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# Log in to e-Campus

Open your Internet browser and type in the URL of e-Campus. The e-Campus
Homepage will display as shown below. This is the entrance of e-Campus where the
students can check the latest news, the events on the school calendar and the info about
new courses. They can also log in to pursue their knowledge.

q)r | Wisdom Master Pro SWbz | WHPX | English

| You itor No.0o

N 0000000
[€h  mWews | * __ School Calend
2008/07
SunMprTue Wed Thur FriSat
1 2 3 4 5
6 7 B 9 10 1112

-(2008-07-21)Chien-Ming Wang Dances for Dollars

That's Chien-Ming Wang pitching for Acer computers, which apparently are super fu...[more)
morie: i e e s B L

nuaw.(;aurs.e-j 20 2y 22 23 24 2526

=, Course: [Information Technology and Management]; Welcome to audit! 27 28 29 30 31

Search Password

Account Application more »

Guest

Powaer by Wisdom Master

The following describes each section of the Homepage.

¥ News
News is the area to display important announcements published by the
e-Campus administrator. The Homepage displays the top 3 latest news. Click

on the title to read the complete announcement.

¥ New Course
New Course displays the top 5 latest courses in e-Campus and the profiles
of the responsible instructors. Click on the course title to view the instructor's
course introduction, grading standards, textbooks and other teaching

materials to be used.

If the new course has not been published, it will not be displayed on the

SUN NET Technology Corporation Limited



.},—- .

'..J.U Wisdom Master Pro

WMPro User Guide for Instructors

Homepage. If you need to modify the course status, go to Classroom

Management — Course Settings.

# Loginto e-Campus

Enter your username and password, and click to log in to

e-Campus.

¥ Account Application
Usernames and passwords are usually created by the e-Campus
administrator. Some campuses allow instructors and students to apply online.
In such case, click ~ AccountApplication to enter the registration page. If

online registration is not allowed, the button will be grayed out.

When logging in for the first time, you will be required to fill out your personal
information. Please fill out the fields with true information in order to stay
connected with the e-Campus administrator and the instructors. Name, E-mail
and Telephone are required fields; others are dependent upon the requirements

of e-Campus.

N P %
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# My Office

After login, you will first see My Courses under Personal Area. Click on My Office
tab to display all courses you are teaching. Click on a course title to enter the office

environment of this course.

‘ Hi, sunnet! You are now in [Classroom].
~ e-Learning

My Courses b My Partal | My Prafile | My Assignments | My Tests | My Learning | Cale

W

& Develop inside
LI College of Computer Sci

[a M_y Favorites - J + Enrolled Courses - [ . M__g_r Office -JI « All courses rJ
The following are the courses you are t?ﬁ{ﬁ!ng. Click course titles to ente

Page: |1 '\-'._.iFHEI_H F‘r-%'.l-.'ut_!_—'_HI."—.fiHLjs‘l!
Course Title Course Status Course Begin Course End # ¢
I Information Technology and M :Ipen'mg Mow Unlimited

Page:|1 ‘!'||-=|rs-7| Frevious ||r|—||§|

New courses are created by the e-Campus administrator. Therefore, you have to
provide the course name, the instructor's name and the username to apply for a new
course from the administrator. Once a course is created, you will see the course listed
under My Office tab.

In addition, you can also click Office at the upper-right corner to enter My Office

directly.

‘ Hi, sunnet! You are now in [Classroom]. School:1 P | Course:1 P | Logout
e-Learning
== =

Assessment Center | Information Center m = | Administrato | Office I

Information Technology and b % | Enter Course | Discussion Forum | Online Discussion | Topic Discussion | 1

N/@ﬂﬂ#}f
.net.tw
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#® Instructor's Office

In addition to Personal Area and Public Zone located at the end of the toolbar, the
instructor's office contains seven more menus, including User Management, Course
Management, Classroom Management, Assignment Management, Test
Management, Questionnaire Management and Grade Management. The functions of
these menus are described in the following chapters.

User Management | Course Management | Classroom Management | Assignment Manag
A Delete Students -

Personal Area contains personal learning information and Public Zone contains the events
and activities of e-Campus. They are not instructor-specific menus. However, in order for
instructors to have a better understanding about the online learning system and the
e-Campus, these two menus are included in the instructor's office. Please refer to the User

Guide for Students for more information about these two menus.

7 “ISOUN.i
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=~ User Management

I User Management | Course Management | Classroom Management | Assignment Managn

I. User Management > Add/Delete Students

Add/Delete Students 2

There are four modes (Serial Account, Discrete Account, Import Account and
Account in Existence) for you to add or delete the enrolled students and auditors. You
can also make an auditor become an enrolled student and vice versa.

The student must have an existing username (registered by the student or created

by e-Campus administrator) to become an enrolled student.

‘ ' Hi, sunnet! You are now in [Instructor's Office].
e=liearnng,
—

User Management | Course Management | Classroom Management | Assign

| Information Technology and P V| Add/Delete Students

+ Import Account - J + Account In Existence - J 2

» Discrete Account - J

- Serial Account - j

Example:
If you want accounts from mB82103001 to m89103050,

you can fill in[m][89103001][89103050]1[][&8],
or[m89103]1[1]1[50][]1[3]

Prefix String # of Accounts Suffix String # of digits
from [1 to 100 digits
Add Enrolled Student Add Auditor
Auditors become enrolled students || Enrolled students become auditaors
Delete Clear

¥ Serial Account

I. - Serial Account - iir Discrete Account - J

If your student list includes regulated usernames and continuous numbers, you can
use the Serial Account mode to add/delete students or change the identities of the
students (from auditors to enrolled students and vice versa) by batch. To operate this
function only takes two simple steps: enter a serial account rule and perform an action.
The followings use usernames m123001a to m123100a as an example.

« Import Account - J « Account In Existence 'j

SUN NET Technology Corporation Limited
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- Serial Account - ]. + Discrete Account - J * Account In Existence » J 7

* Import Account - j

Example:

If you want accounts from m89103001 to m8%103050,

vou can fill in[m][89103001][8%9103050][][&8],

or[m89103][1]1[50]1[]1[3] 1. Enter a serial account rule

PSR T e LN i R gy e v ST T TR T T O TR T I

from 1 to 100 digits

S—
Add Enrolled Student Add Auditor
Auditors become enrolled students | Enrolled students become auditors
Delete Clear

2. Perform an action

» Tip: Serial Account mode

1. Enter a serial account rule.

In the Prefix String field, enter m123, in the # of Accounts fields, enter from
1 to 100 and in the Suffix String field, enter a. In the # of digits field, enter 3

meaning from 001 to 100.

Prefix String # of Accounts Suffix String # of digits
m123 fram 1 to 100 a digits

[ | If there is no suffix string, leave the field blank.

B Zeros will be added to single- and double-digit numbers to make the
length of the usernames consistent.

2. Perform an action.

After setting the account rule, click on an action button to perform an action.

Add Enrolled Student Add Auditor
Auditors become enrolled students | Enrolled students become auditors
Delete Clear
>1. Click Add Enrolled Student to add enrolled students or
Add Auditor to add auditors.

This function applies to new users (new students) or existing users who have
not enrolled in this course.

> 2. The result screen will display as shown below. If the Account not found
message is displayed on the Result column, it means the username does not
exist. It has to be registered by the student or created by the administrator in
order to be added to the enrolled student list.

9 “ISOUN.i
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r~ Add/Remove student(s) - j 7
Username Process Eesults
m123001a Add Enrolled Student oK
m123002a Add Enrolled Student oK
m1230032 Add Earolled Student Account not found .«
ml123004a2 Add Enrolled Student oK
ml123003a Add Enrolled Student oK
Ok

> 3. Click |Auditors become enrolled students | 5, |Enrolled students becomne auditors

to change the identities of the students. This function applies to the existing
enrolled students or auditors.

> 4. The result screen will display as shown below.

r~ Add/Remove student(s) - j 7
Username Process Besults
ml123001a Avditers become enrolled students 0K
ml123002a Auvditers become enrolled students 0K
ml123004a Auditors become enrolled students oK
ml123003a2 Auvditors become enrclled students oK
OK
> 5. Click Delete to delete enrolled students or auditors. This function

applies to the existing enrolled students or auditors.

> 6. When the confirmation dialog box appears, click

Windows Internet Explorer |E|

\ ? ) Are you sure you wank o delete?

L OF J [ Cancel

> 7. The result screen will display as shown below. These students will no longer
belong to this course.

)
-10 - » 1R £
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- Add/Remove student(s) - J ( 7
Uzername Process Rezults
ml23001a Remove 0K
ml23002a Remove oK
ml23004a Remove oK
oK
> 8. fClick Clear to clear the texts in the rule setting
ields.

¥ Discrete Account

. Serial Account - l

+ Discrete Account - II « Import Account - J « Account In Existence - J

This function allows you to enter the students' usernames manually. It takes two
simple steps to operate this function: enter usernames and perform an action.

. Import Account - j - Account In Existence - j &)

' . Serial Account - “ - Discrete Account - J

[«] Example:

[=]

An account each line |E|

1. Enter usernames

[+
Add Enrolled Student Add Auditor .
Auditors become enrolled students | Enrolled students become auditorsy 2- Perform an action
Delete Clear

» Tip: Discrete Account mode

1. Enter usernames.

In the left pane, enter a username and press enter. Repeat the same action

until all usernames are added. For example, m123001a and m123002a.

i “ISON
SUN NET Technology Corporation Limited




..J.U Wisdom Master Pro
‘ WMPro User Guide for Instructors

[ Serial Account - J « Discrete Account - ]. « Import Account - J e p

m123001a |«] Example:

m123002a [«]
An account each line |E|

2. Perform an action. The procedures of performing an action is the same as

described in the Serial Account mode.

I Add Enrolled Student I Add Auditor
Auditors become enrolled students | Enrolled students become auditors
Delete Clear

3. The result screen will display as shown below.

+ Add/Remove student(s) - | @)
Uszername Process Rezults
ml23001a Add Enrolled Student oK
ml23002a Add Enrolled Student oK

Ok

# Import Account

I- Account In Existence - J

"~ Serial Account - “ « Discrete Account u « Import Account - |

If you have a student's list with usernames in .xls format, you can save the
file as .csv format, import it to the system and perform necessary actions.
This function saves a lot of time from entering usernames manually. It takes

two simple steps to operate this function: select a .csv file and perform an

action.

- Serial Account - || - Discrete Account - || - Import Account - || - Account In Existence - j &

Brawsze..  Please select text-only files in which there is only one entry
each line. .
Example: .CSV file 1. Import a .csv file
en » What character encoding do vour files use?
Add Enrolled Student Add Auditor
Auditars become enralled students | Enralled students became aouditars 2. Perform an action
Delete Clear

N\
12 USUN.i
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» Tip: Import Account mode

1.

Click = Browse..  and select the .csv file to be imported. Select an appropriate
encoding so that the system can recognize the texts correctly.

Brawsze.. Flease select text-only files in which there is only one entry
each line.

Example: .C5Y file

V| What character encoding do yvour files use?

Perform an action. The procedures of performing an action is the same as

described in the Serial Account mode.

I Add Enrolled Student I Add Auditor

Auditors become enrolled students | Enrolled students become auditors
Clear

Delete

> 1. Select the correct field where the usernames are located and click Next.

- Please select accounts you want to import. - | @)

Please select. File Data (Line 1}

m123001a |

Mext| Cancel

Ma.

> 2. The username list will display. Click OK| to confirm.

+ Please select accounts you want to import. - |

OK

ml123001a
ml123002a

> 3. The result screen will display as shown below.

+ Add/Remove student(s) - | @)
Process Reszults

Uszername
ml123001a Add Enrolled Student OK

mi123002a Add Enrolled Student O

OK

18- USUN.i
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¥ Account in Existence

[ Serial Account - J « Discrete Account - J

« Import Account u « Account In Existence - | I

If you only have students' names or you are not sure about students'
usernames, you can use this function to search for a student. It takes two
simple steps to operate this function: search for students and perform an

action.

[ Serial Account - il . Discrete Account - [ .. Import Account - (.. Account In Existence -

Target: |students in this course ¥ Role: | Al v |[choice %] [key Ok
SelectAll | Page No.: 1. Search for students
] Role username / First Name
[J Enrolled 5tudent miz23001a
[J Enrolled S5tudent mil23002a
[0 Instructor & Enrolled Student sunnet HEEE R TR AR
SelectAll | Page No.:

Auditors become enrolled students | Enrolled students become auditors Delete I 2. Perform an action

» Tip: To make change to students in this course

1. Inthe Target field, select students in this course.
In the Role field, select Enrolled Student or Auditor. Select to search by

First name or Username and then enter the keywords. Click “¥ to search.

Target||5tudent5 in this course V| I(u:ule: |AII V||chnice V| Key

2. Perform an action. For example, if you wish to make an auditor become an
enrolled student, select the check box next to the student and then click

Auditors become enrolled students |

e ISON.ii
SUN NET Technology Corporation Limited




g

N
.‘J" Wisdom Master Pro

WMPro User Guide for Instructors

[ Serial Account - j » Discrete Account - j « Import Account - j - Account In Existence - | "
Target: | students in this course | Role: | Al « || choice | [Key Ok
SelectAll | Page No.:
] Role username First Name
[ Aauditor ml23001a
ml232002a
[J Instructor & Enrolled Student sunnet MEHEMER PO
SelectAll | Page No.:

I.i\uu:limrs pbecome enrolled students IEnrnIIeu:I students become auditors Delete

» Tip: To make change to all accounts

1. Inthe Target field, select all accounts. Select to search by First name or

Username and then enter the keywords. Click “¥ to search.

Targ et:|| all account V||Rnle: mi23005a

2. Perform an action. For example, if you wish to add an enrolled student, select

the check box next to the student and then click #dd Enrolled Student

-~ Serial Account - j « Discrete Account - J « Import Account - j « Account In Existence - | "
Target: |al account v| Role: m1230052 Ok
Cancel Select Page No.:
Role username / First Mame
ml23005a
Cancel Select Page No.:
Add Enrolled Student I Add Auditor Auditors become enrolled students | Enrolled students become auditors Delete

Il. User Management > Review Students
Review Students ¥

When students want to enroll courses with special requirements or prerequisites,
they have to send an application and wait for approval, except that instructors add the
students under Add/Delete Students menu. The Review Students menu is where
instructors review the qualifications of students.

Note: Depending on the administrator's settings, the reviewer can be the class
teacher or TA; therefore, not all instructors' offices have this function.

- 15 - ~ w1 .
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Hi, sunnet! You are now in [Instructor’'s Office]. School:3 P | Course:1 P | Logout
Selearmig
L
= User Management | Course Management | Classroom Management | Assignment Manag = | Administr | Classroon
Information Technology and I % Review Students
[« Review - j
The following are students to be reviewed.
Select All Accept || Deny
Max limit to Max limit to ; ;
[ Ma. Username Name Enrolled Courses enrolled students enrolled auditors Application
[0 1 miz3006a test m123006a Information Technology and Management 2/None 0/MNone 2008-07-21 17
Select All Accept || Deny
» Tip: To review a student's application of enroliment and send a notice
Example: To review an application sent by m123006a and send a notice of
approval to him/her.
1. On the review list, click = ReViEW | at the right end of a student (e.g.
m123006a).
| - Review - j \"/
The following are students to be reviewed.
Cancel Select Accept || Deny
No Username Mame Enrolled Courses i Nt G el i & Application Time Action
: enrolled students enrolled auditors
1 ml230063 test m123006a Information Technology and Management 2/Mone 0/Mone 2008-07-21 17:09:31 Review
Cancel Select Accept || Deny

2. Areview window will display as shown below.

> 1. Select if you accept or deny the application and select how the notice will be
sent. Select E-mail to send the notice by e-mail or select Message Center to
send the message to the student's online message center.

> 2. Enter the title and edit contents of the notice if necessary. Do not change or
delete the variable strings in the content field. The system will need those
strings to apply the student's data automatically.

>3. Click | Submit | {5 send the notice.

-16 -
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@& Accept this person to be an enrolled student.
CDeny

I E-mail O Message Center (OBoth

felcome to %COURSE_MAMESa!

s [ B F O s & | = = =
' | T~ ds- | = @ & O E RS | 3)

-

[zongratulations!

You have been accepted to take % COURSE_MAME®. Please go to %
SCHOOL_MAME®S to study within the course period.

Course Title: %COURSE_NAME®:

Course Period: %STUDY_BEGIN%G ~ %STUDY_END%

Submit Back to Review List

Please refer to content
description for special
characters.

Content description for
special characters:

Ba
SERVER_HOS5T%:5chool
URL

B
SCHOOL_MNAMES::Schoaol
Mame

B
COURSE_NAME%:Course
Title
%STUDY_BEGIN®:Start
Date

%LSTUDY _END%:End
Date

Y%
USER_MAME®:Username
YMREAL_NAME®:Mame

» Tip: To review more than one enroliment application and send notices

Example: To review more than one application at once and send a notice of

approval.

1.  Select the check box next to the student and then click = “ccept  or  Deny

« Review - |

The following are students to be reviewed.

Select All I Accept || Deny I
Max limit to
] No. Username Name Enrolled Courses enrolled students
[l 1 miz230063 test m123006a Information Technology and Management 2/Maone
ml123007a test m123007a Information Technology and Management 2/Mone
ml123008z test m123008a Information Technology and Management 2/Maone
ml123009z test m123009a Information Technology and Management 2/Mone
Select All Accept

SUN NET Technology Corporation Limited
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2. Make sure the list of students is correct. Click “¥ to send a notice with
default contents. Click Write Confirmation Email or the

pelonimalion Emally J tab to edit the notice as described in the

previous example.

« Accept - ]. « Confirmation Email - J
Please reconfirm the following results.
Cancel Select I QK Write Confirmation Email I Back to Review List
Mo. Username MName Enrolled Courses
1 mlz23007a test m123007a Information Technology and Management
2 ml230083z test m123008a Information Technology and Management
3 mlz23009a test m12300%a Information Technology and Management
Cancel Select QK Write Confirmation Email Back to Review List

3. The result screen will display as shown below.

+ Accepted Results - |

Review Results

Mo. Username Name Enrolled Courses Result

1 ml23009a test m12300%9z3 Information Technology and Management Successfull
2 ml23008a test m123008z3 Information Technology and Management Successfull
3 ml23007a test m1230073 Information Technology and Management Successfull

Back to Review List

Ill. User Management > Attendance Stats
Attendance Stats -

It displays the statistics including Number of Logins, Last Login, Course
Attendance, Last Entry, Tally of Posts, Discussion Participation, Total Study Time,
Pages Read and Action. You can use this information to understand students' learning
activities and provide them with help and care when needed. You can also use this
information to evaluate students' overall performance and add/deduct scores accordingly.

-18-
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Hi, sunnet! You are now in [Instructor’'s Office]. School:3 P | Course:2 P | Logout
eHliearinig,

User Management | Course Management | Classroom Management | Assignment Manag = | Administr | Classroon
Attendance Stats

Information Technology and I %

| . Attendance - j
The daily update mechanism have not activated
SelectAll  Select Access: Enrolled Student v Email the selected people Export data on this page @xML OHTML
[] Number Username ¢/ First Name Number of Logins Last Login Course Attendance Last Entry Tally of Po
1 m123002a 0 0
O 2 m123007a (EeE 1 2008-07-21 17:24:25 0
m123007a
O 3 m123008a test 2 2008-07-21 17:25:18 0
m123008a tee
4 m123009a EEE 1 2008-07-21 17:25:32 o
m123009a
B B L AT A
s sunnet mq,"@ 168 2008-07-21 17:04:20 12 2008-07-21 17:09:35
SelectAll  Select Access: Enrolled Student v Email the selected people Export data on this page @xML OHTML

» Tip: To view the students' attendance statistics
Use the statistics on this page to understand students' learning activities and
send e-mails to them if necessary.

1.  Select a role from the drop-down list, such as Auditor, Enrolled Student, TA,
Guest Instructor, Instructors or All.

-~ Attendance - J

The daily update mechanism have not activated

SelectAll  Select Access: |Enrolled Student + Ermnail the selected people

[] Humber Username -/ ber of Logins Last Log

F |1 m123007a Guest Instructor 1 2008-07-21 1
Instructor

Fl 2 m123008a Al 2 2008-07-21 1

[ 3 m1230093 test 1 2008-07-21 1
m123009a

SelectAll  Select Access: |Enrolled Student » Ermnail the selected people

2. The search result will display. Click on a title such as Number of Logins

¢ Course Attendance ., . .p, the category.

-19-
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- Attendance J
The daily update mechanism have noft activated
SelectAll  Select Access: |Enrolled Student Ernail the selected people Export data on this page ®
] Numbel Username First Name Number of Logins Last Login Course Attendance - I
01 m123009a “°5F 1 2008-07-21 17:25:32 1
ml123009a
02 m123008a "o°F 2 2008-07-21 17:25:18 0
ml23008z
O 3 m1230073 _°5t 1 2008-07-21 17:24:25 0
ml23007a ' '
SelectAll | Select Access: |EHFD||EE| Student V| Ernail the selected people Export data on this page ®

Click Course Attendance

3. to sort by the attendance, select the check

box next to the student with 0 attendance, and then click

Email the selected people

- Attendance - j

The daily update mechanism have not activated

SelectAll  Select Access: |Enrolled Student Ernail the selected people Export data on this page ®
[J] Humber Username First Name Number of Logins Last Login Course Attendance
01 m123000a "°5F 1 2008-07-21 17:25:32 1
ml230093
m123008a "o5F 2 2008-07-21 17:25:18 0
ml23008a : :
test
ml230073 mi33007a 1 2008-07-21 17:24:25 0
SelectAll | Select Access: |Eﬂr0||Ed Student ’ﬂ Ernail the selected people I Export data on this page ®

4. Inthe e-mail editing page, enter the subject and contents to urge them to
attend the class. Click Send to send the e-mail.

R SON.
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~ New Message - | &)
Sender sunnet (Sunbet Service Center)

Receiver [Ylm1z3008a (test m12300 Mm123007a (test m12300 If there are more than
one receiver, please
add commas, semi-
colons, or space in
between.

Other:

Subject No mote than 200
letters,

Cantent | | w | £ | E E =

Y=l s
Signature File - Please select a
b
Mot to use signature, signature file.
Attachment Each file cannot exceed
Browse. .. 64M , Mo more than
64M in total.

‘ More attachments Less attachments

+ Tip: To export the attendance statistics

1. After the searching result displays, select the bullet next to XML or HTML and
then click Export data on this page

N\ ;‘ ‘ v
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- Attendance - |

The daily update mechanism have not activated

SelectAll  Select Access: |Enrolled Student v Email the selected people Expart data on this page ®xML OHTML

] Mumber Username / First Name Number of Logins Last Login Course Attendance Last Entry
o1 m1230073 5:15;300?3 1 2008-07-21 17:24:25 0

m123008a Eﬂe:;:BDEIEa 2 2008-07-21 17:25:18 0
3 ml23009z ;81521:30093 1 2008-07-21 17:25:32 1 2008-07-21 17:40:19

SelectAll  Select Access: |Enrolled Student v Email the selected people I Expart data on this page @XMLIOHTML

2. A download dialog box will display. Choose to Open or Save the file.

File Dovrnload D_(|

Do you want to open or save this file?

[l%ll Mame: stud_export,zip
Type: Compressed (zipped) Folder

Fram: wrmpro,learnbank. com, b

[ Open ][ Save ]| Cancel |

| g | whhile files from the Intermet can be uzeful, some files can potentially
0 harm your computer. If wou do nat tust the zource, do not open or
b zave thiz file. WWhat's the nzk?

IV. User Management > Export Student Data
Export Student Data -

This function allows you to export the data of the auditors, enrolled students, TAs,
guest instructors and Instructors. You can send the exported data to another instructor or
a specific person. The exported format will be .html or .xml, making it easier for
instructors to manage the data.

_9o. o .
ISUN.:
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‘ _ Hi, sunnet! You are now in [Instructor's Office].
Se=liearning

Course Management | Classroom Management | Assignment

e o G =

] Information Technology and P v l | A

- Export student profile 'J

Select student
7 7 v
ColE T ERpait Instructor Guest Instructor TA

Enrolled Student Auditor

[¥lusername
[¥IFirst Name
[lGender
[“IBirthday

1D Mo.
[¥IEmail
[“IlHomepage

[ Telephone(H)
FlFax(H)
MlAaddressiH)
[“ITelephonefD)
M Fax(0)
[“laddress(0)
[¥IMobile
[“lcompany
[IDepartment
“iob Title

Select fields to
axport

Select export html files
format .xml files

Enter 'service@mail.elearn.com.tw |
destination Please enter email addresses here. To email more than one person, please put
Email address commas, colons, or space between addresses,

Export

» Tip: To export the personal information of the enrolled students and the auditors

1. Select the roles to be exported (e.g. Enrolled Student and Auditor). By default,
all items are selected.

- Export student profile - J

Select student
role to export

|_| Tpetrurtor |_| (311 r |:| TA
H I Enrolled Student Auditan

M Username

[?IFirst Name

-23.-
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Select fields to
export [

Select export

format

Enter
destination
Email address

Select the data fields and the file format (.html or .xml) to be exported and
then enter the e-mail address to send the exported data. Your e-mail address
will be the default address. If you wish to send the data to other people, enter
the e-mail addresses and use a comma, semicolon or space to separate

them.

[“lusername
[“IFirst Name
[JGender
[IBirthday

ip Ne.
[¥*]Email
[JHomepage
[“ITelephone(H)
[CIFax(H)
[“]address(H)
[dTelephone(0)
[IFax(0)
[Oaddress(0)
[(IMobile
CJcompany
[*IDepartment
“liob Title

.html files
.xml files
te5tl@5un.net.tw;test:2@5un.net.t'.'.d

Please enter email addresses here. To email more than one person, please put
commas, colons, or space between addresses.

3.

format

Enter
destinatio

Click ' Export

Select export .html files

.xml files

testl @sun.net.tw;test2@sun.net.tw
n Please enter email addresses here. To email more than one

Email address commas, colons, or space between addresses.

[Ee]]

4.

A result screen will display as shown below.

-24 - S e
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g Export student profile - j

Mumber
1
2

Receiver
testl@sun.net.tw

test2@sun.net.tw
Export Student Profile

Results

Sent
Sent

V. User Management > Email and Call the Roll

Email and Call the Roll

This function allows you to send reminders and urge students to attend the class,

submit assignments or participate in discussions. The system will help you find the

students who have not accomplished their learning target and send e-mails to remind

them. You can call the roll as soon as you finish the settings or set a schedule for the

system to call the roll automatically.

‘ Hi, sunnet! You are now in [Instructor’'s Office].
e=lieariniig
= Yooy Manooomoant |

School:3 P | Course:3 P | Logout

s& Management | Classroom Management | Assignment Manag = | Administr | Classroon

Information Technology and 1 Email and Call the Roll

| - Email and call the Roll - “ = Auto-Email and Call the Roll - J

Target Enrolled Student »
srowp

Filters O |L0gin

V||T0GIL0gin5 V||= v|

Start

Select Role

Select students from different

groups

If Filters are not selected,
all members will be listed.

¥ E-mail and Call the Roll

» Tip: To search for specific students and send notice e-mails

I « Email and Call the Roll - I‘ + Auto-Email and Call the Rﬁll - 1

Example: To search for students who have not submitted the assignment

and send an e-mail notice.

1. Inthe Target field, select Enrolled Student (only the enrolled students can

submit the assignments and participate in other learning activities).

2. Inthe Filters field, select Assignment, Certain, Undone and Assignment1.

-25.-
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3. Click =tart
Email and Call the Roll - J|. - Autg You can send e-mails to a
T ‘ certain group by selecting
arge | Enrolled Student | the check box next to Group
Group O | Al 2 || Al Y| and then select the group
name.
Filters 7
g | Assignment V||CerL—c|in V|
Undone V||A55ignment1 V|
[Tsar |
| ==———]

4. The search result will display. Click =~ Email Motice ' tg continue.

+ Result - |
Cancel Select I Email Motice I
Ma. Username Last Login Last Entry
2008-07-
1 mi123007a(test m1230073) 21
17:24:25
2008-07-
2 ml23008a(test m1230083) 21
17:25:18
2008-07- 2008-07-
3 ml23009a(test m123009a) 21 21
17:25:32 17:40:19
Cancel Select Email Motice

5. The e-mail editing page will display. Enter the subject and contents to remind
students that their assignments have not been submitted yet. Click Send to
send the e-mail.

¥ Auto-Email and Call the Roll

« Email and Call the Roll - l « Auto-Email and Call the Roll - JII

» Tip: To set a schedule for the system to send e-mails to students periodically

Example: Set a schedule for the system to send a notice every Monday to

students who have not been online for seven days.

1. Click Add to add a schedule for roll call.

SUN NET Technology Corporation Limited




'..J.' Wisdom Master Pro

WMPro User Guide for Instructors

- Email and Call the Roll - J » Auto-Email and Call the Roll - |

Automatic notification by email will remind your students to go to class, deliver hom
in a period of time and automatically, according to conditions vou setup.

SelectAll Page Mo.:|1 % Add |Delete | Enable | Disable

2. The settings in this page are described as follows.

> 1. Enable: To enable or disable this schedule.
> 2. Target: Select the role to call the roll.

> 3. Grouping: Select to send e-mails to all students or students in a specific
group.

> 4. Condition for Roll Call: In this example, select Study, Amount of Absence
and >7.

> 5. Frequency: In this example, select Once a week and Monday.

> 6. Period of Roll Call: Set the effective period of time to perform this roll call
schedule. In this example, it is from 2008-01-01 to 8-07-21.

- Add new rule for rollcall. - | )
You can setup conditions for rollcall like time, frequency. System will take rollcall according to the
condition you setup and send notification email to those students need to be rollcalled.
Enable or disahble
Enable ®Enable ODisable automatic rollcall
function.
Target |Enrcu||ec| Student V|
Grouping |AII V||.-'-\|I V|
Condition for |Stuu:|v V||Amuunt of Absence V||> V| 7
Rollcall
O0One time
Frequency Oonce a day How long is it to
®0nce a week Once rollcall?
{0Once a month Once
Sz ol from: 2008-01-01 to: 2008-07-21 SR e
Rollcall rollcall
3. Enter the subject and the contents of the notice. Do not change or delete the
variable strings in the content field. The system will need those strings to
apply the student's data automatically.
4. Click “% to save the notice.
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NOtification o o) infomation from %COURSE._NAMEY. Subject

Subject

cc Supervizer of this student.

S B I U s S| EEES
fEEEETyg & — @ &b 0 3F:E|E

Content

File

attachrment

list.
Each file cannot

Upload Browse... exceed 64M , Mo

attachment. Less attachments more than 64M™ in
total.

More attachments I 0174 I Cancel

VI. User Management > Student Grouping
Student Grouping

You can divide the students into small groups for discussions and assignments and
increase the chances for students to interact with each other. During a semester, you
might want to divide the students into groups for different purpose. Therefore, the
Student Grouping menu allows you to set up different parent groups and sub-groups.

s Student Grouping - j « Grouping Management - |
Select All Add| | Delete 11| Save
[0 Parent Group Mame Action
[0 Groupl Edit
0 Group2 Edit
Select All Add|| Delete 11| Save
# Grouping Management

SUN NET Technology Corporation Limited
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To divide the students into small groups, a parent group has to be created

first.

« Student Grouping - I| « Grouping Management - fl

» Tip: Grouping

Example: To set up a parent group named "Group1" and add two sub-groups

"Group A" and "Group B".

1. On the Grouping Management tab, there is a default folder named "New

Group" with no sub-groups. Click Edlt. at the right end of "New Group" to
rename it.

- Student Grouping - j « Grouping Management - |

Select All Add || Delete 1 Save

[ Prarent Group Mame Action

MNew Group Edit
H

Select All Add| | Delete 1 Save

2. In the Rename tab, change the name from New Group to Group1 and then

click (9K,

- Rename - | @
Tra_|d|t||:|nal Group]
Chinese

Parent

Group SIFI_'ID“fIEd Groupl Set One Language

Mame Chinese
English Groupl

Cancel

3. The parent group name has been changed to Group1.

"29- USOUN
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-~ Student Grouping - J

« Grouping Management - J

Select All Add | Delete Tl Save
[l Parent Group Mame Action
[ Groupil Edit
Select All Add | Delete Tl | Save

4,

Click on Student Grouping tab, you will see "Group1" on the upper-left
corner in the Parent Group field.

5. Click | Add Group

. Click it once to add a new sub-group. In this example,
click twice.

- Student Grouping - “ « Grouping Management *j

Parent Group

1. Check the boxes next to the students and then click on a group name. The selected stuo

2. After all students are grouped, click Finished.
3.

You should assign members to the newly added group. If not, the new group will be co

Add Group Remove Group Reset | Finished

—_—  —

Ungrouped ClHew Group f Cuew Group f

[0 m123007a test

ml123007a I

[0 m1230083 test
m123008a

] m123009a test
m123009a

[] studcf_A Fanny Lin
[] studcf_B Dora huang
[] sunnet MEERATE IR DO

6. Click £ next to a sub-group to rename it.

Ungrouped CONew Gruug

(] mi23007a test
m123007a
[0 m123008a test
m123008a
[] m1230093 test
m1230009a

-30-
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7. Change the name on the Rename tab (e.g. Group A and Group B) and then

click Ok

+ Group Properties - | @)
Trediiona! G

Parent

Group Simplified Group A Set One Language

Mame Chinese
English Group A

Group

Leader

I| ] ICanceI

8.  After rename the groups, the result is as shown below.

+ Student Grouping - J.

Parent Groups

1. Check the boxes next to the ztudents and then elick on a group name. The selected stu«
2. After all studentz are grouped, click Finished.

3. You should aszzign members to the newly added group. If not, the new group will be co

« Grouping Management - j

Add Group Remave Group Reset | Finished — —

Ungrouped IDGrDug A & ClGroup B fl

[] m123007a test
m123007a
[l m123008a test
mil23008z

] m123009a test
m1230003

9. Now, you can assign students into groups. Select the check box next to the
student to be moved (e.g. m123007a and m123008a) and then click Group A.

Ungrouped ‘IGrnun Alf

m 12 0Lt E T T
mig300va
m1230083 test
ml230083
[] m1230093 test
m1230009a

10. The selected students will be moved under Group A.

i USUN.i
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Ungrouped ClGroup & # CGroup B 4
[] m123009a test [] m123007a test

ml2300%93 mi230073

[] studcf_A Fanny Lin [] m123008a test

] studcf_B Dora huang m123008a

11.

Repeat step 9 to move the rest of the students to Group B.

Ungrouped

CGroup & # OGroup B #
(] m123007a test ] studcf_B Dora huang

lIIIIIIIIIllllrrl]i%gEIIUI?IEIIIIIIIIIIIIIII D EtUdCf_PL Fann}r LII—I

[l m123008a test [0 m123009a test
m1230083 1230093

12.

If you need to adjust the orders of the sub-groups, select the check box next

to a sub-group and thenclick = = or = = to move the sub-group left or
right.

Add Group Remove Group Reset | Finished I “— —3 I
Unarouped vl s # OGroup B #
13. After you finish the settings, click = Finished | to save the changes.
Add Group Remove Group Resetl Finished I “— —3
Unagrouped OGroup & # OGroup B #
14. Grouping is now completed.

A sub-group must contain at least one student in order to be saved. If

there is no student in a sub-group, the sub-group will not exist.

» Tip: To set up the group leader

After students are divided into small groups, you can assign a group Ieadgr

32 N /7/
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for each group.

Example: To set m123009a as the group leader of Group1->Group B.

Click the | Student Grouping - | .\ coloct the parent group (e.g.

1.
Group1).

™ Grouping Management - j

- Student Grouping - J

Parent Groups
I, Check thiSHog,

te the students and then click on a group name. The selected stuc

2. After all 2055 o dre grovped, click Finished.
3. You should azzign members to the newly added group. If net, the new group will be co
Add Group Remove Group Reset = Finished — —
Unarouped (Group A # CGroup B #
2. The sub-groups of Group1 will display. Click 4 next to the sub-group (e.g.
Group B).
Ungrouped CJGroup & 4 CGroup B
[0 mi123007a test [0 mi23009a test
mi123007a mi2300%9a
[] m123008a test [] studcf_A Fanny Lin
m123008a ] studcf_B Dora huang
3. Onthe Group Properties tab, select a leader (e.g. m123009a) from the

Group Leader drop-down list.

- Group Properties - J

Parent Traditional

Group Chinese
Mame

Group B

mi23009a test m1230093 e
studcf_A Fanny Lin —
studcf B Dora huang

4. Click “% to save the settings.

33 N /7/
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”~ Group Properties - J

Ny, =

Parent .
Traditional

Group ) Group B
Chinese

Mame

GrouP [ i133000a test m1230092
Leader

‘ Cancel

5. The username of the group leader will be bolded.

DGrnug B f
||:| m123009a test

ml23009%9a
LI studct_A Fanny Lin
[0 studcf_B Dora huang

To assign a group leader, you have to assign students into sub-groups and

then select a leader among them.

» Tip: To arrange the order of groups

1. Select the check box next to a group name (e.g. Group 2) on the

”~ Grouping Management - j tab

« Grouping Management - j

-~ Student Grouping - J

Select All Add| Delete 1111 Save

[1 Parent Group Mame
[l Groupl
I Group?2 I

Select All Add| Delete Tl Save

2. Click 7 i to move the group up or down and then click = =2'e

-34-
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» Student Grouping -J « Grouping Management -J

Select All Add| Delete I 1 1|Save

[1 Parent Group Name

Group?2
[l Groupl

Select All Add| Delete 1 I Save I
e—

The group order adjusted here will display on the Group Discussion

drop-down list under Communication Center.

« Group Discussion - j

Please select group tasks.
Number Subgroup Name
1 Group A

2 Group B test m12300%a(mi12300%a)

VIl.User Management > Setup TAs

| Email and Call the Roll | Student Grouping |

‘ Hi, sunnetl You are now in [Instructor’'s Office].
e=liearng
- i Course Management | Classroom Managemer

Information Technology and Mr: Emall and aﬂﬁg ﬂ. ]'ﬁgu
P Setup TA - j ':\3)
Query: Please enter a keywo | Search | | AddTA |
| SelectAll | Page No.: [First|[_Presious |[Nex][Last|| Delete |
Ll Username / Name Access Modify
sunnet MR AT R & D Instructor
SelectAll | Page No.: IF|rsT_E Previous || r-IEa.T_: Last| | Delete
-35- —
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# Tip: To add a TA or a guest instructor
Example: To add m123001a to be a TA of this course.
1. Click  AddTA |

« Setup TA - |

Query: Please enter a keywo Search I Add TA I
SelectAll  Page No.: Delete
] Username ¢ Mame AcCcess
sunnet HB B B i S AR o oL Instructor
SelectAll | Page No.: Delete
- Add TA -
2. Onthe | tab, enter the username (e.g. m123001a), select TA
or Guest Instructor from the drop-down list and then click = ©2v&
- Add TA - |

sername ml23001a I
If you want to add more t
I Cancel Return

» Tip: To delete a TA or a guest instructor

instructor, please separate accoun

1. Select the check box next to a TA or a guest instructor and then click

Delete |

- Setup TA - @
Query: Please enter a keywo Search Add TA

Cancel Select Page Mo.: Delete
Username ¢/ Mame Access Modify
m1l23001a ItESt ml23001a TA Modify

sunnet BEFNTE R P L Instructor
Cancel Select | Page No.: Delete

# Tip: To change the role of a TA or a guest instructor

1.

-36 -
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W/

. Setup TA j

Query: Please enter a keywo Search Add TA

SelectAll  Page No.: First| [ Previous |[Next|[Last| [ Delete
Madify

] Username ¢ Mame Access
TA Modify

] mlz23001a test m123001a
sunnet PR AT AR P oL Instructor

SelectAll  Page No.: First| [ Previous |[Next|[Last| [ Delete

Modify TA - | tab, select a new role from the drop-down list and

2. Onthe | -
then click = Modify
. Modify TA - ]
Username mlz232001a

Mame test m1230013

TA i

Access

A TA has the same rights as an instructor except for deleting a TA.

-37-
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= Courses Management

| User Management | Course Management | Classroom Management | Assignment Managn

I. Course Management > Upload Content
Upload Content -

To increase and manage your teaching materials, you can upload your files using
Web Folder or FTP. After files are uploaded, you will be able to set up chapter nodes and
assign the file paths. For information about assigning a file path, please refer to Learning
Path Management.

» Tip: To upload files/folders using Web Folder

Example: To upload folders "ch1" and "ch2" to the online course.

1. Onthe Upload tab, click “Pen  at the right end of Web Folder.

‘ Hi, service! You are now in [Instructor's Office]. School:l
e-liearning
[ .

User Management | Course Management | Classroom Management | Assignment Manag

| Information Technology and I Vl Upload Content

= Upload - j 2
Upload Method Enable/Disable

Web Folder (Suggested. Geod for creating files, moving, deleting. or
renaming.) 8] m

Can not detect Web Folders component.

FTP (Good for transferring big files and resuming downloads.) (o] instruction
Upload Zipped Files o] Open
Upload (0] Open

2. The web folder of the course will open.

-38-
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(For Windows XP) If you have problem opening the web folder, please follow the steps

below.

1> From Windows, select Start > Control Panel, and then double-click on System

_ User Management |

|/ upload content |

. Wisdom Master Pro

WMPro User Guide for Instructors

- Upload tJ

Upload Method

Web Folder (Suspested. Good for creating files

ﬁ 10001 10000105 B} wmpro learmnbank com tw.
CBEE REE WRO BsEW IR0 HH®

§ Pus [ wex (5 5 X 9 @

 #BAE) |2 http:fhwmpro Jeambenk com. tv/10001_10000105¢

(2
2/
Enable/Disable
(o] Open
instruction
Open
Open

]

1 @i

Management Tools.

2> Double click on Service and locate WebClient.

3> Click Stop to stop WebClient.

4> When the status shows Stopped, click OK to save the new settings.

5> Go to Internet Explorer and select Tool - Internet Options - Privacy, and then cancel

the block popup option.

[ ucer management | Gou
=1

In your computer, open the directory that contains the files/folders to be

uploaded (e.g. ch1 and ch2).

Uplozd Content |

Upload -

ent | Classroom Management | Assignment Managl o L0

P RO 8 ) oo ] BREE EBRE BRD BmSEw IO HEm o
Qrr- O QT @ P e |H
{ #BAED) [ D:Demo v ] D |5 niphvsmprs Jesmbank com. /10001 10000105/ |

';’ chl | EI

e chifl

U0 Ees |
e

Il/’ 2

T 1 ik e | me
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4. Select files/folders to be uploaded (e.g. ch1 and ch2), drag them to the Web
Folder and then drop.

+ Upload -

»

- BEE REE WRO FREL IRD :
QrE- © ¥ Pus [pwmx { €

fiT 2 mne ) BATERS 1 Ee

5. The files/folders will start to upload.

User Management | Course Management I L_‘la_s-_j_room Management | Assignment Manag = | Admin | 4

@

105 B wmpro Jeambank:com. tw

REN WA FEREW TED
. I . ., 3
__________ © 3 Pu= [rwex | |H
hlp:."N'mpm.leambank.com.w."lﬂﬂﬂ1_10000105.’ ha |

D—I

1 m_heg_chi..

SET 2 E o HETE

6. When upload is completed, you will see the files/folders are copied to the

online course folder.

-40 -

SUN NET Technology Corporation Limited



N
W Wisdom Master Pro

WMPro User Guide for Instructors

« Upload - &

; & 10001 10000105 B wmpro learnbank com tw (=053
 EmD wwEE Gam smeEw tan 0 | sRe sEe seo seREw TED oED | A

QtE- ) § Jms | omm QrE- O @3 Puspwx (B
| #84D) |5 DDemo U] R |2 sk ot |
ch2

chl

»

T 2 ) HnEm A |z mme

» Tip: To upload files/folders using FTP

If the files to uploaded are larger in size, it is suggested that you use a FTP
software to upload the files. It will prevent from connection failure due to the

instability of the network.

To use this function, you should have a FTP software such as AbsoluteFTP,
BlazeFtp, CuteFTP or FireZilla installed in your computer. Use this function
when the file size exceeds 100MB or you have problems uploading files

using Web Folder.

Example: To upload files/folders using FTP (Please make sure your

computer has installed a FTP software).

1. Go to Instructor's Office > Course Management > Upload Content.

‘ Hi, service! You are now in [Instructor's Office]. School:l
e=lenrnmg
User Management | Course Management | Classroom Management | Assignment Manag 2
| Information Technology and ¢ V| Upload Content
= Upload - j &

Uplead Method Enable/Disable

Web Folder (Suggested. Goed for creating files, moving, deleting, or
renaming.) o} Open
Can not detect Web Folders component.

FTP (Good for transferring big files and resuming downloads.) o instruction
Upload Zipped Files o} Open
Upload o Open

2. Launch your FTP software (e.g. FireZilla).
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Z FileZilla

File Edit View Transfer Server Help

E BabkQ B R %
Host: I:l Lsername: |:| Passwiord: I:l Part: | | [ Quickconnect ]E]

3. Follow the instructions below to add a new FTP site.

Z FileZilla

File Edit View Transfer Server Help

E- B-Q B R
Host: Lsername: Password: Port: |21 | [ Duickconnect ]B

> 1. Enter the URL of e-Campus. That is the portal site of your e-Campus. Do not
add an "http://" in the front and a "/" at the end.

> 2. Enter your username to login to e-Campus.
> 3. Enter your password to login to e-Campus.

> 4. Enter 21 for FTP port. (The default value is 21.)

> 5. Click to connect to the teaching material directory of this

course.

4. When connected, the screen will display as shown below. Depending on the
FTP software, the screen capture might be different.
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Hle Eeit ol Tondor bt Heb?
E- BEha=QRBLSO&ER 3=
Host: I.Iearnbank.com.twi Username: |service | Passward: |********* | Part: | |L2uickc0nnect ]E]
Response: 150 Opening ASCI mode data connection for file list ~
Response: 226 Transfer complete,
Statiis: Directory listing successul =
AL |D:\Demu\ v | ERIE S |,‘ v
WEAE WEA EREER RS .. wEEHE - WERA | EEER =
& Q-
okl BT 22M07/2008 ... &1 BEEHE 2
(Sych2 TR 220742008 ... = Pt e
= . .
The left pane displays the = The right pane displays the
files/folders in your computer directory of your online
course(s) in e-Campus
< I T ¥
2 directories 2 directories
5. Select the files/folders to be uploaded in the left pane.
AL g |D\Dermnot, I &
EWELE wWIA | fEELEs| &SR
. _
ehd BFERTE 230742008 ..
Dyehz BFER 22M7/2008 .
2 directories
6. Drag the files/folders to the right pane and then drop. Press Citrl to select

multiple files/folders and then drag and drop at once (e.g. ch1 and ch2).
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iz sunnet@eleam shu eduo tw - FileZilla
File Edit ¥Wiew Tronsfer Server Help

- BnLQRBeOER H=
Host: |.|earnbank.cn:um.tw| Lisername: Passywgre]; |*##kkkbEk ‘ Port; ‘ ‘[

Response: 150 Opening ASCI mode data connection for file list
Response: 226 Transfer complete,
Status: Directary listing successful

A4 |D:\Dema) v | s
I LR RHEIETY... HREHE
o.
]!
2
3
7. Wait until the files/folders are uploaded.
FHii&: |D:\Demol v | mimisa: |/ v
BEEH s HEAD HEFELER REER BEEH s _ EER EEEH T
o o
C)chl BRERR 220702008 .. ot BEEER o
k2 IR T372008 .. o2 BoEEE o
= wEEHER 2
Cchl e
[Chch2 EEEEE 2
< >
2 directories 5 directories
= It takes more time when uploading a larger file or when the network traffic is

busy. Please wait patiently.

Il. Course Management > Content File Manager

Content File Manager 2

It displays the files and folders that you have uploaded and arranged. You can copy,
move or delete files/folders and organize the structure of your teaching materials. It also
provides a fast and convenient file extract function. When a compressed file is uploaded,

"4 ISON.i
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it will extract automatically.

¥ File Manager

I| + File Manager - Ji— New Folder - J

= New File - J

« Upload - J

+ Upload Zipped Files - J

» Tip: To move, copy or delete a file in File Manager
Example: To move the file 001.png to folder 1.

1.  Select the check box next to the file to be moved and then click = Move |

« File Manager - J + New Folder - j ~ New File - J « Upload - J « Uploa
Current path: /

Select All Copy || Move || Delete c
[] Type Filename File Size
F La 1 4,006
O & =z 4,006
F @@ 3 4,006

l [B o001.png 25,776
elect apy || Move || Delete

2. Select the target folder (e.g. 1).

- File Manager - J

Please select the target folder forMove target directory:
Current path: /
Efroot

=2
=3

Abort

3. Thefile is moved to folder 1. Click on folder 1 to confirm again.
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« File Manager - J + New Folder - j « New File - J « Upload - J « Uploa
Current path: /

Select All Copy || Move || Delete c
[] Type Filename File Size
] D 4,006
O & :z 4,006
Fl La 3 4,006
Select All Copy || Move || Delete

4. You will see 001.png in folder 1.

[] Type Filename
D ! L | n

S | z=n

5. Use the same procedure to copy or delete a file. Select the check box next to
the file and then click ' “°p¥ or Delete |

Move: To move a file to a new folder. The file will no longer
exist in the original folder.
Copy: To copy a file to a new folder. Both original and new

folders have a copy of the file.

# Upload Zipped Files

|« File Manager - J

+ New Folder - J

= New File - J

[ Upload —I! - Upload Zipped Files - !I

» Tip: To upload a zipped file

You can organize your file/folder structure of your teaching materials in your
local computer and then compress them into a zipped file. Use the Upload
Zipped Files function to upload the zipped file and the system will extract the
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files after the upload is completed. It saves a lot of time on uploading files

and organizing files online, which make your work more efficiently.

Example: To upload a zipped file consisting of multiple files and folders. Use
class.zip which consists of 3 folders (chp2, chp3 and pic) and 2 files

(class.htm and demo.htm) as an example.

1. Use a compression software to create a zipped file (e.g. class.zip).

O 0O O & €

chpZ chp3 pic classS htm  demohbm

\\“@’{/

2. Click = FBrawse.. o select the file to be uploaded (e.g. class.zip) and then
click = Ypload

- File Manager - j - New Folder - I - Upload - j - Upload Zipped Files -

- New File - j

Current path: f
Currently in use=26144K Quota Limit=204800K

The size of each upload cannot exceed:64M™M; the size of total uploads cannot exceed:64™
If zipped files contain Chinese names, please upload via FTP aor Web Folder instead.

1. Please click Browse to upload your zipped files.
2. Your uploads will be decompressed to the current folder.
3. If you want to know what file types can be automatically decompressed, please click here.

Upload Zipped Files D:!'\Demo'Class.zip Emwse...l Upload I

3. Once the compressed file is uploaded, it will extract the files/folders to their
original format and file structure automatically.

SUN...:v
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- File Manager -j » New Folder -J « New File -J » Upload
Decompress [class.zip] created successfully!
Current path: /
Select All Copy || Move || Delete
[] Type Filename
O] (3O chp2
Oy &2 chp3
O] O pic
] @ class5.htm
FI @ demo.htm
Select All Copy || Move || Delete
The supported compression Supported Types Applications required Support
file formats depend on the -tar.gz tar 0
compress/extract software you oz Lar 0
have installed. Click LT t” 0
= iz .thz tar 0
FE ER the instructions
. tar.Z tar ]
field for the supported
) ] LIip unzip ]
compression file format and
.rar unrar X
also as shown here. . )
L3M] Unarj X
.ace unace X
zh Iha 0
I
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Ill. Course Management > Learning Path Management
Learning Path Management -

After uploading the teaching materials, you may set up the chapter nodes including
modifying the names of the chapters and set up the links. In addition to the general
teaching materials, you can also setup the learning path to include assignments, tests,
questionnaires, discussion forums and chat rooms. With a comprehensive arrangement,

students are able to study step-by-step and gain better results.

‘ Hi, sunnet! You are now in [Instructor's Office]. School:4
c-liearning
[ .

User Management | Course Management | Classroom Management | Assignment Manag

Information Technology and 1w Learning Path Management

[ |+ Learning Path - |
< Toolkit 9 j

Save Information Technology and Management

|2] Recover

3 add
» Tip: To edit the learning path
Example: To add 3 chapter nodes under a chapter.
1. Click 3 Add on Management Toolkit in the left pane to open a Node
Properties tab.
— Learning Path J z
s Information Technology and Management
@ Recover - Node Properties - j (&)
' @ Link
O Accignment
O Test

5 Delate Node Type (O Questionnaire
% cut O Topic Discussion

u
E:% = ('Discussion Forum
s pop:" () Chat Room

aste

W o Node .
2 Visible or Hidden S [1 Hide Show
4= Shift Left -
= Shift Right Traditional | yosned
7 Chinese .
A Move Up . : e
U5 Mive o Node Title: {S:Lr?npellsﬂeed undefned Set One Language
: Properties

E :ﬂpﬂ: English undefined

Xpo
g4 Select Al URL : aboutblank Browse | [] New Window
B8 Cancel Select Finish || Gancer
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Node Type: Select the type of the node to be created. The default setting is

Link. Click | Browse | npext to the URL field to select a chapter/section as a
node or select an assignment, a test or a discussion forum as a node.

Node Status: There are three options available.
@ Select Hide: Hide the chapter node.
€ Select Show: Show the chapter node and open for study.

@ Select None: Show the chapter node but does not open for study. The
chapter node will be displayed but can not be accessed.

Title: Enter the chapter/section title.

URL: Select the path of the file. The file can be selected only if they are
uploaded via web folder or FTP.

'S Click Browse
aboutblank Browse | [ ] New Window

€@ Select the file to be linked. The files/folders that you have uploaded will be
displayed on the Course Content tab.

”~ Course Content - j

« content Repository

Directory:/

1 chp2

3 chp3

1 pic

@ class5.htm
@ demo.htm

€ The files/folders opened by the e-Campus administrator will be displayed
on the Content Repository tab.

€ You can also upload the file to be linked from the Upload tab.

« Course Content J

« Upload - J ":? /

« content Repository - J

> 5.

Click | FINEh | to add the chapter node.

2. Repeat the above steps to create enough chapter nodes. The example is as

shown below.
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< Toolkit + Learning Path - j 2
Save Information Technology and Management
2] Recover [] 1. Chapterl
[J 2. section 1
3 Add [0 3. section 2
B Insert ] 4. Section 3
# Edit [] 5. chapter2
¥ Delete

3. Adjust the levels of the chapters and sections. For example, select the check

boxes next to Section 1, Section 2 and Section 3. Click = Shift Right to

move them one level down under Chapter 1.

< Toolkit - Learning Path - @
Save Information Technology and Management
2] Recover Chapterl
Section 1
£l Section 2
Bea Insert Section 3
# Edit Chapter2
¥ Delete
4 Ccut
By Copy
[ Paste
" Visible or Hidde
e Shift Left
| = shift Right |
1 Move Up

4. The result is as shown below.

- Learning Path - |

2)

Infermation Technelegy
Il 1. Chapterl
J 2. section1
[ 3. section 2
[J 4. section 3
Il 5. Chapter2

and Management

. PA

5. Before leaving this tab, make sure you click 58Ve  tg save the changes.
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' @ Toolkit - Learning Path - J @)
Dokl
e I Infermation Technelegy and Management
Il 1. Chaptert ... #4

2] Recover
[] 2. section1

CJ Add ] 3. section 2
o+ Insert O 4. Section 3
# Edit . 5. Chapter2
3 Deleta

6. A"Save Complete" dialog box will appear.

7. The TOC of your teaching materials will be displayed on the Enter Course

(Classroom) menu.

‘ Hi, sunnet! You are now in [Classroom]. School:4 P | Course:1 P | Logout
e-Learning
= =

Assessment Center | Information Center m = | Administrator | Office

Information Technology and I % | Announcements | | Discussion Forum | Online Discussion | Topic Discussion | G PM 05:09

@ @ Chapterl

& Course Catalog
E Chapterl

O Section 1

O Section 2

[l Section 2
[ Chapter2

IV. Course Management > Course Settings

Course Settings -

You can set or modify the settings of the course such as the Course Title, Teaching
Materials, Course Start/End Dates, Textbook, etc.

s Note: Depending on the administrator's settings, you might not be able to modify

all items.
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‘ Hi, sunnet! You are now in [Instructor's Office]. School:4 P | Course:1 P | Logout
S Selienrig,
Yt

User Management int | Classroom Management | Assignment Manag = | Administr | Classroon
| Information Technology and b % | | Upload Eontent | Content file Manager | Learning Path Management | - 5 i Eo 0 = PM D5:11
« Course Settings - j &
Item/selection Content Remark
Course Title *Required
. _ = Course titles cannot
Traditional Chinese EERE R contain the following
A - PNl @RS
Simplified Chinese FHEEER ...Set0ne languags.... ila:?;_te:rf. L
Enalish \Information Technology ar b o N
- No more than 254
Roman characters.
Course Provider Display only. No more

than 128 Roman =
characters.

Instructor sunnet (MBEFHMTER P L)

Guest Instructor

» Tip: To set or modify the course settings

Example: To modify the course settings.

1. Enter or modify the Course Title.

Course Title

Traditional Chinese BRI

Simplified Chinese R SER eoelOnelanguage ...

English Inforrmation Technology ar

2. If you want to use the teaching materials from the Content Repository, click

Search Content | (The administrator's permission is required).

Content Used Enable Contentl I Search Content I
3. In the new window, select the category you would like to use and then click
Mext

O ) [G] Coffee

() [G] social science
O ([G] applied science
{3 [G] English

Expand Collapse [ ext ancel

4. Select the repository and then click ©K. ‘\
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™~ Select Content - j &

10 Content Mame
1 Photoshop Basic tech.

i 2 Contentl

QK| Cancel

Enter the Course Start Date and the Course End Date.

Registration Start Date
Mow

Registration End Date S

Course Start Date Enable, Date: 2008-05-01

Course End D3te [ £ apje, pate: 20080722

Select the Status.

Opening(Auditing not allowed. Course is not accessible before the course start date and after the end date.) lV_',

In preparation(Instructors onby)

Opening(Auditing allowed. Course is accessible between and beyond start date and end date.)
Opening(Auditing allowed. Course is not accessible before the course start date and after the end date.)
Opening(Auditing not allowed. Course is accessible between and beyond start date and end date.
Opening(Auditing not allowed. Course is not accessible before the course start date and after the end date.)

The options of the course status are described below.

> 1. In preparation (Instructors only)
The course is under construction. Only the instructor can access the course.

> 2. Open (Auditing allowed. Course is accessible between and beyond start
date and end date)
In addition to the enrolled students, other students can be the auditors and
enter the classroom. The course is not limited to the start date and end date.
Even if the course is ended, students can access the course.

> 3. Open (Auditing allowed. Course is not accessible before the course start
date and after the end date)
In addition to the enrolled students, other students can be the auditors and
enter the classroom. The course is limited to the start date and the end date. If
the course is ended, students will not be able to access the course.

> 4. Open (Auditing not allowed. Course is accessible between and beyond
the start date and the end date)
Except for the enrolled students, other students cannot be the auditors and
enter the classroom. The course is not limited to the start date and the end date.
Even if the course is ended, the enrolled students can access the course.

> 5. Open (Auditing not allowed. Course is not accessible before the course’s
start date and after the end date)
Except for the enrolled students, other students cannot be the auditors and

AN Vs e
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enter the classroom. The course is limited to the start date and the end date. If
the course is ended, the enrolled students will not be able to access the
course.

7. Check or modify the Group which the course belongs to (The administrator's

permission is required).

Eruupl College of Computer Science I

8. Enter the Textbooks and the Reference Sites.

9. Enter the Course Intro, Total Enrolled Students, Total Auditors and

Passing Grade, and then click ' =3

Course Intro Information Technology and Management]

Total Credits

Total Enrolled Students
0 People

Total Auditors 0 People

Space Used 420 KB ( 0.21 %)
Quota 204,800 KB
Passing Grade gQ

Reset

10. The course settings are completed.

V. Course Management > Course Intro

Course Intro =

You can use the web editor provided in the menu to create web pages for Course
Intro, Course Schedule and Instructor Profile under the Information Center. If you
have designed your own web pages, you can upload them here and they will to be
displayed under the Information Center.

SUN.:w
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+ Course Intro - | @)
You can edit your course introduction or course outline

here for students' future reference. Please select an edit
mode.

Item Tpye Preview
®Apply Edit Preview
template

Course Intro Please
(O self-design Upload & upload
webpages Setting homepage

first.
®Aapply Edit Preview
template

;DUFSE Please

rrange (O self-design Upload & upload
webpages Setting homepage
first.
®Aapply Edit Preview
template
In5trL11Pc|t|:|r Please
proftie (O self-design Upload & upload
webpages Setting homepage
first.
Save

» Tip: To use the templates provided by the system
Example: To use a template provided by the system to edit the Course

Schedule.

1. Select the bullet next to Apply template under Course Arrange and then

click Edit.

N\
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- Course Intro - 2
You can edit your course introduction or course outline
here for students' future reference. Please select an edit
mode.

Item Tpye Preview
©apply Edit Preview
template

Course Intro Please
(O self-design Upload & upload
webpages Setting homepage

first.
©apply Edit Preview
template
:DUFSE Please
range () self-design Upload & upload
webpages Setting homepage
first.

2. Onthe page, enter the study progress of each week. The default titles are
arranged by week. You can change the titles if necessary.

- Course Arrange_Apply template - I

: Rl B I U | x | =

=T 0= @ WO ES | B

[11
Nt
"

HEE
mmm

Title Content

1st Week
2nd Week
Ird Week
4th Week
bth Week
Gth Week
Tth Week
6th Week
9th Week

3. Click =38 to save the change.

4. The students will see the Course Schedule under the Information Center

as shown below.
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1st Week
2nd Week
3rd Week
4th Week
5th Week
6th Week
7th Week
8th Week

ath Week

Title

Content

—

The procedure of editing Course Intro, Course Schedule and Instructor

Profile are very similar. Use the same way to edit these pages so that the

students can gain further understanding about you and your course.

» Tip: To upload the self-designed web pages

1.

Example: To upload the self-designed web pages for Course Schedule.

then click Upload & Setting

- 58 -
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- Course Intro - | &
You can edit your course introduction or course outline

here for students' future reference. Please select an edit
mode.

Item Tpye Preview
©apply Edit Preview
template

Course Intro Flaase
(O self-design Upload & upload
webpages Setting homepage

first.
Oapply Edit Preview
template
P'l:I:lL.IFEE Please
Lrange (®1self-design Upload & upload
webpages Setting homepage
first.
2. Click = Browse. | to select the web page to be uploaded and then click Open.

« Instructor profile_Self-design webpages - |

Flease upload the webpages for your Course Intro, including HTML pages, images, and media files.
After uploading is completed, please make a selection under [Assign as homepage] to designate
vour homepage.Then press [Save]. To delete or move files, go to [Course Material Manager]

Other reminders:

(1) while creating webpages, be sure to use relative path names for your graphics., Do not use

absolute path names.

(2) File names are case sensitive, For instance, Mame.htm and name.htm are different files.
(3) Pleaze use only Roman characters in file names. Do not use Chinese characters as these can

Browsze...

CAauUse Brraors,
Current path:

Currently selected fileNo file selected
Save Back Add new falder Course Material Manager
pload & Setting

Select

q

2008-07-22 14:04:58

2008-07-22 13:58:12

Tpwe temgd File name File size
2 chp2 4,096
=] chp3 4,096

3. Click = Mpload &Sefiing | to upload the selected file.

Course Material Manager

folder
pload & Setting

DaDemowclazsa htm

Edit time

Browse...

4. After the web page is uploaded, click the bullet next to the file to be displayed

on the Course Schedule page, and then click Save.
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classS.htm 72

demo.htm 15

EIau::I': Add new folder Course Material Manager

Lpload & Setting

5. Return to the Course Intro page, make sure the Self-design webpages is
selected and then click Save.

OApply Edit Preview
Course template
w elf—design Upload & p _
- review
WEeDpages Setfing
©Apply Edit Preview
template
In5trL11:!:|t|:|r Plazse
profile () self-design Upload & upload
webpages Setting homepage
first.

6. You can click Preview to see the result.

VI. Course Management > Import Content
Import Content =

In the Import Content page, you can import course packages with SCORM 1.2 or 1.3
standards, created by ETM (Enterprise Training Master) or WM (Wisdom Master Pro) or
with AICC standard.
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Import content materials
The size of each upload cannot exceed:64M™M; the size of total uploads cannot exceed:64™

@lUpload course package Browse. .
Content Source ® B . g

ODirectly process the files in current content folder,

®1, Course package of WM v2.3 and above

)2, ETM course package

()3, SCORM 1.2 course package Flease select the package you want to
)4, SCORM 1.3 course package import.

(5, AICC course package

(6, General compressed package

Content Type

@Keep current path
Path Processing OReplace current path
O attach to the end of current path

Select how to deal with
imsmanifest.xml

Ok

» Tip: To import a course package

Example: To import a course package with SCORM 1.3 standard.

1. Click = Brawse.. | at the right end of Content Source and select the course
package to be uploaded.

Import content materials
The size of each upload cannot exceed:64M™; the size of total uploads cannot exceed:

®Upload course package DiDemopackage zip

Content Source
ODirectly process the files in current content folder.

2. Inthe Content Type field, select the type of the course package (e.g.
SCORM1.3 Course package).

Import content materials
The size of each upload cannot exceed:64M™M; the size of total uploads cannot exceed:64™

<)lpload course package DiDemoipackaoe zi Browse.
Content Source ©up p g package.zip

ODirectly process the files in current content folder,
1, Course package of WM v2.3 and above
)2, ETM course package

I I=Tlal:1 " B - LTI Please select the package you want to
Content Type .
#4, SCORM 1.3 course package import.

JS, AICC course package
(6, General compressed package

@Keep current path
Path Processing OReplace current path
O attach to the end of current path

Select how to deal with
imsmanifest.xml

Ok
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3. Inthe Path Processing field, select what you would like to do with the
learning path. The imsmanifest.xml file in the course package keeps the
records of the learning path. You can decide to keep the existing learning
path, replace with the new learning path, or attach to the end of the existing

learning path.

current path

4. Click 9K,

« Import content materials - | "

The size of each upload cannot exceed:64M™M; the size of total uploads cannof excesed:64M™

CoaDemowpackage.zi B
content Source ®Upload course package ] e Zip e —

ODirectly process the files in current content folder.

(1. Course package of WM v2.3 and above

)2, ETM course package

(3, SCORM 1.2 course package FPlease select the package you want to
4, SCORM 1.3 course package import.

()5, AICC course package

6. General compressed package

Content Type

O¥Keep current path
Path Processing ®Replace current path

Oattach to the end of current path
I [0]14 I

5. The course package is imported.

Select how to deal with
imsmanifest.xml

6. Go to Learning Path Management to check or modify the learning path of
the imported course package.

L |
_ User Management | Course Management | Cl

| Inforrmation Technology and b v| Learr

- Learning Path - 7

7 Toolkit g I
[ Infeormation Technelegy and Management
2] Recover ] 1. Chaptert ... ®4%

0 2. section1
£ Add 0 3. section 2
g+ Insert ] 4., Section 3
# Edit O 5. Chapter2
o Delete
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VIl. Course Management > Content Stats
Content Stats =

Content Stats lists the statistics of each chapter and section such as the longest
studying time, the shortest studying time, the total number of entries, the total studying
time and the average studying time. The statistics help you to understand the students'
learning conditions on each chapter, section and its popularity.

» Tip: To read the content stats

Click on a category such as Content Title, Longest Time, Shortest Time, #
of Entries, Total Study Time and Average Time to sort by the category.

Click the category again to toggle between sort ascending and descending.

« Content Stats - | "
|ThF' daily ppdate mechapicm have pot activated |
I Content Title Longest Time Shortest Time # of Entries Total Study Time Average Timel
Chapterl 1:02 1:02 1 1:02 1:02
Chapterl 31 31 1 31 31 ‘
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= Classroom Management

| User Management | Course Management | Classroom Management | Assignment Managn

I. Classroom Management > Sysbar Settings

Syshar Settings

This page allows you to adjust the menus displayed on the student's user interface.
You can hide, rename or add sub-menus as needed to make the interface fits the
students' needs and more user-friendly.

& Toolkit | galyshar Setun o @
e 1. You can delete or modify sysbar tabs here.
2. To modify 2 group, please select jts name, and choose actions from the toolkit on the laft.
C3 New 3. To modify items under a group, please select items and then click on the icons above.
# Modify Group i OCommunication Center O Assessment Center OlInformation Center
¥ Delete Group Fsfxt Loga HFLsx T Loga FLAx T LogmA
g Snowi/Hice Sroup Oannouncements Oassignments Ocontact Info
= Move Left
= Move Right [lEnter Course OTests [Ocourse Calendar
|#] Default Settings CIDiscussion Ferum [dquestiennaires/Polls CDcourse Intro
[donline Discussion [course Schedule
Function
[JTopic Discussion [Jinstructor Profile
OGroup Discussion [COchat Room Logs

» Tip: To rename a sub-menu

Example: To rename a sub-menu.

1. Click on the sub-menu to be renamed to open the Function Properties tab.

Enter the new name and click 2K .

—_ - - = f— —_— -

[Jannouncements * Function Properties - Jrl « Access Setting - 1”1_ Tnfn |

CJEnter Course Function Title 1i.a4itional Chinese HEstH

[Ipiscussion Forum Simplified Chinese AT Set On
[Jonline Discussion English ITDDiCDiECUSSiDI‘I I
I:ITDI:IiC Discussion Hide [

[IGroup Discussion 0K | Cancel

2.  The name of the sub-menu will be changed.
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Function
CdTheme Discussion

3.

. it
Save

[lGroup Discussion

Make sure you click S8¥&  ynder Management Toolkit in the left pane to
apply the change.

« Sysbar Setup - |

—

. You can delete or modify sysbar
. To modify a group, please select

Pad

Mew

# Modify Group

#{ Delete Group

@ Show/Hide Group
= Move Left

= Move Right

2] Default Settings

3. To modify items under a group,

O Communication Center

Index —
" (e S
Clannouncements
ClEnter Course
CIDiscussion Forum
(lonline Discussion

Function

CJTheme Discussion

|:|Gr|:|up Discussion

» Tip: To change the order of the sub-menus

1.

2.

To change the order of the sub-menus displayed on the student's interface,

select the check box next to the sub-menu to be moved (e.g. Theme

Discussion).

Index

Function

CCommunication Center
ET S T
[Jannouncements
[JEnter Course
[IDiscussion Forum

[lonline Discussion

Theme Discussion I

|:|Gr|:|up Discussion

Click T or ¥ above to move the sub-menu up or down. Click Save g

save the change.
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”~ Sysbar Setup - j

< Toolkit

Save 1. You can delete or modify syshar 1
2. To modify a2 group, please select

53 New 3. To modify items under a group, p

# Modify Group O Communication Center

Index

3 Delete Group H & K@ =

@'f STRLIE BRI [JAnnouncements

= Move Left
= Move Right [lEnter Course
2] Default Settings Ml Theme Discussion

_ [IDiscussion Forum
Function

Jonline Discussion

DEruup Discussion

3. Inthe student's user interface, you will see the order of the sub-menus has
been changed.

‘ Hi, sunnet! You are now in [Classroom], Sch
| e-Learning
= :  Assespmant-contasl Lutarmation Center | Personal Area | Pub

’
| Information Technology and I v | :[

~ Announcement Board -] - Essential -]

Information Technology and Management > Announcement Board Export ALL Imgor‘[AI_L |Impo_r‘cI
Subject

Search: contains [Keyword | lokl| cancel | | Subso

Page No. |Al |v||defaul ¥| posts per page | Threaded | |First|| Frevious || fie |Post| From | | To]

Pft Title Author Time Posted / Hits Rating/

Page Mao. pUStS per page Threaded _. ._i-'n'.-'!_-.l.: ._:i-:':_ _:.J_'.:i_. _F'DSt.| Frl:lm: TD[

» Tip: To move a sub-menu to be under a different menu

Example: To move the sub-menu "Enter Course" from the "Communication

Center" to "Assessment Center".

1. Select the check box next to "Enter Course" and then click B under

"Assessment Center".

- 66 -

SUN NET Technology Corporation Limited



@

‘.J.' Wisdom Master Pro

1. You can delete or modify sysbar tabs here.
2. To modify a group, please select its name, and choose actions from the toolkit on the left.
3. To modify items under a group, please select items and then click on the icons above.

WMPro User Guide for Instructors

Index O Communication Center (O Assessment Center O Information Center
ST N e = @fx#@@"' ET S S e =
(Jannouncements [(Jassignments [(Jcontact Info
jF_nter Course [(ITests CJcourse Calendar
[(ITheme Discussion (JQuestionnaires/Polls [Jcourse Intro
Clpiscussion Forum Clcourse Schedule

Curmetinm

2. The sub-menu will be moved to "Assessment Center". 3. Click Save
under Management Toolkit in the left pane to apply the change.
- Sysbar Setup -

<> Toolkit H P

S3ve 1. You can delete or modify sysbar tabs here.

2. To modify a aroup, please select its name, and choose actions from

O3 New 3. To modify items under a group, please select items and then click

# Modify Group Index C'Communication Center (Assessment Center

¥ Delete Group Eifxﬁ{},(gi"ﬁ Eifx‘ﬁ'ﬂ,gi?

7" Show/Hide Group Jannouncements [Jassignments

& Move Left Ot ‘e, 0

: Theme Discussian . Tests
= Move Right '...
|2] Default Settings [IDiscussion Forum '~A [(JQuestionnaires/Polls
online Discussion I LJEnter Course I
Function
CJGroup Discussion

3. A"Saved successfully" dialog box will appear.

» Tip: To hide/show a sub-menu

Example: To hide the submenu "Online Discussion" from the student's user

interface.

1. Click "Online Discussion" to open the Function Properties tab. Select the

check box next to Hide and then click “". Uncheck the box to show the
sub-menu again. Use this function to hide/show one sub-menu at a time.

° SUN.:w
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=

Function Properties - JJ « Access Setting -

O Communication Cej .
E G e |

JAannouncements

lmatil:un Center

Function Title 1 .34itional Chinese #E5H

_ _ Simplified Chinese #5LtiTie Set 0
[ITheme Discussion
English Online Discussion

[ODpiscussion Forum

IDGnIine Discussion Hide : [v]:

CGroup Discussion

QK| Cancel

2. To hide/show multiple sub-menus at once, select the check box next to the

sub-menu and then click @’ above to hide/show the selected sub-menus.

O Communication Center

ClGroup Discussion

3. The sub-menu with a cross-out line in the middle means the sub-menu is

hidden from student's user interface. Click 58Ve tg save the change.

- Sysbar Setup - |

- _
I . I 1. You can delete or modify syshar tabs her
2. To modify a group, please select its nami
3 New 3. To modify items under a group, please s¢
# Modify Group Index O Communication Center
¥ Delete Group B # % 1+ 4 98
TF s liieis e [(JAnnouncements
&= Move Left
= Move Right [ITheme Discussion
2] Default Settings [lDiscussion Forum
ey
Function
LlGroup Discussion

4. The sub-menu "Online Discussion" will be hidden from student's user
interface.
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| Communication Center | Assessment Center | Information Center | Personal Area

Announcements

/

Communication Center
Announcements

Assessment Center

Information Center | Personal Area

5. To restore the sub-menu, select the check box next to the sub-menu and then

click @ above. Click 58Ve tg save the change.

Z Toolkit

New

# Modify Group

2 Delete Group

& Show/Hide Group
« Move Left

= Move Right

2] Default Settings

» Tip: To add a sub-menu

- Sysbar Setup - |

—

. You can delete or modify sysbhar tabs her
. To modify a group, please select its nam
3. To modify items under a group, please s¢

Fd

O Communication Center

EN A W=

Clannouncemfhts

Index

ClTheme Disclission

Cloiscussion Forum

Function

LlGroup Discussion

You can add and design a new sub-menu for students to use when

necessary. For example, you can add a new sub-menu called "Software

Download" and display it as a forum type for students to download different

trial software. Or, you can setup a sub-menu with links to other web pages for

career aptitude tests or other interesting activities, making the learning full of

variety and creativity.

Example: To create a sub-menu named "To share good books" under

"Communication Center", and make it a discussion forum for students to

share their thoughts.

1. Click & (New sub-menu) under Communication Center.

199 SUN..cos
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O Communication Center

[Exti1oa

dannouncements
[DTheme Discussion
piscussion Forum

online Discussion

2. Enter the sub-menu title (e.g. To share good books) in the Function

Properties tab.

* Function Properties - J. * Access Setting - j

Function Title 1ia4itignal Chinese HEAE

Simplified Chinese HHaE Set One Lang

English To share good books

3. Select a Function Type from Teaching Materials, Assignment, Test,
Questionnaire, Topic Discussion, Online Discussion or Links. In this

example, select Topic Discussion.

+ Function Properties - J. » Access Setting - j Olinst
Function Title 1 .4ditional Chinese FEAE

Simplified Chinese ¥¥HAF

English To share good books

Function Type | Topic Discussion |

Teaching Materials
Function Description Aggignmgent

Test

Open in new window Ouestionnaire
Hide Tcrnic Discu.siun :
[Group] Topic Discussion
Online Discussion
[Group] Online Discussion

Links

ncel

4. Select a discussion forum from the Function Description drop-down list.
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+ Function Properties - I + Access Setting .j Clinst
Function Title T o4itignal Chinese FEAE

Simplified Chinese ¥FaF

English To share good books

Function Type |T|:||:|ic Discussion V|

Function Description |[Enable][Visible]Discussio v
) ind [Enzhle][Visible]Discussion F
Open in new window |fenapla][Visible]Announcem

Hide [Enable][‘l.n’lsible]Tcr share go

QK| Cancel

Note: Please set up a discussion topic under Forum Setup first so that the
related discussion forum will display on the drop-down list. For details about
Forum Setup, please refer to the next section. The same rule applies to
other function types, such as assignments, tests and questionnaires. The

related contents have to be set before you can select them from the

drop-down list.

"Enable” and "Visible™":
Making the new sub-menu share the same discussion forum as in

Communication Center = Course Discussion.

5. If you want this sub-menu to open in a new window, select the check box next

to Open in new window and then click =

Open in new window []

Hide []
QK| Cancel

AN ISONi
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6. The new sub-menu is created under Communication Center. Click
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S3Ve o apply the change.

@ Toolkit - Sysbar Setup - |
= 1. You can delete or modify sysbar tabs her
2. To modify a group, please select its nam
53 New 3. To modify items under a group, please se
# Modify Group nd O Communication Center
ndex
* Delete Group P T I e =
T e s D [JAnnouncements
~ Move Left
= Move Right [JTheme Discussion
@ Default Settings [IDiscussion Forum
IDTD share good books I
Function
[Jonline Discussion
|:|Gr|:|up Discussion

7. A"Saved successfully" dialog box will appear.

Windows Internet Explorer, [g|
! E Saved successfully!
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The icons on Management Toolkit in the left pane are

| < Toolkit | described as follows.
Save
C3 Mew 53V Click to save the changes made to Sysbar
# Modify Group Settings.
¥ Delete Group
T Ll O New Click to create a new menu, such as
= Move Left
= Move Right "Communication Center" or "Assessment Center".

2] Default Settings
# Delete Group Click to delete the menus

created by the instructor. The default menus
(Communication Center, Assessment Center, and
Information Center) can not be deleted.

@ Show/Hide Group c)icy to hide/show a menu.

It will also hide/show the sub-menus under it.

& Move Left ' o)k to move the menu one

position to the left.

= Move Right )ik to move the menu one

position to the right.

2] Default Settings Gjick to restore the menus

and sub-menus to the system default.
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Il. Classroom Management > Forum Setup
Forum Setup

In Forum Setup, you can add new topics to Topic Discussion or Group
Discussion for students to express their opinions. This page also displays Discussion
Forum, Announcement Board and Group Discussion from the student's user

interface for easy management.

‘ _ Hi, sunpet! You are now in [Instructor's Office]. School:3 P | Co
Se=leqrnng.
_ = _ | User Management | Course Management Classroom Management Assignment Manag;
| information Technology and Pl | = h | Forum Setug | o .
- Topic Discussion - I + Group Discussion -J "‘é,'
Selectall | Page No.: |1 [ |First|| Frevious || Mext||Last Add| | Delete /1L [ Save
="} Topic Start Time End Time Open for Viewing Status Visible Action
[0 Discussion Forum FromToday ToAnytime Unlimited Enat Visible |Edit
[] Announcement Bo FromToday ToAnytime unlimited Enat Visible Edit
[l To share good bo FromToday ToAnytime Unlimited Enat Visible Edit
SelectAll | Page No.:|1 {MlIFirst]| Frevious || Mext||Last Add| | Delete )1} Save
¥ Topic Discussion
« Topic Discussion - J « Group Discussion - J
» Tip: To add a topic on Topic Discussion
Example: To add a new topic named "To share good books" on Topic
Discussion.
1.  Click ~dd
« Topic Discussion 'j * Group Discussion -J
SelectAll | Page No.: First|| Previous ||[mest||Last| ||ada|[Detete | [1|[1]| Save
1 Topic Start Time End Time Open for Viewing
[] Discussion Forum FromToday ToAnytime Unlimited
[] Announcement Bo FromToday ToAnytime Unlimited
SelectAll | Page No.: First|[ Previous |[Next|[Last| [Add|| Detete | [1][1][save
|
AN Noisiii
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2.  Onthe New Topic tab, enter the name of the topic (e.g. To share good books)

in the appropriate field and then finish the settings such as Subject, Status,

Start Time, End Time, etc.

* Hew Topic - |

Set One Language

Trgditinnal N
Chinese
Topic Simplified Chinese MFHAE
English To share good book
A
Subject
hd
Current length:0
Show on list ®visible COHidden
O Disable
Status ®Enable Select if you want the system to
Olnstructor forward the posts and
Start Time [] Enable attachments to thfa enrolled
students and auditors.
End Time [] Enable
Open for
Viewing L Eree e
Mail Follow Ovyes @No [ with attachment(s)
'@'F‘Dsting Time
O subject
Sort By O author
O Rating/Mumber of Raters
OHits
Save Return

3. Click =38 to finish the settings.

4. The new topic will display on the student's user interface.
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* Topic Discussion -J

Fage NIII.: First Previous ext || Last

Status ATtEi:rle Topic Start Time
Enable E3 Discussion Forum FromToday
Enable E3 Announcement Board FromToday
Enable I To share good book I FromToday

Page Ncr.: First || Previous ext | | Last

Both the enrolled students and the auditors will receive the forwarded

e-mails.

» Tip: To edit the properties of a discussion forum
Example: To add a subject to the discussion forum.

1. Click E9it at the right end of a discussion forum.

(& Topic Discussion - J » Group Discussion -j &
SelectAll | Page No.: First Previous ext | | Last Add| Delete Tl Save

] Topic Start Time End Time Open for Viewing Status Visible Action
] piscussion Forum FromToday ToAnytime Unlimited Enalt Visible
] Announcement Bo FromToday ToAnytime Unlimited Enat Visible  Edit
[0 To share good bo FromToday ToAnytime Unlimited Enat Visible | Edit
SelectAll | Page No.: First Previous ext || Last Add| Delete t|1]| Save

2. Enter the subject (and the other items if necessary).
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« Properties - |

Tr;ditiunal Smisisatn
Chinese
Topic Simplified Chinese RiZiTiod
English Discussion Forum
Discussion Forum |Z|
—

Subject

[-]

Current length:16

3. Click =3&  to save the changes.

®Posting Time
(O Subject

Saort By QOAuthor
(ORating/Number of Raters

CHits
I Save I Return

4. The modification is completed.

5. You will see the subject displayed on the student's user interface.

« Discussion Forum = J - Essential - j

Information Technology and Management > Discussion Forum

Subject Discussion Forum I

Search: |Tile | contains |Keyword 0K

Page No. |Al v||defau | posts per page | Threaded

P;St Title Author

Page No. |AII V|||:Ieﬁ|uI1V|pust5 per page | Threaded

» Tip: To view the contents of a discussion

1. Click on a topic to enter the discussion forum (e.g. Discussion Forum).

i ISONi
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« Topic Discussion - ].

« Group Discussion - j

WMPro User Guide for Instructors

SelectAll | Page No.:|1 ¥ Add | Del
] Topic Start Time End Time

|:I Discussion Forum IFr|:|r|'|T|:n:|E|*,r ToAnytime

[] Announcement Bo FromToday ToAnytime

[] To share good bo FromToday ToAnytime

SelectAll | Page No.:|1 || Add | Del

2. Click on a title to read the contents.

- Essential - j

« Discussion Forum - |

Information Technology and Management > Discussion Forum

Subject Discussion Forum

Search: contains  Keyword OK

Page No. |1 v||defaul ¥| posts per page Threaded

Sl Title Author Time

#
Microsoft defends search investments sunnet (service
1 2008-
to analysts mmEm center Sunnet)

Page No. |1 » ||:|eﬁ|uﬂv posts per page | Threaded

#  Group Discussion

« Topic Discussion - j « Group Discussion - 1

Group Discussion is the discussion forum for students of the same group

and the instructors can set the properties on this page.

Before setting the properties of the group discussion, you have to go to User

Management — Student Grouping to divide students into groups.

- Topic Discussion -j « Group Discussion - |
Page No.:

Grouping Topic Action
Groupl Group A Edit
Groupl Group B Edit
Page MNo.:

» Tip: To edit a group discussion
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1. Click E9it at the right end of a group.

Groupl Group A

2. Enter the topic, subject and the related settings and then click ' =3¢

« Group Discussion Setup - J @)

Traditional

Topic Chiness Group A Set More Language
lIhis iz the firat group |Z|

Subject
Current length:23 |E|

;{iilﬂw OYes ®No [ With attachment(z)

(®)Posting Time
O Subject
]
Sort By (D Author
{:}Ratings’Numher of Raters
OHits

Save Return

3. You will see the result displayed on the student's user interface.

- Group A - | - Essential - |

Information Technology and Management > Group A

Subject This is the first group I

Search : contains Keyword OK

Page No. |1 v||defaul ¥| pasts per page | Threaded

P;St Title Author

20080725[Group AJChatroom

Records mem sysop (sysop)

1

Page No. |1 |»||defaul | posts per page | Threaded

Ill. Classroom Management > Chatroom Setup
Chatroom Setup

On this page, you can create multiple chatrooms for students to join the real-time

AN SON.
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discussions. You can also change the properties of the chatrooms when necessary.
Taking advantage of the chatrooms, you can hold an online discussion at a specific

period of time, providing extra opportunities to interact with the students.

‘ Hi, sinnetl You are now in [Instructor's Office]. School:2 P |
Se=liearinng

SR

User Management | Course Management

< ||\Chatroam Setup, ||

| Information Technology and I & i
- courseChatroom List - J + Group Chatroom List - J "‘E,'
Manage Course Chatroom
SelectAll | Page #: First| | Previous | [Weit|[Last]  [add [ Delete
= Chatroom Mame Manager Open Date Close Date Status Show Action
[ Wew Chat Room FromNow ToAny Time Enahble Show Maodify
SelectAll | Page #: First| | Previous |[New|[Lsst| [Ada]| Deiete
» Tip: To modify the properties of a chatroom
Example: To change the name of a new chatroom.
1. Click < Modify | at the right end of a new chatroom.
' - courseChatroom List - J « Group Chatroom List - J 2)

Manage Course Chatroom
SelectAll | Page #: First| | Previous || next|[Last| [add|| Delete
F Chatroom Mame Manager Open Date Close Date Status Show Action

[0 Mew Chat Room FromMow ToAny Time Enable Show Modify

SelectAll | Page #:|1 M| |First|| Previous || mext| Last| |add|| Detete

2. Enter the new name of the chatroom (e.g. "The first group discussion").

. Chatroom Settings - J 2)
Traditional Chinese The first group discussion

Chatroom name: Simplified Chinese The first group discussion Set One Language
English The first group discussion —<—————

3. You can change other settings on this page as well. Click ' ©2'¢  to save the
changes.
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After Chatroom is closed, |forward logs to Course Board %

[0 allow participants from other Chatrooms

Show on list: @show OHide
O Disable
Status: (® Enable
CFaculty Only
Open Date: [ Enable
Close Date: [] Enable

Host Settings:

Chatroom Manager:

Obtain token at login O Yes ®No

I Save I Back to Chatroom List

4. The modification is completed.

#» Tip: To add a chatroom

Example: To add a chatroom named "How to set up audio and video site"

and open for discussion on July 25, 9 am to 9:30 pm.

1. Click Add

+ courseChatroom List - J.

+« Group Chatroom List - j

Manage Course Chatroom

SelectAll | Page #: M

Fi Chatroom Mame Manager Open Date Close |

] Mew Chat Room FromMow ToAny Ti

SelectAll Page #: Add

2. Enter the name of the chatroom (e.g. How to set up audio and video site).

+ Add Chatroom - | 2)
Traditional Chinese et up audio and video site
Chatroom name: Simplified Chinese et up audio and video site Set One Language
Enaglish et up audio and video site
3. Set a limit for the number of participants in the chatroom (leave blank or O for
unlimited) and then select to forward the logs to your notebook or the
discussion forum, or delete the logs after the chatroom is closed.
-81- " e
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Participant max limit: 0 people (Blank or 0 indicates unlimited discussants for this Chatroom.)

After Chatroom is closed, |fnrward logs to Course Board %

[] Allow participants from other Chatrooms
Show on list: ®show COHide

4. Select if you want this chatroom to be displayed on the student's user
interface. If you select to "show" the chatroom, you will have to go on and
select the Status, Open Date and Close Date. The default chatroom
manager will be the instructor. If you want to assign another person as the
chatroom manager, enter the username and select if you would like to

retrieve the right of being the chatroom manager after login. Click =3V to
save the chatroom.

O Disable
Status: ®Enable

O Faculty Only
Open Date: Enable, Date 2008-07-25 09:00
Close Date: Enable, Date 2008-07-25 21:30

Host Settinags:
Chatroom Manager: sunnet
Obtain token at login ®vyes ONo
Back to Chatroom List

5. A new chatroom is now created.

‘ O Notes
§ ke S

i
H

= If you did not set to retrieve the right of being the chatroom manager, the
first user logging in to the chatroom will be the host.

= The host can control the right of speak.

» Tip: To enter a chatroom and talk to students online

1. Click on a chatroom title to enter the chatroom.
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- courseChatroom List - J

« Group Chatroom List - J

Manage Course Chatroom

SelectAll | Page #:|1 M| |First|| Previous ||mext| | Last| |Ad

FI Chatroom MName Manager Open Date

[1] Mew Chat Room FromMaow
IZI How to set up audio Isunnet From2008-07-23 09:00

SelectAll  Page #:|1 w First|| Previous ||Mext||Last Ad

2. A chatroom will open as shown below.

S

#¥¥ togst m123007a (m123007a), welcome to Chatroom! (2008-07-25

15:21:20) ***

1. service center Sunnet (sunnet) : hi (15:19:02)

2. test m123007a (m123007a) ; =~ (15:21:11)

Haow 1o get up audio and video site

B

Mame Whisper
test ml1z23007a
(m123007a)

* service center 2
Sunnet (sunnet)

| Update speaker |

Fause Screen

3. Achatroom window contains of the following panes.

> 1. Participants' Action Logs

uuuuuuuuuuuuuuuuuuuuuu L T B N T S i i P O g

al) ook forward to seeing you soon!(2008-07-25 15:21:17) ***
¥** tgst m123007a (m123007a), welcome to Chatroom!({2008-07-25 15:21:20) ***

(b,

> 2. Chatroom List and Participant Lists

The name with a * in the front is the current host of the chatroom. Normally
he/she is the one who creates the chatroom (It could be the instructor or the
manager). If the one who creates the chatroom is not currently in the chatroom,
the first participant who enters the chatroom will be the host. The host can
control the right of speak. If you want to withdraw the right of speak from a
articipant, select the "Mute" checkbox next to a participant and then click
|Ipdate speaker
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Exit ==

How to set up audio and video site

Name Whisper Mute

* gervice center

Sunnet {sunnet)
test m1230073
(m123007a)

I pdate speaker I

> 3. Whisper
Click - next to a participant to open a whisper message window.
Enter your message and click | 2814 | to send it to the participant.

+ Send Message -] @

Please enter your message in the field below.
Mo more than 254 characters.

To: m123007a (test m123007za)
Why did not hear the voices site?| |Z|

Content:
[-]

Send || Cancel

> 4. Main Screen
It displays the contents the participants entered. If there is a shared file, click
on the filename to open it in a new window, or right-click on the file and choose
"Save as..." to download the file.

1. Sunnet service center (sunnet) : Share with everyone!
Mote: This is my sharing of files

2008-07-24_151618.png (10.24 KB)
(16:01:11)

> 5. Input Toolbar

€ Enter your opinion in the text field and then click Sent.

All Pause Screen
lSend

-84 -

SUN NET Technology Corporation Limited



3
“;\: 3

W Wisdom Master Pro

e

-

WMPro User Guide for Instructors

m Click to adjust the font style: B for Bold, | for /talic
and U for Underlined.

B Select a tone of speech from - _Hone - VI The options
include Ask, Answer, Discuss, Recommend, Share, Announce and
Help.

B Select the receiver from - Al & I By

default, your message will be sent to all receivers. If you wish to speak to
a specific person, select the person from the drop-down list.

B If the messages in the chatroom move too fast, you can click

Fause Screen | 1o freeze the screen. Once you finish reading the
messages, click "Cancel Pause" to resume updating messages.

m  Click m to upload a file and share it with other participants. The
Upload window will display as shown below. Enter the description in the

Browsze. ..

Notes field and click to select the file to be uploaded. Click

Upload | o post the file and its description. If you wish to attach more

than one file, click Mare Attachments to add enough attachment
fields.

™~ Upload -J e’

Notes Thi iz my sharing of fies [«] MNotes
on how

this
file

IE' wior ks

File Each
file
cannot
exceed
64M ,
Mo
matre
than
64M™ in
total,

Upload Cancel More Attachments

Less Attachments

00201421, phg Browse. ..

m  Click for preferences settings as show below.
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= Preferences - J * Host Settings -J '\?x'

How would vou like to discuss and what would you
like to do with vour discussions?

When exiting, |forward logs to Motebook V|

[] Accept Whispers
Display participants' action logs
Whose messages don't you want to see?

[] test m123007a (m1230073a)

] Cancel

4. Preferences settings

> 1. Select to forward the logs to your notebook or delete the logs after you leave
the chatroom.

> 2. Select if you accept Whispers (private messages) from other participants.

> 3. Select if you would like the Participants' Action Logs to be displayed on the top
of the chatroom window.

> 4. Select the checkbox next to a participant to block the messages from the
participant.

> 5. Click 19K/ to apply the settings.

5. Host settings

-~ Preferences —j « Host Settings -J 'E/'

¥You are the host of this Chatroom)
Chatroom.

eel| free to customize your

Chatroom Traditional

name: Chinese How to set up audio an

Set More Language

Participant max limit: 0 people (Blank or 0 fes unlimited
discussants for this Chatroom.)

forward logs to Course Board

After Chatroom is closed,

N
[] Allow participants from other Chatrooms

The host in a chatroom
will have a Host Settings
Reassigned hnst:| * garvice center Sunnet (sunnet) V| tab besides the

Chatroom Manager: |sunnet Preferences tab.

Host Settings:

Obtain token at login ®Yves ONo

] Cancel

> 1. Modify the name of the chatroom.

M/
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> 2. Set the limit of participants in the chatroom (leave blank or 0 for unlimited).

> 3. Select to forward the logs to your notebook or the discussion forum, or delete
the logs after the chatroom is closed.

> 4. Set whether you allow participants from other chatrooms to join you.
> 5. Host Settings: Set to reassign a host other than yourself.

> 6. Host Settings: Set to assign a chatroom manager other than yourself
(for chatroom manager only).

> 7. Host Settings: Set to retrieve the right of being the chatroom manager
after login (for chatroom manager only).

IV. Classroom Management > Course Calendar
Course Calendar

You can create and publish your course schedule on this page, when the students
enter the classroom, they will see your message under Information Center -> Course
Calendar.

E‘ eLearning

Hi, sunnet! You are now n [Instructor’s Office].

ent | Assignment

User Management | Course Management | Clas
{| nformation Technology and b i+ | | Sysbar neis | Eorum Setup | '

- calendar (Month) - @) | + Events » j @
Dominical Year: | 2008 ™| /|7 ~|/ Today | |2008/7)25 Add
Sun Mon Tue Wed Thur Fri Sat I3 Tyoe it Subject Edit
1 2 3 4 3
] Dock Layer Add

6 7 8 o 10 11 LZ

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30 31

FParsonal PCourse PSchool

ImporiCalendar Import file formats

» Tip: To add an event in the Course Calendar

Example: To add an event in the Course Calendar that there will be a test at
8:30 on Aug. 7
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1. Select the date to add an event (e.g. Aug. 7).

. calendar {Month) - ' &

Dominical Year ! Today

Sun  Mon Tue Wed Thur Fri Sat
1 2

3 4 5 5 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 20

31

2. The events of the day will display on the right pane. Click “29  to continue.

'T_E;;;;;_T] @
2008/8/7 Add
ID Type Time Subject Edit

[ ] Dock Layer Add

3. The Add Events window will display as shown below.

™~ Add Events - J &

2008/8/7
Add

Time me| v|:| VlTD| v|:| v|
Frequency:
®single event
OpPeriodic event
|Dccurinnnceada}r v unti||2EIIIIB V|,f|? V|,f|25 V|

r

Subject

[-]

Content
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4. Select the duration of the event (e.g. 8:30 am to 9:30 am) and then select
whether it is a Single event of a Periodic event.

2008/8/7
Save after modifications.

Time From|8 ¥|:[30 v|To |9 v|:[30 v
Frequency:
®5ingle event
CPeriodic event
|Elt:t_'urir|u:mt_'eadzn,r v unti||2EIEIB v|,-'|8 v|j|? V|

r

Definitions

Periodic event:

A periodic event is a reoccurring event which holds everyday, every week
or every month. For example, if you have a meeting every Wednesday, or
every 8" day of each month, select Periodic event and the Calendar will

add the event cycle according to your settings automatically.

5. Enter the Subject and Content.

Time From|8 ¥|:[30 v|To |9 v|:[30 v
Frequency:
®5ingle event
CPeriodic event
|Elt:t_'urir|u:mt_'eadzn,r v unti||2EIEIB v|,-'|8 v|j|? V|

r

Subject This morning at 8:30 guiz

Please step up preparations. |Z|

Content

[=]

] HTML

6. Select to show an alert when you log in or send an alert by e-mail, and set the

Alert Time (days prior to events). Click ' ©2'  to continue.

NN V>
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Alert Show alert messages when I login.
Type Send me Email alerts prior to event time.

Heee i
W
Time 7 day(s) prior to events.

Save | Cancel

7. When the "Addition Successful" dialog box appears, click

8. The new event is created as show below. A blue flag will display on the date
with event(s). You can view the details in the right pane and choose edit or
delete the events.

‘ o Hi, sunnet! You are now in [Instructor's Office].
c=learInng.
T -

I_llser Management | Course Management_. Sroom i _Assignment
| Information Technology and ! | | sy Satrings | n Satun | e

+ Calendar (Month) - - Events - J @
Dominical Year: |2E]DE- b I,f|EI ¥\ ! Today | |2008{8/7 Add
% N T | 2 p—
Sun Mon Tue Wed Thur Fri Sa 15 Tvae Time SibiccE Edit
1
(Information
From08:30:00 Technology and '
3 4 <] ] 9 2 g To09:30:00 Manzgement)This Efit Belate
morning at B:30 quiz
40 £3 32 S 18 Content Please step up preparations.
17 18 1g 20 21 22 23 [] Dock Layer Add

24 25 26 27 28 29 30

31

FParsonal PCourse PSchoal

ImpartCalendar Import file formats

» Tip: To modify or delete an event in the Course Calendar

Example: To modify an event in the Course Calendar.

1. Click on the date to be modified.
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- Calendar (Month) - &

Dominical ‘fear:lEDDBv ,|'|8 Vlj' Today
Sun Mon Tue Wed Thur Fri Sat

1 2

3 4 3 6 7 1 o
P-

10 11 12 13 : 5 16

17 18 19 20 21 22 23

24 25 26 27 28 29 20

31

2. The events of the day will display. Click Edit to modify the event or click
Delete to delete the event.

- Events - I &
2008/8/7 Add
ID Type Time Subject Edit

(Information

From08:30:00 Technology and

1k To09:30:00 Management)This Edit Delete
marning at 8:30 quiz

Content Please step up preparations.

[ ] Dock Layer Add

3.  Modify the Time, the Subject or the Contents as needed and then click
Save | to apply the changes.

Alert Show alert messages when I login.
Type Send me Email alerts prior to event time.

Alter )
Time 7 day(s) ¥ | prior to events.

Save ancel

4. The event has been successfully updated.
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« Assignment Management

|| Assignment Management | Test Management | Questionnaire Management | Grade M-Ell'm

I. Assignment Management > Pool Editing

Pool Editing

An assignment is a combination of questions. You can create and edit your
questions on the Pool Editing page and apply them to the different assignments. Once
you have created the questions, you can move to the Assignment Editing page to
select the combination of questions and create an assignment. The interface and
procedures for editing tests and questionnaires are similar to editing assignments.

« Item Editing - ]|' « Import - ” + Shared Pool - J

Select All Pageilems per page Add || Modify || Delete || Copy || Export || Share || Preview Search
| Neo. Type Description Edition Book Chapter Unit Paragraph Level
Select All Pageilems per page Add || Modify || Delete || Copy | Export || Share || Preview Search

» Tip: To add a question

Example: To add a question.

1. Click Add

- Shared Pool - J

Item Editing « Import - J

_d
Select All Page!1 V“dEﬁ!UH 1iitems per page | First| | Previod gt | LLas Modify

ol No. Type Deseription E

Select All Pageh viLd_E_ﬁUH VI items per page| First|| Frevious et = Add || Modify

2. Select a question type (e.g. Short answer/essay).

|' = True/False - “ - Single choice - ” « Multiple choice - ” « Fill in the blank I‘ - Short answer[essay - I « Matching - J

3. Enter the description. If you need to attach a file such as an image, a chart or
a diagram, click = Bres=.. = and select the file to be uploaded. If you wish to

attach more than one file, click = More Aftachments | tg add enough
attachment fields.
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« Fill in the blank - j + Short answer/essay

- True/False - i « Multiple choice - j

- gingle choice - I

The size of gach uploaded file cannot exceed64MThe total size of your uploaded files cannot
exceedod4™

What are the basic image =zite
structure, a simple ansmer|
Description:

[tem Attachment: Browsze...

Maore Attachments Less Attachments

4. The Detailed Answer, Answer Attachment and Reference URL fields are

optional.
Detailed &nswer:
Lnswer Browse
Lttachment:
More Attachrments Less Attachments
Reference TRL: hitpd Separated by spaces if there are more than one UTEL.

5. Enter the source of the question and the difficulty level. Specify as detail as
possible so that they can be referenced when you select the combination of

questions. Click “% to save the question. Select the check box next to
Continuous addition if you need to add another question once this question

is completed.

Category: Edition Book Chapter Unit Paragraph

Lewel: |Moderate w

Continuvousz addition
Back to ltem Editing

6. The question has been saved.

Use the above mentioned procedure to add questions to the pool and then
move to the Assignment Editing page to select the combination of

questions and create an assignment.
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" In addition to add questions manually, you can import questions
on the Import tab or select to add the questions that other
instructors shared on the Shared Poll tab.

= Once you have completed adding questions, you can go to the
Assignment Editing page to select the combination of

questions and create an assignment for students to do.

The icons on the Pool Editing are described as follows.

Add| Click to add a question.

Modify | Click to modify the selected questions.

Delete | Cjick to delete the selected questions.

COPY | Click to copy the selected questions.

Export | Click to export the selected questions as an .xml file which can be

imported and used for other courses.

Share | Click to share this question to the Shared Poll so that other teachers can

include the shared questions to their assignments.
Preview | Click to preview the selected questions.

Search | Click to search the questions by chapters/sections, question types,

difficulty levels or keywords.
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Il. Assignment Management > Assignment Editing
Assignment Editing

Once you have created all the questions needed for an assignment in the Pool
Editing page, you can create an assignment in the Assignment Editing page.

- Assignment Editing - 2)

&7 Assignment Editing Tc !

Open for
Eeview

Save Assignment Name Status Weight Test Duration

CJ Add

# Edit

¥ Delete (more than 1 allo
# Grade

cgi° Publish{In preparation (n

# Clear Answers (more tha
By copy (more than 1 allow
1 uUp (more than 1 allowed
4 Down (more than 1 allow
#H Import

5 Export

29 select All

88 Cancel Select

From to Select

» Tip: To add an assignment

1. Click BFAdd o Management Toolkit in the left pane.

< Assignment Editing Tc
Save

Add
;Edit

2¢ Delete (more than 1 allo
# Grade

(Ei" Publish/In preparation (mn
# Clear Answers (more tha
By Copy (more than 1 allow
i Up (more than 1 allowed
4 Down (more than 1 allow
Import

‘&l Export

22 Select All

88 Cancel Select

From to Select
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2. Thefirst tab (Assignment Info) of setting up a new assignment will display.
The order of the tabs on the Assignment Editing page is the order of

creating a new assignment. Click &% to move to the next tab until the
assignment is completed. Click on a tab to check or change the settings.

@

> Cancel I Mext I

#& Assignment Info

- Assignment Info - l - Select Items - “ « Order and Weightings - “ « Assignment Preview - J

» Tip: To set up the basic information for an assignment

1. Enter the name and the instructions of the assignment.

Traditional Chinese | The first assignment
Assignment Name Simplified Chinese The first assignment Set One L

English The first assignment

Please pay on time students work

Instructions/Instructor's
Mezsages

2. Select the status of the assignment. Select "In preparation. Not open." if you
are preparing the assignment. If you select "Publish”, the fields for setting the
start/end date of the assignment will display. In this example, we select
"Publish" to continue.

Status O In preparation. Not open.

3. Inthe Start Date field, select the check box next to Enable and then click on
the Date field to open the Calendar Tool. Click on a date from the Calendar
and the date will display in the field.
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Test Start Date Enable, Date: 2008-07- ? July, 2008 x
L Today P W

Sun Mon Tue Wed Thu Fri  Sat
1 2 3 4 5

The descriptions of the Calendar Tool

ltem Description
A Help
B Click and hold to drag the
calendar
1 2 C |Close the Calendar
3 4 5 & 7 & =@ -
H 10 11 12 13 14 15 16 D  |Previous year
voso1soa 2l a2l E  |Previous Month
24 25 25 27 2B 29 3
31 F Next Month
Time: | [11]:[59[ J
ey G Next year
H Click on a date

I*  |Adjust the hour. Click once to
move one hour forward. Press
and hold shift and click once to

move one hour backward.

J*  |Adjust the minute. Click once to
move one minute forward. Press
and hold shift and click once to

move one minute backward.

* For fast adjustment, click on the
field and hold the mouse. Move
the mouse to the right to increase

the number; move the mouse to

the left to decrease the number.

4. Use the same procedure to set up the End Date field. Once it reaches the
deadline, the students will no longer be able to submit the assignments.

|
|
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5. Inthe Response by attachment field, select Yes to allow students to upload
related materials or files; otherwise, select No.

Tezt Cloze Date [] Enable

response by attachment (& True OFalse

Modify Modifiable

6. Inthe Modify field, select the check box next to Modifiable to allow
re-submission before the deadline. The re-submitted assignment will
overwrite the previous one. Do not select the check box if you do not allow
re-submission.

7. Select an option from the Open for Review drop-down list to decide if the

students are allowed to view the best works.

Assignee Set all enrelled students in this course as default

Open for Review Will not be published w
Will not be published
FPublished after submission

FPublished after assignment
Set manually

> 1. Will not be published: The assignment will not be open for review.

> 2. Published after submission: After a student submits his/her assignment,
he/she can review the best work.

> 3. Published after assignment closure: The best work will be open for review
after the deadline.

> 4. Set manually: The assignment will be open for review on the date set by the
instructor.

8. Once you finish the settings in the Assignment Info tab, click &% to move
to the Select Items tab.

- 98- S .
ISUN.:
SUN NET Technology Corporation Limited




.J.' Wisdom Master Pro
' WMPro User Guide for Instructors

Is
Modify Modifiable resubmizsion
allowed?

Percent of

Wei 5 % .
Weight Final Grade
Asszignee Set all enrolled students in this course as default Add
When to
Open for Review Published after assignm publish
grades

CSHCEI Mext 1

¥ Select Items

”~ Assignment Info “ » Saelect Items - J[IJ Order and Weightings - j « Assignment Preview - j

1. The second step of creating an assignment is to select the questions. Select
the check box next to Edition, Book, Chapter, Unit, Paragraph, Type or
Keywords and then enter the conditional texts in the appropriate fields. You
can narrow down the search result by setting one or more criteria. Do not

select a check box if you want to show all the questions in your database.

Click (59 to display the questions.

Please set up your search query and select items to add te this test.

[] Edition [] Beok ] Chapter
Paragraph

Search
[ Type| TruefFalse v| O Level|verysimple [v

[] Xeywords Please enter keywords here.
Search
I Range £ I

Please set up your search query and select items to add te this test.

2. Select the check box next to the question to be listed and then click = =&l&ct |

- Search Results - | (2

O Page 1 ¥| default | items per page I Select I

Select No. Type Description Edition Book Chapter Unit Paragraph Level

IF] 1 True/False testl 0 0 0 0 0 Moderate
W g the ic i e site €.

5 Short hat are the basic image site structure, a 0 0 0 0 0 Moderats

ANEWEL/E2EAY simpls answer

O Pageitems per page Select

3. The selected questions will be hidden from the list to prevent from selecting

them again. After selecting the questions needed, click M€ to proceed to
the next step - Order and Weightings.
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- Assignment Info - J| - Select Items - J « Order and Weightings - j - Assignment Preview *J &
Please set up your search query and select items to add to this test. Cancel Previous | Mext
O Editien O Beok O Chapter O Unit 4|
Paragraph
Search ETETETT—
[] Type TruefFalse v | BT} Level!‘ufery simple
] Keywords Please enter keywords here.
Search
Range
Please set np your search query and select items to add-to this fest: Cancel Previous | MNext
i * Search Results - | &)
[ D
] Pageul,!!ﬂi_fﬂ{“‘. M| items per page |First|| Previous Mext| |[Last Select
Select No. Type Description Edition Book Chapter Unit Paragraph Level
E] 1 True/False testl 1] 0 0 1] 0 Moderate
[F1 Page!1 VHdE‘fSUHV items per page |First|| Previous || Nest||L=asl Select

# Order and Weightings

[ Assignment Info - l » Select Items - I

~ Order and Weightings - ‘ - Assignment Preview - J

You can organize the structure and weightings of the questions in the Order

and Weightings tab.
n[.—'l.uimmsnl
Add Section - | l.[Shert answer/zssay]What are the basic image site structure, 2 simple answer
Remove Sectior] |[0,0,0.0.0][Moderate]

Remave Item
Section Instructi
Assign Points
Average Weight
Up
Down
Select All
Cancel Select

The available options are described as follows:

» Tip: To categorize a question into a section.

Example: To add a new section.

1. Click = Add=ecion | to add numbers of sections. In this example, we add
one new section.
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u[:‘kssitnment]

I Add Section I ED 1.[5hort anzwe
Remove Sectior| |[0.0,0.0,0UMigdaratal

Remaove ltem
Section Instructi
Assign Points
Average Weight

=vim I”M I

2. Select the check box next to the section and then click =ection Instructi

Add Section -8 1[Short answer
Remove Sectiof] |[0.0,0,0,0][Moderate]

Bemove [tem 1.[Section

Assign Foints
Average Weight

3. Enter the instruction in the field and then click °¥.

. Section Instructions - J 2

Ok Cancel
Word of Class |Z|
@ Text OHTIML

4. The instruction of the section is completed.

n[:‘tssignment ]

Add Section E O 1[Short answer/essay]What are
Remove Sectior] |[0.0,0,0,0][Moderate]

Remaove ltem

1.[5zction

Word of Clazs
Section Instructi

Assign Points
Average Weight
Up

5. Now, you can organize the questions into sections. Select the check box next

to the question to be moved and then click on a section.
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ﬁ[mm
Add Section 1[Short answer/essay]What are
Remove Sectior| |[0.0,0.0,0][Moderate]
Remove ltem ':1 ¥l [Section] fWord of Clazs

Section Instructi

Assign Points

Average Weight
Up

6. The selected question will be move into selected section.

H[w

Add Sechon -3 O 1.[5zction] Weord of Clazs
Remove Sectior »IE 0  1[Short answer/essay]Wh
Remove Itemn [0,0.0.0.0][Moderatsa]

Section Instructi

Assign Points

Average Weight

Up

» Tip: Weightings

There are two ways of weighting a question.

> 1. Assign Points: Select the check box next to a question and then click

Assign Points | |y the field, enter the points assigned to this question. Use the
same method to assign points to other questions.

> 2. Average Weight: Click “verage Weidht| | the field, enter the total points of
this assignment. The system will apply the average points to each question.

1. We use Average Weight as an example. Click Average Weight

f:i[_a ssignment

Add Section -4 ¥ 1.[32ction] Word of Class
Remove Sectior
""" = OJ 1[Short answer/eszay]What are

Remove termn [0.0.0.0.0][Moderate]
Section Instructi

I.Auerage‘.“.feightl

Up

2. Inthe field, enter the total points (e.g. 100) of this assignment and then click
OK.
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Explorer User Prompt [E|

Scrpt Prampt;

Flease enter the total points:

Cancel

1o

3. The points of each question will display at the end of each question.

Q[MM]
Add Section QD 1.[3ection] Word of Class /
Remove Sectior
""" & L 1 [Short answer/ezszay][100]What are
Remove ltem answer[0.0.0,0,0][Moderate]

Section Instructi

4. Once you finish the settings in the Order and Weightings tab, click M&f to
move to the final step.

- Assignment Info - j

+ Salect Items - “ « Order and Weightings - j « Assignment Preview - j &)
Cancel Previous J Mext
u[}kssiznmen[
Add Section Ei O 1.[8zction] Word of Clazs
Remaove Sectior {
""" =] ] 1.[Short answer/essav][100]What are the basic image site structure, a simple

Remove ltem answer[0.0,0,0.0]1[Moderate]

Section Instructi

Assign Points
Average Weight
Up
Down
Select All
Cancel Select

Cancel FPrevious | Mext

¥ Assignment Preview

-~ Assignment Info - l

» Salect Items - J

« Order and Weightings - m - Assignment Preview - ‘

It displays a screen for you to preview the result. If you are satisfied with the

result, click =~ Finish+Save  tg save the assignment. If you need to modify

the assignment, click = Frevious

NN V>
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elect Items -J « Order and Weightings - J « Assignment Preview - J &)
A ion
sectio Cancel Previous Finish + Save show answer
[ Assignme ontent - . . .
L /é | The questions under the section
Word of Class \
Poimts:[100.0] 1. What are the basic image site struocture, a simple answer
Cancel Previous Finish + Save show answer
A new assignment is now created.
- Assignment Editing - j &
. . . Open for
Assignment Name Status Weight Test Duration Review
: - . . From2008-07-25 10:00 Published after assignment is
[l The first assignment Ongoing 3% Te1008.07.15 17:30 closed.
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Save

O3 Add

# Edit

2 Delete (more than 1 allo
# Grade

(EJ:" Publish/In preparation (mn
# Clear Answers (more tha
By Copy (more than 1 allow
1+ Up (more than 1 allowed
{ Down (more than 1 allow
] Import

‘] Export

2 select All

88 Cancel Select

From to Select

WMPro User Guide for Instructors

The icons on the Assignment Editing toolbar
are described as follows:

53Ve  (Click to save the settings after changing the

order of the questions or other settings.
3 Add Click to add a new assignment. After
clicking this icon, follow the steps on the screen to
create an assignment.

4 Edit

on the selected assignment.
#{ Delete (more than 1 allowed) (ick to delete

Click to modify the properties or questions

the selected assignment.

# Grade  cjick to grade the select assignment. It

functions the same as the Assignment Grading

sub-menu.

E?" Publish/In preparation (more than 1 allowed) Click to change the status of the

selected assignment among in preparation, publish and closed.

# Clear Answers (more than 1 allowed) Click to "

reset" the assignment and clear

all submitted assignments. It is for special occasions only. For example, if you have to

modify the contents of an assignment that has been published, you may wish to reset the

assignment and ask students to do it again.

1 Up (more than 1 allowed)

Click to move the selected assignments up. The

selected assignments will move up by one position.

L Down (more than 1 allowed) (jick to move the selected assignments down. The

selected assignments will move down by one position.

‘8 Export Click to export the assignment. The exported assignment can be imported

and used for other courses.
B Salact All

88 Cancel Select .

Click to select all assignments.

Click to deselect the assignments.

M/
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Ill. Assignment Management > Assignment Grading

Assignment Grading

You can grade the assignments submitted by the students on this page.

» Assignment Grading - | 9
« Graded @Ungraded
niia:er Assignment Name Type Test Duration Mark  Grade
1 The first assignment Perzonal i:;:ii?;f;?;:;w « Grade
» Tip: To grade an assignment
1. Click = “rade | at the right end of an assignment.
« Assignment Grading - | ?
¢ Graded @Ungraded
Exam . . )
aomber Assignment Name Type Test Duration Mark  Grade
1 The first assignment Personal :_:’:;ig?::?;;':al:oﬁn J@ Grade
2. The list of the students will display. You will see if they have submitted their
assignments.
- Examinee List - &)
Azsignment Name : The first assignment
Homework attended | Responded Y| Revise Search
Pagg | 1 V| | default V| total
Mo. Username MName Responded Not graded
1. m123007a test m123007a 1 1
Download all assignment attachments.
3. Click on the name or the username of the student and the list of the submitted
assignments will display on the right pane.
- 106 - SUN.w
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2008-07-23_162534.png (37,496 bytes)

- Assignment Content - j

- Examinee List - J - Assignment List - J
Assignment Name : The first assignment (m1230072)
Homswork allended|R95pU”d9d “| Revise all w| [No. Test Period Test Duration Status Grades Clear FRemarks
Page|1 ¥ - 1 iggg:g;j; :1;§ii 00:00:17 Submitted Delete
o 1o o o L [
1. m123007a test m123007a 1 I
Download all assignment attachments.
4. Click on an assignment and the contents will display.
g Examinee List - j = Assignment List - j ':.:.:
Assignment Name : The first assignment (ml123007a)
Homework attended|R93pUndEd ¥| Revige  al Ha. Test Period Test Duration Status  Grades Clear Remarks
2008-09-29 20:22:01 .
Page |1 %] [defaull ] total L 30080929 20.92.04 00:00:04 Submitted Delete
Ho. Usernarme Hame Responded H {ra123007a) test ml23007a
1. m123007a test ml123007a 1 .
Tatal Paints 0 Recalculate
Download all assignment attachments,
Camments
Reference URL
Reference File Brawse...
tssigned for I During the review period, only those with this «
Review displaved.
Save Grading
Attachments:
2008-07-232_162534.png (57,496 bytes)
= Assignment Content - J
E Correct answer & Student's answer
5. Read the answers and give a score on each question.
Attachments:

n Correct answer ® Student's answer

Word of Class
Points:[100.0] |

1. What are the basic image site structure, 2 simple answer

£
I Grade:ﬁD| I

my assignment

=]

[=]
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6. After giving a score on each question, click = Recalculaie | next to the Total
Points field to calculate the final score, and then enter your comments. The

Reference URL and Reference File fields are optional. If you find this
assignment is worth sharing with other students, select the check box next to
Assigned for Review and the students will be able to review this assignment

on the specified period of time. Click = =38 Gradind | to finish grading this

assignment.
(ml23007a) test m123007a
Total Points A0 Recalculate
Ik
Comments

Reference URL
Reference File Browse...

&ssigned for [ During the review period, anly those with this choice selected will be
Review displayed,

I Save Grading I

08 SUN....cv
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~ Test Management

|| Assignment Management | Test Management | Questionnaire Management | Grade M-Ell'm

I. Test Management > Pool Editing
Pool Editing

Atest is a combination of questions. You can create and edit your questions on the
Pool Editing page and apply them to the different tests. Once you have created the
questions, you can move to the Test Editing page to select the combination of questions
and create a test. The interface and procedures for editing assignments and
questionnaires are similar to editing tests.

| « Item Editing - f| « Import “ « Shared Pool -J

[ Editien O [] Book 0 [ chapter 0 [ unit 0 O
Paragraph 0
Search e .. =& T |
O T_\rpe|True.-'FaIse v| O Le‘.-31|\u’ery simple
[ Keywords Please enter keywords here.
Search
Rangs =5
Sefect All Page|1 VHdeﬁuH Vlitems per page; First|| Previous jext | Last Add || Modify || Delete || Copy || Export || Share || Preview || Search
] No. Tvpe Description Edition Book Chapter Unit Parasraph Level
0 1 Single I ___ John for many years, but he isn't the same 0 0 0 o 0 Mo dirate
choice person anymore.
Select All Pagg|:§i i_|:|_s:-EHH_viirgmg per page First|| Pravio Mest 5t Add|| Modify || Delete || Copy || Export || Share || Preview Search
» Tip: To add a question
Example: To add a single choice question.
1. Click #dd
Select All Page 1 v| defaul Vlitems per page Add | gModify
1 No. Tvpe Description E
[ ] Single I ___ John for many years, but he isn't the same

choice person anymore.

Select All Page 1 V| dEﬁuhvlitemg per pags Add || Modify

2. Select the type of the question (e.g. Single Choice).

g True/False I! - Single choice - I Multiple choice - ” « Fill in the blank - ” « Short answer/[essay - ” « Matching - J
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3. Enter the description. If you need to attach a file, click = B@#se..  and select
the file to be uploaded. If you wish to attach more than one file, click

More Attachments to add enough attachment fields.

+ Multiple choice - j = Fill in the blank - I

« True/False - j « Single choice - J

The size of gach uploaded file cannot exceeda4™MThe total size of your upload

Description:

Item
Sttachment:

Browse...

hMore Attachments Less Attachments

4. By default, there are four fields for setting up the answers. Click

WMore Choices | to add a field or - L&S5 Choices | to reduce a field. For
example, if you need to set up three answers for this Single Choice question,

click = LessChoices | to reduce by one field. If you need to attach a file
such as an image, a chart or a diagram, click = E'™¥s&.. ' and select the file to

be uploaded.
® Choice: Browse
O Choice: Browse
) Choice: Browse

5. If the choices of your question have a model to follow (for example, if they
contains the same sentence expressions or the same selection items), you

can click save as a template and assign a name to the template. To
apply a template, select a template from the drop-down list and click then

applytemplate Use this function to save your time on editing questions.

More Choices Less Choices save as atemplate select a template .+ apply template remove template

6. The Detailed Answer, Answer Attachment and Reference URL fields are

optional.

-110 -
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Detailed IZ'
Answer: IE'
Answer Browse
Lttachment:
hore Attachments Less Attachments

Feference hitg:fi

TEL- Separated by spaces if there are more than one TRL.

7. Enter the source of the question and the difficulty level. Specify as detail as
possible so that they can be referenced when you are selecting the

combination of questions. Click ¥ to save the question. Select the check
box next to Continuous addition if you need to add another question once

this question is completed.

Category: Edition Book Chapter Unit Paragraph

Level: |Moderate W

Centinvous addition
Back to ltermn Editing

8. The question has been saved.

Use the above mentioned procedure to add questions to the pool and then
move to the Test Editing page to select the combination of questions and

create a test.

0 Notes
'i I S

H

= In addition to add questions manually, you can import questions
on the Import tab or select to add the questions that other

instructors shared on the Shared Poll tab.

= Once you have completed adding questions, you can go to the
Test Editing page to select the combination of questions and

create a test for students to do.

S USUN.i

SUN NET Technology Corporation Limited



WMPro User Guide for Instructors

The icons on the Pool Editing are described as follows:

Add| To add a question.
Modify | To modify a question.
Delete | Click to delete the selected questions.

COPY | Click to copy the selected questions.

Export | Click to export the selected questions as an .xml file which can be
imported and used for other courses.

Share | Click to share this question to the Shared Poll so that other teachers can
include the shared questions to their assignments.

Preview | Ciick to preview the selected questions.

Search

Click to search the questions by chapters/sections, question types,

difficulty levels or keywords.

Il. Test Management > Test Editing
Test Editing

Once you have created all the questions needed for a questionnaire in the Pool
Editing page, you can create a test in the Test Editing page.

- Test Editing - @
> Test Editing Tools z g J
Save Test Name Status Purpose  Weight }.G.:::;:Ii Test Duratien Publizhing
E‘_i Aaid _ L ® ) ) Takel  pomosbiorigraagy L opiished
# Edit [] First examination Ongoing Practice 10% the i ey e after

first 2 bmissi
3 Delete (more than 1 allo’ S LT
. Take Published
“Grade FromNow

f 2 C [ Second examination Ongoing Practice 20% the Tm: D;_ 2 after
@ Publish/In preparation (n first SRR A Tk e

# Clear Answers (more tha.
By Copy (more than 1 allow
4 Up (more than 1 allowed
4 Down (more than 1 allow
Import

5 Expart

59 Select Al

88 Cancel Select

From to Select

-112 -
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» Tip: To create a test

1. Click BAdd 4 Management Toolkit in the left pane.

& Test Editing Tools
Save

| 53 Add |
& Edit
# Delete (more than 1 allo
# Grade

(,}i" Publish/In preparation (r

2. Thefirst tab (Test Info) of setting up a new test will display. The order of the

tabs on the Test Editing page is the order of creating a new test. Click ' &
to move to the next tab until the test is completed. Click on a tab to check or
change the settings.

+ Test Info - J|. + Select Items - ” + Order and Weightings - ” » Random Order - ” + Test Preview - I

| > Cancel I Next I

¥ Test Info

I + Test Info - Ji' Select Items - ” + Order and Weightings - ” » Random Order - ” + Test Preview - j

» Tip: To set up the basic information for a test

1. Enter the name and the instructions of the test.

Traditional Chinese First examination

Test Name Simplified Chinese First examination Set One
English First examination
First exemination |Z|

Instructions/Instructor's
Mezszages
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2. From the Purpose drop-down list, select an option from Practice, Quiz,
Formal Test or Online Test. In the Status field, select "In preparation. Not
open." if you are preparing the test. If you select "Publish", the fields for
setting the start/end date of the test will display. In this example, we select

"Publish" to continue.
Status " In preparation. Not open. * Publish
3. Inthe Test Start Date field, select the check box next to Enable and then

click on the Date field to open the Calendar Tool. Click on a date from the
Calendar and the date will display in the field.

Tezt Start Date Enable, Date: 2008-07-01 14:04

Tezt Close Date Enable, Date: 2008-07-31 14:04

For details about the Calendar Tool, please refer to Assignment Editing on page 97.

4. Use the same procedure to set up the Test End Date field. Once it reaches
the deadline, the students will no longer be able to do the test.

- 114 - N
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Status " In preparation. Not open. * Publish
Test Start Date Enable, Date: 2008-07-01 14:04
Tezt Close Date Enable, Date: 2008-07-31 14:04

5.  From the Grading Formula drop-down list, select an option from Ungraded,
Take the first, Take the last, Take the highest, Take the lowest and Take
average. If this test will be included into the final score, enter the percentage
in the Weight field.

Grading Formula Take the first w

Weight 10 %

6. The default value in the # of attempts allowed field is one, meaning that the
student can only take the test once. Leave it blank for an unlimited time.
Enter the duration of the test. Leave blank or 0 in the Test Duration field for
an unlimited time.

# of attempts allowed 1 timez (Blank = Unlimited)

Test Duration 60

° SUN.:w
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In the Display field, enter the number of questions to be displayed on one
page. If there are 20 questions and you select to display 5 questions per page,
then the total questions will be displayed on 4 pages. When a student
completes the questions on the first page, he/she can move to the next page.
Whether the students can return to the previous pages is depending on your
setting on the Flip Control drop-down list. Leave the field blank or 0 to display
all questions on one page.

Display 5 items per page

The settings of Flip Control, Window Control, Time-up Control and
Answer Publishing are described as follows.

Flip Control | Not limited v

Window Control Mot limited L

Options if time
exceaded

Mo action "

Publishing Will not be published w

> 1. Flip Control (for multiple page display)
Not limited: Students are allowed to jump between pages.
Allow return to prior questions: Students are allowed to return to the
previous page but are not allowed to move to the next page if the previous
questions are not completed.
Returning to prior questions not allowed: Students can only answer the
questions page by page.

> 2. Window Control
Not limited: Students are allowed to switch to other windows during the test.
Switching windows not allowed: Students are not allowed to switch to other

~e- ISOUN.4;
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windows during the test. If violate to this rule, the system will submit the
student's test automatically.

> 3. Options if time exceeded:
No action: Students are allowed to keep working on the test even if the time is
up.
No auto-submit but mark pass: Students are allowed to keep working on the
test when the time is up but the system will mark the test.
Auto-submit: The system will submit the test automatically when the time is
up.

> 4. Publishing
Will not be published: The test result will not be published.
Publish after submission: Students will see the results right after they submit
their answers (for single and multiple choices only).
Publish after test is closed: Students will see the result after the deadline of
the test.
Set manually: The result will be published on the date set by the instructor.

9. Enter the Passing Grade in the field and the Test Info is completed. Click

Next | to move on to the next step.

When to
Publishing |Wi|l not be published v| publish

grades
Passing Grade 60 Score to

pass

Canc:ell I ext

¥ Select Items

| - Test Info -Ij - Select Items - ]“- Order and Weightings - j

» Random Order - j - Test Preview - j

1. The second step of creating a test is to select the questions. There are two
ways of selecting questions: Select manually allow you to select the
questions and System auto select will select the questions randomly
according to your settings. In this example, we select Select manually.

Oselect manuvally
OSystem auto select

-117 - N
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page. Select the check box next to Edition, Book, Chapter, Unit,
Paragraph, Type or Keywords and then enter the conditional texts in the
appropriate fields. You can narrow down the search result by setting one or
more criteria. Do not select a check box if you want to show all the questions

in your database. Click =2 to display the questions.

[] Edition [] Book [ Chapter
Paragraph

Search -
[ T}’P‘3|TFUE"F3|SE V| [] Level| Verysimple +
[] Keywords Please enter keywords here.

Search

Bange

3. Select the check box next to the question to be listed and then click | =&/&ct |

- Search Results - Q)
O Page default % | items per page m— | Scloct
Select No. Type Description Edition Book Chapter Unit Paragraph Level
Single I ~ John for many years, but he 1sn't the 0 o 0 0 0 Moderate
¢ CNOICE Same person anymore.
Sinele Jane felt embarrassed when she sang in

2 MEE front of the people . 0 ] 0 0 0 Moderate

choeice . -
But now she 13 a great singer.
Single They will be seen __ basketball in the _

3 choice gym by thousands of people tomorrow. 0 v 0 0 0 Moderate
51.11515 a bicycle to the beach is fun. 0 ] 0 0 0 Moderate
cheice ————- -

4. The selected questions will be hidden from the list to prevent from selecting
them again. After selecting the questions needed, click & to proceed to
the next step - Order and Weightings.
- 118 -
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[ Test Info - j

Select No. Type Description Edi

L

# Order and Weightings

|+ Test Info - j + Select Items - j +« Order and Weightings - j » Random Order - j . Test Preview - |
Please set up your search query and select items to add to this test. Zancel Frevious = Mext
O] Editien O Book O Chapter [ Unit [l
Paragraph
Search -
A TYPE|T”-'EJ'F3|59 V| [ Level|Verysimple |+
[] Keywords Please enter keywords here.
Search
Range
Please set up your search query and select items to add to this test. Cancel Previous | Mext
- Search Results - J 2)
O Page default % | items per page Select

tion Book Chapter Unit Paragraph Level

+ Select Items - + Order and Weightings -

= Test Preview - j

‘ » Random Order - j

You can organize the structure and weightings of the questions in the Order

and Weightings tab.

» Tip: To categorize a question into a section

Example: To add a new section.

1. Click | Add Section

one new section.

to add numbers of sections. In this example, we add

QATest]

I Add Section I O 1[Single c
Remove Sectior 0,0.0.0,0][Moderate]
Remove ltem E ]

Section Instructi :

Assign FPoints

3 [Single

-
u

hoice]l __ John f

2[0]5ingle choice[0.0.0.0,3]

choice]They will by

0. 0][Moderate]

people tomorrow [0,

1.[Section I

Average Weight
Up q _

Diown
Select All
Cancel Select

2. Select the check box next to the section and then click =&ction Instructi
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Add Section g n

Remove Sectior

Remove ltem g [

I Section Instruu:til :
Assign Foints

Average Weight

1[8ingle choice]l __ John f¢
[0,0,0,0,0][Moderate]

2 [0]8ingle choice[0.0,0.0,3][

J.[5ingle

people tomorrow. [0,

cheice]They will be
0,0,0,0][Moderate]

Up 1.[3action
Down
Select All

Cancel Select

3. Enter the instructions in the field (e.g. This is Single choice) and then click

Ok|

- Section Instructions - J

This iz 3ingle choice

Ok Cancel

[4]

[]

®Text OHTML
4. The instruction of the section is completed.

8]  1.[Section] This is Single choice
5.

Now, you can organize the questions into sections. Select the check box next

to the question to be moved and then click on a section (e.g. This is Single

choice).

1 [Single choice]l _
0][MModerate]

-

3 [5ingle choice]They will be seen

__ John for many years

2.[0]Single choice[0,0,0,0,3][]

omorrow. [0.0.0.0,0][Moderate]

1 This is Single choice

» Tip: Weightings
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There are two ways of weighting a question.

> 1. Assign Points: Select the check box next to a question and then click

Assign Points | |n the field, enter the point assigned to this question. Use the
same method to assign points to other questions. Make sure the total points
equals to your default settings.

> 2. Average Weight: Click #verage Weight| |, the field, enter the total points of
this assignment. The system will apply the average points to each question.

1. We use Average Weight as an example. Click #verage Weight

- Test Info - J « Select Items - j « Order and Weightings - |

rﬂ[Tsst
Add Section A0 1.[Section] This iz Single choice
Remove Sectior
e OJ 1[5ingle choice]They will be seen
Remove ltem of people tomorrow [0.0.0,0.0][Moderate]

Section Instructi j
ﬁ ] 2[0]5ingle choice[0,0.0,0,3][]

I.-"-.'-.-'EFEQE‘."‘."EithI & |:|ﬂ ] ‘3 E::J;ﬂ: :.1‘.::.:5]1 ___ John for many

Up anymore [0, 00,0 0][Moderate]

Down

2. Inthe field, enter the total points (e.g. 100) of this assignment and then click
OK.

Explorer User Prompt

X
Script Prampt:

Fleaze enter the total points:
Cancel

1o

3. The points of each question will display at the end of each question. Points
for each question = Total points / number of questions (round to the integral
value). The remainder will be added to the last question.

121- SUN.w
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Eﬁ[ Test
Eﬁlj 1.[8zctien] This iz Single choice

ED 1 [Single choice][33][They will be seen _
thl}usands of people tomorrow. [0, 0,0,0.0][Moderate]

""" QD 2[0][33]Bingle choice[0,0,0,0,3][]

g

""" ED 3.[Single choice ) _ John for many

anymore.[0,0,0,0.0][Moderate

4. Once you finish the settings in the Order and Weightings tab, click "M&f to
move to the next step.

¥ Random Order
Enable this function and the system will arrange the order of sections,
questions or choices randomly according to your settings. Or, you can enter

the number of questions to be tested and the system will choose the

questions randomly from the Selected Items tab.

« Test Info - “ - Select Items - “ « Order and Weightings - l + Random Order - ‘I «~ Test Preview - j

Cancel Previous | Mext

Enable Randem [ |

Sections in Random Order
Random Order Items in Random Order

Choices in Random Order (Single Choice / Multiple Choice / Matching)

Fandom Selection items per page

Cancel FPrevious = Mext
» Tip: To enable random order
1. Select the check box next to Enable Random.

2. There are three options to choose from (multiple choices are allowed).

> 1. Sections in Random Order: To display the sections randomly on the
students' tests.

> 2. Items in Random Order: To display the questions under each section
randomly.

> 3. Choices in Random Order: To display the choices of each question
randomly.
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3. Select the check box next to Random Selection and enter the number of
questions to be tested. The system will choose the questions randomly from
the Selected Items tab and make them a complete test. The points of each
question will be the total points divided by the number of questions to be
tested.

¥ Test Preview

» Test Info - “ + Select Items - ” + Order and Weightings - ” * Random Order u + Test Preview - ]I

It displays a screen for you to preview the result. If you are satisfied with the

result, click =~ Finish+Save  tg save the test. If you need to modify the test,
click Previous

- Test Info - “ - Select Items - ” - Order and Weightings - ” + Random Order - j - Test Preview - | |
Cancel Frevious I Finish + Save I show answer Export
- Test Content - | ) A section
—\
T
Poimts:[33.0] 1. They will be seen __ basketball in the gym by thousands of people tomerrow.
3. Opla}-‘ing . .
i The questions under the section
b. Oplay
c. Oto play
d. Oto playing
Poimts:[33.0] 2. Jane felt embarrassed when she sang in front of the people __
But now she iz a great singer.

4. Click Export to export a .mht file which can be edited and used for other
courses.
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[ . Test Info - j » Select Items - j » Order and Weightings - j » Random Order - J * Test Preview - |

Cancel Frevious Finizh + Save show answer
R B S | File Download
This 15 Single choice o
Do you want to open or save this file?
Points:[33.0] 1. They will be seen __ |
& Mame:  export.mhk
a. Oplaying @J Type: MHTML Document
b, Oplay From: 192,168.10,112
c. o play
d. Cto plaving Open ]I[ Save ]Il Cancel |
Points:[33.0] 2.1 Tohn for many 3
l-"' . While files from the Intemet can be uzetul, some files can potentially
@ harm your computer. |f you do not trust the source, do not open or
a. Oknow zave this file, What's the rigk?
b, Oknew

5. Click = Finish=3Save  to return to Test Editing. The test is now created.

- Test Editing - | @
. Grading . .
Test Name Status Purpose Weight Test Duration Publishing
Formula
Published
. N - . . o Take the From2008-07-01 14:04
[] First examination Ongoing Practice 10% first T =TT, 1AM af[er. .
submission
~124- SUN.w
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m | The icons on the Test Editing toolbar are described as follows:

< Test Editing Tools S8Ve  Click to save the settings after changing
Save the order of the questions or other settings.

(3 Add Click to add a new test. After clicking this
? Eji icon, follow the steps on the screen to create a test.
3 Delete (more than 1 allo # Edit Click to modify the properties or
# Grade questions on the selected test.
EE;" Publish/In preparation (mn ¥ Delete (more than 1 allowed) cjick 1o delete
# Clear Answers (more tha the selected test.

By Copy (more than 1 allow

# Grade Cjick to grade the select test. It functions
1 Up (more than 1 allowed

the same as the Test Grading sub-menu.

4 Down (more than 1 allow @ Publish/In preparation (more than 1 allowed)

fE Import

& Export Click to change the status of the selected test

B calect All between in preparation and publish. Students can not

go Cancel Select see this test in the student's user interface if it is
From to Select under "in preparation" status.

4 Clear Answers (more than 1 allowed) Click to "reset" the test and clear all

submitted tests. It is for special occasions only. For example, if you have to modify the
contents of a test that has been published, you may with to reset the test and ask students
to do it again.

By Copy (more than 1 allowed) Copy the selected tests to other courses you are
teaching to save time on creating duplicate tests.

1 Up (more than 1 allowed) ik to move the selected tests up. The selected
tests will move up by one position.

I Down (more than 1 allowed) cjick to move the selected tests down. The selected
tests will move down by one position. -

M EXPOTE ()ick to export the test. The exported test can be imported and used for other
courses.

da Select All Ciick to select all tests.

oo
ea Cancel Select cjick 1o deselect all tests.

N |
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Ill. Test Management > Test Grading
Test Grading

You can grade the tests submitted by the students, review the details of the students'
answers and view the statistics on the single/multiple choices tests.

« Test Grading - |

« Graded @ Ungraded

E . Statistical
xam Test Name Purpose Test Duration Mark  Grade aristica
number table
1 First inati Practi Fremiew ™ | Grad Vi
irst examination ractice Tohny Tims b rade iew
. . . FromNow X
2 Second examination Practice T . Grade View
oAny Time

» Tip: To grade a test

1. Click = “rade | at the right end of a test.

+ Test Grading - |

« Graded @ Ungraded

Exam Tezt Name Purpose Tezt Duration Mark  Grade bzl
number table

. . . . FromNow i X
1 First examination Practice Todny Time @ Grade View

2. You will see the list of students who have already submitted their tests, the
number of tests they have taken and to be graded.

« Examinee List - |

Test Wame : First examination

exam attendzd|DDﬂE o Rsrisz Search

Page|1 Vl |G|Efii”-||t V|tuta1 l 1

No. Username Name Done Not graded

1. studef B huangDora 1 1

3. Click on the name or the username of the student and a list of the submitted
tests will display on the right pane.
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1. studef_B

Test Name : First examination

exam altended Revise Search No. Test Period Test Duration Status Grades Clear Remarks
Page default ¥ | total

huangDora

(studef_B)

2008-07-29 17:28:3¢9
2008-07-29 17:29:11

1 00:00:33

Submitted 100 Delete

+ Examinee List -

4.

Total Points field, it means some of the answers (such as true-false,

single/multiple choices and matching questions) are graded by the system.

I

&) - Test List - |

Click on a test and the contents will display. If there is already a number in the

Neo. Username

1. studef_ B

Test Name : First examination

exam attended Revise Search Neo. Test Period Test Duration Statws Grades Clear Re
Page default % | total

Name

huangDora

(studef_B)

2008-07-29 17:28:39

marks

1 3008-07-29 17.20.11 00:00:33 Submitted 100 Delete
Done Not graded =
(studef_B) Dora huang
1 1
q Total Points 100 Recalculate
Comments

5.  Move on to the lower part of this page and you will see the details of the

di
student's answers. Look for the answers marked with '@ icons. They are

the non-computer corrected answers that need your attention.

Poinis:[33.0] .‘f

Grade:33.0

Points:[34.0] @

Grade:34.0

2.1 ___ John for many vears, but he isn't the same person anymore.
a. Oknow
b. Oknew VIS e

c. Owas known

Ehave known
3. |Riding k:ﬂﬂ'ﬂ. 42 bicycle to the beach is

(="

6. After giving a score on each question, click

Legend
n Correct answer

& Student's answer

E Correct answer by student

Points field to calculate the final score, and then enter your comments. The

Reference URL and Reference File fields are optional. Click

Save Gradind | to save the result.
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Total Points 100 I Fecalculate I

Yery good

Comments

Reference URL

Reference File Browse...

I Save Grading I

7. You will see the status of the exam has been changed from submitted to

graded.
+ Examinee List - | 2) - Test List - | 2
Tezt Name : First examination (studef_B)
exam altended Revise Search Neo. Test Period Test Duration Status Grades Clear FRemarks
2008-07-29 17:28:39
Page|1 ¥ [default ¥] totat I 3008.07.20 172917 20:00:33 I Graded IDD Delete
No. Username Name Done Not graded
1. studef_B huangDora 1 0

» Tip: To view the statistics on the single/multiple choices tests
Example: To view the statistics on "First examination".

1. Click “I#W  at the right end of the "First examination".

R . R R FromMNow
1 First examination Practice . Grade View
ToAny Time

2. The page will display the single/multiple choices and the statistics of the
students' answers. From the statistics, you will learn how many students have
selected one particular question and the percentage of each option selected.
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Candidate

Mo. Description Item Times Percentage
playing ol 0.00%
1 They will be seen ___ basketball in the gym play 03 0.00%
by thousands of people tomorrow. to play | T 100.00%
to playing o1 0.00%
know o 1 0.00%
I ___ John for many years, but he isn't the knew 03 0.00%
same person anymaore. was known 03 0.00%
have known 1 100.00%
3. Click Details to view the answers of each student.
- Statistical table -
Back to List I Details I
Test Mame First exam
Test Duration From MNow
Total Tests 1
# of Valid Tests 1
# of Invalid Tests 0
4. Inthe Details page, every student’s the answer for each question can be
reviewed.
Ma. 1.They will be seen ____ basketball in the gym by thousands of people tomorrow.
Candidate Item playing play to play to playing
Dora huanag 0
Total ] ] i 0
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* Questionnaire Management

|| Assignment Management | Test Management | Questionnaire Management | Grade M-Ell'm

I. Questionnaire Management > Pool Editing

Pool Editing

A questionnaire is a combination of questions. You can create and edit your
questions on the Pool Editing page and apply them to the different questionnaires. Once
you have created the questions, you can move to the Questionnaire Editing page to
select the combination of questions and create a questionnaire. The interface and
procedures for editing assignments and tests are similar to editing questionnaires.

- Item Editing - ]|' - Import - ” « Shared Pool - j

Select All Pageilems per page Add| | Modify | Delete || Copy | Export | Share | Preview Search

O No. Type Deszcription Edition Book Chapter Unit Paragraph
Select All Pageilems per page Add || Modify || Delete || Copy | Export || Share | Preview Search

» Tip: To add a question

Example: Add a new question on the Item Editing tab.

1. Click #dd
Item Editing - 1 - Import -J - Shared Pool *J
SelectAll | Page|1 || defaul ¥ items per page Fist|| Previous || ned|iast| | Ada/) Modiy
ol No. Type Deseription
Select All Pageh viLd_E_ﬁUH VI items per page| First|| Frevious et = Add || Modify

2. Select the type of the question (e.g. Single Choice).

|' = True/False rJ - Single choice - J|i Multiple choice - ” « Fill in the blank - ” - Short answer/essay - ” « Matching - J

3. Enter the descriptions of the question. If you need to attach a file, click
Browse.. | and select the file to be uploaded. If you wish to attach more than
one file, click Mare Attachments to add enough attachment fields.
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Category:

« True/False - I - Single choice - || - Multiple choice - I

The size of each uploaded file cannot exceedBdMThe tot

I know where to go to get the
information that I need to do wy job
Dezcription:

Ttem
Attachment:

Browse. ..

Mare Attachments Less Attachments

By default, there are four fields for setting up the answers. Click

WMore Choices | to add a field or | Le5s Choices | to reduce a field. For
example, if you need to set up five answers for this Single Choice question,
click = More Choices | to add one more field. If you need to attach a file

such as an image, a chart or a diagram, click Browse..  gnd select the file to
be uploaded.

disagres
Choice:
Browse. ..
Stronaly disagree
Choice:
Browse...
I More Choices Less Choices I save as atemplate

Enter the source of the questions such as category, edition, book, chapter,
unit or paragraph that can be referenced when you are selecting the

combination of questions (Optional). Click “K' to save the question. Select
the check box next to Continuous addition if you need to add another

question once this question is completed.

Editien Beok Chapter Unit Paragraph

Continuvouns addition
QK Back to Itern Editing

The question has been saved.
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Windows Internet Explorer, E|
L] E Save completed,
L]

Use the above mentioned procedure to add questions to the pool and then move
to the Questionnaire Editing page to select the combination of questions and

create a questionnaire.

= In addition to add questions manually, you can import questions on the Import

tab or select to add the questions that other instructors shared on the Shared

Poll tab.
= Once you have completed adding questions, you can go to the Questionnaire

Editing page to select the combination of questions and create a questionnaire

for students to fill out.

Il. Questionnaire Management > Questionnaire Editing

Questionnaire Editing

Once you have created all the questions needed for a questionnaire in the Pool
Editing page, you can create a questionnaire in the Questionnaire Editing page.
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< Editing Tool - Questionnaire Editing - | &
2 Icing 1ools

Save Questionnaire Name Status Questionnaire Duration Rezults
Add

# Edit

¥ Delete (more than 1 allo
# View Results

(g.i" Publish/In preparation (n
4 Clear Answers (more tha
By Copy (more than 1 allow
i+ Up (more than 1 allowed
I Down (more than 1 allow
] Import

45 Export

29 select All

88 Cancel Select

From to Select

» Tip: To create a questionnaire

1. Click Add  on Management Toolkit in the left pane.

& Test Editing Tools
Save

ERE |
Edit

# Delete (more than 1 allo
# Grade

2. Thefirst tab (Questionnaire Info) of setting up a new questionnaire will
display. The order of the tabs on the Questionnaire Editing page is the order

of creating a new questionnaire. Click &% to move to the next tab until the
questionnaire is completed. Click on a tab to check or change the settings.

+ Questionnaire Info - J|- - Select Items - “ « Order and Weightings - “ = Questionnaire Preview - I ¥

| > Cancell et I

¥ Questionnaire Info

I + Questionnaire Info - JI' Select Items - j
| |

« Order and Weightings - J

* Questionnaire Preview - J

» Tip: To set up the basic information for a questionnaire

1. Enter the name and the instructions of this questionnaire.
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Traditional Chinese Survey
Questionnaire Name Simplified Chinese Sunvey Set

English Survey

Plegze use 4 to E to indicate the most
eppropriate reaponse for each question

Instructions/Instructor’'s
Mezzages

2. Select the status of the questionnaire. Select "In preparation. Not open." if
you are preparing the questionnaire. If you select "Publish”, the fields for
setting the start/end date of the questionnaire will display. In this example, we

select "Publish" to continue.
Status " 1In preparation. Not open. o Pyublish

3. Inthe Questionnaire Start Date field, select the check box next to Enable
and then click on the Date field to open the Calendar Tool. Click on a date
from the Calendar and the date will display in the field.

g:?ftmnnat” Start Enable, Date: 2008-07-30 16:21
” > | [ =
Bw Cw Today P B

Sun Mon Tue Wed Thu Fri  Sat
1 2 3 4 5
7 ] g 1w 11 12

=

Queztionnaire End Date [ ] Enable 13 14 15 16 17 18 19
20 21 22 23 24 25 26
2728 29 30 3
Time: :
Select date

For details about the Calendar Tool, please refer to Assignment Editing on page 97.

4. Use the same procedure to set up the Questionnaire End Date field. Once it
reaches the deadline, the students will no longer be able to fill out the

questionnaire.
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5. Inthe Response by attachment field, select Yes to allow students to upload

reference materials or files; otherwise, select No.

6. Inthe Anonymous or not field, select Named and you will be able to check
the answers from each student. Select Anonymous and the students'

answers will not be displayed.

response by attachment (OTrue ®False

anonymous of not '@}ﬂaﬂ:‘l&ﬂ {:}&ﬂﬂﬂ}"ﬂlﬂu‘_‘-

7. Inthe Modify field, select the check box next to Modifiable to allow
re-submission before the deadline. The re-submitted questionnaire will
overwrite the previous one. Do not select the check box if you do not allow

re-submission.
Modify Modifiable

8. Inthe Access Mode field, select private access in accordance with the
target list below, or publish access immediately for anyone (login is

unnecessary). If you select the former one, click #99 at the right end of
Questionnaire Target to specify the target group. If you select the later one,

the questionnaire will be open to the public.

@ private access in accordance with the target list below.
Access Mode P ) ] i R
Opublic access immediately for anvone (login is unnecessary).

Questionnaire Target Set all enrolled students in this course as defaunlt Add

9. Inthe Result field, select if the result will be published and set the date and
time that the result will be published.

Fezults Will not be published w

Will not be published
FPublished after submission

Published after questionnair

Set manually

195 SUN...ci
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Will not be published: The result will not be open for review.

> 2. Published after submission: After a student submits his/her questionnaire,

he/she can review the result.

> 3. Published after questionnaire is closed: The questionnaire will be open for

review on the Questionnaire End Date set by the instructor.

> 4. Set manually: The questionnaire will be open for review on the date set by the

10. On

instructor.

ce you finish the settings in the Questionnaire Info tab, click M& to

move to Select Items tab.

Modify

Acceszs Mode

Questionnaire Target

Rezzults

Is
Modifiable resubmission
allowed?
®private access in accordance with the target list below.
Opublic access immediately for anvone (login is nnnscessary).
Set all enrolled students in this course as default Add
When to
|‘.".fiII not be published A publish
grades
Cancel Mext ]

¥ Select Iltems

« Questionnaire Info

| | | |
-“ - Select Items - I\I- Order and Weightings - ” + Questionnaire Preview - J

1. The second step of creating a questionnaire is to select the questions. Select

the check box next to Edition, Book, Chapter, Unit, Paragraph, Type or

Keywords and then enter the conditional texts in the appropriate fields. You

can narrow down the search result by setting one or more criteria. Do not

sel

ect a check box if you want to show all the questions in your database.

Click (=9 to display the questions.

[ Edition O Book
Paragraph

Search
[0 Type|TruefFalse v |

[] Keywords Please enter keywords here.

Search
| Range £ |

Pleaze zet up your search guery and select items to add
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2. Select the check box next to the question to be listed and then click | =&/&ct |

2

- Search Results - I

] Page|1 VHdEfEU|TV|items per page
Select No. Type Description Edition Book Chapter Unit Paragraph
Single I know where to go to get the information
v
! choice that I need to do my job 0 0 0 0 0
Single .
2 S " I have adequate technelogy to do my job. 0 1] 0 1] 1]
cheice o -
[ 3 S1ﬂ51e I ].:Lav.e the opportunity to learn 51;:111.5 that 0 0 0 0 0
choice will improve my chances for promotion.
4 Stng.le Em.pl.ﬂ}-'BBS have eggal access to job related 0 0 0 0 0
cheice training epportunities
- Single _ .
3 >~ I get the training I need to do my job well. 0 0 0 0 0
choice
O Page|1 VHdEfEU|TV|items per page Select

3. The selected questions will be hiding from the list to prevent from selecting

them again. After selecting the questions needed, click & to proceed to
the next step - Order and Weightings.

= Questionnaire Info - J| - Salect Items j » Questionnaire Preview - J k3

« Order and Weightings - j

Please set up yvour search query and select items to add to this quastionnaire. Cancel Previous || Mext
[] Edition [] Book (] Chapter [ Unit ¥
Paragraph
Search
[] Type TruefFalse v/

[] Keywords Please enter keywords here.

Search
Range
Please set up your search gquery and select 1tems to add to this goestionnaire: Cancel Previous || Mext
|+ Search Results - | &
[l Page|1 M| | default M| items per page [First|| Frevious ||Mext||Last Select
Select No. Type Description Edition Book Chapter Unit Paragraph
Single I have the opportunity fo learn skills that
|l : it 5 ; o L 0 0
choice will improve my chances for promotion.
—
I Page 1 ¥ | default ¥ items per page |First|| Previous ||Mest||Last Select

# Order and Weightings

[ Questionnaire Info - J ~ Select Items - I « Order and Weightings - ]I » Questionnaire Preview - J

You can to organize the structure and weightings of the questions in the
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Order and Weightings tab.

+ Tip: To categorize a question into a section

For information on categorizing a question to a section, please refer to the
instructions described on the Assignment Editing and Test Editing

sections.

# Tip: To arrange the order of questions

Select the check box next to the question to be moved and then click

Up or Down to adjust the order of the question.

- Questionnaire Info - j - Select Items - j « Order and Weightings - I = Questionnaire Preview - j ¥

Cancel FPrevious | Mext

Eimw
Add Section E Ll 1.[Single choice]l know where to go teo get the information that I need te do my
Remove Sectior] |job[0,0.0.0,0]
Remave ltem g Fl 2.[3ingle choice]l have adequate technology to do my job.[0,0,0,0,0]

= ) 3.[5ingle choice]Employees have equal access te job related training opportunities

= Ll 4 [Single choice]l get the training I need to do my job well [0.0.0.0,0]

Cancel

Cancel FPrevious | Mext

4. Once you finish the settings in the Order and Weightings tab, click & to
move to the final step.

- Questionnaire Info - j - Select Items - j « Order and Weightings - I = Questionnaire Preview - ] i

Cancel Previousl I ext I

Q[Quulionnaire
Add Section = [ 1.[Single choice]l know where to go teo get the information that I need te do my
Remove Sectior] |job[0,0.0.0,0]
Remove ltem g Fl 2.[3ingle choice]l have adequate technology to do my job.[0,0,0,0,0]
Section Instructi | : .. . . . -
T e 3.[5ingle choice]Employees have equal access te job related training opportunities
; [0,0,0,0,0]
Down ED 4 [Single choice]l get the training I dtod job well [0.0.0,0.0
Select Al [Single choice]l get the training I need to do my job well.[0.0,0.0.0]
Cancel

Cancel FPrevious | Mext

¥ Questionnaire Preview
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- Questionnaire Info - J + Select Items - J « Order and Weightings *I ! - Questionnaire Preview - !I

It displays a screen for you to preview the result. If you are satisfied with the

result, click =~ Finish+Save  tg save the questionnaire. If you need to

modify the questionnaire, click = Frevious

- Questionnaire Info - J + Select Items - J + Order and Weightings - J + Questionnaire Preview - j 2)

Cancel Previousl Finish + Save I

r Questionaire - J

1. I know where to go to get the information that I need to de my job

O strongly agree

a.

b. Oagree

¢. (ONo opinion
d. Odisagree

= (OStrongly disagree

2.1 have adequate technology to do my job.

O Strongly agree

a.

b. Oagree

. (ONo opinion
d. Odisagree

e (OStrongly disagree

3. Employees have squal access to job related training opportunities

A new questionnaire is now created.

+ Questionnaire Editing - J 2
Queztionnaire Mame Statuz Questionnaire Duration Rezults
. From2008-07-30 16:21 .. .
[l Survey Ongoing ToAny Time Will not be publizhed
N~ ’
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The icons on the Questionnaire Editing toolbar are described

as follows.

SaVe  Click to save the settings after changing the order of the questions or other
settings.

(3 Add Click to add a new questionnaire. After clicking this icon, follow the steps on
the screen to create a questionnaire.

# Edit Click to modify the properties or questions on the selected questionnaire.

¥ Delete (more than 1 allowed) (jick to delete the selected questionnaires.

# View Results  Cjick to view the poll result.

@”’ Publish/In preparation (more than 1 allowed) (jick to change the status of the
selected questionnaires between in preparation and publish. (For example, click on a
questionnaire that was originally in preparation and publish it online for students to fill
out.)

# Clear Answers (more than 1 allowed)  Cjick to "reset" the questionnaire and
clear all submitted questionnaires. It is for special occasions only. For example, if you
have to modify the contents of a questionnaire that has been published, you might want
to reset the questionnaire and ask students to fill it out again.

T Up (more than 1 allowed)  Gjick to move the selected questionnaires up. The
selected questionnaires will move up by one position.

4 Down (more than 1 allowed) cjick to move the selected questionnaires down.
The selected questionnaires will move down by one position.

4 EXPOTE (Cjick to export the questionnaire. The exported questionnaire can be
imported and used in other courses.

HE Select All Cjick to select all questionnaires.

oo
oo Cancel Select )ik 1o deselect the questionnaires.
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Ill. Questionnaire Management > View Results

View Results

You can view the poll results and the details on this page.

- View Result - | 2)

Quesztionnaire Name Statusz Questiur.maire Rezults

Duration
. From2008-07-30 16:21 _ . :
Survey Ongoing ToAny Time Will not be published | View
» Tip: To view a poll result

1. Click VI¥Ww  at the right end of a questionnaire.

- View Result - | 2
. . Questionnaire
Questionnaire Name Status Fezults

Duration

. F n2008-07-30 16:21 __ . .
Survey Ongeing e ? Will not be publtshz

ToAny Time

2. The statistics of the questionnaire will display. Click = P&t2ils | to view the
number of votes on each question.

- Statistical table - |

Back to List I Details I email this page
Questionnaire Name Survey
Questionnaire Duration From 2008-07-30 16:21:00 to Any
Total Questionnaires il
# of Valid Questionnaires 1

3. The details page will display as shown below. If it is a "named" vote, you will
see how each student is voting on each question.

Ma. 1.1 know where to go to get the information that I need to do my job
candidate item Strongly agree agree MNo opinion disagree Strongly disagree
Fanny Lin 0
Total ] 1 1] ] ]
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| Grade Management | Personal Area | Public zone [

I. Grade Management > Grade Management

Grade Management

Once you grade the assignments or tests that the students submitted online, the

scores will be displayed here. You can modify the scores if necessary. Besides, you can

import the scores of assignments and tests that students did in the class into the system

so that you can calculate the combined scores and rankings in the Grade List page.

These scores will be published on the date set by the instructor. Student can check

their scores on Grade Info under Information Center. If you need to adjust the scores to

include the attendance or other issues, you can choose not to publish the scores until you

are ready.

- Grade Management - |

@

Select All Add Mew Grades Modify | Delete | Send  Export

+

0 grades in total /| Total Percent: %

[1 Grade Title

Source

Weight

Publish Date

Select All Add Mew Grades Modify | Delete | Send | Export

+

0 grades in total / Total Percent: %

» Tip: To add a grading record

Example: To add a grading record named "Second examination" and input

the scores after students finish their tests in the class.

1. Click Add Mew Grades

Grade Management - |

[] Grade Title

Select.ﬂxlll Add Mew Grades I1m:|ifg.f Delete  Send  Export T

Source

Select All Add Mew Grades

Modify | Delete

Send  Export 1

2. Inthe Grade Title field, enter "Second examination".
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« Add New Grades -

I

Traditional Chinese Second examination
Grade Title Simplified Chinese Second examination Set One
English Second exarnination

3. Inthe Weight field, enter the percentage of the test.

Weight 10 Yo

4. In the Publish Date field, enter the duration that the students can check their

scores online.

Start, Date: 2008-07-30 17:02

Publizh Date
End, Date: 2008-08-20 17:02

Targat |.."-"-.II enrolled students |+

5. Inthe Target field, select all enrolled students or the name of a group. You
need to divide the students into small groups in order to select a group.

6. If you already have the scores and comments, you can input them in the

Manual Input tab; or you can input them later. Click (#d9  to save the
settings.

- Manual Input - J. « Import - j

Student Grade Comments

test m123007a
(m123007a)
test m123008a
(m123008a)
f}tuieﬂt test m123009a
rades (m123009a)

Fanny Lin
(studcf A)

Dora huang
(studcf B)

zervice center Sunnet
(zunnezt)

7. Agrading record is created.
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+ Grade Management - J

Select All Add Mew Grades Modify | Delete | Send | Export t 1 grades in total / To
[l Grade Title Source Weight Publish Date

[0 Second examination User Define 10 % :;Z:j:_o:;_oj‘;310?:1;2:02
Select All Add New Grades Modify | Delete | Send | Export 1 1 grades in total / To

8. If you need to modify the contents or scores, click on a grade title and follow

the descriptions below.

- Grade Management - J

Select All Add Mew Grades Modify | Delete  Send | Export t
[1 Grade Title Sou
[ 1} Second examination se
Select All Add Mew Grades Maodify | Delete  Send @ Export T

» Tip: To modify the scores and the publish date of the assignments and the tests

Example: To modify the publish date of a test.

1. Click on a grade title or select the check box next to a grade title and then

click Modify |

+ Grade Management - j

Select All Add Mew Grades Maodify jDelete  Send Export T

[] Grade Title Sal
|:I First examination | tmi
Te:

} Img

] 1-1 waoark Ass
[] Second examination ITT-
Select All Add Mew Grades Modify | Delete | Send | Export T

2. Select to change the publish dates or the weighting percentage in the Grade

Items tab.
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+ Grade Items - ]- + Modify —j @)
Grade Title Traditional Chinese |First examination Set More Language
Weight 10 ¥
. Start, Date: 2008-07-01 14:04 G
Publizh Date
[] End ? | | x
Ex v Today P B
Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 3

& 7 8 9 10 11 12
13 14 15 1B 17 18 19
20 021 22 23 024 25 %

27028 2@ 30 31
Time: :
Select date

3. If you need to change the scores of the students, click the Modify tab.

. Grade Items —ij « Modify - | I

Student Grade Comments
Fanny Lin (studef_ A) 100 Extremely good
Dorz huang (studef B) a0

Gild chen (studef C)
bill Lee (studef D)
zervice center Sunnet (sunnet) 75

oK

4. Click “F to save the settings.

Weight 10 %

Start, Date: 2008-07-01 14:04

Publizh Date
[] End

5. The modification is now completed.

6. During the valid period, the students can check their scores on Grade Info
under Information Center. The screen is as shown below.
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( Grade Info - 1

o This score report is independent from assignment and test scores. If scores are different, the instructor
tay have adjusted the scores mannally.

s Final scores, averages, and rankings can only be set manually by the instructor.

# This table will not list yvour assignment or test scores till the instructor publishes the scores.

Paszing Passing

Grade Title Source Weight Grade Crade Standard Comments Interwal Diagram
First Import from Tests 10 % 100 &0 Passed  Lxiremely Interval Diagram
examination good

it;f

— The icons on the Grade Management toolbar are described

as follows.

Modify Click to modify the selected assignments or tests such as the publish dates or the students' scores.
Send Click to send the scores of assignments or tests to the selected students. There are two settings for
sending score reports. One is to send the personal reports to the selected students. The other is to send score

reports of the whole class to the selected students.
Export Click to export the selected assignments or tests. The data can be exported to .txt, .html and .xml

formats.

Students will see their scores only if the instructors publish them on Grade Management. During the valid
period, students can check their scores by visiting Information Center - Grade Info. Therefore, you have to

set the publish dates so that students can check their scores.

Il. Grade Management > Grade List
Grade List

It provides a spreadsheet for instructors to calculate students' total scores, average
scores and rankings. It also displays the interval diagrams of the scores. In addition, you
can make a global change to students' scores. For example, to add 5 points for each
student.

N
-
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. Grade Spreadsheet - J 2
Iaput Direction Save Update || Export CSV =
Grade Title First 1-1 wo Second
10 % 10 % 0 %
Student B - S Total Average Ranking
Fanny Lin (studcf A) 100 13 63 30.1 10 1
Dora huang (studcf _B) 20 93 17.5 5.8 2
Gild chen (studef C) 62 6.2 21 4
bill Lee (studef D) 3
zervice center Sunnet (zunnet) 13 1.5 2.5 3
Higher Standard Score a0 g3 31.3
Lower Standard Score 51 46.4 12.6
Interval Diagram §|"- §|"- §|"-
» Tip: To modify a student's score
Example: To modify a student's score.
1. Click on the field to be modified (e.g. studcf_A).
. Grade Spreadsheet - J @)
Iaput Direction Save Update || Export CSV =
Grade Title First 1-1 wo Second
10 % 10 % 0 %
Student B - S Total Average Ranking
Fanny Lin (studcf A) 100 13 63 30.1 10 1
Dora huang (studcf _B) 20 93 17.5 5.8 2
Gild chen (studef C) 62 6.2 21 4
bill Lee (studef D) 3
zervice center Sunnet (zunnet) 13 1.5 2.5 3
Higher Standard Score a0 g3 31.3
Lower Standard Score 51 46.4 12.6
Interval Diagram §|"- §|"- §|"-

2. Enter the new score and press enter.
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. Grade Spreadsheet - J @)
Iaput Direction Save Update || Export CSV =
Grade Title First 1-1 wo Second
10 % 10 % 0 %
Student B S Total Average Ranking
Fanny Lin (studef_A) 10 m 63 30.1 10 1
Dora huang (studcf _B) Ly : 17.5 5.8 2
Gild chen (studef C) 62 6.2 21 4
bill Lee (studef D) 3
zervice center Sunnet (zunnet) 13 1.5 2.5 3
Higher Standard Score a0 g3 31.3
Lower Standard Score 51 46.4 12.6
Interval Diagram §|ﬂ- §|ﬂ- §|ﬂ-

3. The score will now be changed. Use the same way to modify other students'

scores.
. Grade Spreadsheet - J 2
Iaput Direction |Disable v|[ saveUpdate | ExportcCsv ==
Grade Title First 1-1 wo Second
10 % 10 % 20 %
Student -0 Total Average Ranking
Fanny Lin (studef A) 63 30.6 10.2 1
Dora huang (studef B) 17.5 5.8 2
Gild chen (studef C) 62 6.2 2.1 4
4. Click |_SaveUpdate | {5 save the result.
. Grade Spreadsheet - . @
Input Direction |Disable M|[ save update ||| Export csv B
Grade Title First 1-1 wo Second
10% 10 % 20 %
Student o -0 -0 Total Average Ranking
Fanny Lin (studef A) 100 g0 63 30.6 10.2 1
Deora huang (studef_B) g0 a3 17.3 5.8 2

5. A"Saved successfully" dialog box will appear.

N |
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Windows Internet Explorer E'

L] E Saved successiully,
[ ]

» Tip: To modify all students' scores at once

Example: To add 10 points to each student and the maximum score cannot

exceed 100.

1. Click +i- on the spreadsheet.

« Grade Spreadsheet - |

Input Direction Export CSV
Grade Title First 1-1 wo Second
Student ZE:& Total Av
Fanny Lin (studef A) | 63 30.6
Dora huang (studef B) 80 955 17.3
Gild chen (=studef C) ' -62§ 6.2
bill Lee (studcf_D)
zervice center Sunnet (zunnet) 13 - : 1.5
Higher Standard Score 90  87.3 315
Lower Standard Score 51 47.4 12.6
Interval Diagram if » H B H B

2. The batch adjust score window will display. Click on the bullet next to shift
score and then enter 10 in the field. Click OK to continue. If you wish to
reduce the students' scores by 10 points, enter -10 in the field.
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& shift score 10 Input the score. (It can be with sign and dot.)

(O square root and multiply 10

¢ Use § as origin score
e ex : Fill the "§+3" for adding 3 to all.
s ex : fill the "§*(1/2)+60" for deing square root and adding 60 to all.

I Ok ICann:eI
| S—

user defined formula :

Adjust the score to |0 if it less than which you input.
Adjust the score to (100 if it more than which you input.

3. Everyone's score is now added by 10 points.

-~ Grade Spreadsheet - J
Input Direction |Disable ¥|[ saveUpdate || ExportCSv
Grade Title First 1-1 wo Second
10 % 10 % 0 %
Student B B R Total Avw
Fanny Lin (studef A) 100 a0 63 31.6
Deora huang (studcf_B) 30 100 18
Gild chen (studef C) Tt e
bill Lee (studef D)
zervice center Sunnet (sunnet) T3 T_5
Higher Standard Score o0 93 31.5
Lower Standard Score 51 52.4 12.6
Interval Dizgram §|ﬂ- §|ﬂ- §|ﬂ-
4. Click |_SaveUpdate | to save the change.
# Tip: To view an interval diagram
1.  Click on the icon below an assignment or a test.
~ 0\ )
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Grade Title First 1-1 wo Second
Student e
Fanny Lin (studef A) 100 a0 63
Deora huang (studecf_B) g0 100
Gild chen (studef C) 12
bill Lee (studecf D)
zervice center Sunnet (sunnet) T35
Higher Standard Score a0 03 31.5
Lower Standard Score 51 52.4 12.6
Interval Diagram £f » I H B I H B

2. The interval diagram will display. It is helpful for you to understand the

distribution of students' scores.

glInterval Diagram

2
2_
E
o
[u]
Ll
o
% 1r
i
(]
=
=
=
=
[:l_l
0 10

20 30 40 B &0 YO 80 90 100
Grade

» Tip: To export the result into a .csv file

1. Click Export C3V

on the Grade Spreadsheet tab.

+ Grade Spreadsheet - | &
Input Direction |Disable v I Export CSV I ®E

Grade Title

Student

First 1-1 wo Second

10 % 10 % 0 %
Total Average Ranking

+i- +i- +i-
Fanny Lin (studef A) 100 o0 63 31.6 10.3 1
Dora huang (studef_B) 30 100 14 ] 2
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2. Choose to open or save the exported .csv file.

WMPro User Guide for Instructors

File Download E'

Do you want to save thiz Hle, or find a program online to open
it?

@ Mame: grades.csv
Type: Unknown File Type

From: wmpro.learnbank, com, b

Find I[ Save ]i Cancel |

[y whhile files from the Internet can be useful, zome files can potentially
g harm your camputer. IF pou do nat truzst the zource, do nat find a
= program to open thiz file or zave thiz file. What's the rizk?
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