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Introduction

This guide is designed to help you use the Labyrinth eLab (www.labyrinthelab.com) learning

platform. It provides an overview of eLab as well as detailed information on content,

assignments/tests, and grading.

A student user guide for elLab is also available. You may want to review the student guide prior to

the start of your course. For convenience, plenty of student-view screenshots are included in this

user guide.

System Requirements

elab is completely web-hosted and requires no installation at your institution. You and your

students can access eLab from any web browser on any computer. The following table lists the

programs required for viewing the various files and content.

eLab System Requirements

Requirement

Details

Web browser

Adobe Acrobat Reader or Pro

Adobe Flash Player

Microsoft Word 2003 or
Word 2003 Viewer (or higher)

Internet Explorer 8- 9 (All HTML5 content will
be displayed using Flash version for IE8.)
Mozilla Firefox 20- 24 (All HTML5 content will
be displayed using Flash version for Firefox 20-
23.)

Google Chrome 25.0 or higher

Internet Explorer 10 (Fully supported for
student users. Not fully supported for
educator users at this time-gradebook
incompatible.)

Needed to open the overview PowerPoint
presentations (student view), which are saved
as PDF files for optimal viewing regardless of
web browser

Needed to view simulation, hotspot,
sequence, and matching questions, as well as
video tutorials

Needed to view various supplementary files,
such as the course syllabus

The recommended screen resolution for eLab is 1440 x 990 and the minimum requirement is
1280 x 768. The recommended setting will allow you to view the test questions without having to
scroll. If you choose a different resolution, you can still view the test questions, but you may have

to scroll down to see any given question in its entirety.

Labyrinth Learning
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Tip! Set your resolution as high as possible for optimal viewing.

In addition, pop-up blockers should be disabled or configured to allow pop-ups from
http://Ims.labyrinthelab.com.

Homepage

To access elab, go to www.labyrinthelab.com. The eLab homepage features a visually appealing
and intuitive interface. It was carefully designed to be as easy to use as possible. To begin, use
the navigation pane on the left to access different parts of the system.

LAB

eLab Home

Learn More

Purchase a License Key
e View a list of eLab courses here.
elLab Courses

Video Library

FAQ Get help by clicking these links.
Technical Support

About Us

Tip! Students and instructors can access the student user guide from the
eLab homepage. It is only after an instructor logs in that he/she has access
to the instructor user guide. Your students will never have access to the
instructor user guide.
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Registering with eLab

Registering with elLab is easy and only takes a few minutes.
Create an Account » . . o .
Your account will be activated within 24 business

Sign up now!

hours of you submitting the completed registration form. You
register for eLab on the homepage. To register, click the Create an Account button on the
navigation bar. This takes you to the Create an Account page.

First Name*:

Last Name*:

Account Type*: ) Student/Learner @ Educator/Instructoss Choose Ed ucator/lnstructor
Institution Name': - as the Account Type and
Department Name*: 7 enter the name of your

institution and department.
Email Address*:

Confirm Email
Address*:
Password*:

Confirm Password*:

Phone Number:

City*:

Country United States E
-

State/Region*: Select State |Z|

Postal Code*:

Verification Code*: Type the characters vou see in the picture below

(Letters are not case-sensitive)

Create My Account

| Legend:™ Mandatory fields |

Educators and students fill out the same form. Note the mandatory fields. Your form will not be
accepted until all mandatory fields are filled in.

Tip! Choose a password that you will remember. Passwords must be five or
more alphanumerical characters long and can include symbols such as
1@#S%& *:;?/N+-=.
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Click the Create My Account button. Within a few minutes, you will receive an email confirming
that your form has been received. The next email you receive, within 24 business hours, will
include confirmation that your account is active. If you register over a weekend or on a holiday,
you will receive notice of activation on the next business day.

Logging In
Once you have registered with eLab and received confirmation of your account activation, you
are ready to log in.

email address

password

Forgot your password? =

[ Sign Int ] Enter your email address and

password, and click Sign In.

After you click Sign In, you will be sent to the My Courses page. From this page, you can:

* Manage your account: View your available courses and files, edit your profile, change
your account settings, and change your password.

* Communicate with your students: Receive notices such as when assignments and tests
are submitted, and create announcements for students such as a snow day or an
assignment extension.

* Manage your course: Create a new course section, manage teaching assistants, and
create and view reports.

* Get help: View help topics on frequently asked questions, access this user guide, and
contact technical support.

Tip! From any other location, you can return to the main My Courses/
Evaluations page where your courses and associated sections are listed by
clicking the My Courses/Evaluations link at the top right of the page.
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Course/Evaluation Management
In the Course/Evaluation Mgmt section, you can create new courses/sections, add and manage
teaching assistants, and generate reports.

Creating a Course

Creating a course is easy. The Create Course/Evaluation area allows you to choose from available
elab courses. Once you have chosen your course, you can edit the description and other details
about the course.

What do you want to create?
A COURSE:

@ Using Labyrinth's pre-built course repository (these courses can be customized)
(8] By copying an existing course (commaonly used for creating a new term or section of the same course)

) From Scratch (creates a course framework:[nut includes no content)

A SKILLS EVALUATION GROUP:
® By creating a new skills evaluation group (you select from our question library andfor add your own questions)

) By copying an existing skills evaluation group (commonly used for creating new term ofthe same evaluation)

Click the Create Course/Evaluation link, choose the desired option, and click Submit.

This section will review the above options for creating a new eLab and/or SET course.

Using Labyrinth's Prebuilt Course Repository
You can choose to create your course based on a prebuilt course that is customizable. Choose

the first option in the Create Course/Evaluation window and click Submit.

What do you want to create?
A COURSE:

@ Using Labyrinth's pre-built course repository (these courses can be customized)

By copying an existing course (commonly used for creating a new term or section ofthe same course)

) From Scratch (creates a course framework but includes no content)

For Step 1, fill in the form as appropriate and click Next.
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Step 1

Caoose 8 Courve
Croone & Category © ) ' -
Conel ve Nare y S X ) Mo Lorge 00 O

Course i " ©

Cinpl ve Sod Um 103 Mt Larg § Cngr
S - J B /g BEEEE - s L
AL MEE " LR T A-Y.

—tgl.i STHS

ng & Paundotion «mh Maassh OMge 303

Send [ et . Yor
Nothcatoa ©

Twne Jone " - Show AR Tame Zooes

[ | o

For Step 2, determine your course settings. Here you indicate the content to copy (assignments,

tests, and learning resources). When you’re ready to move to Step 3, click Next.

For Step 3, you simply verify the new course start and end dates, and click Save. eLab will create

your new course. You’'re ready for class!

Note! Depending on the amount of content in your existing course, it may

take some time for the new course to be created. Be patient.

By Copying an Existing Course

You can duplicate an existing course to be used again in a later course or if you are teaching
multiple sections of a course during the same term. Choose the second option in the Create

Course/Evaluation window and click Submit.

What do you want to create?
A COURSE:

©) Using Labyrinth's pre-built course repository (these courses can be customized)

@ By copying an existing course (commonly used for creating a new term or section ofthe same course)

) From Scratch (creates a course framework but includes no content)

For Step 1, fill in the form as appropriate and click Next.

Labyrinth Learning
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Step 1
Course Descriplion

Courss Descriplion; Jm sy

X G |F:
— 2@ =

W E T W E | Sthies
= iE

x|t H @

Chesoa 8 Course:’ Buslding a Foundation with Micresoft Ofice 20

Chease a Categon: @ Spring 2014 -

Courss Rams:* BiL dation with Microsod Office 20 Miax Langth B0 Cra
Course Ik O

Course Sechon:’ 013 Max Langsh § Chae

= Paragraph = PontPFemly |= FontSie

LESE-A-E-

Building & Foundakion with Micreacft Office 2013 prowidea sn incdepth look at the moat relevent togic
in the four Offics 2013 spplicaticns: Word, Excel, PowsrPoint snd Aens.

Sand Enroliment @ Mo 7 Yes
Momficansn?: © O
Timne Zome: GMT -8-0) Pacific T |=] 1 $how am Tima Zones
e | e |
Notes:

* Choose the course you want to copy.
* Choose the category for your new course.

* Fillin a new course name or leave the default, which is the name of the existing course.

* Fill in the course ID or leave the default, which is the ID of the existing course.

* Fillin the new class section.
* Update the course description as desired.

Labyrinth Learning
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For Step 2, determine your course settings. Here, you indicate the content to copy (assignments,
tests, learning resources, teaching assistants, discussion forum) and set the course dates. You can
use the same dates as the existing course or set new dates. When you’re ready to move to Step
3, click Next.

Note! Currently eLab does not factor out weekends and holidays when
calculating dates for new courses. So, you may find that an assignment or
test becomes available or is due on a non-school day. You will have to
change this manually. Future eLab updates will correct this.

For Step 3, you simply verify the new course start and end dates, and click Save. eLab will create
your new course and update the dates for all tests and assignments (if applicable). You’'re ready
for class!

Note! Depending on the amount of content in your existing course, it may
take some time for the new course to be created. Be patient.

From Scratch
Use this option to build a shell for your course. Later, you can add the files and content you
desire. Begin by filling in the basic information about your course.

Choose a Category:' © Add New |-

New Category Name:* Summer 2014 Max Lengm 50 Crav

Course Name:" Microsoht Ofice 2013: Comprahensave Introduct Mo Langin 00 Crar

Course iz O

Course Section:” 100 Max Length 3 Chav

Course Description: JIB 7 g & T W M| Stves v Pacagragh = FeorFasdy = FortSoe -
XalFEi= iel9 LEJOm= | A-2-
— Qi xxQHR@

This course teaches the fundamentals of runmiag & Windona computer and uting application
programs from teh Microscft Offic ng with the most basic tasks, you will lsarn how
Lo stant programa, browse tha wab, send and ive emal. colladorate online, creste sodhisticated
documaenits (in Word, Excel, PowerPoint, and L and perfoerm many other critical computer zkills

Send Enroliment o No Yes
Notification?:* O
. W T
Time Zome: | (GMT 8 0) Packe Time v | 7] Show All Time Zoses

o> | o |

Here a new course category for Summer 2014 was created. Also added were the course name, ID,
section, and description. Notice the circled “i” icons. Hover your mouse pointer over these icons to
read a description of the associated item.
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When you are finished entering the basic information, click Next, which will take you to the

empty Content section. Here, you begin adding headings and content. Click the link next to the

green plus sign in the left navigation pane to open a menu of available options in the main

window.

What type of resource would you like to add#*

Table of Contents:
File:
Website URL:

Other Tool/Asset:

Let’s add a file for this course. Click in the radio button next to File; an expanded window

appears.

Browse

* - £
Opens in a new window.

Display it as a? :* |® TextLink O Button I

File Name:* {Msax. Length 20 Chars)
File Description: {Max. Length 25 Chars)
Sub Title: {(NVA)

Release to Learner? @'\Yes O No

Display options:

Browse for the file(s) you want to attach;
they are pulled from the My Files area.

The options below change
depending on what you choose
here.

Choose Yes to make the file(s) available to your students.

* Text Link: If you choose this option, your file will appear as a link on students’ navigation

pane. Fill in the desired filename and description, and then click Submit at the bottom of

the window.

e Button: If you choose this option, your file will appear as a button on students’

navigation pane. Fill in the desired filename and subtitle, and then click the Submit

button at the bottom of the window.

Labyrinth Learning
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My Grades™
Assignments”™
Tests™

Download Student Exercise Files
Glossary

INTRO

GETTING STARTED

ECS
ESSENTIAL COMPUTING SKILLS

UNIT 1
WORD 2013

UNIT 2
EXCEL 2013

UNIT3
POWERPOINT 2013

UNIT 4
ACCESS 2013

UNITS - Filename

INTEGRATING 2013 /
|__— Subtitle

Work-Readiness Skills ~ ___—
Tips on work-readiness

Creating a New Skills Evaluation Group

In addition to creating regular eLab courses from the repository, you can choose to create a skills
evaluation course for testing purposes only. With this course, students will only have access to
the testing engine. No other areas, such as the content or assignments will be available to them.
Like your students, you will also not have access to the content or assignments.

To begin creating a skills evaluation group, select the first option and click Submit.

A SKILLS EVALUATION GROUP:
@ By creating a new skills evaluation group (you select from our question library andfor add your own questions)

® By copying an existing skills evaluation group (commonly used for creating new term of the same evaluation)

The next step is to fill in your skills evaluation course information.
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Choose a Categary.” O

Evaluation Group
Wama:s

Evaluation Group ik * O

Evaluation Group 1 . i
Secion: O — e

Evaluation Gigup

DHeB CRipton: Jd B J O EXE N B | st

P e e iE
— S |= |2 H3
Send Enroliment & No i ]

Naolification®: * O

Tirms Zois: T - Ehow Al Teme Fones

[ove>» | el

As you can see in this illustration, a category, evaluation group name, group ID, and section were
added. Inputting a description is, of course, optional.

When you are ready to move to the next step, click the Next button. This then takes you to the
Tests page where you can begin creating and setting up your tests.

My Evaluations OE-101

Gradebook Tests

Manage

Message:@ _HBI
X Ca | :
—2E|x |0

-
-+

View as Learner

‘ Styles

HO3

‘Create New Test | Question Library | Test Library

~ | Paragraph ~ FontFamily ~ FontSize -

L EF @ |A-P-

m: [ AllFields  |=)

Search:

There are no tests. please click the Create New "Create a new Test” link

<< First < Previous [ 0 to 0 of 0 ] Next > Last >>

For more information on creating a new test, by either selecting questions from the Question
Library or creating your own questions, see the Tests section of this user guide.

Labyrinth Learning
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Copying an Existing Skills Evaluation Group

You have the option to copy an existing skills evaluation course to reuse it the next semester.
Using the copy feature saves you time from recreating the same course. To copy an existing skills
evaluation course, select the option and click Submit.

A SKILLS EVALUATION GROUP:
©) By creating a new skills evaluation group (you select from our question library and/or add your own questions)

@ By copying an existing skills evaluation group (commonly used for creating new term of the same evaluation)

For Step 1, fill in the form as appropriate and click Next.

Step 1
Evaluation Descripton

Choose an Evalsation
Growge”

Choose a Category: * O Add New -
New Category Name: Fall 2044 Max Langin 59 Craw

Evaluaton Group
Name:'

Evaluation Growp ID: " © - |(

Evaluaton Group " " gt § 00

smmeoh 2014 an Langin § O

g:‘wmc’m JIB 7 U ax EE W M| stes + Paayach v FontFemly «: FontSie i
AdEE e VEJO=~A-¥-
—2MWix x| OH@

Send Enrcliment o No Yos

Notification?. * ©

Time Zone: GMT - Show All Time Zooes

o> o

Legend: * Piease fil i the mandatocy flelds

For Step 2, determine your evaluation course settings. Here you indicate the content to copy
(tests, teaching assistants, and discussion forum). When you’re ready to move to Step 3, click
Next.

For Step 3, you simply verify the new course start and end dates, and click Save. eLab will create
your new evaluation course. You're ready for class!
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Account Management

From the Account Management section, you can view your current courses, manage your class
files, update your profile, adjust your course settings, and change your password.

Course Organization

On the My Courses/Evaluations page, courses and any sections appear under categories in
greenish bars. Below, you will see two categories — SPRING 2014 and FALL 2014 — and the
associated course(s)/section(s) for each.

Microsolt PowerPoint 2013 [PPT120.001)
Gradelosk | = Manage | = Veew it Ledmed | Edt Conbect The FALL 2014 Category
L__ has one course with two

_ sections.
Microsolt Access 2013 [AC180.007)

___ The SPRING 2014
category has one course.

slgnments | = Tesls | =

Assignments | = Tests |~ Gradedook | = Manade |~ View 38 Ledmesd | Edt Condend Clle the —to hlde a
Microsolt Access 2013 [AC180.001) category from view.
Asgignenents | = Tests | = Gradebook | = Manage | = View ad Leamer | Edt Conbent Click the + to unhide

a category.

Drag a category to move it to another place
on your My Courses/Evaluations page.

Clicking a section title takes you to the learner (student) view. A new tab in your web browser
window (or a new browser window, depending on your browser) opens and you can toggle
between the instructor and learner views. You may want to use this feature to view the overview
presentations, video tutorials, student assignment area, and more so you can familiarize yourself
with the student experience of elLab. This feature is also a neat way to view how students will see
the tests and assignments you create.

Section Organization

Each section of a course includes six links: Gradebook, Assignments, Tests, Manage, View as
Learner, and Edit Content. Use these links to build and manage your course. To get to a specific
area within the Assignments, for example, click the arrow to expand the menu of related options.
This can be used as a shortcut.

Gradebook | > Assignments E Tests | * Manage | = View as Learner | Edit Content
Create Mew Assignment

Assignment Library

Global Settings

Click View as Learner to experience elLab just as your students do. It’s easy to return to your
instructor view.

Tip! Remember, you can also click the section title hyperlink to view the
course exactly as students do.
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Toggling Among Sections

If you have multiple sections of a course, you will see a series of tabs at the top of the page when
you enter one section. You can toggle among sections with a click of the mouse button, making it
easy for you to compare course sections.

Active course
My Courses [VAERIGZUME FULLY-ONLINE .
section

Gradebook Assignments Tests Manage View as Learner Edit Content

Active tab

In this illustration, the instructor is viewing the Assignments page for one of the two sections of
their Access 2013 course. The active section tab and the active task tab are marked as chosen.
The section tab is highlighted (dark blue background) and the active tab is white (not gray).

You can also toggle among different courses under the same category. So, if you have a category
called Fall 2014 with courses for Excel 2013, Word 2013, Access 2013, and PowerPoint 2013, you
can toggle among all of these with ease.

Tip! Create categories to suit your individual needs.

My Files

In the My Files section, you can add and organize files (such as reference documents or tip sheets
you have created) to be used in your courses. Store the files here and then use them in your
various courses. Begin by clicking the My Files link under Account Management in the navigation
pane. From there you can create folders to organize files, add new files, delete unwanted files,
and download files.

Manage Folders and Files
& Create Folders %[ U] My Folder

4 Add New Files

x Delete

. sblicher's Fi
s Download File Y PURSe e

@™ Backto My Courses
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Working with Files
Task

Details

Create a folder

Add a file

Delete a file

Download a file

Click the Create Folders button.

Enter the folder name and the parent folder name (if

creating a subfolder).

Click the Create Folder button.

Click the Add New Files button.

Follow the appropriate step:

* Firefox and Chrome: Drag the desired file(s) onto the
gray area.

¢ All other browsers: Click in the gray area, navigate to
the desired file(s), and double-click.

Choose where to store the file(s) and click Add.

Click next to the file/folder you want to delete.

Click the Delete button.

Click Yes to confirm the deletion.

Click next to the file/folder you want to download.

Click the Download File button.

Choose to open or save as appropriate.

What Your Students See

Your students will find your supplementary documents at the bottom of the navigation pane.

My Grades

Assignments

Tests

Download Student Exercise Files
Glossary

INTRO
GETTING STARTED

ECS
ESSENTIAL COMPUTING SKILLS

UNIT 1
WORD 2013

UNIT 2
EXCEL 2013

UNIT3
POWERPOINT 2013

UNIT4
ACCESS 2013

UNITS
INTEGRATING 2013

Work.-Readiness Skills /

Capstone Integration Project

Labyrinth Learning

Instructor-posted files; students click the
links to begin the download process.
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Edit Content

elab has a fantastic feature that allows you to customize your course content. From here you can

add new lessons/units, files, web page links, and more. You can also reorganize lessons or units,
and even hide units you are not teaching in your course. Begin by clicking the Edit Content link

for the applicable course section.

barner | Ec&%cntent

| Manage your course content

This opens the Getting Started: Modifying an Existing Course page. A short introduction appears
in the main content window. To begin adding headings or content, click the green plus sign at the

top of the left navigation pane. To edit existing content in the navigation pane, right-click on the
content you want to edit. A menu will open. Click on Modify to make any necessary changes.
Notice the other options in this menu. You can also move items up, down, or delete it altogether.

UNIT 1
WOR
'L\,_ * Modify

UNIT

EXCE " Add Child

UNIT Separator
POWE t Move Up

UNIT ‘ Move Down
ACCE

K Delete
UNIT
INTEC (© Hide

Work-Readiness Skills
Capstone Integration Project

Note! You can also perform the actions described here when you set up a
new course.

You have the option of adding four different elements to your course:

1. Table of Contents: You may want to type the table of contents of the book for your

students. However, since the TOC is included in the instructor support material
download as a PDF file, you can just as easily add it as a file (see below).

2. File: Include any files you wish, such as handouts or additional homework assignments

you have created.

3. Website URL: Point students to web pages with more information, or send them to the

Labyrinth Learning website to check out other titles and course options.

4. Other Tool/Asset: Here you can link assignments, tests, discussion forum topics, and

even students’ gradebooks!

The process for adding these various resources is quite similar. Following is a brief discussion of

each as well as an overview of some interesting and fun features.

Labyrinth Learning
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Table of Contents

Simply click the Table of Contents radio button to open an expanded window with more options
and a place to type your text.

@ Table of Contents:

Sub Title:

Jd|B 7
2 File: £ &M
© Website URL: = ‘Z;
0 Other Tool/Asset:

Display itasa?:*
Resource Name:*

Resource Description:

Set as Homepage:*
Release to Learner?

~ Format ~  Font family

G4 B jw@\mm‘évf{'

| = \

‘I EH3

© TextLink © Button

~ Fontsize v

/7

{Max. Length 20 Chars)
{Max. Length 35 Chars)
(NIA)
D Yes ©
@ Yes

No
7 No

The item will always appear at the bottom of the navigation pane.

UNIT 4
ACCESS 2013

UNIT S
INTEGRATING 2013

Work-Readiness Skills
Capstone Integration Project
TOC

TOC

Text links

Table of contents

The table of contents as
a button

Labyrinth Learning

Type your text here.
Notice the familiar
formatting commands.

Choose Button if you
want the item to appear
as the Unit designations
do on the navigation
pane. The options below
change depending on
your choice here.
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File

Simply click the File radio button to open an expanded window with more options.

~) Table of Contents:
@ File:
7 Website URL:

Other Tool/Asset:

*Opens in a new window.

Display itas a? :*

File Name:*
File Description:

Sub Title:

Release to Learner?

@ TextLink

©@ Yes

) Button

No

{Max. Length 20 Chars)

{Max. Length 25 Chars)

{NA)

Choose Yes to make
the file available
immediately to your
students.

Note that this screen is fairly similar to the Table of Contents window. Browse to your desired
file, which is in the My Files area. Then, decide if you want the file to appear as a text link or a

button. Click Submit and notice that the file is added to the navigation pane.

Website URL

Simply click the Website URL radio button to open an expanded window with more options.

_/ Table of Contents:
_ File:
9@ Website URL:

7 Other TooliAsset:

*Opens in a new window.
Display itas a? :*
Website Name:*
Website Description:

Sub Title:

Release to Learner?

9 TextLink

9 Yes

Button

No

(Max. Length 100 Chars)

{Max. Length 20 Chars)
{Max. Length 35 Chars)

| ova)

You can add any URL you choose, but remember that websites change frequently. You’ll want to
periodically ensure that the link is still good.

Labyrinth Learning
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Other Tool/Asset

Simply click the Other Tool/Asset radio button to open an expanded window with more options.

© Table of Contents: | SelectOne... [=]
P SelectOne...
- File: Assignments
©) website URL: GradeBook
_ Discussion Forum Topics
@ Other TooliAsset: 3
Tooltip:
Sub-heading:
Release to Learner? @ Yes

nk

~) Button
{Max. Length 30 Char)
{Max. Length 35 Char}

(MA)

O No

- Choose what you want to
attach and elLab will
open a new drop-down
menu with more options.

j Select One ﬂl
Select One
Lesson 2 Test

FPO3 Quiz
PPO4 Quiz
| PP05 Quiz
PPOE Quiz
PPOT Quiz

Editing Existing Content

You can also edit the populated eLab content. Let’s imagine we want to
manipulate Lesson EX04. First we click the Unit 2 link in the navigation

PPO? Quiz the navigation pane.

Here, we are choosing to attach a test. eLab will open another drop-
down menu, from which we can choose the desired test.

Lessan 3 Test We choose the lesson number, fill in the rest of the main page, and then
Lessan 4 Test click Submit. Just as with other items, the test appears at the bottom of

¥ Tum Edit Mode On

pane and then we click the EX04 link in the main window. Finally,

we click the Turn Edit Mode On button in the top-right corner of the window. You will see a

series of icons next to the text items.

Edit ¥ X-r—Delete

|
Add

Labyrinth Learning
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¥ EX04: WORKING WITH FORMULAS AMD FUNCTIONS

Student Exercise Files
EX2013 Lesson 04 Stiudent Exercise Files -

.
SR
X

Videos

Lesson E}ijer:ti-.u:-s.’|r £
Lesson Overview -

Owverview Presentation -
Learming Resources
S+ X

Working with Formulas and Functions -

=
T X
"R
Rt 4

"X

Creating Formulas -

Using Cell References in Formulas -

.1
TR

Maodifying and Copying Formulas

1

Displaying and Printing Formulas - .1

Using Formula AuteComplete

1

Using Insert Function R

Creating Formulas with the IF Function

X

It's pretty standard, really. If you do not want the Learning Objectives to appear for students, for

example, click the red X to delete this item. Let’s say you want to make a change to the Lesson

Overview area; click the green plus sign next to Lesson Overview. The next window to open

should look pretty familiar to you. You have five options:

Subheading: You can further organize the content by adding subheadings. Click the Edit button

next to the desired item and then click the Subheading radio button. Type your text and click

Update.

Content HTML Page: Want to type a text message for students? Do so here.

) Subheading:

© Content HTML Page:
_ File:

) Website URL:

) Other Tool/Asset:

J|[B 7 U #|E E = £ | styles ~ Format
¥ @a|Hi==| == | S
—QfE|x x|oH

Don't forget to view the overview presentation. It's important.

*
Opens a new page.

Resource Name*: | View the Presentation

Labyrinth Learning

Here we are prompting students to
view the overview presentation
with a simple note.
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And here’s what students see:

¥ EX04: WORKING VITH FORMULAS AND FUNCTIONS
Seudent Exercise Files

£X201) Lewson 04 Scudent Execcine Files

Lesson Objectrves
Lewson Overview

Mecview Presentataon

View the Presentation N

L & —> | Don't forget to view the overview presentation. It's important.

Students click the link and a new window opens with your note.

File: You can add files specific to a lesson by choosing the File option. When you click the Browse
button, the Attach File window opens. Here you can choose a file from your My Files area, or
click the Add New Files button to browse your computer.

Manage Folders and Files

&7 Amach File ? My Foider
Extra Credt Assgrments
& Create Folders = ] Word 2013 Fles

\

] w1l _Werk-Readiness_Sidis_Coaching.docx
1] wa1l_Concepts_Review_Answer_Key.doox
= [ [F) Excel 2013 Fles

4 AddNew Flles

x Delete

() ex13_WorkReadness_Sils_Coaching. docx
s Download File = 1) s 01

1] oell_WorkReadness_Sidlis_Coaching, docx
X Close 1] ce13_Capstone_integration_Project.docx

L fﬂ Publsher’s Fles

In the Add New Files window, drag and drop the desired file onto the gray bar (Firefox and
Chrome) or click to open a dialog box. Choose your parent folder, which is the folder in the My
Files area where you want your new file to be stored, and click Add. The Add New File window
closes. In the Attach File window, place a checkmark next to your file and click the Attach File
button.

My Folder

L Work-Readiness_Skills|
] Capstone_Integration|
|_| FE Extra Credit Assignments
é--,_, Word 2013 Files

,_, wd13_Work-Readines:

&7 AtachFile 2]

4 Create Folders

4 Add New Files

. Delete !
x oL wd13_Concepts_Revi
4 Download File 2| [ Excel 2013 Fies
i ex13_Work-Readinesd
S - 71 =

Website URL: Instead of creating a URL to be placed on the navigation bar, you can set it to
appear within a lesson’s content. The process is the same.

Other Tool/Asset: Just as you saw earlier, you can attach assignments, tests, and students’
gradebook to lesson-level content. This way, the item will be available to students from their
Content areas of eLab.
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Editing the Le

Drag-and-Drop Feature
A new item may not appear in the lesson area where you would like it to. No problem! You can

drag and drop it to another location.

¥ DX COLLABORA TING N EXCEL "X

» { X L
s Sonating & Slab x|| Concepts Review Quiz .~ + X
' , x
¢ * .

Fonerromomyy T EXMaQui X .
Over §ilen o Linda ) . EX13 Tost

eBeWebssstoanimgtent® 2 [ SRERAESS TS
Cont veew Guia *x f s " *

RO w v Work-Readiness Skills Website - X

IXMQ W <

Hover your mouse pointer over the item until you see a four-way white arrow symbol. Then, just
click and drag the item to the desired location. When you’re ready, just click to set the location
and then click the Save button to the right of the lesson title.

Important! Don’t forget to click Save.

My Profile, Settings, and Change Password

In the My Profile section, you can view the profile you created when you signed up for eLab. Click
the Edit button to make any changes, and note the mandatory fields. In the Settings section, you
can create course categories and create alerts for students. The Settings area is organized by

tabs.

Course Categories Alerts

Course Categories
The Course Categories tab under Settings allows you to create, edit, modify, and rearrange the

categories used to organize your eLab courses. Here, you can rename or delete categories by
clicking the Edit icon.

Category Name: |S-.| mrned 2014

Category Display Order:
Category Widget Open: @ veg O g

Hide Category: Yes ‘@ No

Coc ] oo |

Just type the new name in the box and then click OK to save your change. Or, click Close to cancel.
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To move a course or course section to a different category, click the Manage link for that

course/section from the My Courses page and then go to the Edit Course Description tab and

change the category field. Click Save to apply the change.

Alerts

You can configure elLab to notify you when certain events have taken place, such as when

assignments or tests are submitted or when students join or leave your class. There is even an

alert for when a student has posted in the discussion forum and when you have new Course

Mail. Simply choose your desired options and click Save.

Course Categories Alerts

Assignment

Notify Me When

1. There is a new assignment submission

2. An Assignment has been graded by Teaching Assistant

Test
Notify Me When
1. There is a new test submission

Manage Students

Notify Me When

1. Anew Student has registered in your course
2 A Student drops a course

Discussion_Forum
Notify Me When
1. Anew posthas been added.

Course_Mail
Notify Me When
1. Anew mail is received.

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

Change Password

Changing your password is easy. Simply enter your existing password and then enter and confirm

your new password. Click Submit to activate your new password.

Labyrinth Learning
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Manage
The Manage link on the My Courses page gives you access to information about your course and
the ability to manipulate your current course. The Manage page has six tabs:

* Course Link and ID

* Edit Course Description
* Manage Learners

* Course Backup

¢ Delete/Reset Course

*  Welcome Page

e LTITool

Course Link and ID Edit Course Description Manage Learners Course Backup Delete/Reset Course Welcome Page LTI Tool

Following is the information your learners need to access your course.

Course URL: http://lms_labyrinthelab.com/addcourse. php?code=WeccbE4e5-3843

Course Code: WecbE4e5-3843

Course ID: 0B10

Course Section: 101

Course License key: N/A

Institutional License key: |

Time Zone: (GMT -4:0) Eastern Time (EDT)

Resource Sharing: Course/Evaluation Sharing Show Details %

-ommend that you copy and paste the course URL into the of an email and then send that email to your learners.

* Your learners can simply copy the URL into the address bars of their browsers to access higherL.
= Yourlearners then register. This course

their My Courses list

ded automatically to their My Course list. Learners who have already registered can simply log in. This course will be added to

Course Link and ID

Here you will find your individual course URL, code, and ID. If applicable, the course and/or
institutional license key will appear on this page as well. As noted in the Course URL section of
this document, you provide to your students via email or other means the course link. You may
also direct your students to http://www.lablearning.com, where they can set up an account
and/or enter the course code (and, if applicable, the license key) that you provide from this page.

Edit Course Description

A default course description has been created for you. You may edit it as you wish. You can also
rename the course and/or change the category, course ID (nickname) and section name. The
default course name is the Labyrinth textbook title. You can change this to any name you wish,
such as the course name at your school. Your new title will appear on the student and your My
Courses lists.

Tip! You may want to add a section name or number to help differentiate
sections of the same course that you are teaching. Remember that the
course section name or number is limited to eight characters.
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To edit the course description, simply click in the box and begin typing. When you are finished,
click the Save button.

. -~ [ e seomioanil sworevroindd | s Assign your course to
Category : a new category or
Cowse Naows ™ choose from the list.
Conrse © I Vs Lasgs 13 Cver F
Rename the course.
Conrse Sothon —
B/ U~ EESEE 2w o Pusgwn v TONTE : .
XuiEE I =®2 LE U= A% Add a section title if you
Coune Dsecipton dixxi2Na teach multiple classes of
ST SRS I IR R | the same course.
Sand Laroliment ABCAR Y. * O - W Yer \
Teme Zosa : = 1 Show A Tene Zoses » Edit the default course
description as desired.

Notice the familiar

Manage Learners formatting options.

From the Manage Learners tab, you can take four actions regarding your students: Move, Deny
Access, Drop, and Delete.

Move Deny Access Drop Delete

Following are descriptions of the various tasks you can take in the Manage Students section.

* Move: You can move a student from one course/section to another course/section
within the same category of courses. Only the student name is moved; no student data
regarding assignments or tests is moved. Moving a student means that the student
becomes registered in your new section. He does not have to go through the course
association process again.

* Deny Access: You can temporarily or permanently deny a student access to your course.
When a student who has been denied access to your course attempts to log in, she will
receive a note prompting her to contact you regarding her access.

Introduction To Computers (CIS-101-001)

Instructor: Molly Demo

Your course access has been denied.
Please contact your instructor.

* Drop: You may want to drop a student from your course. Simply click the Drop trashcan
icon for the applicable student. You can add a note to yourself to indicate why you are

dropping the student, if you choose.
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Do you want to drop this leamer from the course?.Building a Foundation with
Microsoft Office 2013 (BF153.012)?

Learner Name: John Biggs (jbiggs@1abyrinth.edu)
Notes:

This student is n 0 T in this course.

345/400 Cnar left

In the Manage Students table as well as in the gradebook, a dropped student is indicated

with a tinted color behind the name and a line through the name and email address. You
cannot undo a drop.

Tip! If a student is dropped from a course within two weeks of activating
his license key, he may use the same license key with full time allotted in
another course. Students may also drop themselves from a course and
retain full license key privileges if done within two weeks.

* Delete: When you delete a student from you course, all student data is wiped entirely
from the Manage Students table and the gradebook.

You can also create a customized column In Manage Learners to organize your students. For
example, let’s say you have students from different campuses. You can create a column for
different campuses and organize your students by campus name. To create a custom column,
click the Custom Column button. Type the name of the custom column (we’ll name it
“Campuses”) and click Save.

Course Link and D Eit Cour

5. Loarmer Mami

Custom Columa Mama: [Ca-- puses

1 John Biggs |Biggs ElatyminTedu 0T AN 1228013 Acthea 4

Next, click the Add New Campuses link and type the name of the campus, for example, “North.”
You can repeat this step to add more campus locations.

New Campuses:
Custom Column

| Maorth | {Msx. Length 30 Chars)

Add New Camp

= I
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Once you are done creating your columns, click the Close button to go back to the main Manage
Learners page. Next, select the campus from the drop-down list for each student and your
selection will save automatically. Now, go to the Gradebook, and the ‘Campuses’ column will
show up after the students’ email column and the campus location for each student will then be
visible.

Date Registered (PST) Course Status Campuses

Email

S#. Leammer Name

1 SamRodriguez  srodriguez@labyrinth.edu  07:50 AM 1212672013 Active | Select Campuses M|
Select Campuses

2 Karen OBrien kobrien@labyrinth.edu 0757 AM 12/26/2013 Active
South

3  Sonia Smith ssmith@labyrinth.edu 07:55 AM 12/268/2013 Active Select Campuses m

Another great feature under the Manage Learners tab is ‘Add Learner’. Here, you will be able to
add a new student to your course without having them registering themselves. Simply click the
‘Add Learner’ button and fill out the form with the student’s information. You can then input the
student’s license key or use your institutional license key, which will get filled in automatically.
Click the Create Learner button. The student will then appear in your Gradebook and will be able
to login and access the course using the email and password you set for them. It’s that simple!

Edit Course Description

First Name:*

Add Learner Last Hame:*

Email Address:*

Password:*

lisas2010@hotmail.com

zengwool@agmail.com Confirm Password:*

City:*

12345test@abc.com

Student ID:

Notify by Email::

[ send Registration Email

Home | License Key:*

@ lwillinput License Key.
() Use my Institutional License Key.

Course Backup

The Course Backup tab allows you to back up/archive your courses. All course information—
including assignments, tests, handouts, student submissions, gradebook, etc.—is archived. You
may want to archive a course so you can refer to the data later, if you need to do so for any
reason (such as if a student contests his/her grade, for example).
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To create a new backup file:

1. Click the Create New Backup button.
2. Enter a backup (archive) filename and click the Continue button.

This process will create a course backup file for your course Microsoft Word 2013

To create a backup file, please provide an archive filename and click Continue 10 begin The ﬂlename Should be

Archive Filename: Max. Langth 28 :.,./ at least 6 and no more
than 25 characters.

Pause while the archive file is created. When the archive is created, you will receive a
confirmation page.

3. Click the Continue button.
The next page gives instructions for downloading and viewing your course backup file.
You can delete the file when it is no longer needed.

= i name Ehale Crealed Rwmioeaed Irrirts

5 I 1208 P 1211B20N3

Delete/Reset Course

You would choose to reset a course section at the end of a class term when you want to remove
all student-related data but retain all of the assignments, tests, handouts, and other class
materials that you have created. Choosing Reset Course deletes permanently:

* The current populated gradebook
e Students’ submitted assignments
¢ Students’ submitted tests

Tip! Remember to change the available and due dates for existing tests
and assignments when you set up your next class section.

You would choose to delete a course section only when you want to completely and permanently
remove all student-related data as well as any and all assignments, tests, handouts, and other
class materials you have created. Choosing Delete Course means you will have to build your new
course section entirely from scratch.

Welcome Page

You can add a welcome page to your eLab course to help acclimate your students. Various
templates are available. Just choose a template from the Select a Template drop-down menu to
see a preview with default text. Using familiar editing and formatting tools, you can easily create
a custom welcome page for your course.
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Seloct a Template:

mpiate 4 -

J ’u"‘ ‘t’@ Styles v Paragrach v FortFamly « ForntSoe -
XplEEirka o e S A-2-
—-.1@ xx QOHS3

WELCOME TO MICROSOFT WORD 2013 -

Page Coatont: R kLab Training Course provides Guick familarization with  the elLab LMS. Administrators, Instructors and :

% el elab Learning Management System 10 manage courses efficiently and effectively. Being web-based and hostt
B -“’ are handied cirectly by elab (use the ‘Contact Us” button , The elLab LMS is an easy-to-use solution offering ac
-’: (icfucing adds and drops), course payment and Beensing (a5 needed) assignment manager
"I andgradedeokfunctions, and cther useful features. It's designed as the simplest, easiest L0 USe Marning man
4 the marked, useful both for instructers handiing individual COurses and administrators managing Mmultiple cours:
. ’ ¢
« " '
Page Tie: Microscl Weord 201
Page Keywords: Woed 2013, Word, Microsol Word, woed-grocessing, onkne leaming management system, leamng management syatem, leaming managsment
Pape Description: Leam about Microsolt's latest ves of Word - NucrosoR Word 2013 - wth Latymnth eLab

Click Save to add your welcome page.

Giving Students Access to eLab

There are two ways to give students access to eLab. You may use either procedure.

Course URL
Provide to your students

. ) Microsoft Word 2013 (WD178-015)
via email or other means Assignments |~ Tesls | = Gradebook | "'."I'E'n'r'GE Leamer | Edit Content
the course URL, which can

be found in the Manage area of your course section. From the My Courses page, click the
Manage link. Then, if necessary, click the Course Link and ID tab. Copy and paste the course URL
into the body of an email message and then send that message to your students.

Course Link and ID Edit Course Description Manage Learners Course Backup Delete/Reset Course Welcome Page
Following is the information your learners need to access your course.

Course URL: I http://ims.labyrinthelab.com/addcourse php?code=UkB3V4d3-2509 I

Course Code: UkB3Vv4d3-2509

Course ID: CIS-101

Course Section: 001

Course License key: N/A

Institutional License key: JFU-ELAB-90C1259

Students click the link in the email and are sent to the eLab homepage, where they can then set
up their accounts and register. Once their accounts are set up, your course will be added
automatically to their My Courses/Evaluations page.
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Course Code

In lieu of giving students the course URL, you can provide the course code (see the previous
illustration) and license key. In this case, send students to http://www.labyrinthelab.com. There
they can fill out the Create an Account form and click Create My Account. The next screen that
appears will be the My Courses page. Students click the link that appears.

You are not currently enrolled in any courses.
Please click here to add a course.

Next, they enter the course code and license key and click Add Course. Students are now
registered and logged in to your eLab course.

License Key
Labyrinth offers three types of license keys for eLab courses, as outlined in the following table.

eLab License Keys
License Key Type Details

Single Course Purchased with the textbook (bundled); for use by one
student with one elLab course

Unlimited Course Purchased separately from the textbook (in the
bookstore or from lablearning.com); allows one student
to register for an unlimited number of eLab courses
within two years of the date the license key is initially
activated

Institutional Purchased by an educational institution in blocks of 5, 25,
100, 250, 500, or 1,000 uses

Once students have registered, they enter the license key on the Add Courses page. If your
school has purchased an institutional license, you must provide that license key to your students.
All students use the same institutional license key.

Labyrinth Learning Page 32



Tests

elab provides premade tests and the ability for you to create custom tests from a bank of

predesigned questions. Five main types of questions are available:

* True/false and multiple choice

* Sequence

¢ Matching

¢ Simulation

* Hotspot (Office 2007 and QuickBooks only)

True/False and Multiple Choice: Students have one attempt to complete each of these question
types, but they can change their answers multiple times before committing their final answers.

Question 3: A manual page break can be removed automatically by Word in some cases.

Answer:
A O)True

B. (False

Question 1: You can format text by changing the font in the Font dialog box; for example, you can change the

Answer: > .
A. (O line spacing

B. O type size

C. (O paragraph indents

D. O tab stops

Sequence: In sequence questions, students drag and drop the steps needed to complete a task

into the proper order. They have one attempt to complete these questions. Students must click

Submit Answer after completing these questions.

Question 11: Pt e 150wINg seps Mo the oct sequonce (1-4) 10 unch the Query WiZard for 3 selecied tadie

Labyrinth Learning
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Matching: In matching questions, students match the items in the two columns by dragging and
dropping the item in the left column to the appropriate item in the right column, or by entering
the item letter in the right column to the appropriate box in the left column. Students have one
attempt to complete each of these questions. Students must click Submit Answer after
completing these questions.

Question 14: Match each Access query term to its definition.
Dymamic - Changes with each use to provide up-to-date information ]
Query Wizard - A tool that waks you through creating a query
Query Grid A paleite of rows and columns designed to hoid fields |
ncluded in & quéry
Creeria ™\ Conditions

Simulation: Simulation questions are designed to give students a realistic computer
environment. They click buttons, menu items, select text, etc. in the simulation just as they
would in an application. Unless specifically stated otherwise in the Task Description of how to
accomplish the task, students can use any path available in the application to complete it (for
example, menu commands or keystrokes). Students have three opportunities to complete the
task presented. Once they click the Continue button in the Task Description window, they must
complete the question in its entirety and cannot skip to another question and then return to the
previous question.

Task Description

Use the Parts Ordered by
Cusstomer query to set
critena to display only
those parns codered by
customer number 3 -
Fouth Cofee, Run the
Quary. Then, close the
Quary without saung
changes

Note: Keyboad shottouts
may not be used for this
task
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Hotspot (Office 2007 and QuickBooks only): In hotspot questions, students complete a short
task in an application. Hotspot questions are designed to give students a realistic computer
environment. Students click buttons, menu items, etc. on the screen just as they would within
the application. Students can use any correct path unless specified to accomplish the task;
however, the steps are linear and must be performed in a specific order, which is defined in the
Task Description. They have two attempts per step or task within each question. Once students
click the Continue button in the Task Description window, they must complete the question in its
entirety and cannot change their answers. Students must click Submit after completing these

e d9-0)= Area July dth Celebrations - Microsoft Word Table Tools (i
Home Insert Page Layout References Mailings Review View Add-Ins. Acrobat Design Layout L2
g select - | | B8 inetseiow | i floar 8 E== A= J Al
2 View Gridlines || o0 Winsettert | Espitces | Sz <M | EHEE — ZY 4 converttoTent
= Delete  Insert - Text Cell Sort
3 Properties = -'-";oeve [ Insert Right | S3splitTable || Fd AutoFit ~ =l = = pirection Ma:gms " & Formuia
Table Rows & Columns - Merge Cell Size » Alignment Data
o) e p 3 EE O — . —
I Participants
Last Name First Name Week Phone Email
Number
Alonzo Juanita 5 660-992-8877 jalonzo@ccbnet.net
Berg Jason 1 212-445-8875 jberg@atin.net
Chin Kasey 3 441-754-9632 kchin@gbg.net
Polacco sam a4 66-787-1122 samp@colado.com
Spencer Amy 2 303-222-8888 aspencer@earth.net
| Task Description

Use the Ribbon to insert a table row above the row
‘with the cursor

Continue

i W [EEEROTT oo

Question Library and Test Library
elab features two libraries of test questions: the Question Library and the Test Library.

Question Library
The Question Library includes all Concepts Review questions (10 true/false and 5 multiple choice

per lesson), test bank questions (at least 5 of each true/false, multiple choice, matching, and
sequence) which are also included in the instructor support material download, and simulation
guestions. To view the Question Library, click the Tests link on the My Courses page and then

click the Question Library button.
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Click the + sign next to a folder to iew and select questions
=[] Building a Foundation with Microsoft Office 2013
e ) s
+ wo02:
@ | : wWo04:
* Woo6:
=1 unr 2

Questions are organized into units and lessons. Click the plus or minus signs to expand or
collapse areas. Notice the option buttons on the left. You can add your own categories and even
create your own test questions.

Add New Question
Question Category: ‘ Select Category |‘ﬁ
Question Text:
Question Type: ‘ SelectType 1;]

Points: {Max. Length 3 Char)

Image: || _Browse...

Learner Feedback:

Test Global Settings

The Test Global Settings feature lets you set various fields that are used when creating new tests,
and apply these settings to each new test or batches of new tests without having to populate the
fields each and every time. To set the Global Settings, click the Global Settings button on the
main Tests page.

On the Test Global Settings page, choose the settings for the fields that you wish to use when
creating new tests. When you are finished making your selections, click the Save Settings button
to save your choices.

To use your global settings when creating new tests, click the Create New Test button. If you
have set up your global settings, you will see a checkbox titled “Use Global Settings” at the top-
right of the Configure New Test page. Check this box and your global settings will be applied to
your new test.

Use Global Settings

If you wish to change any of the global settings for a particular test, you can do so by changing
the settings in any of the fields in the Configure New Test window.
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Test Library

The Test Library includes prebuilt tests that are ready for you to publish for your students.
Lesson-level and unit-level tests are available. Test question types include true/false, multiple
choice, matching, sequence, hotspot, and simulation.

You can navigate to the Test Library one of two ways. You can click the Tests link under your
course section on the My Courses page, then click the Test Library button at the top-left of the
test table. Or you can click the Tests drop-down menu and click the Test Library link to go there
directly. Click the Use link next to the test of your choice in the far-right column of the Test
Library to set up your test.

Step 1: Configure Test. Enter the fields on the Configure New Test page or check the Use Global
Settings box to apply your saved settings and edit whatever you wish. When you have finished,
click Next to move to the second step.

Step 2: Choose Questions. The next page shows all the questions that are included in the
prebuilt test. Concept Review questions will have a CR logo at the end of the question.

You may remove questions from the test by checking the checkbox to the left of the question
and clicking the Remove Selected Questions button located at both the top and bottom of the
qguestion window.

Search:

Question Text

7] Microzoft Excel can be used o create detailed charts. B3

Answer: ' True K False

J Microsoft Excel does not allow you to work with reports created in other programs 0
Answer: ¥ True +' False

Click the Show Question Library To Add Questions button to display the Question Library where
more test questions are stored in category folders.

Show Question Library To Add Questions

To add questions, check the checkbox next to your chosen questions and click the Add Selected
Questions to Test at the bottom of the Question Library window. To hide the Question Library
again, click the Hide Question Library button at the top of the Question Library window. When
you are finished choosing questions for your test, click Next.
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Step 3: Edit Point Values. The third step allows you to change the point values. You may change
the point value for any individual question or for all questions of a certain type. You can also
shuffle the questions and answer options. When you have completed this step, click the Save
button to complete the prebuilt test setup.

You may add more than one test at a time to your course. To add prebuilt tests in batches from
the Test Library, check the checkboxes next to the tests you want to add. This will activate the
Use All Checked at the top-left of the Test Library window.

Uncheck All | Use All Checked | Advanced Sort

# Test Hame Availability
1 ACOT Quiz Always Available
2 ACOZ Quiz Always Available
3 [} ACO3 Quiz Always Available

You can also click in the Check All checkbox to select all the prebuilt tests in the Test Library. A
pop-up box will ask you if you want to apply your global settings to all the selected tests. Click No
if you prefer to apply the settings to each test manually.

When you click Yes to apply your global settings to all the selected tests, the next box will ask you
if you wish to make edits to your global settings. Click Make Edits to change any of the fields in
the first step of each of your chosen tests and click the Save and Next button to edit the next
test. When you have finished editing the settings for the last test, click Save. You may also click
Save to save the tests with your current global settings.

Creating a New Test
To get started, click the Tests link under your course section on the My Courses page. Then, click
the Create New Test button in the test table.

Step 1: Configure Test. The Configure New Test section is organized into four subsections: Test
Settings, Score Settings, Security Settings, and Gradebook Settings.

In the TEST SETTINGS section, input the test name and description, as well as details about time
limit and availability.
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TEST SETTINGS

Test Name: Mar Largs 29 G

Test Type wloct =

Rsarhn® SHS VAR = & § RiFe v Pwegach v Foafandy - FoeSze v
XQalA=i= E Ve Jem A2
—ZixxI0OHS

Set 2 Tine Linvit for Test @ Yes L I

If you choose No for
the time limit option,
the Time Limit Is box

Tine Lindt Is (Mnetes)

® Pause Tiet € Dscononct Ocours

will disappear.

Choose the number of
times (1-10 or un-

Togr Onfons: Keep Timer Going ¥ Disconnect Ooouns
Avaiabaty Winsow: @ Aways Avsllable Fied Duration
# of Atlempts: ~=

Selective Release: Yor # N

nstast Questica Feedback: @ Yes @ Mo

Ind of Test F oediback: Yes & No

limited) that a student
can take the test.

Note! While dashes and periods are permitted in a test name, the
following characters cannot be used: ", "~ %7A=[]\{} |<>.

The Timer Options section allows you to specify how the eLab test timer will behave if students
lose their Internet connection and/or are ejected from eLab unexpectedly. If you want eLab to

stop the timer if a student leaves a test in the middle of a session, choose the Pause option.

If you want the test to be available to students at any time, leave the Always Available radio
button selected. Click in the Fixed Duration radio button if you want the test to be available to

and due from students on specific dates.

Availability Window: ® Fixed Duration

(EST) Time:

O Always Available

Date Open: ‘121;v7§‘: 0 (vl [AM[¥v]

Date Close: (&) €sT) Time: |[12[v]: [0 [»] |AM[¥]

(EST)

(EST)

In the SCORE SETTINGS section, you specify details about releasing test grades and feedback to

students.

Release Score to Learners: o Yes No

Release the score after the availability window ends
@ Release the score immediately after learner completes test

Release Answer Details to
Leamners:

@ Yes No
© Release answer details after the availability window closes
Release answer details immediately after learner completes test
¥! Show question text and answer choices
Show Correct Answer
v Show Feedback
Show answer selected by leamer
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The option to release scores to students is set to Yes and “after student completion” by default.
If you keep this setting, eLab will release the scores immediately upon completion of the test.
You can change this default setting.

You can also choose exactly what type of information is made available to students. The
preceding illustration shows the default settings. You may choose any of the three option boxes
for releasing test answer details to students.

The SECURITY SETTINGS window allows you to set a password for a test. You determine the
password and then give that password to students during the class session when the test is to
take place. Or, you might email the password to students at the appropriate time.

Password Protected Test: ® Yes () No

Enter Password:

The final subsection in the Configure New Test window is the GRADEBOOK SETTINGS section.
Here you determine how this particular test will affect students’ final grades.

Attempt Used: Highest Score |¥%

Activate Test: ® Yes (O No

Display in Gradebook: ® Yes (O No

Points Weight: 1

Display Score As: () Raw Score  (5) Percentage

From the drop-down menu you can choose which student score to use in grading, if you allow
multiple attempts at the test. If you choose Average from this list, you cannot manually change
the grade in the gradebook later. The preceding illustration shows the default settings for
gradebook options. You may alter these as you see fit.

If you have set up Global Settings, you can check the Use Global Settings checkbox in the upper-
right of the Configure New Test window and all the settings you saved will automatically be
applied to your new test.

Click the Next button at the bottom of the screen to move to Step 2 in the test creation process.

Step 2: Select Questions. Click the Show Question Library to Add Questions button. A tree-
structure diagram will appear that organizes questions into units and then lessons.
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[?[ Bullding a Foundation with Microsoft Office 2013

5 ) war s

Since we are creating a test for Excel Lesson 2, we can click the plus sign next to this lesson to see
the available questions.
Tip! You can click the checkbox next to a lesson or unit folder to choose all

questions in that folder.

Place a checkmark in the checkbox next to the desired questions. Notice the colored boxes next

to the questions. They indicate the question type.

|HS Hotspot

Ma Matching

ME Multiple Choice
8 Sequence

[ Simulation

\TE, True/False

When you have selected all desired questions, click the Add Selected Questions to Test button.
Notice the question box overview under the buttons. It updates as to show you at a glance how

many of each question type you have chosen for your test.

TOTAL QUESTIONS SELECTED: 15
Hotspot: O Matching: O Multiple Choice: 6 Sequence: 0 Simulation: 3 TruefFalse: 6

In the question table beneath the overview is a preview of your selected questions. All questions
are chosen for inclusion in the test at this point. You can remove a question by clicking in the
checkbox next to it and then clicking the Remove Selected Questions button.
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Remove Selected Questions

Search:

Question Text

[¥] You use [Ctrl]+[S] to access the Symbol dialog box. @

The small CR icon next to a question indicates that this is a Concepts Review question taken from
the book. The small F1 icon to the right of certain questions allows you to preview the question
prior to deciding if you want to include it in your test.

DAﬂeryou delete a defined name, the cells that use the name in a formula will display an error message. @

Answer: +/ True # False
[]Inserting the date as causes itto show today's date whenever the documentis open.
Answer: #text  afield # a database # anumber

[[] Separate chapters by use of

+/ amanual page . #® auto- # the Research
break % a bulleted list numbering pane

Oinserta Symbol@

Answer:

Step 3: Validate & Publish Test. The final step in the test creation process is to review the test
guestions and make any final changes. You can change the default number of points per question
type or shuffle the questions/answer options.

Tip! You can update the points for individual questions or for all questions
of the same type in a test (e.g., all simulation questions).

Use the Update Points section to change the number of points possible for the different types of
guestions in the test. As you enter numbers into the boxes, the Total Points section updates
automatically so you can track the total number of points possible for the test.

Total Points: 34

Update Points

TruelFalse Muitiple Choice Simulation

{Msx. Length 2 Char)

This test has a total of fifteen questions. The Total Points at the top-right corner is the sum of the
default points per question, where true/false questions are worth one point each, multiple
choice questions are worth two points each, hotspot questions are worth five points each, and
simulation questions are worth six points each.
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Total Points: 105

Update Points
TruefFalse 5 Multiple Choice 5 Simulation 15

{Msx. Length 2 Char)

Now the instructor has altered the default points per question to make the test worth 105
points.

Use the Full Credit or Partial Credit section to set whether or not students can earn partial credit
for simulation and hotspot questions. Students are given three attempts to complete the task in
a simulation and two attempts to complete a task in a hotspot question. If you wish to give
students full credit on a question as long as the task is completed within the allotted number of
attempts, then choose Full Credit. If you want to deduct points for missing one or more attempts
before successfully completing a task, then choose Partial Credit. If you get confused about these

wn
|

options, click the circled “i” icons next to each for a reminder.

Full Credit @ O

Partial Credit @ ®

The Test Configuration section is where you make your final decisions regarding your test. The

Random Select option allows you to essentially create a unique test for each student. eLab will
randomly choose questions from your pool. This option works particularly well if you choose a

large number of test questions, as there will be a greater chance that no two tests have exactly
the same questions in exactly the same order.

Use the Shuffle Question option to have eLab randomly place the same test questions in a
different order for each student. All students will be tested on the same questions, but the
qguestions will appear in different orders on each test.

Finally, use the Shuffle Answer option to have eLab randomly shuffle the answer options for
multiple choice questions.

The last step is to set the test status. From the Status drop-down menu, you can choose Pending
(the test is available to you but not to your students) or Published (the test is available to
students).

Tip! A published test with fixed duration (set start/stop time) will appear
in students’ test tables. They can even click the link in the table to open the
first page of the test. However, they will not be able to start the test and
elLab will display a note that the test is not yet available.
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Test Configuration
[“] Random Select © Number of Questions: |15 ‘ Points: |36

+ Shuffle Questions [[] shuffle Answers

Status : Pending [w]
Published
Pending %

TruefFalse|6 /& Multiple Choice 6 /6 Simulation 3 13

Once you have set all of your options, click the Save button. A pop-up Content Repository
window will appear. From here you can easily copy your new test to different sections or

courses.

Content Repository:

TO copy this test 1o another course/section, select the course/section below and dick
OK. I you do not wish 10 copy this test diick Cancel

Microsoft PowerPoint 2013 (PPT120-001)
Enter new test name (Max Length 20 Chas
Microsoft Access 2013 (AC140-002)
Microsoft Access 2013 (AC140-003)
Microsoft Excel 2013 (EX165-010)
Microsoft Exced 2013 (EX155-011)
Essential Computing Skills & Builging a Foundation with Microsoft

Duilldtinm » Easmmabinm with Llisenn af A n A047 BE1ET A4

OK CANCEL

" - Testname Lesson 5 Test already exists In the course(sysectio

m

You will also be given the opportunity to make edits to the test, adding or deleting questions for
the other course(s). The test will now appear in your test table and, if you chose the Published

option, in your students’ test tables.
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The Tests Table

You can view all of your tests, whether designated as Published or Pending, in the Tests table.
Just click the Tests link. Like all other tables in eLab, the Tests table is sortable. Following is a
partial screen capture from a larger course tests table. Notice the Status column. The Pending
tests will not appear in students’ test tables. The blue, underlined text indicates hyperlinks; you
can set these tests from Pending to Published or vice versa by clicking on the hyperlinks.

@C’El’.t New Test ﬁ Question Uibrary @ Test Lideary @ Gicbal Settings Search: It F '] m
Checx All | Delete | ECSAX Checked | Acvanced Son
| “ Ovder Test Name Avallabiity Date Avaliable (NUT)  Date Due (NUT) States Test Type Leamer Results  Functions
1 v CA Test 1 Food Duation 1200 AM 02012014 1200 AM 08102014  Puliiinged Lesson Test e PR VX
2 YA QA Test 2 Faed Duration 1200 AM0S012014 1200 AM 081102014 Pushiahed Lesson Test View >R TR
3 v OATast3 FaecDwaton 1200 AMOS022014 12200 AM 08082014 Puslisned Lesson Test Vi >R EX
4 YA Test 11 Rways Acalable . Panaing  Pracice Exercise Vi s R ) x
Testng Step 28 3 Aways Available — — Penang  Practice Test View ramEX
6 YA ECS010ucEd  Aways Ailable — Putlished Concept Review Qui Yipw TR LX
ECS02 Que® Aways callable . Pystished Concept Review Quiz View TR X
8 Y A ECS02 Que® Aways Avallatle — — Pusiiineg Concept Review Quiz Vigw M2 A X

Tip! Click the Edit IZI icon to change details about the test. Also, you now
have the ability to download or print a test.

This test table is sorted in the order the tests were created.

Notice the links next to the Test Library button:

[] Check All | Delete | EditAll Checked | Advanced Sort

. Use Check All to place checkmarks in
the checkboxes at the far left of the Tests table. When you do, the Check All link changes to
Uncheck All and the Delete link becomes activated. You can choose to delete all or multiple tests
with one final mouse click.

The Edit All Checked link also becomes activated when you checkmark tests. It lets you edit
multiple tests at once. Choose the tests you want to edit, and click Edit All Checked to edit any of
the settings in each test. Click Save and New to save the changes and move on to the settings of
the next test, and Save when you have finished editing the last test.

The Advanced Sort link allows you to view the Tests table in different ways. You can choose up to
three levels of sorts.
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Sort by:

SelectField [l | Ascending [»
Select Field [ | Ascending |m|
Select Field v|| | Ascending &

T T

Finally, notice the Order column. You can use the triangles or the number boxes to set the order
of assignments displayed in the Tests table. First, click the Order column heading. Notice that the
black upward-facing triangle becomes a downward-facing triangle. The entire column has been

reordered. In the Order cell for each test, you can click the up and/or down triangles to move the

test one space at a time. Or, type the numerical location in the box next to the appropriate test.

Click Save. All subsequent numbers will filter down accordingly. If you leave the page after

making a sort and then return later, your sort will still be in place. eLab saves your sorts. This

works just like the Assignments table.

From the test table, you can take multiple actions:

1.

ok w

Change the status of a test that has not been taken by any student yet (Pending to
Published, or vice versa).

Edit any test settings (but not questions) for any test, or edit (add/delete questions) for
tests not yet taken.

Reset a test to make it available to students again.

Copy a test to another course section.

Delete a test entirely.

View student/class test results.

Notice the Learner Results column. Click the View hyperlink to move to a page with test results.
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Tarat Naame Word Lesson 01 Test Total Taken )

Tast Type: Lesson Test ARl B ATEEL 1

Duration Time Limit 8

Avosoay indow. w3 Cston
Date A vt Tharsaay 26 Decemoer 2013, 1200 Al (PST Score Pots. Grade

Date Dwe: Tuesday 31.Decemser 2013, 1200 AM (PST Avetage Scone: e W41

Maimgm Possile Ponts: 29 Max Score. <7 W 2ew

Reset A Allempts: e Score: 24302% L

Subwre A In Progress E
Abampls. ’

Search: e -
58 Farst M L st Maarmar Diader Afbeerngpibed [P5T) Podmts | arned Perooalege Grade ¥ of Aftempts
1 Soni) ST 08 22 MM 122482012 273329 Ba24% 1
F B oud Mo Mk
3 T M
4 K Cranig Of &4 MM 1224201) ITe 1% 1
4 Beils 08 29 A 1224201) 242329 B19% 1

N/A grades are not counted in final grading.

If you manually change the percentage score for a student’s test, the new percentage grade will
appear in red.

The TEST INFORMATION section in the top-left portion of the screen is a recap of the test details
you set when you created the form. From this section, you can choose to reset the test for all
students. You will be asked to verify your choice. In the top-right portion of the screen, the TEST
STATISTICS area, you can see how many students have taken the test. Just below this section is
the SCORE STATISTICS area. Here you can see the average, minimum, and maximum scores.
Finally, the bottom portion of the window is a table of all students in your course section. Click a
name to move to a particular student’s test results page.

e
Taul Mamag: Ward Leanen DY Tant Todsl Takaa- %

Taut Typec LEiben Tie Averape AHempts:

Dwratioa Teme Lamst: [

N W it e ——
Ut /s ¢ adlabiier. Thwrd-2dy 28 Dacadriber 2000, 1200 A (PST Soon P 1B

Dt D Tisdesy 31 Dacaenisar 2003, 1200 4 (PSY Averag SCode oty ] BTN
Blacarres Pos i Pl ) Rlice S o) B4 2d%

T——— Bl e 3 a1

St AN I Prograss

Attemgin: e

Cute Alermpéed (P5T] Poimtn | srned

O S AREII1E 73V e 2a% 1

Here is Sonia’s test information page. From this page, you can view her results, extend her due
date (if the test was not yet completed), or submit her results. For more details about Sonia’s
performance on the test, click the View link under the View Result column.
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The top of the window gives general test information, statistics on Sonia’s attempts, and a table

showing the types of questions in the test. The bottom portion of this screen shows even more
details.

This illustration shows the details of two questions in the test. Note that you can view how much
time was spent on each question, the question type, feedback (page in the book where the
answer can be found), and the total points earned. You can even add feedback for the student.
For example, you can give a helpful tip on an incorrect answer or praise a job well done on a

difficult question. For true/false, multiple choice, and simulation questions, the correct answer
also appears. A similar table is made available to students.

Note. Keytowd shoncuty

Two features that provide answers to the simulation questions are Playback and Show Correct.
Playback is a recording of the steps the student took to complete the given task, while Show
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Correct demonstrates the correct method to accomplish the task. More than one Show Correct
link may be provided if there are multiple ways to complete a task.

Editing Completed Tests

If you need to edit a test after at least one student has completed it, you will be limited in what
can be edited on the tests. The only settings that can be changed on a test after one or more
students have completed it are the settings that are found in Step 1 of the Test Creation Wizard.
You cannot change any of the questions on the test (Step 2 of the Test Creation Wizard) or any of
the settings located in Step 3. If you choose to edit a test after at least one student has
completed it, click the Edit button from Tests Table. This will bring you to Step 1 of the Test
Creation Wizard where you can change any of those settings. There will also be a View Questions
button that allows you to view the questions on the test as well as the settings from Step 3 of the
Test Creation Wizard.

Step 1
Confgure Test

CONFIGURE NEW TEST

TEST SETTINGS

To edit batches of tests, check the boxes beside each test you want to edit, or click in the
checkbox beside Check All to choose all the tests. Click Edit All Checked and on the Configure
Test page, you can go through each test and change any field that you wish and click Save and
Next to move on to the next test. To apply the global settings to each test, click in the checkbox
next to Apply Global Settings at the top-right of the Configure Test page. When you have
completed editing the test settings of the last test, click Save.

Change Test Availability Dates for Individual Students

In the event a student is unable to take a test during the original window of time you set due to
illness or other extenuating circumstances, you may want to change the dates of availability for
just that individual student. On the main Tests page, choose the test you are using and click the
name of the student for whom you wish to change the availability dates. In the Test Information
window, there is a Change Availability Window link in the Student Date Available section. Click
this link to change the availability and/or due dates and save your changes.
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Test Information
Test Name:; Word 2013 Lesson 03 Test
Test Type: Lesson Test

Duration Time Limit: —

Availability Window: Fixed Duration

Course Date Available: Thursday June 5, 20114 12:00 AM (EDT)
Course Date Due: Monday June 9, 2014 12:00 AN (EDT)

Student Date Available: Thursday June 12, 2014 12:00 AW (EDT) v’ .
Change Availability Window

Student Date Due: Monday June 16, 2014 12:00 AM (EDT) o
Maximum Possible &0
Points:

A red asterisk in the Date Attempted column by the student’s name will indicate that the
availability dates have been changed for that student.

Tist N Word 2013 Lesson 03 Test Total Taken: "

Tast Type: Lasson Test Average Alempts: 1

Duration Temse Limit:

UCUUR
Date Avadable: Thursday June 5, 2014 12:00 AM (EDT Score Points Grade

Date Due: Monday June 8, 2014 1200 Al (EDT) Average Score: 3D 55%

Maximum Possible Points: 60 Max Score: 3480 55%

Reset All Attempts: . Min Score: 3350 5535

Submit Al In Progress
Anempls:

Date Attempted (EDT)

1 Sonia Smen A [T
2 John Smith 11:13 Al 050872014 3360 5% 1
|

Resetting Tests

There are several reasons why you may need to reset a test for students. For example, perhaps a
student lost her Internet connection while taking the test, or perhaps you want to allow a
student to retake a test that he did poorly on the first time.

Simply click the Reset link in the main test table. A confirmation screen will appear; click Yes.
That’s it! The test has been reset for the student.

What Your Students See

In the student view, a test is visible only after you choose Publish from the Status drop-down
menu. If you created an open test (one that is available at any time) student will see the Start
Test hyperlink in the Test column. If you have created a test with a fixed duration (start
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date/time and close date/time), then students will see the test listed but will not be able to take
the test until the available date.

Tip! Open tests are available to students immediately. Fixed duration tests
are available only on the day(s) you specify.

Test Opea (PST) Test Closed (PST) Tesl Status
Word Lesson 01 Test 1200 AN 122672013 1200 AN 12312013 view Aftempts 931%
Word Lesson 02 Test 12:00 AW 12262013 1200 AN 01032014 Star Test -

Excal Lesson 01 Test Stad Test

Excal Lesson 02 Test = - Siad Tesi

Only published tests are visible to students; pending tests in your tests table are not.

Concepts Review Quizzes

The premade Concepts Review quizzes, which mirror the Concepts Review pages in the printed
book, are available from the Content area in eLab. Students simply click the Content link and
then navigate to the appropriate unit and lesson number. The Concepts Review Quiz appears at
or near the bottom of the lesson content page.

¥ WDO01: INTRODUCING WORD BASICS .~ + X

Lesson ()Q),N(tvl'\. X
Lesson Overview .~ + X
Overview Presentation -~ X
Leaming Resources .~ + X
Videos .~ + X
Presenting Weord 2013, * %
Viewing the Word 2013 Window -~ %

Opening Documents -~ X
YWorking with the Word 2013 Intedace. <~ X /
"X

Customizing the Quick Access Toolbar

Nayigating in o Yord Document. Navigating with the Scroll B
Navigating with the Keyboatd ~ X
Closing Documents ~ X

Sating o New Document £
Typing and Editing in Worg -~ %
Getting Help in Viord 201)

»
WOO1 Quiz x

Students can access the Concept Review quizzes from either the Content area of eLab or the
main Tests page. In the Content area, each Concept Review quiz is listed at the bottom of the
lesson content list it pertains to, and on the main Tests page, all of the quizzes appear as a list.
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Taking Tests
When students click a link for a test, they are taken to a page that describes details of the test.
Students can read the description and decide if they want to begin the test at that time or later.

Lesson 8 Final Test

Test Description:

Complete all questions in this test to the best of your ability.
This is an Open Test

Time Limit : 45 Minute(s).

You have 1 attempt(s) remaining for this test.

For fixed duration tests, time begins as soon as the Start button is clicked.

At the top of every test question page are navigation buttons that students use to move from
guestion to question, to save answers, to view the test timer (if applicable), and to submit tests.

Question 1 out of 15 ! » i Completed 0 of 15 ime remaining: 00:44:38]

For most questions, students simply click or drag to indicate their answers and then click the
Next button. For simulation questions, students click Start, complete the task, and then click the
Submit button in the pop-up window that appears.

Students can also click the Previous button to go back to an earlier question and change their
answer (depending on the question type).

Important! Students must click Submit after completing any hotspot,
simulation, matching, or sequence question. If they click Next, they will be
allotted zero (0) points for the question regardless of performance.

When students reach the last question, eLab will display a prompt to click . They will
then be asked to confirm that they are ready to submit the test. The next screen, then, shows
their performance.

FINISH
You have successfully completed the Test.
You obtained: 32/ 36

Your score is: 88.89%
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Test Feedback - What Your Students See

Students can receive much information about their tests based on the options you choose. Now
that Karen has submitted her test and received her final score (shown above), she wants to see
more details. From her Tests table, she clicks the View Attempts link under Test Status.

Weord Lesson 01 Test

Dl Opan: 1200 AM 12282013 [PET)
Dt Closa: 12000 AWM 12012013 (PET)
Tima Limit - 80 Minute(s)

Yo hiarv 0 alemplis] remaining tor Tis test

Karen OBrien's Attempts

Allenpli Dtz Atbisimiphisd (PET) Potdils Cainied Paiiasiilage (i adi
1 Gidd AN 122612013 2720 BI1% Wi Fisaghed

Below the recap of the test details is a table showing the total possible/total earned points, and
the percentage grade. Karen can get even more information by clicking the View link.

Match each keySoard key wilh IS nyAjation result
Answer: Right amow kay | Inserion point Moves one chacacter to the rght

[Cri] » right arrow ey  Insertion point Moves one word 10 e right

[End] : Insertion point moves 1 the end of the line -
Q5 [C¥1] = [End] : Inseron pairt Moves 10 Me end of he document WDt Matching 2011255505 00 —

WD01.15
Answer Provided  Righl arrow key : Insertion point moves one character to the right
[Cart] = right arrow kéy  InSedion oMt MOoves one word fo !ha nght
v [End] | inserson point moves o the end of the line
[Cw] « [End] . Inserbon point moves % e end of the document

Customize the Quick Access Tooloar

-
N Playback: Answer
\ BlaBack Show Cousdlansnecl

Q7 WDO1.  Simwlstion - 55

Here is a portion of a test answer table. Karen can see that she answered question 6 correctly.
The Feedback column shows the page in the book where the topic of the question is discussed.
The simulation question in number 7 provides both a Playback link with a recording of the

student’s answer, and Show Correct links that demonstrate how to accomplish the given task.

Fixed Duration Tests
A fixed duration test is visible to students after you create and publish it, and is available to take
only beginning at the specified date/time.

If an unforeseen occurrence happens while a student is taking a test, he cannot restart it from
the beginning — but he can pick up where he left off. If the test has a time limit, the timer will
continue to run. If necessary, you can reset the test for that student.
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Assignments

There are two types of assignments in eLab: standard assignments (prepopulated or built by you)
and Project Grader/Quick Grader assignments. Click the Assignments link to create and manage
various homework tasks, practice exercises, extra credit assignments, lab assignments, and more
for your students. To add a new assignment, simply click the Create New Assignment button at
the top-left corner of the window. The Adding a New Assignment screen allows you to add

various details about your new assignment.

Create New Assignment
The first section of the Adding a New Assignment screen allows you to make assignment settings.

Give the assignment the heading
/ and title of your choosing.

Assignment Settings

Heading:
Assignment Title:

r Assignment Type:

Designate the—"|
assignment using
a default type, or
one that you
create.

Description:

Maximum Points:

7

-- Select ane -- |Z|

d|/B F U aee = = E| styles - || Paragraph - | Fort Family  ~| Font Size -
=i e X ST G e |fF O (A - -2 E
= —QCHIZEIAHIRE

Type a description of the assignment here.

(MNotice the familiar formatting options.)

Fath: p

(Max. Length 3 Chan

7

Full Credit upon Submission:

(Max. Length 75 Char)

(haz. Length 100 Chan

@ Yes No
-~

Indicate the total points /

possible for the assignment.

Have elLab award full credit points at the
time of submission regardless of

Indicate when —_{| pate avaitable:
students can

begin submitting

the assignment
and when it is due.

@ Publishto All Learners

Select # of Files to Attach:

&,

Publish to Select Learners

performance.
Set Assignment Dates: No Assignment Dates @ Set Assignment Dates
(5] (mm-da-ymn) Time: | 12[=]: 0 [=] am[=] €0
Diate Due: [Z0] (mm-ddynnd Time: | 12 E HI| E Al E (EDT)
Allow Late Submission: Yes @ Mo
Allow Resubmission: Yes @ No
Assignment Status: @ Publish Pending

To change the default and make an assignment \Attach up to fifteen files
available only to some students, click Publish

to Select Learners and choose the desired

students.

Labyrinth Learning

with your assignment.

7/
Choose to allow late

submissions or resubmissions.
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You may not want to set dates for an assignment. If this is the case, choose No Assignment
Dates. The Date Available and Date Due sections will disappear. If you choose this option,
students may submit their assignments at any point during the course. This is particularly useful
for open-entry courses.

Note! While dashes and periods are permitted in an assignment heading
or title, the following characters cannot be used: ", "~ %2=[]\{} |<>.

Late Submissions

The Allow Late Submissions option is set to No by default. If you choose Yes, you can allow
students to submit their assignments after the due date and up to a certain date and time.
Simply click in the Yes radio button and the Late Submission Date box will appear.

Allow Late Submission: @ Yes () No

Late Submission Date: (5] cmm-dd-ynend) Time: |1 E|: 0 E| AME {EDT)

Resubmissions

Similarly, if you want to allow students to resubmit an assignment, click in the Yes radio button
for this option. A drop-down menu will appear, from which you can choose the desired number
of resubmissions (up to five). You will also need to set a resubmission date for your students.

Select # of Resubmissions: | - [+ |

When an assignment is resubmitted, an asterisk (*) indicating an ungraded resubmission will
appear next to the grade for the first submitted assignment. The asterisk will appear for both
you and the student.

S&. Points Earned Percentage Graded / Attempts

1 Eliana Rognique; erodriquez@stugent [ableaming com 07:41:AM 0610212014 810" 80 % 12

It is important to note that this allows all students in the class to resubmit an assignment. Later,
you will see how you can choose to allow only individual students the option to resubmit after
you have graded the original submission.

Attaching Files

You can attach up to 15 files to your assignments. Examples of files you might attach are scanned
copies of the exercises from the Labyrinth book (as PDF files, perhaps), student exercise files, or
any supplementary files you have created. Simply choose the number of files you want to attach
from the drop-down menu. A new section of the window will then appear, from which you can
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specify the files and even give them unique names. (By default, the exact name of the file you
upload will appear in the Filename box.)

Select # of Files to Attach: 2 |z|
File; Filename:
1 [ Choose File | Ma file chasen (Max. Length 75 Chan
2 | Choose File | Mo file chosen (Max. Length 75 Chai

The second section of the Adding a New Assignment screen allows you to make score settings.

Release Score to Learners: @ Yes No

@ Release the score after the availahility window ends.
Release the score immediately after the assignment has heen graded.
Release the score immediately after the feedback has heen viewed.

Release Feedback to Learners: @ Yes No

@ Release the feedback after the availability window ends.
Release the feedbhack immediately after the assignment has heen graded.

If you choose No to either of these options, the “Release” radio buttons and text disappear.

The third and final section of the Adding a New Assignment screen allows you to make
gradebook settings.

Attempt Used: Highest Score |w.
p grie \\ . . .

" : o Determine what score is used for grading

Activate Assignment: ) Yes (U No . .
purposes, if you allow multiple attempts
Display in Gradebook: © Yes O No at an assighment. If you choose Average,
Points Weight: ] grades cannot be manually changed in
: = the gradebook.

Display Score As: O Raw Score ® Percentage

If you choose Yes next to Activate Assignment, then the assignment grade counts toward the
students’ final course grade. If you choose No, then the assignment grade is not considered in
final grading, but the assignment grade isn’t completely deleted. You can change this setting later
if you choose.

Project Grader/Quick Grader Assignments

elab comes prepopulated with a variety of Project Grader/Quick Grader assignments. For these
exercises, students complete a series of tasks, and then eLab automatically grades their
performance. For more information about Project Grader/Quick Grader assignments, see the
Assignment Library section of this user guide.
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Finishing Up

After you have filled out all of the sections to your specifications, click the Save Assignment
button. Pause while eLab uploads your assignment. All assignments are listed in a table that you
can sort in ascending or descending order by column headings, including Heading, Assignment
Title, Assignment Type, Date Available, Date Due, or Late Submission Date (if applicable).

C=] Create New Assgnment : g AP
B Sy [ A ) csecne souc ST - |
Checx All | Delete | ECAAIChecked | ASvanced Son

Notice the black, upward facing triangle in the Date Due column heading. The table is currently

sorted in ascending order by this column. Click to sort in descending order.

Tip! Click the Edit IEI icon to change details about the assignment. You
can even extend the due date for an assignment that is past due.

Notice the links below the Create New Assignment button:

| CheckAll | Delete | Editall Checked | Advanced Sort

Use Check All to place checkmarks in the checkboxes at the far left of the Assignments table.
When you do, the Check All link changes to Uncheck All and the Delete link becomes activated.
You can choose to edit or delete all or multiple assignments with one final mouse click.

The Advanced Sort link allows you to view the Assignments table in different ways. You can
choose up to three levels of sorts.

Sort by:

Select Field (%]l | Ascending []
Select Field [v]| | Ascending [v]
Select Field [&]| | Ascending [w]

Notice the Order column. You can use the triangles or the number boxes to
set the order of assignments displayed in the Assignments table. The default
numbering order is set according to when the assignments were created.

To change the order, first click the Order column heading. Notice that the

black, upward-facing triangle becomes a downward-facing triangle. The entire
column has been reordered. In the Order cell for each assignment, type the desired number to
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set the order. If you leave the page after making a sort and then return later, your sort will still be
in place. eLab saves your sorts.

Now, take note of the Submission column.

All Submissions

Graded Assignments have been posted by
All Submissions students and graded by the instructor.
Graded

All Submissions
Graded .
it ’/A55|gnments have been posted by students and one or more of

Submissions the submissions have not yet been graded by the instructor.
No Submissions,

All Submissions \
e No students have submitted their

All Submissions .
Graded assignments yet.

Tip! To find ungraded submissions more efficiently, you may sort your
assignments by the Submission column so that all of the Ungraded
Submissions move to the top of the page.

Click any of the three Submission column links to go to the Assignment Information page for the
applicable assignment. At the top of the page you will find an overview of the assignment as well
as statistics about the class’ performance on that assignment. Students’ names will appear in a
table at the bottom of the page. If they have submitted the assignment, their names will appear
as links.

e ELE AGSIgNE Teals Manage VW 33 Laarmad E Conbant

e [

Hepdng ECS Lesssa 01 Tatal Submisaions: 1%
Assignmant Tith: Rsinforce Your Skalls ecs13-0101a Graded: il
DesCriptcna: T Average Poinls Earned: ]
MaxEmum Pointsc 10 [hax Poisis Eanmed: -]
Date Avadable: Friday 23 Uay 2014, 12200 A4 (HUT Llin Points Eamaed: -]
Dtir Dus: Worday 9. 2014, 12200 AM (FUT) HVRTEge AEmpLs: z
Late Submission: ot allowed

& o Reraplemissacat Alowad: 1

Rersubimi s sion Dabe: Tharsday 12 June 2014, 12200 &M (HUT)

wssagament Files; =

58 First Rame =] Harme Dale Subemitied [NUT) [Podnts Earned Percenlage Graded | Atlempls

OTA1.AM DEO2R01E anpe B0 % L
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Here, you can tell the students who have submitted their assignments. In the Graded/Attempts
column, you can also see how many attempts at the assignment they have submitted and how
many of those attempts have been graded. Click on a hyperlink name to view an individual
student’s assignment, provide feedback, and more.

iradag: Wiond 2013 Liddan 1 T ———
Avugarmen! T Rismicros Vour Sl WO $-R01 e
Devcrphos: Averagpe Poims fansas 1
[t B gkl orrdiy 20 Depdie ey 20N 12040 M PET . W
Dt Doger Friday 3 nalry 2374, 1200 AN (3T
1l Posrts [ armedt
el Ciale & rladiir Rkl Dbl NN 1208 Al FET - N
(ke Svadatily Window Bove it AT 1
Ykl Ciple g Freday Laeaty 2374, 1200 AN FRY
————— e
B of R el Tariail i ARriced (I8, ¥8 o B33
FEREEA —— F—— e
[
Campuney
lrm Krpaglrres sae -r'\.I
|mm¢!sw|:n;ﬂl.
Fross—y]
Oaie Sebmufied:  201)-12-24 11 1704 (F57) Sebmaaicn Tipe:  hicimus
TS Lo = — Loarsa Roten | Mo bl Py fegwn e 0 W Ladkadn 31 Y331
. B It

WAL ST Files R B ) -rkatd sa M Ll Fies il B Tik I 1 T

B

St 231

T Al
Srigt | by of = Predy. Ba7sed §
¥t L e

[

Li-geand -'.'E“J-.'_-\.I'H:: e i MG e Craded

The instructor is now reviewing John’s submission. Notice that in addition to providing feedback
in the form of a text note, the instructor can also upload her marked-up versions of John’s
submission. That is, she can download John’s submission, make edits and comments, and then
upload her version for John’s review.

Notice the Allow Resubmission checkbox near the top of the window. If John did poorly on this
assignment, you can allow him (only) to resubmit his assignment at a later date. Checking this
box affects only John’s privileges, not those of the entire class.

Finally, notice the Assignment Statistics section in the top-right corner of the window. As more
and more students submit their assignments, these numbers will change, giving you valuable
information about the performance of your class on various assignments. The Total Submissions
field shows 3/5, which means that three out of five students in the class have submitted the
assignment. The Graded field shows 3/3, which means the three submissions have been graded
(but not necessarily reviewed and commented on by the instructor).

After you have completed grading the student’s assignment submission, click the Save & Back
button at the bottom of the page to go back to the Assignment Information page to grade other
students’ submissions. If you clicked on the student's NG grade via the Gradebook, which took
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you to their assignment submission page, when you click the Save & Back button, it will take you
back to the Gradebook.

Editing Multiple Assignments

Rather than editing each assignment one at a time, you can edit assignments in batches. On the
main Assignments page, check all the assignments you wish to edit and click Edit All Checked.
Make your desired edits in the first assighment and click Save and Next to move on to the next
assignment. When you have finished editing the last assignment, click Save Assignment to save
all of your changes.

Global Settings

The Global Settings feature allows to you set various fields that are used when creating a new
assignment. By using this feature, you can easily apply these settings to new assignments that
you create without having to populate each field every time. To use this feature, you must first
set the global settings. To access the global settings, click the Global Settings button from the
main assignment page.

My Courses ECS001-ECS-BAF

Gradebook Assignments Tests Manage

i=| Create New Assignment E‘::d
Dﬂ Assignment E[E] Library Global Settings

From the Assignment Global Settings page, choose the settings for the fields that you wish to use

when creating new assignments. When you are finished making your selections, click the Save
Settings button to save your choices.
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To use your global settings when creating new assignments, click the Create New Assignment
button as was discussed above. If you have setup your global settings, you will see a checkbox
titled “Use Global Settings” at the top right of Adding a New Assignment page. Check the box and
your global settings will be applied to your new assignment. If you wish to change any of the
global settings for this particular assignment, you can do so by changing the settings in any of the

fields in the Adding a New Assignment window.
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Assignment Library

The Assignment Library is populated with prebuilt assignments that you can use in your course.
For your convenience, we have included all end-of-lesson exercises (Reinforce Your Skills, Apply
Your Skills, Extend Your Skills, Transfer Your Skills, and Critical Thinking & Work-Readiness Skills)
as well as the Additional AYS exercises that appear in the instructor support material download.
Also included is a selection of Project Grader/Quick Grader assignments. Project Grader/Quick
Grader assignments are great because elLab automatically grades students’ assignments, saving
you valuable time.

Tip! If a customizable assessment or Project Grader/Quick Grader exercise
requires a student data file, that file is attached to the assignment for you.

Simply click the Assignment Library button to see a listing of all available exercises.

’ Hoaceg Assigameat Tithe :‘*_‘:‘-m' ::’-"Am :Jp-;,m- :::"s-u-smom <
1 ::‘AQ’QQI’I5;C13LQ!5CP Reirdotce Your Sy PPOTROY Penang
2 Z:"o”‘"’ 2013L08500 o torce Your Suits PPO1-RO2 Penang 2 = ;
3 ?-1:&0'9:\.’-'::1“.“;,, Reinforce Your Salis PPOT-ROD Penang Ue
4 ;’f“'o‘:"" 201IL085C0 L och, Your St PPO1-A01 Penang o e
5 ‘;,“*'93'"'::” LeSSON  Lopty Your Sits PPO1-402 Penang
[ :f"'&“'"’ AIILNEE  Lorh Vour Sils PPOT-ACY Penang o
7 GowePOINZOTIILANNA  Erena Your Siills PPOTEDY Penang
8 :f"mmm 2013 Lesson Extend Your Suills PPO1-E02 Penang = Us

Powe®Point 2013 Lesson

1 Trangfer Your Siams PPO1.TOY

Pendang

PowerPoint 2013 Lesson

10 o Transtes Your Sials PPOY-TO2

1" ;;1:“&3"'! i Toots Sor Musioans Presentanon B Penang ]
12 ;‘;Mf"-a-ﬁ‘. 2013Le3500 o oimtorce Your Suais PPO2-ROY Pensng - - -

13 ?;Aﬂo:’m’:““} LeSS08  Reintorce Your Sulis PPO2.ROZ Penang

14 PowerPoint 2013 Lesson Relnforce Your Sislls PPO2-RO3 Penan; - - Uas

02

The “PG” or “QG” indicates a Project Grader/Quick Grader assignment.

This is just a portion of the exercises in the assignment library for a course. To add an assignment
to your course, just click the “Use” link. The next window that opens should look familiar to you.
It's quite similar to the Adding a New Assignment window. eLab highlights the fields that should
be filled in and even opens a pop-up reminder (which you can dismiss permanently if you wish).
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Assignment Library

Please choose a setting for the highlighted fields. All other fields have been set to their
defaults, though you may change them if you wish.

[] Please do not show this message again.

Following is the Assignment Settings section of the Edit Assignment Screen for standard

prepopulated assignments and Project Grader/Quick Grader assignments. Areas boxed in red are
required fields. (The Score Settings and Gradebook Settings sections are the same as those for
assignments you create and do not include required fields.) Fill in the required fields, make any
additional changes to default settings for other fields, and then click Save Assignment at the

bottom of the screen.

Heading:

Assignment Title:

Assignment Type:

Descrption:

Maximum Points:
Set Assigament Dates:

Date Available:

Date Due:

Allow Resubaission:

Assignment Status:

May Attach:

[ ] Max. Lang™ 3 Crar

Mae Lengss 75 Cha

P03.R02 Max Langs™ 109 Crar
J B Z U axiEERE st - Paagraph = FootFamdy = FootSoe
==t iE « A 1}']\9 A.z. 2@
o —2wE2I A HSAD

Compiete the Remforce Your Skills PP03-R02 exercise on page PP03.39 of your Labyrinth
Leéeaming textbook

Path. p
Full Credit upon Submission: Yes @ No

No Assignment Dates  © Set Assignment Dates

[ | R imea0ery Time: 1 [=]: 0 [«l AM[s] ST

Allow Late Submission:

Select # of Files to Attach:

Select Number of Files Student

| 88 imemstny Tme: 1 [w|: 0 [« aM[s] PsT)

Yes © No

Yes @ No

D Pubish _® Pendin |

Tip! If you neglect to complete one of the required fields, eLab will let you
know by displaying an alert window.
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There were problems with the following fields: x

m Please provide the date due.

Adding Multiple Assignments

Just as you can edit batches of assignments, you can also add batches of assignments to your
course. To do this, check all the assignments you would like to add, and click the Use All Checked
button located at the top-left side of the Assignment Library page.

Assigameats >> Assignment Lidrary Search: ol AN Frelds . m
¥ Uncheck All | Use All Checked | Aovanced Sort
Headng Assignment Title :::::mﬁl ?!.l;) Avadabie ‘l::)m (l[.[:)m;m Date Use
¥ 1 Access 2013 Lesson 01  Reinforce Your Skills AC01-R01 Penaing
2 Access 2013Lesson 01  Reinforce Your Sialis ACO1-R02 Pencing ’
¥ 3 Access 2013 Lesson 01  Reinforce Your Sidlis AC01-R03 Pending
¥ 4 Access 2013 Lesson 01  Apply Your Skilis AC01-A01 Penaing ».

Assignments == Assignment Library

#| Uncheck All I|UseAIIChecked|| Advanced Sort

Click Yes in the pop-up box if you want to apply your global settings to all checked assignments,
or No in order to set all of the settings for each assignment manually instead. To edit the global
settings in any or all of the checked assignments, click Make Edits. Make your desired changes
and click Save and Next at the bottom of the screen to move through the assignments. When you
have reached the last assignment and finished editing, click Save Assignment at the bottom of
the screen to save all your changes. You can also choose to keep the current global settings for all
assignments by clicking Save in the pop-up box.

Project Grader/Quick Grader View!

Project Grader/Quick Grader assignments include a subsection under Assignment Headings that
lists the steps in the exercise. You can review the steps and then adjust the points available for
each if you like. You can also allow partial credit for steps having multiple tasks.
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¥ PROJECT GRADER

Configure Steps Points
1 SN ACCSS and open ACO3_Staing_File. Save e datadase a5 ACO3_Sutawmed_File in e 100000 SCA0MMS Dy yOUr inshucioe 10

2 Create 3 foem using Form Design and the Saic list hom the Workstasons tadle, Piace all Balos on b foem

3. Agustthe latel controls for T ComputertD, Categaey, 303 DatePurchased Heds %0 D8 3 WIEN of 1.125° AZust all lat COntrols 10 3 wiah of 1.25° Move the lade a0
CoOtrols 10 the rght 0 Bay Degin 3t 1° 60 B hortzontal ruler. Move the ComputenD 1adel Control down 30 It 2agins 31 0 .57 00 the vertical ruler. Move the Madel fabel
Control domn 3o A Deping 3t 17 ca the vertCal ruler. Wove all Ofver laDels et control Redas 50 they have theee rows of dots Detween hem (in order ComputedD, Model
Type. Catagory, Cost DatePurchased 3s pee Final Figure)

4 Select 3 text controls and w30 e Progeny Sheet 12 change e Back Colkor to Yellow W0
5 Adpsthe wicth of e ComputenD et control 1o 0.3757. Change the Mocel ladel conteod texd 80 Modet # Delete the DatePurchased lasel contrel 10

6. Disgday Mo form Neacectootr $0cH20 Use the Propany Sheet 10 30ust e hesghl of e 0™ NEICH 3re3 10 17 In 1 536 NAITE! 3003 590 2 tfe Control that 10
Inckodes P texd Rartan Cinic E3st For e 588 control. 3qust the Haight 1o 0 57 the Ford Size to 35, e Font Cobor 10 Dark Bius, 300 T Back Color 1 Yelow. Save
the form as Workstations

T Select e User Namas Ladie 3nG Men create 3 B Using e Form tulton Decredse the wicth of e Mrae teat controls 10 357 Modly the form Beader 10 Guspiay User
Names for Computers. Use e Lagoot View 12 move the Locaticn ladel and et contrels aSove User Name. Delete e oxtra ladel 3nd texdt controls Selow User
Password Save the form a5 User Names for Computers. Dispiay e form in Form View.

8. Creats 3 foem using the Form Wizard 2ased offt the S Tadie that ne Hame, Version, Price, and Purchaser 50)3s in thes order. Sefect e
Juiified form Layout Use the name of Som L Display B foem's Gesign Agply the Skoe heme, 3qust the 1aded and test Saics 10 3°. and disglay
the form in Form View. Save the form.

10

Total: 80
Allow partial credit for steps having multipie tasks. ¢ Yes No

Again, when you’re ready, click the Save Assignment button at the bottom of the screen. On the
next screen, you will see the assignment on the assignments list.

Late Subenisson
(PST) Date (PST)
Y 3"-5'-'”':"’ :f::‘]g’;’a’s""’ Putlished All  Homework - :iiil:;;,djz View >l - B
Gl el e O T T s o 3
T ::?”:“_‘%g” WorkwitFoems  Pending Exra Crecn ;gl?g;‘;'" ;g?ﬁ;;" o 208 I

Prepopulated assignment

Project Grader/Quick Grader assignment

Original assignment created by an instructor
What Your Students See —Standard Assignments
Students view assignments in a table by going to the assignments area.

Assignments

Assagnment litle

Assignment

ECS Losson 01 ?{ﬁ;‘i.:l';'.‘_‘}'_l;_:;;iﬁ HOmework ;i;\g;’o‘u g\grgg;;u

ECSLesson 01 HoowWwoUk ;ggg:o‘u gigg;o‘u 3

ECSLesson 01 Homework ;?,gg;:;u nggg;‘u

ECSLesson 01 ?—:ff" Yoyt Solls 20813 Lab Assignment éﬁﬁ%‘u gg'gg:o‘u T, ;::_mr_ %

Notice in this assignments list that Sonia’s grades on various assignments are posted. She can
easily access instructor feedback by clicking the View Submission links. Now, though, she wants
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to work on the Excel Lesson 1 lab assignment. She clicks the Submit Assignment link. When she
has completed her work, Sonia selects the number of files to upload and clicks Submit

Assignment.
Heading: ECS Lesson 01
Assignment Title: Apply Your Skills ecs-0101
Description: Complete the Apply Your Skills ecs-0101 exercise on page ecs01.26 of your Labyrinth Leamning textbook.
Maximum Points: 20.00
Date Available: -
Date Due: =
Late Submission Date: Mot Allowed

Resubmission Date: =
Assignment Files: —

Total Attempts Remaining: 1

Submit Assignment:

Select # of Files to Attach: =

Notes:

-]
by
=
k
[l
i
[
il
il
]

| & % |E O [ | Fontsie -

Sonia has options here. If applicable, she can type her response to the assignment in the text

box. Or, if she chooses, she can upload a discrete file. She simply chooses the number of files to
attach from the drop-down menu.

Select # ol Files 1o Attach: 1 [=l

Filis Filename:

! [ Choose File | No Bs chosen Liax Lasgth T8 Cias

Now she simply navigates to the applicable file. The name of the file will appear in the Filename
box automatically. Sonia can change this name if she wants to.

Now that Sonia has submitted her Excel Lesson 1 assignment, she wants to take a closer look at
her results on Apply Your Skills WD01-A03.

Weed 2013 Lesscn  Ré L WDO1- N — 12.00 AM 12,00 AM S niaalan 1t TR

A Lab Assignment 12232013 01032014 LN SRS 00 95%

Weoed 2013 Lesson = ar o 0100 AM 0100 A4 - 1820 -
A Y Yo Sx WDO01-A0 (22 0 —— View Suhmission

1 QR TORN RS VYRR MENCE 12232013 04062014 R NS00 0%

When she clicks the View Submission link, eLab opens the Assignment Information page. From
here, Sonia can read any notes from her instructor and view the marked-up versions of her work.

Tip! If resubmissions were allowed, Sonia would resubmit from this area.
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Assignment Information

Heading: ECS Lesson 01

Assignment Title: Apply Your Skills ecs-0101

Description: Complete the Apply Your Skills ecs-0101 exercise on page ecs01.26 of your Labyrinth Learning textbook.
Maximum Points: 20.00

Date Available: Friday 6,March 2015, 12:00 AM (PST)

Date Due: Friday 13,March 2015, 12:00 AM (PST)

Late Submission Date: Mot Allowed

Resubmission Date: -
Assignment Files: —

Total Attempts Remaining: 0

Attempt 1
Date Submitted: 03/06/2015 10:50 AM (PST)
Submission Type: Mormal

Learner Notes: —

Submitted Files: 1. AYS_WDO01-AD3.docx

Instructor Files: —

Feedback: Great job on this assignment, you are picking up this material very well!

Grade: 18/20.00 — 90%

What Your Students See - Project Grader/Quick Grader View!

When your students click the assignment title for a Project Grader/Quick Grader assignment, the
Assignment Information window will appear with an Instructions file and Starting File. Students
simply click the links to download/open and use the files.

Assignment Information

Heading: ‘Word 2013 Lesson 01
Assignment Title: Insert Text and Convert a File
Description: To complete this exercise, download the attached files

your completed file to your instructor via eLab.

Maximum Points: 20.00

Date Available: Friday 6 March 2015, 12:00 AM (P3T)
Date Due: Friday 13,March 2015, 12:00 AM (PST)
Late Submission Date: Mot Allowed

Resubmission Date: -

Assignment Files: 1. WD01_Starting_File
2. WDL1_Instructions

Total Attempts Remaining: 1

The Instructions files are always Word (.docx) documents. A Starting File may be in Word (.docx),
Excel (.xIsx), PowerPoint (.pptx), or Access (.accdb), depending on the exercise subject. Students
read the Instructions file and complete the tasks in the Starting File, saving the file with a new
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name if instructed. When students are finished working, they click the Submit Assignment

button.
Select # of Files to Attach: 1 [+]
File: Filename:
- [ Chaose File | No file chosen {Msx. Length 75 Char)
Notes:
B I U= |ZiZ|EEEE| & ¥ | © & |Fontsze -
T T T

If desired, students can leave a note to you about their assignment.

It will take approximately five minutes (give or take) for eLab to grade the assignment and post
the results. The Grade column will show either NG or the final score.

Whord 2013 Lesson " 1208 AN 1200 A 5
fafilg Exfra Credil . . Gk
1 Ll 12T E A4 L

ns e Tem apd Cony

. S0
100%

As you can see, Sam did very well on this assignment (and lucky for him, all of the points are
extra credit!). He can view the results of his assignment by clicking the View Submission link.

Attempt 1
Date Ssbmitmed: 2013-92-30 13052
Submission Type Normad
Learner Notes: -
Submitted Flles: 1, WDO1_Sudbmitied_Fite.coc
Instructor Flles:
Feedback:
s Task Instrection e
Type the tat rom Figure 01-01 after e first pararaph in e Socument Uake sure 10 019535 [Enter] once immechately afer the woed 110
characler n the frst pacagragh
2 Convertthe cocument from e docx format 1o Microsoft Word 2003 ( ¢oc) format 110
Grade: 202 (

Here Sam can see how the points were allotted for his assighment. He can also click the
Feedback File link to download a file with even more information, including comments on his

submitted file.

The Feedback File has two features:

e Result Summary: This tab shows the same information that is shown on the Assignment

Information page (see preceding figure), presented in a slightly different manner.
e Annotated Solutions: This is where Project Grader/Quick Grader really shines. The

Labyrinth Learning

illustration below shows an annotated solution file from an Access PG/QG assignment.
Students can view their submitted assignment with comments inserted where they did
not execute tasks correctly. The comments are designed to help students understand

what they did wrong.
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Below

Sales Team Member Aprif May June tr2 Total Average? 5 A
! v i Y a verag The IF function should be used to create a formula in
Tales Bouras 1400 1760 1520 4680 cell F12 that compares Talos Bouras commissions
Leisa Malimali 350 30 480 _50 Below | [for June and Ap_ril._Tht? Below should be displa_yed if
. . ~ |the June commission is less than (<) the April

Brian Simpson 1190 1200 1340 4230 commission. Leave the cell blank if the June
Arny Wyatt 210 400 550 1170 Y |commissi T_he workbook shnu_ld h_e sav_’ed with the

R formulas displayed as shown in Final Figure 03-02.
Monthly Total 3150 3440 3440 10030 (Refer to instruction 8)

Average Total Commission 2508

Tip! Project Grader/Quick Grader assignments on Access will include two
final files: the results summary and the annotated solution file from the
student. Project Grader/Quick Grader assignments on Word, Excel, and
PowerPoint will have one file with the summary included.

Project Grader Fraud Detection

Project Grader Fraud Detection is a new elLab feature meant to detect possible cheating by
students. For Project Grader/Quick Grader assignments where students download a starting file,
elab now encrypts the starting file with a security token unique to each student’s eLab account.
Students are not made aware of its presence, and it cannot be seen or altered. When a PG
assignment is uploaded to elLab for grading, the system checks to make sure that the security
token of the submitted document matches the eLab account. If a student submits a starting file
or completed project from another student, the security token will not match the student’s eLab
account and the PGFD will insert the following message:

The Starting File used to complete this exercise was not downloaded from the same eLab account
it was submitted to for grading. The file you submit for grading must be the same starting file
that was encrypted with a security token from your eLab account. This file is encrypted with a
security token from a different eLab account. Zero (0) points are recorded for this submission.

This message will be put in the Feedback File for the assignment and the student will receive a
grade of zero for the submission.

An alert does not necessarily mean the student cheated on the PG assignment. It’s possible the
student may have had the starting file emailed to him by another student and he completed the
assignment on his own. Or he may have received the completed project from another student
and submitted it as his own. It is ultimately up to the instructor to determine the reason for the
discrepancy and how to handle it. The instructor could allow the student to redo the assignment
using the starting file in his own account and resubmit it in eLab, grade the assignment manually,
or, if it is found the student really cheated, let the zero grade for the assignment stand.

Tip! This feature only works for Project Grader assignments where the
student downloads a starting file. It does not work in PG assignments
where the student begins with a blank document. Also, this feature is only
compatible with Microsoft Office 2013 projects; it will not work with
Microsoft Office 2010 projects.
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Homework Grader

Homework Grader is a new feature specific to the Payroll course that allows students to
complete the Payroll Practice Sets A, B, and C exercises in eLab and submit them for automatic
grading. Once the assignment has been submitted, students can see their grade and view details
on the correct answers and points earned for each exercise.

Homework Grader assignments can be identified in the Assignment Library by the blue “HG”
icon.

Heading Assignment Title

[[l1 Chapter1 Practice Set 143
[[l2  Chapter1 Practice Set 18 B3

[[l3  Chapter1 Practice Set1c B9

Each practice set includes between 7 and 13 exercises. When you choose to use an HG
assignment, there is a Configure Exercises subsection within the Edit Assignment section. This
subsection lets you view the exercises included in the Practice Set, the default number of points
for each exercise, and the default total number of points for the entire Practice Set. You can also
choose which exercises to use in the HG assignment for your students. To the left of each
exercise is a check box that is checked by default. Simply leave it checked if you want to use the
exercise, or uncheck the box to exclude the exercise from the HG assignment.

‘\ HOMEWORK GRADER

Configure Exercises Points
Uncheck All

= PSa1-1Define Paystub Elements 1.00
-|- PSa 1-2 Identify Compliance with the Fair Labor Standards Act
=k PSa1-2 Use the Internet to Explore the Circular E 5.00
PSa 1-4 Complete Form 55-4 Preview | Show Correct
PSa 1-5 Complete Form W-4 Preview | Show Caorrect
P3a 1-6 Complete Form |1-9  Preview | Show Correct
PSa 1-7 Create an Employee Earnings Record Preview | Show Correct

Total: 52

Enable Check My Work: ) Yes @ No
Set a tolerance for calculation errors: ) Yes @ Mo

You have the option to change the point value of any exercise. For point value fields that are
white, like those for PSa 1-4 through PSa 1-7 in the figure above, you can do this simply by
deleting the default point number and entering your desired number of points into the field.
Notice, however, that the point value fields for PSa 1-1 through PSa 1-3 are gray. When the point
value field is gray, you cannot change the point value of the exercise within that field because
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this means that the exercise is broken down by question and each individual question contains a
point value. To change the point value in the grayed out field, you need to change the point
values of the individual questions within that exercise. To do this, click the plus sign to the left of
the exercise title whose point value you would like to change.

@ P3a 1-2 ldentify Compliance with the Fair Labor Standards Act

The plus sign changes to a minus sign and opens a list of the questions the exercise contains and
the point value of each question.

= PSa 1-2 Identify Compliance with the Fair Labor Standards Act
1. A hospital employee is paid $6.95/hour.
2. AfulHime student earns $7.20/mour for working 4 hoursiday, 4 daysfweek, during the school year.
3. An administrative (office) employee earns an annual salary which, when divided by total hours worked during the year, is the equivalent of $6.68/hour.
4. An employee at a local bakery begins working on June 1. He turns 20 on October 14, and earns $4.25/hour during his first six months of employment 100
5. A studentlearner in a qualified vocational program earns $5.50/hour. The employer has not yet applied for an authorizing certificate 1.00
6. Afederal government employee earns $7.48/hour. 1.00

The point value fields in this subsection are white, so you can change the point value of each
guestion. As you do this, the total point value for the exercise, in addition to the entire practice
set, automatically updates. Once you have finished making your changes, the total point value
field will contain the updated number of points for the exercise. The total points for the entire
Practice Set will update as well.

‘\ HOMEWORK GRADER

Configure Exercises Points

Uncheck All

== PSa 1-1 Define Paystub Elements

== P5a 1-2 dentify Compliance with the Fair Labor Standards Act

1. Ahospital employee is paid 56 95/hour

2 Afull-ime student earns $7.20/hour for working 4 hoursiday, 4 daysiweek, during the school year.

3. An administrative (office) employee earns an annual salary which, when divided by total hours worked during the year, is the equivalent of $5.68/hour.
4.An employee at a local bakery begins working on June 1. He turns 20 on Qctober 14, and earns $4.25/hour during his first six months of employment.
5. A student learner in a qualified vocational program eamns $5.50/hour. The employer has not yet applied for an authorizing certificate

6. Afederal government employee eamns $7.48/hour.

+ PSa 1-3 Use the Internet to Explore the Circular E

Total:  58.00
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Some Practice Set exercises have students fill out different IRS forms. For these fill-in-the-form
exercises, Homework Grader offers two features: Preview and Show Correct.

+| PS5a1-4 Complete Form S5-4 |Preview | Show Correct

Preview opens the form your students will be filling out in Learner View, while Show Correct lets
you view the same form with the correct answers entered.

At the bottom of the Configure Exercises box, you have the options of enabling the Check My
Work feature for your students, and setting a tolerance for your students’ calculation errors.

Enable Check My Work: @ Yesg Ho

Set a tolerance for calculation errors: Yes @ No

When you click the Yes radio button to the right of Enable Check My Work, your students will see
a Check My Work button in the upper-right of their screen when they are working on HG
exercises. This button will allow them to check which answers they got right and give them the
opportunity to correct any wrong answers before they move on to the next exercise. When they
click the Check My Work button, a green check mark will appear beside all correct answers, while
a red X will appear beside wrong answers, as well as unanswered questions and fields left blank
in form exercises. Clicking this button again will remove the marks.

Setting a tolerance for calculation errors allows the student to still receive full credit for an
answer if it comes within a certain dollar amount of the correct answer.

Set a tolerance for calculation errors: @ Yes No

N

Please set a fixed dollar amount for tolerance allowed in calculations: 1.00

Clicking Yes to set a tolerance reveals a field in which you can set a tolerance amount of your
choosing. The default tolerance is S1. This means that the student would receive full credit for an
answer if that calculation was no more than $1 over or under the correct answer. You may
change the tolerance to whatever dollar amount you wish.

In the Score Settings section, you can choose whether and when your students can see their
scores, the feedback that Homework Grader provides, and the correct answers once they submit
their HG assignments.
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Score Settings

Release Score to Learners: @ Yes ) Mo

@ Release the score immediately after the assignment has been graded.
) Release the scare immediately after the feedback has been viewed.

Release Feedback to Learners: @ Yes ) No

@ Release the feedback immediately after the assignment has been graded.

Enable Show Correct: ) Yes @ Mo

Choosing to release scores to learners allows students to see the scores they earned once
they’ve completed and submitted their HG assignments. You can choose for them to see their
scores either immediately after the assignment has been graded, or after they’ve viewed the
feedback. Releasing the feedback to learners lets students see short explanations for answers to
various questions, and enabling Show Correct lets students view the correct answers to the
guestions and form exercises and compare them to the answers they entered.

What Students See - Homework Grader

To the far right of each assignment title, students see the assignment status under Submit
Assignment. This column will display links directing the student to Start Assignment if they
haven’t already done so, Complete Assignment if they’ve started it but have not finished it, and
Assignment Submitted if they have completed and submitted the assignment.

When students click the assignment title for an HG assignment, they go to the Start page of that
assignment. Here they can view the details of the assignment, such as the date the assignment
opened and the date it closes, the dates that late submissions and resubmissions will be
accepted if you allow them, and the attempts at completing the assignment they have remaining.
Clicking the Start Assignment button lets the students begin working on the HG assignment,
while clicking the Back button takes them back to the Assignment page.

PRACTICE SET 1A

Date Open:  Wednesday 1,April 2015, 12:00 AM (PDT)
Date Close: Wednesday 8,April 2015, 12:00 AM (PDT)
Late Submission Date:  Not Allowed

Resubmission Date: —

Total Attempts Remaining: 1
m START ASSIGNMENT

SONIA SMITH'S ATTEMPTS

There are no attempts.
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Once the student clicks the Start button, they are taken to the first exercise of the Practice Set.
There are several types of exercises that appear in each Practice Set.

Matching: For matching exercises, students drag the item in the left column to the
corresponding answer in the right column.

1:  Match the item found within a typical paystub to its definition

This item iz an amount withheld frem an employee’s gross
Paycheck pay. It can be mandatory (various taxes) or voluntary (such
as retirement plans).

This item is the amount earned by the employee, prior to the

Gross Pay subtraction of mandatory and veluntary deductions.
Deduction This item is attached to the pay stub and provides payment
to the employee.
Net Pay This item is the amount remitted to the employee within the

paycheck.

Multiple choice: Students click the radio button next to the correct answer.

1. How long should an employer retain records of employment taxes?
A 2 years
B 3 years
C 4 years
D o years

Fill in the blank: For these exercises, students would use the information given in the question to
calculate their answers, then enter those answers in the answer field.

1: Devin Moody earned gross pay of $1.450 during a recent pay period. He contributes 11% of gross pay to a 403(b) retirement plan, and $100 each pay period to a
cafeteria plan

Taxable eamnings = §
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Fill in the form: Students fill out various types of forms using the information given in the
accompanying prompt.

PSa 1-8 Complete Form I-8
Complete both Section 1 & Section 2 of Form -9

1. Thomas Quinn (SSN 999-99-9999) has requested assistance in completing the employee portion of Form I-9. Thomas was born on November 13, 1972, is a United States citizen, and (although you are
providing him with assistance) completes the employee section of Form 1-9 himself an his first day of employment (7/21/14). He lives at 850 Harvard Place, Newport, Rl 02840

2. Thomas' employer (Carpet Warehouse; 114 Princeton Avenue, Newport, RI 02840) utilizes the e-verify system to determine employment eligibility. Thomas provides his U.S. Passport (issued by US Dept
of State, #000055555, expires 8/12/19) to his employer (Barry Coleman, HR Manager), who completes the form on Themas' first day of employment

Employment Eligibility Verification USCIS
Form I-9
Department of Homeland Security OMB No. 1615-0047
U S. Citizenship and Immigration Services Expires 03/31/2016

» START HERE. Read instructions carefully before completing this form. The instructions must be available during completion of this form.
ANTI-DISCRIMINATION NOTICE: Itis illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) they
will acceptfrom an employee. The refusal to hire an individual because the documentation presented has a future expiration date may also constitute
illegal discrimination

ISection 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form 1-9 no later than

ithe first day of employment, but not before accepting a job offer.)

Last Mame (Family Name) First Name (Given Name) Middle Initial | Other Names Used (if any)
Address (Street Number and Name) Apt. Number | City or Town State Zip Code

Date of Birth (mm/ddAyyy) U.S. Social Security Number E-mail Address Telephone Number

| am aware that federal law provides for imprisonment andior fines for false statements or use of false documents in connection with the completion
of this form.

| attest, under penalty of perjury, that 1 am (check one of the following):
[T A citizen ofthe United States

[Z] A noncitizen national of the United States (See instructions)

Journal entry: In these exercises, students use the figures provided for all employees during the
most recent pay period to record journal entries.

Based on the following figures for all employees during the most recent pay period, record the necessary journal entry to account for employee payroll as of 01/01.
Hint: Enter the transaction date on the first line only (if multiple transactions are required, enter the date on the first line of each transaction).

Hint: Enter all debits within the transaction prior to entering any credits.

Retirement Plan Payable $127.10
Social Security Tax Payable $356.30
Medicare Tax Payable 511043
Date Account Name Debit Credit
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On the top-right of each exercise is a box that keeps track of which exercise the student is
currently working on and how many exercises within the Practice Set have been completed.

Exercise n Completed n Out of 7

On the top-left side are a group of buttons that students can utilize while working on HG

exercises.

E CALCULATOR E CHECK MY WORK ﬂ SAVE ASSIGNMENT | | € BACK TO ASSIGNMENTS

The top row of buttons let students navigate through the practice set. The Previous and Next
buttons move the student either one exercise back or forward, while the Go To button allows the
student to navigate to the exact exercise of their choice. The Go To button menu includes a
legend that shows the student which exercises they viewed but didn’t answer, which exercises
they answered, and which exercises they didn’t view at all.

GO TO EXERCISE (]

LEGEND

EXERCISE VIEWED BUT v EXERCISE ANSWERED EXERCISE NOT VIEWED
NOT ANSWERED

© SHOW OMNLY UNANSWERED EXERCISES  © SHOW ALL

Note: Click on exercise title to go to the exercise

Status E# Title

o 1 PSa 1-1 Define Paystub Elements =
(1] 2 PSa 1-2 Identify Compliance with the Fair Labor Standards Act

o 3 PSa 1-3 Use the Internet to Explore the Circular E :
(v ] 4 PSa 1-4 Complete Form $S-4

(1] 5 PSa 1-5 Complete Form W-4

= i

Once the student has completed the Practice Set, they use the Submit Assignment button to
submit their assignment for grading.

Students can save their assignments by using either of the two buttons on the bottom row: the
Save Assignment and the Back to Assignments buttons. Clicking the Save Assignment button
saves all the work they’ve completed, so if they choose to complete the assignment at a later
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time, they can continue where they left off. If they need to navigate back to the Assignments
page, they use the Back to Assignments button. When they click this button, a pop-up will appear
asking them to confirm they want to go back to Assignments. Clicking Yes will automatically save
the student’s work, while clicking Cancel will keep them on their current page and allow them to
complete the assighment.

Two of the HG features, the Calculator and Check My Work buttons, aid students in completing
their work accurately. When students click the Calculator button, a calculator appears onscreen
where they can calculate equations to find the correct answers.

CALCULATOR (x ]

EI RSN EN
o?) () 8]
L4 ls s Jlx
| ENEREN
ol Jbos

The Check My Work feature lets students see which answers they got correct and which they got
wrong before they move on to the next exercise, and before they submit their assignments for
grading. Correct answers will be marked with a green checkmark, while incorrect answers will be
marked with a red X.

E, CHECK MY WORK
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1:  Stanley Smothers receives tips from custome
most recent 41-hour workweek.

Grosspay=% 51773

2: Arnold Weiner receives tips from customers
most recent 47-hour workweek.

Grosspay=% 41821 X

3. Katherine Shaw receives tips from customer:
the most recent 56-hour workweek.

Grosspay=% 73428

4 Tracey Houseman receives tips from custom
the most recent 45-hour workweek.

Grosspay=9% 66565

Students can take the opportunity to correct any wrong answers and use the Check My Work
button again to ensure all answers are correct before moving on to the next exercise. To remove
the marks, they click the Check My Work button again to deactivate the feature.

Once the student reaches the end of the Practice Set and clicks either Next or Submit
Assignment, HG automatically gives the score.

FINISH

You have successfully completed the assignment.

You obtained: 55.62 / 58 Your score is: 95.80%

m VIEW RESULT

Clicking the View Result button will take the student to a page that provides details on the

amount of points earned out of total available points on each assignment, as well as how many
times the student used the Check My Work feature in each assignment.
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PRACTICE SET 1A

Date Open:

Date Close:

Resubmission

Total Attempts

Score

Points Earned:

Late Submission Date: Not Allowed

Percentage Grade: 95.89%

Wednesday 1.April 2015, 12:00 AM (PDT)

Wednesday 8.April 2015, 12:00 AM (PDT)

Date: -

Remaining: 0

55.62/58

E#

View Details

PSa 1-2 Identify

View Details

View Details

4 Correct Answe

Exercise

PSa 1-1 Define Paystub Elements

Compliance with the Fair Labor Standards Act

PSa 1-3 Use the Internet to Explore the Circular E

PSa 1-4 Complete Form 85-4

r

Student Answer

Points

1M

12112

4/5

9.62/10

Check My Work @

In the Exercise section under each exercise title are links where students can view the details of
each exercise, which, depending on the settings you activated, include the correct answers, the
answers the student provided, the amount of points earned for each question, and any further
feedback that elaborates on the correct answers. When students click the View Details link, a box

detailing all of this information appears.
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PSA 1-2 IDENTIFY COMPLIANCE WITH THE FAIR LABOR STANDARDS ACT
Q.# Question Question Type Feedback Points

1 A hospital employee is paid $6.95/hour. Multiple Choice  This employer is not in compliance 212
A . AC iant with the FLSA, as the employee is
fiswer: A Lomplan being paid less than the federal

B. Noncompliant minimum wage of §7.25.

Learner Answer: Moncompliant

Afulltime student earns $7.20/hour for working 4 hours/day, 4 days/week, during  Multiple Choice  This employer is in compliance with

the schoal year. the FLSA, as the employee is

Answer: A Compliant earning at least 85% of the federal
B. Moncompliant minimum wage, and not exceeding

Learner Answer: Compliant either the & hour/day or 20
hour/week thresholds.

An administrative (office) employee earns an annual salary which, when divided by Multiple Choice ~ This employer is in compliance with
total hours worked during the year, is the equivalent of $6.68/hour. the FLSA as administrative

Answer: A Compliant employees are exempt from the

B. Moncompliant federal minimum wage requirement.

For form exercises, students can view two different detail links: Correct Answer and Student
Answer. The Correct Answer link displays the form filled out with all of the correct answers, while
the Student Answer link shows the same form as the student filled it out. This allows students to
compare their answers to those in the correct form and identify the answers they may have

missed.

Employee Earnings Record

Mame Patrick Workman Marital Status Single

Address 817 Remote Lane Fed. Withholding Allow. 2

Bentonville, AR 72712 State Withholding Allow. 9

ss# 123-45-6789

Earnings Deductions

Pay Period Ending
Regular Hours Worked
Regular Wages
Overtime Hours Worked
Overtime Wages
Gross Pay
Federal Withholding Tax
State Withholding Tax
Social Security Tax
Medicare Tax
Retirement Contribution
Life Insurance
Charitable Contribution
Additional Withholding

2 | Regular Pay Rate
§ Overtime Pay Rate

@
w
@
@
—_

06/27/201+
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Employee Earnings Record
Mame Patrick Warkman v Marital Status Single v
Address 817 Remote Lane v Fed. Withholding Allow: 2 <
Bentonville, AR 72712 v State Withholding Allow. v
S8# 123-45-6789 v
Earnings Deductions
x
g 3 e % £ § 2
= [ 5 =1 =
g2 |2 ¢ 218 | s | g | 8 £ -
Z v @ 8 g & 5 5 = 5 c g
& < 3 -y g £ I 5 5 38 g S =
2 & § I a = < g = £ 5 =
2 o o o ® 7 = ] 5 B L ]
5 E | = & E £ £ a T ES 3 g £ Z 8 5
S0z 2 | 5|88 & | &8 | z|lE|ls|e|ls|5]¢s
g |81 & | & | §]& | 3 5 s 8|8 | £ 58| &6 |8
06/27/20W 5 9.004[5 5 125 |5 5 5 5 5 5 5 5 5
[ 1T T T T T T T T T T T T T

Clicking the Back button on the View Result page takes the student back to the Start page of the
assignment, which now displays the date the student completed the assignment, the score they
earned, and a View link where they can access they View Result page. The status of the

assignment will be changed to Finished.

PRACTICE SET 1A

Date Open:  Wednesday 1,April 2015, 12:00 AM (PDT)
Date Close:  Wednesday 8,April 2015, 12:00 AM (PDT)
Late Submission Date: Mot Allowed

Resubmission Date: —_

Total Attempts Remaining: 0

SONIA SMITH'S ATTEMPTS

Attempts Date Attempted (PDT) Grade Status View Result

1 11:28 AM 04/06/2015 55.62/58 (95.89%) Finished View

When the student clicks the Back button from the Start page, they are taken back to the
Assignments page where their score is also listed in the Grade column and the status in the
Submit Assignment column has been changed to Assignment Submitted.

Assignments

Search: In: | All Fields |z|

Heading Assignment Title Assignment Type  Date Available (PDT) Date Due (PDT) Late Submission Date {(PDT) Submit Assignment Grade

Chapter 1 practice set 14 @8 Homework 12:00 AM 04/01/2015  12:00 AM 04/08/2015 — Assignment Submitted  55.62/58 - 95.89%
Chapter4 Practice Set 4;\@ Homewark 12:00 AM 04/02/2015  12:00 AM 04/09/2015 — Complete Assignment —

Chapter2 practice Set 2B E Homewark 12:00 AM 04/02/2015  12:.00 AM 04/09/2015 — Complete Assignment —
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Gradebook

Use the gradebook to track all students’ grades on assignments, tests, and homework. Students’

names and email addresses are added to the gradebook automatically when they register for

your course. eLab grades all tests automatically and populate the gradebook for you. If you give

students additional assignments, you must grade the results manually. When you add grades to

the Assignment Information pages for individual students, the gradebook will be updated. eLab

will calculate the final grade for each student based on how you choose to configure final grades.

2 Learner Details Homework Lab Assignme

First Name Last Name Email Apply Your Skills 4.2 (%) Apply Your Skills 8.1 (%) Apply Your Skils 7.3 (%) Critical Thinking & Work-Readiness Skills 8.1 (%) Apply Your 5|
Molly Demo 10707_elabdemo @lablearning. - -
Neiva Fitts nfitts@student.lablearning. cor 95 NG 95
Carolyn Giroux cgiroux@student.lablearning.c 95 NG 90
Bowen Johnson bjohnson@student.lablearning 90 NG 75
Samantha Jones sjones@student.lablearning.cc 85 NG 90
Arthur Langlois alanglois @student.lablearning. 100 NG 85
Abigail Meyers ameyers@student.lablearning. 75 NG 85
Tate Obrien tobrien@student.lablearning.c %0 NG 95

£ I

Legend: | —| Not Attempted/Submitted 14| Not Applicable |G| Not Graded Invalid Data @ Dropped Learner Not Editable (Average Scores)

Tip! The gradebook is sorted alphabetically by student last name by

default.

The gradebook has been enhanced for better viewing with new features such as static column

headings and better scrolling capabilities. You can also maximize the gradebook to fill the

browser window by clicking the Maximize button in the upper-right corner of the gradebook.

Gradebook Tips and Tricks

Feature

Details

Resizing columns

Resizing the browser window

Sorting

Right-click functionality

Double-click functionality

Printing

If you resize a column and then leave the
gradebook, eLab will remember and retain your
setting for when you return.

When you resize the browser window, the
gradebook adjusts its size automatically.

elab remembers your sorts! If you make a sort
and then leave the gradebook, the sort will still
be in place when you return.

Right-click on a column heading for a list of
actions that can be taken: Move, Edit Data, Edit
Column, Inactivate Column, or Delete Column.

Double-click on a student’s grade to change it
manually. Tap Enter to save the change.

In student view, you can print a grade report
for individual students. This will soon be
available in instructor view as well.
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Right-Click Functionality
The gradebook features right-click functionality. This means you can right-click on a column
heading in the main gradebook window and choose options from a pop-up menu.

Apply Your !:"le;lb- e SN (-TAY Critim=l ‘rhinl'ing
\‘,\ Move »

) EditData b\
5 Edit Column
2% Inactivate Column

% Delete Column
gu

Choose Edit Data, for example, if you want to change the percentage score for individual
student(s) in a particular assignment. Click Update, and the changes are automatically added to
the gradebook.

Gradebook Legend
Notice the legend at the bottom of the gradebook. It explains what various abbreviations and
colors indicate.

Dashes indicate than an assignment or test has not been
submitted or attempted by a student.

This abbreviation indicates that an assignment is not published
to a particular student.

An NG abbreviation is a link. Click it to move to the Assignment
Information page for that student. Grade the assignment and
save, and the grade will be added to the gradebook.*

If you type data that is not valid for the cell, the color of the cell
will change. For example, if the maximum score is 100% and you
type 200% in the cell, the cell will change color.

Dropped students are indicated with a strikethrough and a
tinted color.

| Not Editable (Average Scores)| Average scores cannot be changed manually in the gradebook.

|[—] Not Attempted/Submitted |

| MA | Not Applicable|

|@ Dropped Learner|

When there is a new student assignment resubmission to be
graded, the student’s grade cell color changes. A link will
become available on the current posted grade in the gradebook
that will take you to the specific student assignment so you can
easily evaluate the resubmission and update the grade.

| Ungraded Resubmlssinn|

*Regarding multiple attempts for an assignment: When students resubmit an assignment, their
original grade still appears in the gradebook. You must go to the assignments area to access the
new submission; you cannot click the grade in the gradebook to be brought directly to the
assignment submission.
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Populating the Gradebook
Notice the series of links above the gradebook. These links allow you to accomplish different
tasks.

Add Column | Configure Categories | Configure Gradebook | Configure Final Grade | Download Learner Activity Report | Print Gradebook

Add Column

Choose from the twelve default categories to define your main category, or create your own.
These headings will be placed over the sub-columns that relate to them. For example, you can
choose the default category Extra Credit as the main column heading and then create sub-
categories for the different extra credit assignments you provide as sub-columns.

Lab Assignment Default Category

Apply Your Skills 6.2 (%) Customizable Assessment 6.3 (%)

85

70 92 \

g5 %6 Assignment titles
90 34

85 84

95 38

75 88

When you’re ready to add to your gradebook, click the Add Column link to open the Add New
Column window. From here, choose your category or add a new category. More options appear
so you can customize your column. Notice that many of these options are also those you can set
when creating an assignment or test.

Note! While dashes and periods are permitted in a custom gradebook
column, the following characters cannot be used: ", "~ %"=[]\{} |<>.

You can now add non-numerical columns to the gradebook (may be especially helpful for WebCT
users). This means you can create columns to add any information you like, such as demographic
information.
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Select Category: \ Unit Test ,l ﬂ
Column Name:

Column Type:

Maximum Points:

Points Weight: I

Release Score: O Yes @ No

Activate Column: ® Yes O No

Display in Gradebook: ® Yes O No

Display Score As: O Raw Score (& Percentage

When you are finished, click Add.

Note! Assignment titles are added to the gradebook when you create the
assignments. Alternatively, you can create assignment titles before you
create the actual assignments.

Configure Categories

If you do not want to show certain categories even though you have assignments or tests under
them, you can set the gradebook to hide these columns. Hiding columns does not affect grading.
It simply allows you to see only certain categories in your current view of the gradebook. For
example, if you only want to look at grades on lesson tests, you can hide all other categories and
view only the grades in the Lesson Tests category. Notice the Check All option; it allows you to
choose all categories with one mouse click.

Display Category Display Category Average
Category Na B Check Al B Check All Delete

Concept Review Quiz

Homework O _“A‘ —
Lab Assignment O £ =5
Lesson Test O & =
Midterm Exam ¥ d -
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Category Average

The category average is the student’s average for that particular category, for example their
homework average or lesson test average. Each category has an Average Category column in the
gradebook. The percentage of the final grade that the category based on is displayed in
parentheses next to the Category Average column heading.

Category Average (30%)

In this illustration, notice that the category average for Homework is 30%. This means that 30
percent of each student’s final grade will be based on performance on homework assignments.

Configure Gradebook

Use this screen to configure the entire gradebook all in one place. This is where you make mass
updates to your gradebook. From here you can add columns/categories, determine the
maximum points per assignment, decide whether or not to display scores in student tables,
specify how to display scores, and more.

Choose Yes if you want students to see

. . . Inactivated columns become
their grades in their gradebooks.

hidden and are not considered
/ in the final grade.

SRS mm S feeaseseor SIS i
20 1

lete
HighestScore v @ ves ONo @ ves ONo ORaw @4 ® Yes O no O

[Apply Your Skills 4.2 Homework v

Apply You Homework ™ 20 1 ® ves O No @ Yes O No ORaw @ % ® Yes O No [m]

Apply Your Skills 7.3 Homework v 20 1 HighestScore [w @ Yes O No @ Yes O No ORaw @ % @ ves ONo O

Tip! An inactivated column is not a deleted column. You can choose to
activate an inactive column at a later time and use the scores in
determining students’ final grades.
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Configure Final Grade

Use this screen to set the percentage and weight of the assignments and tests. The Maximum
Points column shows the points you allotted for the assignment/test when you created it. You
can add “weight” to each assignment and determine the percentage of each category toward the
final grade.

A I
Concept Review Quiz

18 Extra Credit v v "_‘ =

- Homework v vy —
Jasons Assignments ¢ v & x

v Lab Assignment v s g —

g Midterm Exam G G =

18 Other T v “_- —

- Placement Test v s K =
Practice Exercise r td V4 —

b Practice Test v v Vi =

g Project r o "_- —

18 -

Notice the Display Final Grade Yes/No option at the top of the window. If you choose No, then
the final grade will not appear in your gradebook or in students’ gradebook. The change happens
instantaneously, and you can change it back at any time.

You also have the ability to display or hide the individual category averages in the student
gradebook. Click to open the Configure Categories box at the top-left of the window. In the
Display Category Average column, check assignments to display individual category averages, and
uncheck assignments to hide them. You can also click the Check All box at the top of the Display
Category Average column to display or hide all category averages.

Weighted Points
For those not familiar with the weighted points system, following is a short discussion.

Per category, you can determine if one assighment is more important than others, regardless of
how many points are allotted to the assignments. For example, imagine that your course has four
assignments, each worth twenty-five points. Assighments 1-3 have relatively the same level of
difficulty, but Assignment 4 is more challenging. You can assign greater weight to Assignment 4
so that it is worth two times the weight of Assignments 1-3. That is, Assignments 1-3 each count
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once and Assignment 4 counts twice toward the average grade for this category. The average

grade for this category would then be used when determining the final grade for the course

based on the percentage weight it is assigned.

Points Possible Weight Weighted Weighted
Percentage Points Earned
(% of points for (points toward
this category) final grade)
Assignment 1 25 1 20% 25
Assignment 2 25 1 20% 25
Assignment 3 25 1 20% 25
Assignment 4 25 2 40% 50

Tip! You can configure many of these gradebook options when you create

assignments and tests, depending on your preference.

Download

You can download the eLab gradebook to Microsoft Excel, BlackBoard, or Angel.

= Excel File
@ Blackboard Integration File

 Angelintegration File

Export gradebook to:

Click here to download instructions for using Blackboardiéngel integration files.

Learner Activity Report
The Learner Activity Report offers both an overview of and details about your course and your
students. You can view the student who spent the most and the student who spent the least
amount of time in eLab. The bottom table shows the statistics for each student in your class.

fam Roonguer wih ook Ofice
1 ow
Polaeg »

w SO 0408 Ofe
A F 0w

wi Mo of Ofce

By ) Foundabon

St 3 » F purcaton

1A Py
12082913 2372013 °

Notice the information presented here. You can view the first/last logins, the total number of

logins, time spent on quizzes and assignments, and even the number of clicks issued. To view the
data for just one student, click the Login Details link in the View Login Details column.
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Print Gradebook
You can choose to print gradebook entries for individual students or for the entire class. You can
even choose what assignments, etc. to print.

B Leamer Name Category Name
[] Abigail Meyers (ameyers@student.ablearning.com) [!ﬂ [ ConceptReview Quiz
[ Arthur Langlois (alanglois@student.lablearning.com) Homework
[[] Bowen Johnson (bjochnson@studentlablearning.com) Lab Assignment
[] Bryan Thompson (bthompson@studentlablearning.com) Lesson Test
[C] carolyn Giroux (cairoux@student.lablearning.com) s
[] Eliana Rodriguez (erodriguez@student.lablearning.com) 3
[] Molly Demo (10707_elabdemo@lablearning.com)
[] Neiva Fitts (nfitts@student.lablearning.com)
[ RileyWalton (rwalton@studentlablearning.com)
[[] samantha Jones (sjones@studentlablearning.com)
I N RN W Vo W [ae)
| pant

Adding and Editing Grades

The gradebook is populated automatically. Tests are graded right in eLab, and test scores are
added to the gradebook immediately. If you chose the Release Scores option, then students will
be able to see the results of their tests in their gradebooks as well. When you grade assignments,
elab adds the grades to your gradebook and, if applicable, to student gradebooks. eLab makes it
easy for you to manually edit a grade. Simply double-click in the desired cell, enter the new
grade, and click Enter.

30 35 95
%

100 100 100

If a student doesn’t complete an assignment or test, eLab automatically enters 0 (zero) in the
gradebook for that assignment or test until that item is submitted. The missed assignment or
test, then, is still counted in the final grade.

Note! If a student is unable to complete an assignment/ test for an
unforeseen reason and you want to eliminate the zero score or have given
the student a chance to make up the missed assignment/test, you can
download the gradebook as a .cvs file and manually change the grade. In
the future, eLab will be updated to allow instructors to drop the lowest
grade(s) for students.

Labyrinth Learning Page 89



What Your Students See

The following figure shows a sample student gradebook.

CATEGORY
HAME

EXO2 Quiz

Concept WOOE Guiz
Review Oulz
10%)

W3 Ouiz

Work with & Database, and Lipdate

ExtraCredfl Tabie and a Form

1)

Apply Your Skills WA A3
Hominiork
0% NG

Lab Resntorce Your Skills WOO1-R01
AfagaEmient
e 0%

‘Word Lesson 01 Test
Lesson Test

0% 0%

CATEGORY GRADE 5
WD Chilz ACOA Quiz
D0 Quiz EX005 Cemir
PPO4 Quiz [EXOT Owsir
Apply Your Skills
EX02-A02
Apply Your Skills  ReinBorce Your
NDO2-ADZ Skills EXO-R0A

Word Lesson 02
Tt

Excel Lesson 01
Tast

EX0E Quie EXD3  WODOS PROT ENOW
Oz Oz Quiz  Cuiz
WODT Cuiz WD02 PPD  EXDE  EXO
iz Cwiz  Quiz  Quiz
AL Omir PPO2  ACDY  ACOM  ACOS
ez Owiz  Quiz  Quiz
Encel Lesson
02 Tast
Final Grade:

CATEGORY
ANERAGE

30

In this course, there are twenty-four Concepts Review quizzes, two homework assignments,

three lab assignments, and four lesson tests so far. Assignments and tests that have not been
completed yet are marked with dashes (---). Notice that this student can see her average for each
category, as well as her current grade for the course. Clearly this student wants to complete the

Concepts Review quizzes to up her final grade.

Tip! Students can only see their grades and not the grades of other

students in the class.
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Reports

Course/Evaluation Mgmt [ The reporting module enables you to easily determine which tasks your
: - students are mastering and which areas need further attention. You

| can quickly pinpoint and address problem areas by analyzing test

Leamer Search results on a question-by-question basis, for an individual class section,

Reports or across multiple class sections. You can compare the results of all test

guestions or use filters to compare only those questions that are in common across all tests
being analyzed. This complex analysis is made easy in eLab.

Access this feature by clicking the Reports link you (see above figure). Then, click the
Question/Test Comparison Reports link. The analysis page opens. Although the extensive table
may look intimidating at first, this feature is easy to use.

Table Legend
We have provided a legend to help you navigate and use the question/test comparison table.

For your convenience, this legend “floats” down the table as you

Filters:
O All Tests in All Courses scroll so you can always view the text and can easily click the Get
® Selected Tests/Quizes Report button

® show All

O Show Matching only

Get Report

All Tests in All Courses -
Compare questions in all
selected tests/quizzes to
matching questions in all course
sections.

Selected Tests/Quizzes -
Compare all questions on the
selected test(s).

Show matching only - Display
only questions that are identical
in the selected tests/quizzes.

Question/Test Comparison
There are two sections to the table. In the first section of the table, you can enter specific
guestion IDs (separated by commas) to make your analysis.

» Toview results for specific examitest questions, enter the question IDs separated by commas.

Question IDs:

The second section of the table is organized by course sections. Use this table to compare the
results test questions against different sections of the same course. Simply click in the checkbox
next to the test(s) you want to compare.
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Ouestion [ Test Comparison Reports

» To vigw résults for speciiic gxamlest guesBons, enter e question IDS separaled by commas
Question I0s:
OR
» Click in the checkbox(es) below 1o compare leamer perfarmance on Guestions in different tests. You can compare against tests in diffarent
sections of the Same course of even throughout all courses and subjeds thal vou teach
| PP Quiz | PPO2 Quiz PPO3 Quiz
| PPOS Qiz | PPOS Quiz P& Quiz
| PPOT Quiz FPOE Quiz PPOS Quiz
FF10 Quiz FF11 Quiz FFP12 Quiz
Lesson 4 Test Lesson 3 Test Lesson 2 Test
FPO01 Quiz FPO2 Quiz FPO3 Quiz
FPO4 Quiz FPO5 Quiz @F‘DE Chuiz
| PPOT Quiz | PPOS Quiz PPOS Quiz
1 PP10 Quiz 1 PP11 Quiz | PP12 Quiz

In this illustration, we are comparing the results of the PowerPoint Lesson 6 Quiz in section 001 of
PPT-120 to the results of the PowerPoint Lesson 6 Quiz in section 002 of the same course.

When you are ready, click the Get Report link on the right side of the table. After a few moments,
your report will appear. Following is just a small section of the report that was generated for our
analysis. Notice the headings. You can view average points, the total number of students who
took the test, the number of students who answered the question correctly/incorrectly, the
number of students who did not answer the question at all, and the average time for taking each
question.

Heg % ol Tolal Coirect  IBCaimect L= vy Time

Plalarsed |namers Pamwesed [Bhmemos)

1 ATMEY Woid ol UL T RORUM P RIMatiY  TReRFESE  pprasn.odn PPOA G
B B Y e B A
PRTLH - 032 PP Oz

Tolati - - - - - -
2 ATAHED N piu Sani i AT S E L TropFaid porazg. oo PROY Qi
ity Me i el 430 play N pour
pressnEson o i lop s T abily fo wat PPTLH) - 032 PP i
e B
Totais — — — - - —

Learner Login Report

Click this link to see statistics on individual students, all students in a course section, or all
students in all courses. eLab will generate a report that shows information on logins, quizzes and
assignments, course time, and more.

st Last Totst Content Assigament LCo0%¢ View

ogin Koy Login
Name Mame Time Chicks  Chcks Sl

Bueang 3 Founzation
1 John Bggs with Mcrosoft Office
2013 (6F153_012

1AL 0515PM

122472013 127272043 ° 0001:05 - 000700 000105 000940 1 1"

or
g
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Content Tracker Report

The Content Tracker Report tracks how many resources each student has utilized. To view the
Content Tracker Report, click Reports under Course/Evaluation Mgmt, then click the Content
Tracker Report at the bottom of the list of Reports.

REPORTS

A& Learner Activity Report

& Question/Test Comparison Reports
A Test Completion Report
A Student Grade Report

A Content Tracker Report

Select the course for which you would like to view a report. You may also filter the reports you
receive by selecting a specific student whose reports you would like to view, login start date,
and/or login end date. Once you have filled out your desired fields, click Search.

Report = Content Tracking Report
Content Tracker Report

Select Course: ECS2 Essential Computing Skills 2E BAF [EIZI

Select Learner: @ | —-AllLearners - El

Login Start Date: Bl (s

Login End Date: &= (mm-dd-yyyy)
N

The Content Tracker Report generated contains five columns: Number (#), which contains a plus
sign to view more detailed information for each student; Learner, which contains each student’s
name and email; Percent Completed, where the percentage of the resources utilized by each
student is displayed; First Login, which shows the date of the first time a student logged into the
course; and Last Login, which shows the date of the last time a student logged into the course.

Learner Percent Completed First Login (EDT) Last Login {EDT)

+ 1 fj‘:fj;:;u@lableammg — 3.51% 05:27 AM 0312112014 05:18 PM 09/17/2014

2 FEC (ZEMIT 4.56% 10:57 AM 0812012014 04:13 PM 09M712014
(pgiambo@labpub.com)

3 DEI 550 0.87% 06:17 PM 090/2014 01:47 PM 091612014

(dmason@labpub.com)

To view a more detailed report of a student, click the plus sign in the first column beside the
student’s name. The Content Tracker Report displays each unit and lesson of the course and the
percent completed for each. Click the plus sign to the right of a lesson to see the percentages for
each type of resource utilized, such as Lesson Overview, Learning Resources, and Concepts
Review Quiz.
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- 2 E}ﬁgl:;g'grg"@?f’abpub - 4.56% 10:57 AM 08/29/2014 04:13 PM 09/17/2014
Lesson Name Percent Completed
== Lesson 1 Windows: Computer Concepts 100%
== Lesson 2 Windows: Controlling Programs 53.57%
Resource Group Name Percent Completed
== Lesson Overview 100%
== Leamning Resources 50.5%
== Concepts Review Quiz 93%

Some resources, like Learning Resources, may have subtypes, such as Videos and Guide Me
Tutorials. Open one of these sections and you can view a list of all the videos or Guide Mes in
that lesson and the percent completed for each. If you click the plus sign to view details for a
video or Guide Me, the report shows each login time and exactly how much time was spent
viewing each video. Details for other resources, like the Overview Presentation and the Concepts
Review Quiz will only include the login time and do not measure the time a student spent using
those resources.

- 2 g}agL:;SnIg;n@?Fabpub.com) 4.56%
Lesson Name Percent Completed
-|- Lesson 1 Windows: Computer Concepts 100%
== | esson 2 Windows: Controlling Programs 53.57%

Resource Group Name Percent Completed
&= Lesson Overview 100%
== | earning Resources 50.5%
Resource Group Name Percent Completed
= \ideos 58.33%
Video Name Percent Completed
== Starting Windows 100%
Login Time Time Spent
10:59 AM 08/29/2014 00:00:40
02:13 PM 09M7/2014 00:00:00
04:14 PM 09M7/2014 00:00:00
+ Signing On {(Windows 8) 100%

Note! For the Concepts Review Quiz, the Content Tracker Report only
tracks how many questions a student answered, not their score.
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Communications

Alerts

The alerts that you configure under Account Management > Settings area appear here. To view
the alerts you receive, click Alerts. Notice you also see the number of alerts received. For
example, in the below illustration, two alerts are indicated.

Account Management heck All | Delete

::f :r”““”-"a'”a"““s aunmn! a Foundation with Microsoft Office 2013 Isnsa-mzi

iy Files

My Prodile

Setiings | TestExcelLesson 07 Testhas been submitted by Sonia Smith 0524 PM 127282013 x
Change Password ] TestWord Lesson 01 Test has been submitted by Nate Sames 08:26 PHl 1212812013 X

Communications
Alerts (2)° |
Course Mail

If you have several alerts in different courses, alerts will be listed under each course name. To
delete all alerts, simply click the Check All link and click Delete. To delete individual alerts, click
the red X. To change alert options, go back to Settings, click the Alert tab, and make your
adjustments.

My Discussions

My Discussions is where you can communicate with your students. It is also known as a
discussion forum, group, or board. You can create a new forum category for a specific course and
add different topics to it. Students can then post their responses to the topic and reply to other
students’ postings. This creates a “thread.” A thread can consist of many postings by all students
in the course.

Add a Forum
To create a new forum category, click Add New Forum, select your course, and click OK.

Note! You must have at least one course created in order to create
discussion categories and topics.

My Discussions

Thrs aré fio Brurmd S84 in your SSeounl Ta Sobvate lonuma pledds Sck the 234 Misw Fomm™ Bulsn

Select a course section 1o add a Discussion Fomm:

Essential Computing Skalls & Building & Foundation with Microsoll Office 2013 (EB122-004) -

Coc § oo |
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Add a Topic Category

After creating your course forum, you will need to create a category. Click Add New Topic

Category. Type the name of the category and click OK.

= Colapse All

Essential Computing Skills & Building a Foundation with Microscft Office 2013 (EB1 32.004)
A M Tagis Calaoer

Topic Category Mama: || " ]

Note! Once a topic has been added to a category, that category can no
longer be deleted.

-

Essential Computing Skills & Building a Foundation with Microsolt Office 201) (EB132.004)

Add b Tanke (“shaans
PRI L RIS SN L s

Topsc Catogory Topscs Posts

031 Pu .
U - - 12113201 . -

Last Post (PST) tae Debeto
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Add a Topic
To add a topic within a category, click Topic Category and then click Add New Topic.

e ment Wy On - ot 1
Topic Tee: tee 11 Ahac bangh 78 Cram
I B LU EERAR - - Pawagah =i PortPandy Fort S
=R 8 A, " VE~RBI A XE-NZ
4 —24BITFAILD
Denscrptoa:
Pat »
Avetatary Wadow Awins Asisde @ Toed Durston
Oute Opes AR ety - - te! (PET
Dt Close: OB~ o ry 1 = - Misl por
Selecve Release: & Pusish s A1 Leamans 1 Pusiah 1 Sefect Leamen
Graded Togec ™ [
Grateg ode Warvedl @ Automatc
s Coamrn Comiiton Vele  Batew
- - XK Desete
T A4 Vew Crtecia
Grasetook Categery. »

In the new topic window (shown above), type the topic name and description, as well as the

availability (open and close date). If the topic will always be open, choose the Always Available
option. If the topic will not be graded, select No. If it will be graded, choose whether you want to
input the grades yourself (Manual) or let eLab do it (Automatic).

7y Manual @ Automatic

Rubric Criteria

[=]] [ -[=]

#of Posts

= Add New Criteria

Condition Value

Score
5

X Delete

Automatic gives you the option to set
criteria for automatic grading. You can set
more than one rubric criteria by clicking
Add New Criteria.

Once you have entered all topic information, click Add. The topic will then be listed under the
category. You can edit the topic by clicking the icon under the Edit column; delete it by clicking
the red “X.” To view students’ postings to the topic, simply click the topic title.

Grading Topics Manually

Once the topic has been created and has the option for you to manually grade it, you can then

input grades for each student after reading their postings.

My Discussions | Unit 1

Add New Topic

Topic Title  Posts Date Added (PST)

0315 PM

M Chapter 1
DG 12132013

Tor

L i

Sart Date

[PET)

End Dtz
[P5T)

Graded
Topic

Tas

Published Vg
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Click the View link under the Activity column to view the grade settings.

Topic Name:
Graded Topic:
Availability Vindow:
Date Available:
Date Due:

Max Points:

VordLesson 1
Yes
Always Avallable

10

Publish Scores To Gradebook

—

Total Posts: 4
Total Subscriptions: B

Score Statistics

Score Points
Average Score: 6.9M10
Maxamum Score: 10110

Minimum Score: 10

Search: n: | All Fields v m

¥ First Name Las Name Email Last Post (PST) Points Earned (Max Pts: 10)
7’
1 Sonia smbh ssman@labytinth edu 1119 AM 12302013 10 Input students’ grades
. here.
2 Sam Rodfiguezr  srocriguez@iabyrinth edu 1196 AM 127302012
3 Nate Jamps names@Iabyrinth ecu 1197 AM 123002013 (75
4 Karen OBrpn kobrien@labyrinth edu 1197 AM 127302013

After inputting students’ scores and clicking Update, click

Publish Scores to Gradebook for student view.

Announcements
There may be times when you need to contact your students all at once, perhaps to announce a
cancelled class or an extension on a deadline. You can do this in the Announcements section.
Click the Add New Announcement button and fill in the form.

Announcements

Headine: pd of 2014 Max Length 70 Cror
J /B 7 U IEE TN Stye v Pawagaoh - FontFamly « FootSae -
XalFe=iE ik 9 LVEJEO A-Y-
— 2w x x QOHS

News: Oue 10 severes maather. dass i3 cancelled today

¥ Check Al

Click in the Check All box to send the announcement to all courses/sections in a category. In the
Status section, choose Pending to create and save your announcement without posting it.
Choose Publish to send your message to students.
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Course Mail

The Course Mail functions exactly like regular email, so this may be familiar to you. All messages
sent to and from students are sent within eLab only. Course Mail does not go to students’ email
addresses. You and your students will need to log in to eLab to retrieve and send messages.

E Instructor: Liza Grape My Courses/Evaluations | ContactUs | Log O
Course Mail

Account Management

My Courses/Evaluations ﬁj{] Delete Mark as Unread Mark as Read | Show All |Z||

My Files

Wy Profile Search: | | In: | All Fields |Z||

Settings

Change Password
2 There are no course mails.

Communications

Alerts (B)

My Discussions *

4

<< First < Previous [ 0 to 0 of 0 ] Next > Last >

Announcements

Course Mail
Inbox (0/0)
Drafts (0/0)
Sent ltems (00}
Trash {01y

To send a new course mail, click Compose New Message. To send a general message to students
in all of your courses, select All Courses from the drop-down list and check the All Students box.

Send | Save as draft | Attach Files

Choose Course: ‘ Selecta Course E” 7] Al Students

To: | To send to individual

Cec:

Bec: | select students’ names.

Subject:

[Max. Length 125 Char)

Message

Add the subject for your message, and then type your message. You can then send the message,
attach files, or save the message as a draft.
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In addition to the basic features of the Course Mail, you have the option to select the course you
want to see the Course Mail for only. This way, you can identify which student belongs to which

course. If you have Course Mail set to Show All, then you will see messages from students across
all courses/sections.

'k as Read Show All

Building a Foundation with Microsoft Office 2013 (BF153-012)

Seal Essential Computing Skills & Building a Foundation with Microsoft Office 2013 (EB132-004)

Microsoft Access
Microsoft Access ) :
There are n{ Microsoft Excel 2 TEIEE E

Microsoft Excel 2( SelecFeId

: : Microsoft Excel 2( . Description

[FFirst<Previous [| .. . & cocal 9 There gre no course mails. From

Microsoft Excel 2( Subj_ect
Microsoft PowerP <<First < Previgus [0 to 0 of 0] Next > Last >> All Fields

Microsoft Word 20

Choose Show All for the greatest message search flexibility.

The Content Repository Feature

elab’s content repository feature allows you to store tests/exams and assignments for use in
additional courses that you teach. This can be a great time saver, as you don’t have to

re-create the same tests and assignments for every section of a course that you teach. The items
are added to the repository automatically after you create them. A pop-up box will appear,
allowing you to select different sections/courses within the same category that should use the
item.

Content Repository:

To copy this test 10 another course/section, sefect the coursa/saction below and click
OK. If you 60 not wish to copy this test ciick Cancel

WOLLUDVIL CALEY LV 1D \CA VDV IV)
Vi Microsoft Excel 2013 (EX165-010)
Microsoft Excel 2013 (EX165-010)
Microsoft Excel 2013 (EX165-011)
Essential Computing Skilis & Buliding a Foundation with Microsoft
Bullding a Foundation with Microsoft Office 2013 (BF153-012)

¥ Micresoft Worg 2013 (WD178-015)
: :

m

[Lesson 8 Final Test Max Length 20 Crae) =
* - Testname Lesson 8 Final Test already exists In the course(s ysection(s

This window appeared as the instructor created a new Lesson 8 test. The content repository
window will pop up whenever you create a new test or assignment from scratch. It does not pop
up when you use the Test Library or the Assignment Library. Here the instructor is choosing to
copy this test to her Excel and Word classes.
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The next pop-up box that appears allows you to indicate if you want to modify the item (such as
the start/end dates for tests and assignments) or copy it just as is. If you choose to make edits,
you will be taken back to the creation screen (for example, Configure New Test if creating a test)
so you can make your edits.

You can even store items in the content repository for use at a later time.

The Copy Button

a”

In the table list for tests and assignments you will see a new Copy column. Click the icon to
copy the chosen item to other sections of your course. If the item has not been copied

previously, you will see the first pop-up box described above. If the item has already been
copied, you will receive a warning and the opportunity to rename the item.

Content Repository:

To copy this test 10 another course/section, select the course/section below and dlick
OK. If you do not wish 1o copy this test dick Cancel

MicrosoR Excel 2013 (EX185-011) -
Essential Computing Skills & Building 3 Foundation with Microsoft
E test name Max. Langth 20 Chas)
Builging 3 Foundation with Microsoft Office 2013 (BF153-012)
: Max. Langth 50 Char %

Microsoft Word 2013 (WD178-015)

{ name Max Length £Q Char -

OK CANCEL

Test name WDO0S Quiz already exists in the course(sysection(s

Teaching Assistants

The Teaching Assistants feature allows you to add supplementary educators (co-instructors) to
your courses. Co-instructors can be given permission to access several areas of elLab:

* Assignments (View, Edit, Create, and Grade)

e Tests (Create, Edit, and Reset)

* Gradebook (Manage)

e Student (Move, Access Deny, Delete, and Drop)
* Discussion Forum (Manage)

Adding a co-instructor is simple. Begin by

Enter Email:

clicking the Teaching Assistants link under
Course Management. In the Teaching |evelyn@elabinstructor.com

Assistants window that appears, click the
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Add New Teaching Assistants button. A pop-up box will appear, as shown at right. Enter the
email address of the new co-instructor and click OK. Fill out the next form, making sure to
complete all mandatory fields, and click Submit. Then, in the Teaching Assistant Permissions
window, you can set the permissions for your new co-instructor. Click the icon under Edit

Permissions.

Note! Any one email address can only be associated with one user type in
elab. So, if your co-instructor already has an email address set up in eLab
as either an instructor or a student, that same email address cannot be
used for the teaching assistant account. Use an alternate email address.

Teaching Assistants

Teaching Assistants Permissions

Teaching Assistants Name: Evelyn Ferrette

Emaik: evelyn@elabinstructor.com
Institute Name: Labyrinth Leamning
Department Name: Computer Training
Instructor Category

Microsoft Excel 2013 (EX165-010)
Spring 2014

¥ Microsof PowerPoint 2013 (PPT120-001) (Eait Permissions)

("I Building a Foundation with Microsoft Office 2013 (BF153-012)
Microsoft Worg 2013 (WD178-015)

Essential Computing Skills & Building 3 Foundation with Microsoft Office 201

Click in the checkbox for the
desired course, and then click

/the Edit Permissions link.

Micresoft PowerPoint 2013 (PPT120.001)
Check Al

Assignment

& view [ edt E create [ Grade

Tast

Ol create [ Eat Tl Reset

Gradebook

Manage

Student

Ol move ] Access deny [ Delete ] Drop

Discussion Forum

1 Manage

.
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Here, click in the checkboxes for the permissions you want your new co-instructor to have. Click
Save when you are finished.

That’s it! Your new co-instructor is now ready to assist you with your course.

Learner Search

A new and useful feature in eLab is the learner search. If you have many students in your
course(s) and you want to look up a student by their first name, last name, or even their email
address, you now have the ability to do so.

In this example, we searched for a student named Modi Richardson. To view Modi’s details, click
the View Details link. It will then show the name of your course that Modi is currently registered
in, along with his license key, the date he registered for your course, as well as the assignment,
tests, and content statistics (time spent in each section).

LEARNER INFORMATION

FIND LEARNER INFORMATION
First Mame: Modi
Last Mame: Richardson
Email:
Search Type: @ wide @ Marrow
# First Name Last Name Email Status Courses/Evaluations
1 Modi Richardson mrichardson@student.lablearning.com Active View Details
=< First < Previous [1to 1 of 1] Hext > Last >>

To view the students in all of your courses, simply click Show All Learners.

Sharing Courses/Evaluations
Evaluation groups can be shared with any other instructor with an eLab account. Once shared,
instructors can copy the evaluation group into their own account and modify it as desired.

Shared courses can be retracted by the sharing party at any time. However, if the receiving party
has already copied the evaluation group, the copied group is now under the control of the
receiving party. The copied group cannot be retracted by the sharing party.

Labyrinth Learning Page 103



Sharing a Course
From the My Evaluations page, select the Manage link within the group you want to share.

EXCEL 2013 2=

Microsoft Excel 2013 (EX165-010)
Assignments | = Tesls |~ Gradebook : View as Leamer | Edit Content

Next, click on Course/Evaluation Sharing.

m [SSLLROlE  EX165.011

Gradedoor AsSIgnmants Tests Hanage View as Leama Eat Content

Course Link and 10 Eot Course Description Uanage Leamers Courss Backup DelsteReset Course Welcome Page LT Toot

Following ks the information your loarmers need to 3CCess YOUr course.

Course URL: hip Ny Ldyerthelab comiaddc o pho7code=PCOGE2a-T9T7
Course Code: PCVGS52a- 1972

Course ix EX165

Course Section: 010

License Key: A

Time Zone: (GUT -8:0) Pacific Tame (POT

Resource Shanng: show Detalze

Enter the email address for the receiving party. This email address must be associated with an
active account within eLab. Enter an access code of your choice, up to 10 alphanumeric
characters. Check the box to agree with terms and conditions, and select Save.

Share My Resources

Instructor Emak | |

Access Code: © Max. Langts 10 Crar
Share Resources: Content 10 copy

7 Assigaments

Y Tests

7 Learning Resources

Descussion Forum

1 39 1934 and apree with Ladyrinth Leaming's 180m3 and 4o

Once saved, you will see a confirmation on your Evaluation Link and ID tab.
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Evaluation Link and ID Edit Evaluation Description Manage Learners Evaluation Backup Delete/Reset Evaluation Welcome Page LTI Tool

Following is the information your learners need to access your evaluation.

Evaluation Group URL: http:/fstaging labyrinthelab.com/addcourse_php?code=tJ55T515-4617

Evaluation Group Code: tJ5sT515-4617

Evaluation Group 1D: CIS-F2013

Evaluation Group Section: A

License key: A

Share Course: Course/Evaluation Sharing Hide Details a
O e e e —T
1 Jason Favro 12:56 PM Tests View Resend

04/01/2013

You can view your Access Code or resend it to the receiving party. If you would like to stop
sharing your evaluation, select Delete. This will remove the shared resource from the receiving
parties account. Note that if the receiving party has already copied the shared resource, the copy
cannot be removed by the sharing party.

Receiving a Shared Course

elab users on the receiving end of a shared resource will find it under Shared Resources within
the Course/Evaluation Mgmt section of the left menu. An email containing an Access Code that is
required to copy the shared resource will be received at the same time.

Course/Evaluation Mgmt
Create Course/Evaluation
Shared Resources (1)
Teaching Assistants

Learner Search

Reports

To copy the shared item into your account, click Copy.

SP3 Assessment Only Tool (TEST-QA) =0
Shared Resources: Tests Py

Add the Access Code from the email and click Submit.

SP3 Assessment Only Tool (TEST-QA) Access Code: ©
3Bhared Resources: Tests x '
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You will now be able to save your own course category, name, ID, section, and adjust settings.
The remaining steps are the same as copying an existing evaluation, covered earlier in this user

guide.

Step 1

Choose a Course:”

Course Name:”

Course ID: * 0

Course Section:”

Send Enrollment
Notification?: * @

Course Description

Choose a Category:
L1

Course Description:

SP2 Azzeszment Onby Tool (TEST-0A)

| Digital Skills Placement Exams

=]

|Excel Assessment

| {Mzx. Length 80 Char)

[sPR 2014 |

{Max. Length & Char)

[A

OB 7 U ESESS| sty
XEaaH=E|=¢9 |
—2fE « = o

Excel Assessment for Incoming Students

(ﬂ::l No |:::| Yes

= Paragraph  |*|| Font Family = | Font Size

\L&J"Q”Tmlévzv
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Integrating eLab with your LMS

There are two ways to integrate eLab with your LMS: the LMS Integration Tool and creating
individual LTI links to resources in your LMS.

LMS Integration Tool

First, if your school uses D2L, you may use our LMS Integration tool. You can find instructor and
admin instructions for using this tool in eLab. They are available from a link in the Course
Management section in the left navigation bar.

Course Management
Create Course/Evaluation
Shared Resources (0)
Teaching Assistants
Learner Search

Reports

LMS Integration

Note: We will be releasing this tool for Blackboard and Canvas in 2015.

Individual LTI Links

If you’re using another learning management system, then you may place resources individually
in your LMS using the process defined in this guide.

Users may integrate eLab with any 3™ party learning management system that supports LTI 1.0
functionality. With this integration, instructors and students can access elLab resources through
a 3" party learning management system. Authentication of student eLab accounts with an eLab
license key is required only on first access; once this is done, students will be able to access eLab
upon signing in to the 3™ party LMS.

Creating an LTI 1.0 Interface
From the My Courses/Evaluations page, navigate to the course/evaluation you would like to
integrate with your LMS. From the Manage link drop-down menu, select LT/ Tool.
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Computer Intro (100-2a)

Assignments | = Tests | = Gradebook | = Manage | = View as Learner | Edit Content
' Course Link & ID

Edit Course Description
Manage Learners
Course Backup
Delete/Reset Course

Welcome Page

Click the Select Resource to Share drop-down arrow to choose items you wish to share with your
LMS. There are three options:

e All Learning Resources. Select this option if you want to share all content associated
with the course, including assignments, tests, videos, gradebook, etc. Please note
that although students can seamlessly access these resources, all grades will remain
in eLab until you transfer them to your LMS.

e Assignments. Select this option if you want to share all assignments in your course
but no other resources.

e Tests. Select this option if you want to share all tests in your course but no other
resources.

¢ Individual Resources. Select this option if you want to choose individual content.
This option allows you to select one item at a time. Currently, this option is limited to

selecting testy

Course Link and ID Edit Coursew on Manage Learners Course Backup Delele/Reset Course Weilcome Page m

—Select Resource to Share— || Launch URL: hitp:/ims.labyrinthelab. com/ititool php Search: In: | All Fields v m

All Leamning Resources

Assignmenls There are no tools found
Tests

Individual Resources

<< First < Previous [ 0 to 0 of 0 ] Next > Last >>

When you select any of the first three options, eLab will immediately create the LTI tool
resource. To view the launch URL, customer key, and secret key as shown below, click the Edit
icon for the specific tool name. The Edit LTI Tool window will open. Click Save and the tool details
will pop up.
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Edit LTI Tool

Tool Name Learning Resources
Module Leamning Resources v
secret secrel

Ea=

I gase note down key details.

Launch URL: hitp://ims.labyrinthelab com/ititool php
Your Consumer Key 16a5¢dae362b8d27a1d818¢ Th78b4330
Secret Key

lanments 918317D5793106DTaTd20400Medecre secrel - 12:29 PM 1072772014 &,

5 48aedb8880cab8c45637abc T493ecdad secrel - 12:29 PM 1072772014 "8

<< First < Previous [ 110 3 of 3 ] Next > Last >>

Please record these items as they will be required by your LMS when you install eLab as an LTI
tool.

If you select Individual Resources, the following form will appear:

Create a Tool Name. This can
be any name of your choice.
Tool Hame

Module Select One

LY

<€ Select a Module from the
Secrel drop-down menu.

=

Add New LTI Tool When you select a Module,

the list of available resources
[Tests [=] [Excellesson 4 test [] will appear. Select the one
| | you wish to share.

|Fma| Exam |
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Add New LTI Tool

Tool Name Final Exam

Module Tests Excel lesson 4 test

Secret mytest

Enter a Secret (password) of
your choice.

Click Save. eLab will create the LTI tool resource for the content you selected. You will be
presented with the launch URL, customer key, and secret key as shown below. As noted earlier,
please record these items as they are the details that your LMS will require when you install eLab
content as an LTI tool.

Gradebook Asswgnmenls
Please note down key details.
/i
Course Linkand D | Edit Course @] L2unch URL: http://ims.labyrinthelab comitviool php
Your Consumer Key 830ab46820b524alda05122803c 20eBe

—-Select Resource o Share— | v v m
. Secret Key

2d(EDT)

Tool Name Function

Learning Resources 2772014 .' x

2 Assignments Assignments 9182317D57931DED7a7a29490re5ec om0 secret 12:29 PM 102772014 ." " x
3 Tests Tests 48aedb8880cab8c45637abe T493ecddd secret " 4 ‘. x
4 ECS Test 1 Tests 639ab466200524alda051226893c2ebe mytest ECS01 Quiz & ‘. x

<< First < Previous [ 1to 4 of 4] Next > Last >>

Once resources have been created, you can
edit, download, or delete the resource at any
time by accessing the functions on the right.

Configuring LTI Tools in Your LMS

The LTI resources generated by eLab will enable you to integrate with any 3" party learning
management system that supports LTI 1.0 functionality. Following are specific instructions for
Canvas, Blackboard, D2L and Moodle.

If you have problems installing eLab as an LTI tool into your course, your first point of contact for
support should be your LMS administrator. We will provide support as needed, but we do not
have expertise on your 3 party learning management system.

Canvas
LTI tool configuration in Canvas may be done at the account or course level.

Click Settings in the left sidebar of the course or account where you want to add the tool.

Select External Tools and then Add External Tool
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canvas Courses ~ Assignments Grades Calendar

My A > My > Settings
Home o e
Course Details Sections Users Navigation ‘ External Tools @
External Tools
Discussions
Grades External (LTI) Tools are an easy way to add new features to Canvas. They can be added to individual courses, or to all courses in an account|
Once configured, you can link to them through course modules and create assignments for assessmenttools.
People
Click here 2 to see some LTl tools that work great with Canvas. You can also check outthe Canvas Community topics about LTI tools here.
@ Add External Tool @
Syllabus
Conferences
Collaborations
Settings <—

Enter a name of your choice for the tool (ie eLab CIS101). Enter the Consumer key and Secret key
generated by the elLab LTI tool. Select By URL as the Configuration Type, and in the Configuration
URL space enter the complete Launch URL provided by the eLab LTI tool.

Edit External Tool (x]

Name:

Consumer Key:

Shared Secret:

Configuration Type: = By URL [~]

Configuration URL:

Cancel Save Tool Seftings

4

Select Save Tool Settings. You should now see the tool designated as configured in the course or
account content. Depending on the integration type, the tool may appear in different places, but
most tools will appear under External Tools when adding items to a module.

To set up the tool in your content:
Click on Modules to add the new tool to your course content.
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ReyMorejon  Inbox Settings Logout  Help

canvas Courses ~ Assignments Grades Calendar

My A’ My > Modules

e Course Modules ey Fiooess

Discussions
Grades

People

Syllabus

Modules e—

Conferences
Collaborations

Settings

BY INSTRUCTURE Help | Privacy policy | Terms of service | Facebook | Twitter

Select Create a Module. The following screen will appear:

Add Module
j "‘.lodu!e Name
[Tl1ock module until a given date

[T] students must move through requirements in this module in sequential order

Cancel Add Modute

4

Enter a name for your module and select Add Module.

You should now see your new Module listed on the page with a grey background color. To the
far right there is a gear icon that when clicked will display a small context menu. Select Add
Content to add your new LTI tool.
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Rey Morejon Inbox Settings Logout Help

canvas Courses v Assignments Grades Calendar
My A O My > Modules
1ew Frogre feate a Module
Course Modules 2

Lesson 1 = [~
Discussions + Add Content
Grades & Edit
People

{iy Delete

Syllabus
Modules
Conferences

Collaborations

Settings

BY INSTRUCTURE Help | Privacy policy | Terms of service | Facebook | Twitter

The following form will appear. Select External Tool from the first drop-down item, and then
select the desired tool from the list displayed with a grey background. Click Add Item.

Add Item to Lesson 1
Add External Tool B to Lesson 1

00 Select a tocl from the list below, or enter 3 URL for an
external tool you already know is configured with Basic LTl to

add a link to it to this medule.

Lesson 1 Quiz
URL: http://ims_labyrinthelab.com/Itiftc

Page Name: Lesson 1 Quiz

[T Load this tool in a new tab

Indentation: Don't Indent E]

Cancel Add ltem

4

Your LTI configuration is complete.
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Blackboard
Blackboard added support for LTI tools in Learn 9.1 SP4. The following page explains LTI links and
how they can be used in Blackboard Learn.

http://library.blackboard.com/ref/df5b20ed-ce8d-4428-a595-
a0091b23dda3/Content/ admin app system/admin app basic Iti tool providers.htm

Login to your Blackboard Learn 9.1 account or setup free Course Sites account at
http://www.coursesites.com

If you have a course in your account, select it from the list on the right side of the screen. If you
do not have a course in your account, you will need to create a new course shell.

My Classes

Next click Content from the course menu on left

Content

E a = g

¥ Demo 2013 A
Homea Page
Discussions

Groups

Tools

Turn Edit Mode ON at the top right of screen
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http://library.blackboard.com/ref/df5b20ed-ce8d-4428-a595-a0091b23dda3/Content/_admin_app_system/admin_app_basic_lti_tool_providers.htm
http://library.blackboard.com/ref/df5b20ed-ce8d-4428-a595-a0091b23dda3/Content/_admin_app_system/admin_app_basic_lti_tool_providers.htm
http://www.coursesites.com/

Select Build Content, and then select Web Link.

Content
Create New Page
Bem Content Folder
File Module Page

SonCnalk ScoceConter Content Etank Page

Audio Mashups
image Fuckr Photo
Viceo ShoeShace Presenmy

Wed Link & YouTuse Video
Google Document
Leamng Mocule S :
YOICe Authonng
Lesson Plan o i
i NEC Content
Syttadus

Course Link

Enter the resource name and the launch URL, check the checkbox for Tool Provider, and enter
the consumer key and the secret. Select Submit.

Create Web Link

A Web Link is a shorteut to @ Web resource, Add @ Web Link to a Content Area to provide a quick access p

1. Web Link Information
HName

URL

[T . " hoaal e

This link is 10 @ Tool Prowger

Tool Provider Configuration XML 17 you Aave been gfven an XML tool descrip

Log off and log in as a student. You should now be able to access the resource.
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Moodle
Moodle added support for LTI tools in version 2.2. To set up external applications in Moodle,
follow the instructions found here: http://docs.moodle.org/22/en/External tool settings

Sakai

Sakai is LTI compatible, and has been since version 2.5. This document has some resources
around LTI, including the following directions for trying out LTI in Sakai:

e http://nightly2.sakaiproject.org:8085/portal

e Make an account — Include full name and E-Mail
e Make a site, Add Basic LTI, Configure the BLTI Tool
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