grade Submit
1. From Course Options click the Direct Grade Submit link.
2. Choose either Mid Term or Final from the Grade Type drop down.

3. Select the Submit checkbox for those students for which you wish to enter
grades.

4. Enter grades. Narrative is only available on Final grade entry.

My Courses > Course Options > Direct Grade Submit
Grade Type: |Mid Term v

Click Submit Grades to Save

Grade Submission

* Must Enter Letter or Number Grade

. - Previous Mid Term Mid Term Final Final Last Day of
STl SElEQm  ErEilime BT s mein Number Grade ~ Grade Number Grade Attendance

AD000002005  Rowold, Rebecca  N/A v|*
AD000001776  Wann, Amy N/A v|*
ADD00001774  Wann, Emily N/A v|*

Cancel

Figure 55: Mid Term Grade Entry

5. Click Submit Grades. Once grades or last day of attendance are submitted,
the only way to change them is clear the grade through Registration
>Academic >Grades >Grade Entry.

Note: If the student list spans multiple pages, changing to a different page will submit
grades already selected.

6. Grade changes can be requested through the Faculty Portal Direct Grade
Submit link.

7. Click the Change Request link, which will be displayed for grades that have
already been submitted.

BEGINNING SPANISH I[SPA11101]

My Courses > Course Options > Direct Grade Submit

Grade Type: |Final [
Grade Submission

* Must Enter Letter or Number Grade
G2kt Student 1D Student Name  Marrative (TS CIST B LR e Grade Number Grade  Attendance
Change Request  A00D0002005  Rowold, Rebecca [
Change Request  AD000001776  Wann, Amy [ A

Change Request  AO000001774  Wann, Emily B c

Cancel

Figure 56: Direct Grade Submit Change Request
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8. Select the grade from the Change Current Grade of [x] To drop-down.

9. Enter a reason for the change and click Send Request.

Computer Hardware Basics [CEN101LEC02]

My Courses > Course Options > Direct Grade Submit
Request a finalGrade Change for Winston, Barney
Change Current Grade of [A+] To * I-"-\ 'I

Provide a Reason for this Change: *
|Student retook test.

Send Reguest Cancel
Figure 57: Send Change Grade Request

10. An email requesting a change to the grade and reason for the change will be
sent to the user(s) that have been selected in CAMS Manager >CAMS
Portal >Portal Configuration >Faculty tab.

Note: Narrative grade information can be added through the Final grade entry screen,
prior to the submission of the Final grade. Once the Final grade has been entered,
narrative grades cannot be added or edited through the portal.
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Student Grades Detail

The Student Grades Detail report lists all entered grades for all assignments.
Display withdrawn students by placing a check in the box next to Show
Withdrawn Students.

If enabled in CAMS an Export link will display at the top of the page. Click Export
to open or save a comma delimited file of all entered Assignment grades for all
students in this course.

Click the Printer Friendly link to open a page that you can send to your default
printer.

Final Course Grades

Final Course Grades displays all Calculated Grades and, once approved by the
Registrar, all Final Grades for all students in the course.

Click the Printer Friendly link to open a page that you can send to your default
printer.
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Attendance taking from Course Management is simple and quick. There are two
options to take attendance, Weekly Attendance and Daily Attendance. By default
both options will mark every student as present so when the faculty member
enters in the attendance they only have to change the status for those students
who should not be marked present.

Once the attendance is entered clicking the save feature will immediately make
the attendance available to any CAMS Enterprise user who needs that
information, such as Registration or Financial Aid personnel.

Step-By-Step: Taking Attendance

g(‘jf/ 1. From Course Options click the Attendance Entry menu link. The

Attendance Entry page displays. The course name and dates are listed.

Computer Hardware Basics [CEN101LECD1]

My Courses > Course Options > Attendance Entry

Attendance Entry

Course Start Date: 9/12/2008
Course End Date: 12/20/2008

attendance Date: IDQHZQEIDB ex. mmdddyyyy

Display [an = students an the roster page
Load Weekly Attendance Load Daily Attendance
Figure 58: Attendance Selection

Enter the Attendance Date, which can either be the actual day of attendance
or the starting date for entering in weekly attendance. The Attendance Date
will default to the current date which the user may change as necessary.

If the class has a large amount of students and the instructor notices an
increased delay in the attendance page displaying they may select an option
from the Display Students on the roster page drop-down field. Choices are
All, 25, 50, and 100. This will present the pages more quickly and allows
more efficient attendance entry.

To Load Daily Attendance

If reporting only one day’s attendance click Load Daily Attendance. The
Attendance Daily Entry page displays with that days entry.

Computer Electronics Advanced [CEN201LEC01] %
\E

My Courses > Course Options > Attendance Daily Entry

Display  All El students per page. Show Students Photo
Show Withdrawn Students

A = Absent, E = Excused, L = Late, ¥ = Left Early, O = Other, P = Present, T = Tardy
Attendance Entry for Wednesday, November 03, 2010

Student 1D Student Name A E L Y 0O P T Hours Commen ts

©

ADO00NGI528 1 Billton, Roger ()

ANDOODD1571 2.Carsan, Betty () @
ADODODO1713 3.Chalmers, andy

ADNDODBIE72 4. Clinton, Bill ()

AODDO001793 S Farrar, Angela ()

ADDDODEIEES 6.Fink, Dawn ()

A0011111361 7 Fosteri, Stacey & [}

©® ©® ® ®

Figure 59: Single Day Attendance
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If the class does not meet on the selected date there will be a warning stating
that but the instructor can still take attendance for the selected date.

Select Show Students Photo to display student photos for those students
who have had a picture loaded into CAMS for their record.

Select Show Withdrawn Students to display any withdrawn students on the
attendance page.

By default all students will be marked as P (Present). Select an appropriate
alternate option for students who are Absent, Excused, Late, etc.

Click Save Daily Attendance to save the attendance or Cancel to cancel
the attendance entry.

Click the Printer icon to open a printer-friendly page and print to your
computer’s default printer.

Note: The printer-friendly page will display only what has been saved to the
database. In order to print the current attendance entries, save the attendance

then open the page again to print. If Show Student Photos is selected, the photos
will also print.

The instructor can also enter comments to further explain the selected
attendance option.

To Load Weekly Attendance

This is kind of a misnomer as it is not necessarily weekly attendance so much as
it will allow the faculty member to record up to 7 completed class sessions up to
and including the current date. For example, if today’s date was March 10, 2006
and the instructor enters a date of January 20, 2006, and the class met once a
week the attendance page would display 7 class dates starting from January 20,
2006 up to March 10, 2006. If the instructor entered February 20, 2006 then the
attendance page would only display three class dates starting from February 20,
2006 up to March 10, 2006.

10.

Gomputer Electronics Advanced [CEN201LEC01]

&
My Courses > Course Options > Attendance Weekly Entry
Display |All E students per page. Show Students Phota
Show Withdrawn Students
Attendance Weekly Entry 10/25/2010
10/25/2010 10/26/2010 10/27/2010 10/28/2010 10/29/2010 11/1/2010 11/2/2010
1. Billton, Roger
I3 rree igtuz spsent [w] |Present [w] [Present [+ [Present [+] [Present [+] [Present [+] [Presemt [+]
endance
Hours ° °
2. Carson, Betty Status Present El Present El Present El Present El Present El Present El Present El
(8] Attendance i} i}
Hours
3. Chalmers, Status Present El Ahzert Iz‘ Present El Presert Iz‘ Presenit Iz‘ Present El Presernt IZ‘
Andy () Attendance 0 5
Hours
. Status Present El Present Iz‘ Present El Present Iz‘ Pregenit Iz‘ Present El Present Iz‘
4, Clintan, Bill ()
Attendance a a

Hours

Figure 60: Weekly Attendance
Select Show Students Photo to display student photos for those students
who have had a picture loaded into CAMS for their record.

Select Show Withdrawn Students to display any withdrawn students on the
attendance page.

By default the students will be marked as Present for every displayed class
day. Select an appropriate alternate option for students who are Absent,
Excused, Late, etc.
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11. Click Save Attendance to save the attendance or Cancel to cancel the
attendance entry.

12. Click the Printer icon to open a printer-friendly page and print to your
computer’s default printer.

-"_;’!L : database. In order to print the current attendance entries, save the attendance
- then open the page again to print. If Show Student Photos is selected, the photos
will also print.

A Note: The printer-friendly page will display only what has been saved to the

Attendance Reports

Faculty can review their class attendance. The faculty member can review the
complete attendance record for the class up to the current date or they can be
selective and search for specific statuses like Absent or Excused, etc. They may
also limit the amount of data returned by setting beginning and ending date
criteria. For example, if they just want to see the attendance for the past week.

Attendance reports are accessed from the Course Options >Attendance Report
menu link.

Computer Hardware Basics [CEN101LECDO1]

My Courses > Course Options > Attendance Report

Attendance Report Criteria
Attendance Status: ﬂ

Absent
Ahzert 2.5 hours ;I

Date from: | ex, mmm/dd vy
Cate to I ex. mmddiyyyy

Yiewy Attendance Report Cancel

Figure 61: Attendance Reports
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Through the different utilities offered in CAMS Enterprise Course Management,
instructors have several pathways in which to redefine teaching practices.
Opportunities for active collaboration are easily created through various student
groups. Managing the contributions and control of teaching assistants is handled
through the TA access portal. Sharing course content and eliminating
redundancy is achieved through the course copy utility. Together these tools
allow instructors to enhance a student’s overall learning experience.

Copying Course Content

Once the course content is set up, an instructor can copy all related information,

settings, online tests, and documents to another term and course, which saves

the faculty significant time preparing for each term. The information in the copied
— term can be edited as necessary.

Step-By-Step: Copy Course Content

1. Ensure the Term/Course you are currently logged into is the Term/Course
you want to copy content FROM.

2. From Course Management, select the course from which you wish to copy.

3. From the Course Options click Copy Content. You will copy content from
the course and term you are currently in.

Dennis Welds

Current tarm: SP-09 [change)

Computer Electronics Basics [CEN101LECOD1]

Edit Address [My Stats My Courses > Course Options > Copy Content [Step 1-2]
Change Password | Logout
Faculty Portal Available Course Offering
Home Select a term IFA-UB hd Continue to copy content step 2 Cancel
My Students 1234567 3¢9 10 11 12 13 14 15
My Schedule Select Course identifier Course Name Credits
Registration T BUS-338-01 ADVERTISING 3
Course Offering N BUS-342 -01 THEORY/ORGANIZATIONAL BEHAVIOR 3
Course Master [T BUS-352-01 HUMAM RESOURCE MANAGEMENT 3
Degree Information
) T BUS-384-01 OPERATIONS MANAGEMENT 3
Stop Registration
Registration [T BUS-480 -01 PRACTICUM IN MANAGEMENT 3
Academic [T BUS-497 -01 SEMINAR/STRATEGIC MANAGEMENT 3
Class Roster T BUS-438-01 COMPREHENSIVE BUSINESS SIMULATION 3
Directory [ CA-100 LEC-01 VOICE & ARTICULATION 3
Enall Siden T ca-102 LEC-01 PUBLIC SPEAKING 3
Faculty Contact
r CA-103 LEC- INTERPERSCONAL COMMUNICATIONS 3
Course Management
[ CA-103 LEC-01 INTERPERSONAL COMMUNICATIONS 3
My Courses
~ CEN-101 LEC-01 Computer Electronics Basics 3
cAMS [T CEN-201 LEC-01 Computer Electronics Advanced 3
TR [T CH103 LAB-O1 ESSENTIALS OF CHEMISTRY 0

Figure 62: Copy Content window

4. The Copy Content window displays. Select the term to which the course
content will be copied.

5. Place a check in the Select column next to the course(s) to which you wish
to copy content. You will copy your current course to the selected course.
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6. Click Continue to copy content step 2.

Dennis Welds

Current term: SP-09 (change]

Computer Electronics Basics [CEN101LECO01]

idji:f;ﬂ:r:: '.t:r.dsi:a_tcszgcut My Courses > Course Options > Copy Content [Step 2-2]
Faculty Portal Copy CEN101LECO1 Content to the listed courses

Home Term Course Identifier Course Name

My Students SP-09 CEN 101 LEC 01 Computer Electronics Basics
My Schedule Copy Calendar Items: [

Registration Process copy content Back to copy content [step 1-2]

Figure 63: Copy Content Step 2
7. Confirm your selection. Select Copy Calendar Items if desired.

Note: Calendar items will only be copied to student calendars if the students are already
registered for the term and course to which you are copying.

8. Click Process Copy Content.

9. The contents of the course are copied to the new course.

Note: If the course you are copying content to already has content this could result in
duplicate items being displayed. If faculty need to recopy of Course Content, they need to
delete it from the destination course before it is recopied. The process does not delete and
recopy, it will append. Categories and Assignments will not be copied if they exist in the
destination course as this could create Categories totaling over 100%.

Defining Student Groups

If a course utilizes groups of students for projects, assignments, or other needs,
instructors can create individual groups and assign students to one or more
groups. This provides the ability to keep track of students working together or
send email to only a group of students.

Computer Hardware Basics [CEN101LEGO1]

My Courses » Course Options > Student Group Setup

To &dd a Group, click the "add & Group" button.

Click Edit on the line of the group you wish to update and/or add students to.
Click Delete on the line of the group you wish to remove.

To view all group's membership click the "Group Membership List" button.

Add A Group Group Membership List

Defined Student Groups
Action Group Name

Edit | Delete Group 1
Edit | Delete Group 2
Edit | Delete Group 3

Figure 64: Group Setup window
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Set Student Access

Once the content and communication standards are established, instructors can
clearly define the parameters for access and delivery through the Student Access
Control options. Course Management provides for flexibility and consistency
concerning course content, but the instructor always maintains complete control
over what students are able to see and retrieve.

There are several student access options available through Course
Management. However, for each class all options may not be necessary or
desired. The instructor will have the ability to choose which options are available
for a student to access. Additionally, after setting up items, such as
Announcements, Assignments, or other features, the instructor can preview the
web page the student will see when they log in.

GAAP overview[AC250lec01]

My Courses > Course Options > Set Student Access

Show All Show None

Course Option Show
Discussion Board
E-mail: Faculty

E-mail: All Students
E-mail: Groups

Course Information
External Links

Course Announcements
Course Documents

Course Assignments

] T ] (] Y (]

Contact Information

Figure 65: Course Student Access Options window

Select those options that will be available to the student and click Save.

Student access to Textbooks, Student Attendance, and My Portal Usage links
cannot be turned off.

Set TA (Teaching Assistant) Access

There are several steps in assigning a Teaching Assistant (T/A) or a person who
is to have partial access to a course in Course Management in the Faculty Portal.

o Create a faculty record and set the faculty Course Management Role
(see the Faculty document)

e Assign the TA to the course (see the Registration Setup document)

e Further define permissions for the course in the Faculty Portal, Course
Management.
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lrtj' Step-By-Step: Set Permissions for Course

<

2T22” 1. Theinstructor assigned to the course should log into the Faculty Portal and
open the course in Course Management.

2. Click Set TA Access under Course Utilities.
Computer Hardware Basics [CEN101LEC]
My Courses > Course Options > TA Menu Access
Course Management Access for all Instructors
IGreen, Mark Welds, Dennis
Menu Item Select All [ ] Select All [ ]
Course Information
Course Information Read Only [ ] Full [=]
Course Textbooks Read Only [« Full [~]
Course Announcements Read Only[*] Full [=]
Course Documents Read 0n|yE| Full E|
Course Hyperlinks Read Cnly [+ Full [=]
Course Communication
Discussion Forum Full [=] Full [=]
Email None [=] Full [=]
Student Calendar Full =] Full [~]
Online Testing
Manage Online Tests None El Full El
Course Gradebook
Setup Gradebook
i oo Stndocde D Ainke [ Eul =1
Figure 66: Course Management Access for T/A
3. Select the items to which the T/A should have permissions.
}f}.} Note: All faculty scheduled for the course are listed here; ensure you are setting
\\; “\ permissions for the faculty member that is the T/A.
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Import Blackboard™ Archive Files

Blackboard™ course management items may be imported into the Faculty Portal
by utilizing the Archives utility. Course Documents, Announcements, Online
Tests, and Faculty Contact information will be imported.

- Step-By-Step: Import Blackboard™ Archives
[l

P 1. Before you can import a Blackboard™ archive your CAMS Manager must
4@/ place the archive in the CAMS Enterprise >CourseArchives directory.
Ensure that you export an archive from Blackboard ™.

2. Navigate to Course Management >Utilities >Archive Files.

3. Select the Term, if necessary, and the Course you wish to import the
Blackboard™ archive.

4. Alist of already imported archives displays, if there are any.
Click Import Archive.

6. A list of available archives displays. Click the Import link next to the archive
you wish to import. You can only import one archive at a time but multiple
archives can be imported for a single course.

The import process imports the following information from the Blackboard™
Archive / Export files:

e Course Announcements
e Course Hyperlinks

e Online Tests

e Course Documents

e Faculty Contact, Office Location, Hours, Notes, Personal Link and
Preferred Name only.

e Discussion Forum, Forum Names and Descriptions only. No
messages.

” }{}J Note: The CAMS Manager must complete some actions before the Blackboard™ Import
k \ ; can work correctly. Please refer to the CAMS Manager manual.
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Upload/Import Respondus® QTI Archive Files

—

=2

L=

Respondus QTI formatted tests may be imported into the Faculty Portal by
utilizing the Archives utility. Respondus QTI formatted tests may be imported
after they have been uploaded to the database via CAMS Enterprise or the files
may be uploaded and imported directly from the Faculty Portal.

Step-By-Step: Import Respondus QTI Tests

1. Navigate to Course Management >Utilities >Archive Files.

2. Select the Term, if necessary, and the Course you wish to import the test.
3. Alist of already imported archives displays, if there are any.
4

Click the Remove link if you wish to remove the archive file; any associated
tests will also be removed from the course’s Online Tests. Archive files may
not be removed if a test has been taken.

World History [HIS301LEC03]

My Courses > Course Options > Course Archive
Archives imported into this course

Action File Name

Description Insert Date

12/29/2011 11:40:13 &AM

Complete Date

remove WorldHistory.zip 12/30/2011 9:20:29 AM

WorldHistory.zip
Import Archive

Figure 67: Archive Files Already Imported

5. Click Import Archive.

6. A list of available archives displays. Click the Import link next to the archive

you wish to import. You can only import one archive at a time but multiple
archives can be imported for a single course.

World History [HIS301LECO03]

My Courses > Course Options > Import Course Archive

*Upload and Import a Respondus QTI Export File:

Browse...
Upload and Import

Archives Available for Import:

Action File Name

Description Insert Date Insert User
import  EconTestExport.zip EconTestExport.zip 12/29/2011 11:40:13 AM DENNISW
import ENGL1301Testl.zip ENGL1301Test1.zip 12/29/2011 11:40:13 AM DENNISW
import ENGL1301Test3.zip ENGL1301Test3.zip 12/29/2011 11:40:13 AM DENNISW
import  QTI_FITB_PD_CH1.zip QTI_FITB_PD_CH1.zip 12/29/2011 11:40:13 AM DENNISW
import  QTI_MC_PD_CH1.zip QTI_MC_PD_CH1.zip 12/25/2011 11:40:13 AM DENNISW

Figure 68: Archives Available for Import
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7. To upload a Respondus QTI formatted test to the database and import it to
this course, click Browse to open the Choose File to Upload dialog box.
Select the file you wish to upload then click Open.

World History [HIS301LEC03]

My Courses > Course Options > Import Course Archive

*Upload and Import a Respondus QTI Export File: C:\Respondus Files\WorldHistory.zip [ Browse...

Upload and Import

Figure 69: File in ZIP Format Ready for Upload and Import

Note: The Respondus file MUST be QTI formatted and exported with a file extension of
“ZIP”.

8. Click Upload and Import.

9. Thefile is uploaded to the database and imported into this courses Online
Tests. You do not need to click the Import link unless you wish to import a
duplicate of the test into Online Tests.

10. Click the Import link next to any file in the Archives Available for Import list
to import that test into the course.

11. After the import completes a pop-up displays indicating the web page needs
to be refreshed. Click the Retry button to refresh the page or click Cancel to
end your browsing session.
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Faculty can access Student Notes, Status information, and photo for their
courses from Class Roster. A printer-friendly version is also available with or

without student photos

Dennis Welds

Current term: SP-11 (change)
Edit sddress [My Stats
Change Password | Logout
Faculty Portal

Home

My Students

My Schedule
Registration

Caurse Offering

Course Master

Degree Information

Stop Registration
Registration

Academic

Class Roster

Directory

Email Students

Faculty Contact

Course Management

My Courses

Figure 70: Class Roster

Gomputer Electronics [CEN301LEGO01]
My Gourses > Gourse Options > Glass Roster

Printer Friendly Yersion
Show Photo
Show Withdrawn Students
Schedule Information

Days Room Time From Time To
MwF ADMIN-307 2:00:00 PM 2:50:00 PM

Class Roster

MNotesStudent Name Student ID College Level Credits Grade Photo
¥ 1. Garvey, Gerald 00000003037 Freshman 3 o
Major Minor Advisor
Computer Science Dennis Welds
¥ 2. Green, Jerome 00000003011 Freshman 3 m

Student Portal Usage

Student Portal usage for any date range can be viewed. If a student has

accessed the course th
clickable link. Click the

rough the Student Portal, the student name becomes a
link to display detailed information about areas of the

course that have been accessed.

Dennis welds

Current term: §P-11 (change)
Edit Address [Py Ststs
Change Passuord | Lagout

Faculty Portal
Home

My Students

My Scheduls
Registration
Coaurse Offering
Course Master
Degree Infarmation
Stop Reqistration
Registration
Academic

Class Roster
Directory

Email Students
Faculty Contact

Course Management

My Courses

Computer Electronics [CEN301LECD1]

My CGourses > > Gourse Management Student Usage
Opened From Dt: 4/6/2011 Opened To Dt 45/2011

Submit

Total Hits: 10

Total Time: 00:47: 15
Garvey, Gerald Datsil

Portal Page Hit Count imo [ ERm
hh:mm:ss

CM Course Options 3 00:46:45
CM Faculty Profile 1 00:00:04
CM Hyperlinks 1 00:00:04
CM Information 1 00:00:20
CM Text Books 1 00:00:02
Green, Jerome Tatal Hits: 0

Total Time: 00:00:00
Grand Totals
Student Count Hit Tatal pmclinliorta]

hh:mm:ss

2 10 00:47:15

Figure 71: Student Portal Usage
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Additional Options

If Assignment Weighting has been enabled in CAMS Enterprise for Course
Management, Faculty may enable or disable weighting for assignments for each
course.

Dennis Welds Computer Electronics [CEN301LEG01]
Current terrn: SP-11 (change)

Edit Address [My Stats My Courses > Course Options > Additional Options
Change Password | Logout

Faculty Portal Assignment Weighting

Horme Ediit
My Students
My Schedule

Figure 72: Assignment Weighting

Note: If this has been previously enabled in CAMS and a Faculty is already using

}f’}} assignment weighting in their course, disabling this functionality in CAMS will not disable

\ Assignment Weighting for that course and the Faculty will not be able to modify the setting
- from the Faculty Portal.
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Once roles are defined and assigned to users, they can begin editing information
in the Administrative Portal. Remember, users will log into the Administrative
Portal using CAMS Enterprise credentials, not those from the Faculty Module. To
browse to the administrative portal, append FPADM_UserLogin.asp to your
Faculty Portal URL (ie http://mycamsserver/faculty/FPADM_UserLogin.asp).
Once logged in, users can utilize the bread crumb navigation at the top of every
page to return to any previous page or the home screen. Course Management
options allow a user to make changes to Assignments, Documents, Hyperlinks,
etc. These changes are identical to those options from the Faculty Portal. Any
changes made will be to on offering only.

The functionality available from the Course Management Administration pages
follows the functionality available to faculty via the Faculty Portal. Please refer to
the appropriate section of this document to outline processes and setup
necessary for managing course setup.
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