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1 Introduction to manaba (1-1 Login)

[For instructors]
2016/03/16

Login ]

Login with your login ID and a password.

NEW! © manaba

Recommended browsers Inspr s
of Leaming >

The following browsers are compatible with manaba. oo
WindOWS Closed Period August 12 — 16 (Mon — Fri) T
Internet Explorer / Mozilla Firefox
Macintosh
Safari / Mozilla Firefox Login page
i0S Android
Safari Google Chrome

* Recommended OS versions are based on the supports by

i Microsoft, Apple and Google.

i « Recommended browsers are based on the latest edition of

i theOS.

i * You can use some functions on smartphone-optimized :

! screens. :

i * Please enable Cookies and JavaScript on your browser.

* Your feature phone needs to be compatible with SHA-2

certificates. :
Announcements from Administration ]
\.’ © manaba -

There are announcements from the system administraion G S mw% ‘
in the Login page and the My page. Please don’t miss it. of Learning

o If your university use the unified authentication system, the school’s
private login page will be displayed.

08107

Administration office will be closed during the summer period
stated below.

Closed Period August 12 — 16 (Mon — Fri)

Login page
m‘ /i/% Courses | |[E7 Memos | |¢jAttendanceCard | | B##E |
Announcements

20150315 € lInformation for Summer vacation

You can submityour assignments

20150315 € lInformation fer International Students

using a smartphone.
Please be aware that not all phone types.
aualfy as ‘smartphones.’

—
‘wwmmﬁ

(-

> manaba for smariphones

Attendance Card

My page

Copyright © 2014 Asahi Net, Inc. All Rights Reserved.




[For instructors]
2016/03/16

1 Introduction to manaba (1-2 Settings)

Change settings ]

Once you log into manaba, please configure the following
settings from the Settings menu.

[/Jmanaba university onstsaf s} oo R
Reminder settings — .
3 ) 3 The se registration period is currently in effact. To allow students 1o join your course before the addidrop deadiine, give m..d:v:- code to the students and instruct them
You can receive reminders by email whenever new maths o ve e
P Ny Courses ')au Courses !4 Assignments on Smartphone
announcements are made or new posts are added. i

You can submt your

B
o
- o
Instructional De: M assigaments using 3
o nstructional Design icrooconomicge e
) A it D Lostr oo oes g
. amargnanes’
Rel I IlnderS « Settlngs > manaba for smarohanes

1. Click Settings in the upper right corner and select ;|—‘

Change reminder settings.

(/) manaba university I &
2. Select Receive or Do not receive. 478 coenes s
3. Enter in the Email address 1 the PC Email address | sesinss
that you want reminders to be sent to. o i i

Change items per page
Change Profile

4. Enter in the Email address 2 the cellphone Email
address that you want reminders to be sent to.

& MyPage

Change reminder settings

Settings page

Individual Settings |
1. Select Receive or Do not receive a message . _
. I Change reminder settings
whenever course news is posted. Reminders
2. Select Receive or Do not receive a message when a BRI . e o et ot oc e e i e
new assignment is published. mansiap
3. You may choose from one of three options when a new Email address 1 | |

commentis posted on a thread:

Email address 2 | ]

° Receive a message when a comment is made. TS

* Receive all new comments at certain time of a day. Course News  ® Recsie © Do not eceive
(— Select a preferred time from the dropdown menu.)

* Do not receive a message.

New assignments @ Receive © Do not receive
notifications

New comments made on © Recsive a message when a comment is made
o Your own comments will not be sent as reminders. IR & e ol e commerts
* Your own comments will not be included.

New comments on  © Receive

. . rojects. @ Do not receive
4. Select Receive or Do not receive a message when a P ot o commnts il et o s
new commentis made in a thread of your project. Notications of new  © Raceie © Do nc receie

comments on assignments * This setting is only effective for Course faculty’s pagsfs).
(for Course faculty)

5. Select Receive or Do not receive a message when a

new comment is made on your students’ assignments.

6. Click Save and send test email and confirm reminders
are sent to the email address you registered.

> Settings
& My Page

Change Reminder Settings page

0 You will not receive messages if you choose Do not receive in
the Reminders menu, even if you choose Receive in Individual

Settings.
Change Profile
Profile settings |Remsmes
Profile Icon
1. Click Settings on the upper right corner, and select
Change Profile.
2. Upload an image of your choice. e No TS Ghose
*You may upload _jpg. .png or _gif files for profile icon
The image you upload will be displayed beside your Save
comments in a thread so that the course members will 4
know whose comment it is.

Change Profile
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[For instructors]

2 Whatis a course? (2-1 View your courses)

In a course, instructors and students registered in the course have discussions in the forum, distribute / collect
assignments or distribute course materials.

[ Courses ]
View your courses ] A J
In order to view a list of courses you have been registered [/ manaba univerfpy". ] -
for, click Courses at the top of the screen. m@ .

The self registration period is currently i sfect. To allow students to join your course before the addidrop deadiine, give the course code to the students and instruct them
to add the course using this function

> manaba for smartphones

4P My Courses 3 Past Courses !4 Assignments on Smartphone
ou can submit your
Instructional Design "L Microeconomics | ssignments using a
opsoN T 4 e marphone
TEACH ease be aware
T 0L i ol e i il D
wis @ sarpnones”

NEW!
Change course display format am my courses |
|Thumhna\| Current Courses j
I \_J Chinese 2 (intermediate level) F \_J Academic Writing(A) - Logical ...
PISpliy can be changed according to course status and i i N
ormat. <l B

NN NN NN RN RN R R AR AR NS AR NN AN ENEEE AN ENENNAERENEARAERENREEREEEEEEEREEEEEEEE

.

C \ J Human Development Studies I \7 Think about the international rel...
* Current Courses s Courses that can be used currently. /‘ 201 Term 1 Sun 12 \A 2016 Term 1 Hon 12
Students can post comments in the forum and submit | ManabuBaba LS wanavupane

assignments.
* Past Courses e+ Courses used in the past. Students can

only view the forum and submitted assignments.

2

LB

My Page Screen

qEEEEEEEESEEsEEEEEEEEEEEEEEEEEREEW
“umssssEEsEEsEEEEEEEEEEEEEEEEEEEES

e Upcoming Courses e Courses that will start in the future. Ao
Students cannot access the courses.
« All Courses = All courses above are displayed. — o
-*CHI"IEI?U"N"’“IG‘BN\M“ o = 915 __LTerm 1 Thu |
i scacensc wrgny-Lopaiunng scaem | IREISEEE
ui’;;"tiuu'v:’:\nbmmnemﬁmmas 1 @E =
"Timetable format" do not always correspond to your actual _m:,,' v I = = = = . =
timetable in your school. For example, there are cases where the T reain ana spors scence scare Tl ssame | T E )
same classes which are held on multiple days of the week are S rcscumcprasatsion P B
grouped together. g | o e
s e =

If you want to display the particular course at the
top of the list, click the star icon on the course.

o The system administrator makes settings and conducts
registration for manaba courses. The course settings and
policies differ for each school. Contact the system administrator
for details.
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* If reminder settings are set to Do not receive, “N” will be
displayed for all items.

* Even if reminder settings are set to Receive, if there is no
email address entered, “N” will be displayed for all items.

NN N AR E NN RN AR N R AN EE NS AN NN NN AEREEE AR ENENEEERSEEARAEREAREEREEEEEEEREEEEES

We encourage you to make an announcement about reminders to
the students in the first class of each course.

Also, if you click Grades for each student, you will be able
to view every grade of tests and assignments that are
assigned in the course.

View access data

Click Usage Data and you can view the following data
regarding instructors and students:

Page views (# of pages)

Last access

Number of tests submitted
Number of surveys submitted
Number of assignments submitted
Number of Forum comments

Last comment

2 What s a course? (2-2 View course members)

[For instructors]
2016/03/16

+= Course Member List

View course members ]
Instructors can view the members who have been v o o
i i i Sanabs ushasiy IO iti] |
registered in the course you are a part of. Click Course — e —
member list and a list of instructors and students will ——r— i
appear. = -
0 The Course member list is only visible to instructors. ] e ’
Course News Add News. ® - )
1 your final project 20130301 Theories of Instructional e ..'. 2013.03.01
. . . New Offce Hours 2013.03.01 Upcoming Conferences o 20130301
View reminder settings / grades
In the Course member list, you may view the reminder > i
settings of course members for the following items: e Reees o
Course news T e
New assignment notifications > R
New comments in Forum 3

Course page

}

View reminder settings/ grades

Course Member List

Memherlnformalm' Usage Data l

Course Members
Reminder Settings
Name Student ID Grades
Course News Assignment Noifications Forums
Christina Jones
’5 sample@manaba,p N N N Gradss
Max Li
.- 38674523 Y Y N Grades
i Andy Kennan
=Y ani@scaninetcom 35693010 Y Y N Grades
Carlos Macedo
«.l sani2@asahinstcom 35693055 Y ¥ N Grades
M /delina Rossi
View usage data \ 4

Course Member List

Course Students (57 course members)

Name ID Code

('}, TSUGARU TAMENOBU

B u201601
{3 NAWBU NOBUNAO

- u201602
), AKITASANESUE

B u201603
[} DATE MASAMUNE

N u201604
[} MOGAMI YOSHIAKI

- u201605

Member Information ~ Usage Data | & Grade Registration Sheet

Reminder Settings

Grades
Course News Assignment Notifications Forum
Y Y Y Grades
N N N Grades
N N N Grades
N N N Grades
N N N Grades

Course member list page
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2 Whatis a course? (2-3 Add course news)

Add course news ]

Course News is a way for instructors to send out
announcements about their courses to all course members
(only instructors can add course news).

1. Click Add News on the course page.

2. Enter the title and write the content of the news.

3. Set the publication period of the news. (optional)
4

. Click Preview to view the news as your students will
see it. Then, click Publish.

* You may send reminder emails to the students by using
the Publish and send reminder function.

o Once a course news is published, it cannot be edited.

View access data

1. Click any course news you published.

2. In order to view the access data of the course news,
click Access Data.

NEW!
Delete news

If you would like to delete course news, click Delete in the
Course News Administration page.

Click Manage Course News in the Course News page,
then you can access the Course News Administration

page.

[For instructors]
2016/03/16

’@manaba university 20130301 (Fr) Ry
David Loster | Sattings | Logau: gl
L
wsen  Instructional Design  Settings Course Instuctors ‘Denid Lo.
. 2m
Tests | Suveys | Assigments | Projects | Grades | Forum [ Resources
1= Course Member List
- S
About your final project 2018301 Theories of Instructional e 20130301
0
Hew Offce Hours = ] 20130301
| | Course page
| Add News
Title
Period
Formatted Text H HTML l ==Plain Text
(@rie J|[[p )l ][wz](nal[re] | =)= [E][E | LR )0 2w [l A T [

Add News page

About your final project 2016-03-14 20:54

Posted by Prof Baba

Come and see your TAs who can assist you with the final project.

4 )

> Manage Course News > Course News

Course News

| Gourse News Administration > Course News

Add News

Title Posted by During Manage
Aboutyour final project Prof. Baba Current 2016-03-14 20:54 - ry =
Homework Prof. Baba Current 2016-03-11 20:50 - s =

Course News Administration
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[For instructors]
2016/03/16

3 Tests (3-1 Add a test (1))

In the Tests function, instructors may hand out, collect and grade tests easily in manaba. Stimulate students’
motivation to learn by effectively using exercises and passing scores.

Types of tests ]

There are three types of Tests on manaba.

e NN NN AN AN NN NN NS AN AR EEEEREEEANAEREEEEEREEEEEEEREEEEEEE, NN NN AN AN EE N NSNS AR EREEEEEREEEAREEREEEEEEEREEREEEE,

NN NN AN AN EE N NSNS AR EREEEEEREEEAREEREEEEEEEREEREEEE,

Exercise

Students may repeatedly answer this
type of test in order to practice.

Unlike Autoscore tests, the grades will
not be registered automatically.

YaEEEEEEEEEEEEEEEEEEEAEEEESEEEEEEEEAEEEEEEEEEEEEEEEEEEE®

Manual score test
Instructors score the student’s
answers manually after the
submission.

Autoscore test

Instructors can register answers and
assign points in advance, and the
student’s answers will be scored
automatically after submission.

YaEE N AR IR EEEEEEEE AR EEEEEEEEEESEEAEEEAREEREEEEEEEEEEEEEEE®

NEW!

YaEEEEEEEEEEEEEEE SRS EEEEEEEEEEEEEEAEEEEEEEEEEEEEEEEEEE®

Tests Administration

Viewas | v Instructor | 22 Student

> Manage Exercise Questions
[Ee Add Test Import.

0
o *Publish / Unpublish Manage
s

Add an autoscore test ]

No. Title Prerequisites. Period

.
2013-0587

3 1,6* (Unpublished | 0
1 |[Autoscore | Weekly Quiz 1: Instructional Des... - Ac:gphng“zﬂgmurz? Published | [ Unpublished temis) )
ROSREES

Click Add Test in the Tests Administration page.
Select Autoscore Test.
Enter the title and the description of test.

[Gnpubired]

2 |[Eserize chopt

0
temis) (@)

[l Add Test ‘ }

Test Administration page

> wDn P

Enter a start date and end date for the test. If you click ‘
the Start and End fields, a calendar will appear. Select Add Autoscore Test
a date and time, and click OK. (optional) e
0 Students cannot submit their answers to a test after the end date. Description
5. Enter questions you would like to ask your students.
(See also “Add a test question” on p.9.) = T ) .. Select date in the calendar
- - 20153 = e
6. Select the time of publishing test results and correct P
answers. [ag 16 17 18 19 20 21

22 23 24 25 26 27 28
29 30 31

7. Click Next.
8. Register answers and points to the questions.

e If there are multiple correct answers for a Text line
question, separate the answers with a semicolon (*;’).
For Multiple(1), Multiple(2), True/False, Dropdown and

Matching questions, register the correct answers by
selecting the correct choices on each question.

Formatted Text HTML

Press the question buttons in the ri [19[=][20]=]

e
|

will appear in the page. =

(2 (o ][]
!

) ;
(&)le)lc]lu)=]

Add Autoscore Test page

Register Answers and Points
Weskly Quiz 1: Instructional Design (2012-02-27 11:10 ~ zozANASWEES and pOintS
-
5

Cooee e Darrect anewers and aik DOPTE 1 T JUASIKNE IN S Tad DaeE o
SO U Sner SUSStan Sm MTING USSRATE, e MUTE 4SS N 52 TURRIED 5y S mummer ot ghices (265 e

* For Ordering questions, click choices in the correct order. TR s B St ammanin i g ceait e s it s
C||Ck@ tO Clear the Se'eCtionS. O 1241 1178 GUEESIIONS WIT MURIDHE COMTECT ANSWETS, SANETANE ME SSWETS Wi 3 SECHN [ :.
{ 3

Register points in the red box shown next to each
guestion.

For Multiple(2) and Matching questions, register points
per choice. The total points will be automatically
calculated by multiplying by the number of choices. (Ex: If
2 points are registered per choice and there are five
choices registered, the total points will be 10.)

* For Multiple(2), you can also register points per question.

NN NN NN NN NN AR NN AR EEEEEEEEEEAREEREEEEEEEEEREEREEEEEEE,
°

YenssssssEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEsEEEEEEEs

NN AN RN RN AN AN AN AN NN AN AN AN AN AN NN ENEENEEEEEEEEEEEEEEEEEEEEEEEEEES

c Answers in a text box and an uploader cannot be autoscored.

9. To set a Passing Score for a test, select Set passing

score and enter a passing score.

Passing scores can be used as prerequisites for a
student to take other tests.

10. Click Save to save the test in manaba.

Passing score

|| Please answer the following questions.

True or False? When converting a successful face-to-face class to an online dlass, the most
effective approach is to make lecture notes svailable as web pages

© True @ False [ 2s|eciniz =ach Sustotal _zspoints
During which phase do you identify the course constraints?
1) Design
2. @ Analysis
2. ©®

4. @ Assessment

Evalustion

Elp:ims =ach Subtatsl: _zs points

Which sequence has the tasis in the comect order?
1. |dentify the goals; Create the assessment; Choose instructional medis; Teach the
lessan
2@ |gentify the gosls; Choose instructional medis; Creste the assessment: Teach the
lessan
3.0 identify the gosls: Choose instructional medis; Teach the lesson: Creste the
sssessment

Elpclms =ach Subtotal: zspoints

Which cne of the following is the focus of the Evalustion phase?
1.  Student undesstanding
2@ Effectiveness of the instruction

3.0 Income generated from the course

pcin\s =ach Subtotal:  zspoints

Total 100

\, y

( Passing Score N
1f you set a pa: core for this test, you can make it 3 prerequisite for stdents to take other tests.

K
. ©0o not sat re

@set pazeing points

\ 7

[ Save andFinish | [ _cancel ]

Register Answers and Points page

Copyright © 2014 Asahi Net, Inc. All Rights Reserved.
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[For instructors]

3 Tests (3-1 Add a test (2))

Add a manual score test ] ,
Tests Administration Viewas | jvInstructor | 22 Student
1. Click Add Test on the Tests Administration page. e
2. SeIeCt Manual SCOI’e TeSt No. Title. Prerequisites P‘e[‘iﬂ'"“ Publish / Unpublish Manage
3. Enter the title and the description of the test. ===a 1 - (Puted ) rptiind| &0, (8]
4. Enter a start date and end date for the test. If you click  rmsel | [S# Add Test | T2 o (o) o) |5, [
the Start and End fields, a calendar will appear. Select \ /" Tests Administration page
a date and time, and click OK. (optional) ‘
5. Enter questions you would like to ask your students. Add Autoscore Test
(See also “Add a test question” in p.9.) e |
6. Click Save and save your test in manaba. e
For how to set a passing score to a manual score test, refer to step 4
4 of “score a test and register grades on the web” in p.12 st [ ]
. End |
Add an exercise < mes -
23[45686 78
An exercise is a type of test where questions are randomly Add Manual Score Test page
picked from a pool of exercise questions that the instructor
registers in advance. You may set up an exercise to be
available for students to take multiple times.
. Questions Administration
STEP 1. Add a question mport | Add Exercise
1. Click Questions AdMINiStration 0N the  TESS | .o cnass e s e ress ssrnstoton pge vou an g s 2rensom st o oo
Adm|n|Strat|0n page Slwltewj‘:ensstm allotthe same number of points for all questions so thatthey are equwa.\ga?\:men selected randomly.
2. Click Add Question in Questions Administration page. = i ConainodnErergsS | LastEdiod  ToScore  Manago
. . . . #1 Exercise 1 = 2013-03-0106:22 6 @
3. Enter the title and the description of the question. B N wosnee | v | @
4. Enter questions you would like to ask your students. [E# Add Question ] > Testaomimisuton

(See also “Add a test question” in p.9.)
5. Click Next. ‘

J Questions Administration page

6. Register answers and points to the questions and click - ——
Save to save the question in manaba. o
STEP 2. Add an exercise
Click Add Test on the Tests Administration page. Fomataten | v
SeleCt ExerCise. Click the question buttens in the right menu, and the question templates will appear in the page. E]@@

Enter the title and the description of the exercise.
Enter a start date and end date.

Write the description.

Click Add Question, select exercise questions that
you registered in STEP 1, and click Add. Should you

Add Questions page

ocoohwnpE

Add Exercise

want to exclude questions that you selected from an > Questons Admiristaton
exercise, check those questions and click the Tite |
Exclude Checked button. T

7. Set the number of questions which should be chosen
randomly in an exercise out of the number of
guestions you selected in 6.

8. Set the maximum times that a student is allowed to
submit answers.

9. If the order of the options in a question needs to be
randomized when a student answers it, choose
Shuffle for Shuffle Questions.

10. If you select Publish on submission for making the

S
- Select exercise questions

Check questions to add.

‘Question Text

Total

Ho. Title Contained in Exercise | ¢ "t

# Exercise 1 2 Chapter 1 Exercise 8

#2 Exercise 2 2 Chapter 1 Exercise 12

Add Question I

Maximum times to submit

correct answer available after the student has e
submitted an answer, they will be able to check Bl © v e 9 e
whether or not their answer was correct on the Bl e A v s gt the st s s conets G b s o e ool
ReSUItS page- Publish Answers Do not Publish ' Publish an submission
11. You may choose Set passing score to register a PacogScore 17 s psin coror ity can ol et o hadrts e o
. ®Do not set passing score
passing score. Ostrasamg seors | Jpois
12. Click Preview to view the exercise as your students
will see it.

13. Click Save and save the exercise in manaba. Add Exercise page

Copyright © 2014 Asahi Net, Inc. All Rights Reserved. 8



[For instructors]

3 Tests (3-2 Add questions (1))

NEW!
Types of questions ]
Questions
You can add 8 types of questions in a test. FormateaTon || HTML
. . A multiple-choice question with several possible answers. h
Text line Multiple(1) Aigoment JEEH -~
. . . . 1. Chi 1
A question which allows for A question which allows to Tros
entering a word or a phrase. select only one answer from a J el
list of possible answers. 5. Choice 5 E]
. A dropdown menu question. The choices below Text ,m':nm;me
Multiple(2) True/False e et | e
X X . . 2. Choice 2 Optiona' Dropdown | Ordering
A question which allows to select A question which allows to pltcss Watching ||_Tentbor
. 4. Choice 4
one or more answers fromalist  select True or False. 5. Choice 5 Bl
of possible answers. Terline || Twerase
Multiple(1) | Multiple(2)
. H Dropdown | Ordering
Dro down Orderlng ReqUIred Matching Text box
P A question which allows to —
. . . . L nation
A question which allows to select place answers in a particular Tine | mutines
one answer from a list of possible  order. R
. .. . u Reahesl @& ®
answers. It is similar to a single porse e
answer quest|0n1 bUt usefu' tO TeXt box Portoli %:ldgh?nszg»‘\ndj?g:answerswﬂlhe added to the submitter's portfolio and comments can be made on the portfolie
. . . item.
save space for other questions. A question which allows to
- Write parag raphs. P"hlisng:f:e'zf:':";:':: grzuc?!lsr\r;\‘/ﬁsr‘srispl:w‘;ssinb‘:nclg’svweumn answers after the submission deadline. © Publish test results and
Matching v ] oo
. . review lext
A question which allows to Uploader
match words or statements . . Add Tests page
: . A question which allows to
against another list of words or )
upload a file.

statements.

0 Answers in a text box and an uploader cannot be autoscored.

Add a test question ]
Alignment == - —~ | Vertical
1. Let’s add a test question. Click a button in area (b) and Alignment = - - Horizontal
a question template of your choice will be inserted.
2. Overwrite the example question with the one you would Qnem,;’
like to ask.
. ) Formatted Text | | HTML ,"
3. Should you want to forma_t your text with headlines or T p—— DO
bold text etc., use buttons in area (a). Algrmert =
) ) ) 1. Choice 1 E] @
4. If the order of the options in a guestion needs to be 2. Chice 2 a
. sy . 3. Choice 3
randomized Wh_en it is answered, choose Shuffle in the & Croced =
Shuffle Questions field. : ortiona
A multiple-choice question with one possible answer(Required) Textline || TroeFase
5. In Portfolio field, select Add if submission should be Atgrmert. SR —— (b) e | Wt
. , . 1. Choice 1 Dropdown | Ordering
added in student’s portfolio. 2. Chaice 2 atening | Teton
. . . . . 3. Choice 3 o
6. Click Preview to view the exercise as your students will 4. Chocs 4 Y ECES
. 5. Choice & Multiple{1) | Mulfiple(2)
see it. rapaen | oraeing
Matching | Text box
i ° If you place a Required question, students will not be : l
:  able to submit their answer unless they answer it. : §
: ) ) : Shuffie Questions @ pg not shuffle © Shuffle
: * You may select the style of the list of answers (vertical or :  EPY—
E horizontal) by using the buttons within the frame of the E 20 chonsa A" e anauere il b added o 1 submitars prfo and comment can be mace o1 the oo
possible answers. —

AN R NN N AR R AR RN AR AR N NN SN AN NN NEEEESEEAREERENAEEEEEEEREEREEEEEEEREERES

If the list of possible answers is composed of short
words or phrases, you may want to select “horizontal”
as you can save space on the page.

Add Tests page

Copyright © 2014 Asahi Net, Inc. All Rights Reserved.



3 Tests (3-2 Add questions (2))

[For instructors]
2016/03/16

Enter a text box

Click Text box and a window to set number of lines for the
text box and the word/character counter will appear.

Number of lines
Enter the number of lines you would like in the text box.

Number of lines you enter does not determine the amount of text
students can write in the text box.

Character count

Both half-width and full-width characters are counted as one
character. Line breaks are not counted.

Word count

Mostly used for questions that allow to type text in English.
Words are counted correctly if they are separated with a half-
width space; note that they are not counted if separated with
a full-width space. If you break a line, it will be counted as
one word.

Number of lines and word/character counter will be a
guide for students to know how much they should
write.

How to add a file

You may add files such as Word documents, images, and
videos inside a question.

» Uploading video files or images from your computer

1. Click File button.

2. Enter the title of the file (optional).

3. Locate the file of your choice and click Add file to
upload the file into manaba.

4. Click Add and complete the process.

Files supported

* Image files (GIF, JPG, PNG files, etc.)
* Video files (WMV, FLV, MOV, MPEG files, etc.)
* Audio files (WAV, AIFF, mp3, WMA files, etc.)

You may need to install one or more video players in order to play
the uploaded video files.

MP3 files can be played on smart phones and
tablets.

» Embed videos from YouTube

1. Click File.

2. Select Embed content.

3. Enter the embed code of the video you would like to
embed.

4. Press OK and complete the process.

Formatted Text ‘ ‘ HTML

+| Lo oz s
(r](e]lz])[u]=]
VU;‘f‘wnn::ruhenumnsrunmes1urmetex|bux E
Ifthe numboer of lines specified here is surpassed, a scroll bar will
appear. Optional

Textline | TueFase

Should a counter be displayed when answering?
©)Count charadters Multiple(1) | Multiple(2)
©Count words Dropdown | Ordering
@00 not count

Matching | Text box

=
Text line TruefFake

Multiple(1) | Mutiple(2)
Dropdown | Ordering

Maiching | Text box

Window to set up Text box question

Questions

Formatted Text ‘ ‘ HTML

Press the question buttons in the right menu, and the question templates will appear in the page. r E@@@
=

(x|
{IIEEEIII} ...... i)

Formatted Text H HTML ‘ I
v <] (el )]
[=](e]
©2gd file OEmbed content = @Fie|

Selectafile to add

Optional
File name

Textline || TneFase

Multiple(1) | Multiple(2)
— Dropdown | Ordering
\ﬁ/ Matching || Text box

- Before uploading, use antivirus softn yourfiles are dlean Required

“ The file size limit is 50 MB for each ey [

Muttiple(1) | Multiple(2)

Dropdown | Ordering

Selectfile || Choose Fils | No file chosen ‘

Matching | Text box

Shuffie Questions @ po not shuffle © Shuffle

Portiolic @ Add © Do notadd
If you choose "Add,” the answers will be added to the submitter's portfolio and comments can be made on the portfolio
item.

File uploads

Copyright © 2014 Asahi Net, Inc. All Rights Reserved.
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[For instructors]

3 Tests (3-2 Add questions (3))

Insert an explanation

Click Explanation button, and you can insert the FomateaTer | i
explanation in the question. A rulipl-choice question with e possible answer. -
You can select two types of the explanation below. Algnment

1. Choice 1 A Enter the answer explanation here.
2 Choice 2 v Enter the answer explanation here.

1 I | ne Mu It' _I | nes 3. Choice 3 A Enter the answer explanation here.
4. Choice 4 A Enter the answer explanation here. -
A explanation which you would A explanation which you would 5 Ghoice 5 i Enter the answer explanation here. =
. . . . P . . . ‘Optional
like to insert into the individual  like to insert into the whole Tedline | Tosase
. . A Enter the answer explanation here Wuliple(1) | Multiple(2)
questlon queStlon The explanation will appear when students confirm the correct answers Dro)
pdown | Qrdering

Matching | Text box
Required
Tedline | TneFase
Wultiple(1) | Multiple(2)

The explanation is not displayed when the student answer the

questions. The background color of the description is yellow on ==
’ _ ropdown | _Ordering
making questions. faiching |_Testbox |

Explanation

1line Multi-lines

Answers 1/1 Elapsedtime 00:00:09
e
A muliple-choice question with one P
1.® Choice 1
2 Chaice 2
3.0 Chaice 3 test
4.7 Choice 4
5 Choice 5 Questions 1
painis
© A muliple-choice question with one possible answer
1.@ Choice 1 A Enter the answar explanation hera.
2.7 Cheice 2 A Enter the answer explanation here.
3 Choice 3 A Enter the answer explanation here.
. 4.7 Choice 4 A Enter the answer explanation here.
Total Score: 5. Choice 5 Av Enter the answer explanation here.
[Cao]paints
[eom |
A+ Enter the answer explanation here
The explanation wil appear when students confim the carmect answers
Total Score: 10 |

Set a page break

Click the Page break button, and you can specify the : =] e [ 2] s ]
pOSItlon Of page bl’eak I| The term intrapreneur is related to: E
Pages will be switched at the place indicated with a blue Algnme |11 - DORMe
broken line. 5 ltion

3. Discovery

Japan has a republic governing system

0z 3 Questions 3 Elapsed Time 00:00:51

|| The term Intrapreneur is related to: 1. True
2 False
1.9 Growth
20 innovation Textline | TreFase
3.0 Discomry 1 2 Questions 3 Elapsed Tme 000102 || ||+ = === mc c e e e e e e e e e e e e e m - ———— Wultple(t)| Muliple@) |

Prev Save and Quit N

|| Japan has a republic governing system

D True ® False

Prev | Saeandqut | [ next | Conirm |
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[For instructors]

3 Tests (3-3 Publish / Edit a test)

Publish a test ]

| /i Instructor | 22 student | Instructor screen (Tests Administration page)

In order to publish a test to students, click | Published | | Tests Administration e T
on Tests Administration page. > Uanage Exscss Qusations
[E¥ Add Test Import
o R AR AR RN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESEEEEESEEEEEEEEE, No. Title: Prerequisites Period Publish | Unpublish Manage
" -
: * Should you wish to send a reminder message, click : 1 [Afazors) Weekly Qui t:nstructonal Des... | Inprogress 1110 aczo. | [ Publshed ) [ Unpwnisnea] & |0 (6
i Publish and send reminder. : ) w2z .
E ) ) ) H 2 |[ Exercise | Chapter 1 Exercise =S T B [(Published | [npubisndl] & | .0 (€]
: * Use Student button to view the list of tests which are :
D e eeeeeeessssssseseesssssssssseesssssssosseenssnet LS| S Sttt ] Student screen (Tests)
[ Tests Viewas | /v Instructor | A& Student
If you set a period, students can only respond after the start date; e R~ o -
before the start date, the status of the test will be set as “Pending.” . Pp—
!4 [(Autoscore | Weekly Quiz 1: Instructional Design it sul?rmt?ed 2013-02-27 11:10 2020-02-27 10:25
o Chapter 1 Exercise e 2013-02-26 1200 20200228 1200
Edit a test ]
Follov_v the steps below, in order to change the dates or [ ctonat bes...  Jinorogress o o | (Publohed ) [Uopaiaied] o
questions of a test. 0227 1025 —hc —
- In progress 321030_?22;0220- X Allow NG mare sub
1. Click [#] on Tests Administration page and select Edit. [ + fo
. . ructional Des... - - 10:25- 2020 | [ Published | [ —
2. Revise the test and click Save. 0227 10:25 all Set Prersquisites

. . . . . +. =
* Save the test after registering answers and allotting points if T Ewort Al Tests L Submission Status
itis an autoscore test. & Export All Exercises Manage Grades (Excel)
i _Delete

If you edit a test, it will automatically be unpublished. Once you
finish editing, please publish it again.

. . . . Tests Administration
Questions you are currently using for an exercise cannot be edited. \ 4 page

Exclude questions from the Edit Exercise page and revise the
guestion in the Manage Exercise Questions page.

| Edit Test (Autoscore)
* Query is published. If you save this query, itwill be unpublished

Weekly Quiz 1: Instructional Design

Title  [Weekly Quiz 1 Design

st
End 12020-02-27 10:25:00

Questions

Formatted Text HTML

Il Please answer the following questions.

=] (e )(m](nz] t3] e]

True or False? When converting a successful face-to-face class to an online class, the mast effective
approach is to make lecture notes available as web pages.

| 1. True

Edit Test page

Copyright © 2014 Asahi Net, Inc. All Rights Reserved. 12



[For instructors]

3 Tests (3-4 Set prerequisite / View submission status)

Set prerequisite ]

o ructional Des... = In progress ?21130_?2;-02;0- Published || Unpublished “n?" @|
Instructors may set a prerequisite for students to take a 0227 1028 o Edt
. . 2013-02-26
test based on whether they achieved a passing score on = Inprogress 1200- 2020- (Published ||| v ajiow no more submissions
another test. o N
ructional Des... - - 531235_['-2202270- [ Published | fm—=— —
02-27 10:25 4 SetPrerequisites
1. Click |§| on Tests Administration page and select Set & Export All Tests ST
Prereq u I Sites . . Export All Exercises Manage Grades (Excel)
2. If you select Set, a list of tests which are set up with ©
passing scores will appear.

3. Select all the tests you would like to set as Select Set Prerequisites
prerequisites and click either AND or OR.

* |f you select AND: Students need to pass all the tests.

* |f you select OR: Students need to pass at least one Weekly Quiz 3: Instructional Design v
of the tests you selected.

Would you like to set the prerequisites of this test ?

* If you have selected only one test, you may click either “Donotset ©set
AND or OR Prerequisites
4. Cllck Save and fInISh the pI’OCGSS u] Weekly Quiz 3: Instructional Design (> 75 points) * currently unpublished

© AND (must satisfy all conditions) © OR (must satisfy at least one condition)

Save Close

Set Prerequisite page

View submission status ]
. . 2013-02-27
You may view the names of the students who submitted uctosatDes... |~ |inprogress  11:10-2020. | Published ] Unpubished o @|
answers to a test and their scores or grades. 1o & Edi
= In progress a; ng_éujju_ | ¥ Allow no more submissions
> Autoscore test / Manual score test I LB | e & Expor
) . L . 02-27 10:25 M Set Prerequisites
Click @ of a test in Tests Administration page and .
. X X . % Export All Tests E‘J Submission Status I
select Submission Status. A list of students and their
. . . & Export All Exercises Manage Grades (Excel)
submission status for the test will appear. 3

> Exercise
Select Submission Status

Click [£#] of a test in Tests Administration page and
select View Scores. A list of students and their scores - -

R | Submission Status: Weekly Quiz 1: Instructional Design
for the test WI” appear Period:  2013-02-27 11:10:00~-2020-02-27 10:25:00 Inprogress  Respondents: 2 member(s) Grade: Unpublished

> Grades Administration

Name Student ID Grades  Passed Submitted on Grader Gradedon  Feedback
=) Christina Jones - - Mot submitted - - 0
Y Max Li 35674523 - - Mot submitted 0
£] Andy Kennan 35693010 - - Mot submitted 0
[ Carlos Macedo 35693055 50points. - 20130302 04:33:15 ]
2 Adelina Rossi 36693523 - - Mot submitted 0
[B) Alex Wiliams 35888423 S0pomts. - 2013-03-02 05:40:56 - - 0

> Tests Administration

Submission Status page

Copyright © 2014 Asahi Net, Inc. All Rights Reserved. 13



3 Tests (3-5 Trial submission function added to tests and

[For instructors]
2016/03/16

Trial submission function added to tests and surveys ]

The course instructor can simulate submission for tests I Teets Administarion iewss | nstrstor | 22 Sucent |
ini H > Questions Administration
and surveys from the Tests Administration and Surveys s
Ad m I n I Stratl O n pages- Click the gear icon and select “Trial Submission” in the drop-down menu to simulate the submission process as many times as you wish,
No. Title Prerequisites Period Publish / Unpublish Manage
The trial subm_|55|on functlo_n qllows the instructor of the J P g ————
course to confirm the submission procedure of the test or = o et
survey, as many times as wanted, regardless of the 2 | (Ml Test 2 - S (KT Ry
. . 12:20 & Export
acceptance and submission status. & eapor a1 Tests PR o—
& Export All Exercises. % Submission Status
The trial submission can be made in the following way: |

1. Find the test or survey for which you want to make a [ R Trial Submission ]
trial submission and click on the gear icon [&lin the
Manage column of the Test Administration or Survey
Administration page.

2. Click Trial Submission.

3. Click on the Start button to start the test. The | Test Room (Trial Submission)
answerlng Steps are the same as hOW students Would Gcro:nrsvi:gzgggars may simulate the test submission process. The answers to the trial submission will not be saved
answer the test. ———
4. Finally, click on the Close button to close the window - Py n_m
and finish the trial submission. o At 1218
Shuffle Questions Do not shuffle
o Trial submissions for tests will not be included in the test Fortoto feato stusents porrelo
evaluation sheet. The trial submission results will not affect the St
highest score, either. The passing score you set up will be

ignored, too, so you may simulate the submission for any tests
you add.

I Test Room (Trial Submission)
Enter Confirm
Submitted.
[ Close ]
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[For instructors]

3 Tests (3-6 Score and register grades of a test (1))

Score and register grades of a test ]

There are two methods to score and register grades of autoscore tests and manual score tests.
* If you need to register grades for an exercise, you may do so in the Grades tab. (See Also “Register grades” in p.26.)

v N RN R R AN RN E AN E NN EE AN NN NN NN AN AN ENEENEEEEEEEREEEEEEEEEEEEEEEEE

A: Score a test and register grades individually
through the web (Only available for manual score

N RN R R AN AN RN AN AN NN NN NN AN AN NN AN NN EENENAENEGAENEEEEEEEEEEEEEEEEE

B: Download a Test Evaluation Sheet, score
students’ answers and register grades for all

CETTTTTITTIT T S
CETTTTTITTIT T S
sssnsssssssnmana?

test). students in a batch.
NEW!
A: Score a test / Register grades on the web -
legister Answers
» Submission Status

STEP 1 . Reg |Ster SCO reS Weekly Quiz 3: Instructional Design

1. Click [ on Tests Administration page and select T e nsons v Ot POINES, {0 questions

Su b m | SS | on Statu S. number of possible answers. (Ex: for 5 answers, total points are 5x puims?ﬂ:stted)
2. Click Register Answers page on the top right corner. =

3 Enter pOintS Of questions ” Please answer the following questions.

True or False? When converting a successful face-to-face class to an online class, the most

4, Set pass|ng sScore |f needed effective approach is to make lecture notes available as web pages.
1.1
5. Click Save and finish the registration process. True = False [ 25]peints Subtotal_as points
During which phase do you identify the course constraints?
R e e e e EE L TEEEERTLETTEN 1.2
You can score multiple choice question in two patterns 12 gesisr{
. = Analysis

bellow.
* Partial Match: The points you register will be multiplied by

You can set a passing score for this test. You can then create other tests that require as a prerequisite
that students pass the current test before they take it.
@® Do not set passing score

the number of choices, and that will make the total points OSetpassing score || points

of the question. (e.g. In a 5-choice question where 1 point \ - — /

is allotted for each choice: if 3 choices are selected or not

selected correctly, the total points for this question will be :

1 point x 3 correct choices = 3 points.) Passing score Register Answers page

S E NN NN NN NN NN NN NN EENEENNENENNENENNNEEEEEEEEEEEEEEE,
Yasmsmsssssssssssesssssssnsssasnsnennannannnnnnnnnt’
8

* Exact Match: The points you register will be the full points
for the qUeStion:(e.g. lf 5 pOintS is allotted for a 5-choice Submission Status: Weekly Quiz 3: Instructional Design
quesnon, 5 pomts will be scored 0n|y when student Period: 20130227 10:2500~2020-02-27 10:25:00 Inprogress  Respondents:i member(s)  Grade: um)u;l\;r:::rmswm
F:hooses all the correct answers. If any of the choice is -~ e e oaa eaiedon oot
incorrect, students will get 0 point.) T : Not submited 0
YeusssssEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEsEsssssssssssssssssssssssssssmsnss’ Max Li 36674523 R Not submitied 0
Andy Kennan 35693010 - Not submitted o
STEP 2. Score a test individually A L e — o
@ Adelina Rossi 35693523 Unscored 2013-03-02 06:19.20 - 0
1. On Submission Status page, click name of each Ak Wikams w0423 : Nt bt : : 0
student. Student’s answers and the score field will be B
displayed. Submission Status page

2. Click Correct if student’s answer is correct; manaba
will add up the score automatically. If you would like to

Weekly Quiz 3: Instructional Design: Adelina Rossi's score > Tests Admastration

Participants.
give partial credit to an answer, enter points in the box. e cvestons and answers A e
, . » Settings. Christina Jones.
3. Enter feedback about the student’s test (optional). o |Plessesnawer e folowng questons. et
11 s | e e ety e
4. If there is no revision to make, click Save and complete :;-4 = SR Gt acedo
the score count. b = Durg s e P
1.3 i
e 26 e
For autoscore tests, you can only check Submission Status, since 1@ b Wrich saquence has the tasks i the cormect arder?
you have already entered answers and points. e i:mmn,s Creste e assessment. Chooss instnctionsi meda; Teach he
e 2 fu;«uﬁvmgnas Choose instructional media: Creat the assessment; Teach the
e l;sw%:zm goals: Choose instructional media; Teach the lesson; Create the
. . . — Which ane of the fallowing 1S the focus of the Evaluation phase?
If you register the score incorrectly, please click 4 ot s
. . = 2 @& Effectiveness of the instruction
and delete the score information. Then, all the 3 © icome genersd om e course
information including the posing and feedback that Score
you entered will be deleted. Score page
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3 Tests (3-6 Score and register grades of a test (2))

IETTTTTTITT T

B : Score atest / register grades
using an Excel sheet

1. Click @on the Tests Administration page and select

Manage Grades (Excel) .

2. Click Download in Test Grades administration page

and download Test Evaluation Sheet.

3. Enter points in the column titled # Grade and enter

your comments in the column titled # Comment.
*Test sheets of autoscore tests already have grades entered.

* Enter scores for text box answers in the column titled “#
item 1, 2, 3,...”. The total score is updated once you enter
points for each question.

sssnsnmsnnun?

4. Upload an Excel file with grades and complete

registration of grades.

You cannot upload grades of an autoscore test until you click Close
Test and Publish Correct Answers first.

Publish grades

» Autoscore tests

Once students submit their answers, their grades will
be published.

» Manual score tests

Grades are not published when they are registered
using either the web or Excel sheets. Grades are
published in the following way:

1. Click the Grades tab and open Grades
Administration page.

2. Click | Published | of the test you would like to
publish.

* Should you wish to send a reminder message, click
Publish and send reminder.

enmmnnmnEm
Yesmsmmana?

[For instructors]
2016/03/16

20130227

ructional Des... = In progress  11:10-2020- || Published | | Unpublished .mEn @

02-27 10:25
£ Edit
2013-02-26
- In progress 12:00 - 2020- || Published | | % Allow no more submissions

02-28 12:00
20130227 || S Export

ructional Des... - 10:25 - 2020- ||_Published
02-27 10:25 M Set Prerequisites

& Export All Tests

& Export All Exercises

/3 Submission Status

Manage Grades (Excel)

Manual Score Test Grades

Publish | Unpublish
Period
Respondents

Grades.

Select Manage Grades{Manage Tests page

lew as | A-Instructor | L% Student

Weekly Quiz 3: Instructional Design
Published

2013-02-27 10:25 ~ 2020-02-27 10:25
1items

Unpublished (0)

This test is currently being accepted.

() Dovnload Test Evaluation Shest

4. Download | [View Questions]

'3 Upload grade data

Upload grade data to register grades

| Choose File | Mo file chosen

|| Upload grade data

o Download grade data to review
No grade data have been uploaded.

» Tests Administration

Manage grades page

Grades

Grades Administration

Viewas | . Instructor | A2 Student

Add Grades

This list shows existing assignments. You can view grades entered through the grade registration pages of tests, assignments and projects

# Title
1 Weekly Quiz 3: Instructional Design
2 Weekly Quiz 2: Instructional Design

5 | [SWeekly Quiz 1: Instructional Design

Administered on Publish | Unpublish Publishedon = Manage
2013-02-27 11:10 - =
2013-02-28 1110 Not specified | Oitems £}
20130227 10:25 -
2020-02-27 10.25

2013-02-27 16:50 -
2013-03-28 16:50

2020-02:27 | Oitems [ &3]
20130302 | 6items 23]

Published | | Unpublished

& Export Al Grades

Manual Score Test Grades page

Copyright © 2014 Asahi Net, Inc. All Rights Reserved.
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3 Tests (3-7 Import / Export a test)

[For instructors]
2016/03/16

Import / Export a test ]

Instructors may export a test and save it to own their computer. You may replicate the test in another course by importing

data you have exported.

Export an autoscored / manual score test

» Export tests one by one

Click [&] of a test on Tests Administration page and
select Export (a). The test will be downloaded as an MHT
file.

» Export all tests in a course

Click Export All Tests (b) at the bottom of the list and a zip
file containing all the existing tests will be downloaded.

Export exercises

» Export questions one by one

Click @ of an exercise and select Export (c) on
Questions Administration page. The questions will be
downloaded as an MHT file.

» Export all exercises and questions in a course

Click Export All Exercises (d), and a zip file containing
all the existing exercises and their exercise questions will
be downloaded.

Import a test or exercise

Click Import (e) on Tests Administration page and upload
the test / exercise data. There are three different kinds of
data that you can upload. The sections to import are
different:

- Autoscore tests / manual score tests
- Exercises and exercise questions
- Exercise questions

» Import an autoscore test and manual test

Use Import individually (Upload MHT files) under
Autoscore and Manual Score Tests Import if tests
should be uploaded one by one. Use Import All (Upload
ZIP files) below if tests should be uploaded all together in
a zip file.

» Import an exercise and exercise questions

Use Import All (Upload ZIP files) under Exercise and
Questions Import if an exercise and its questions should
be uploaded all together in a zip file. Use Import
individually (Upload MHT files) under Questions
Import if exercise questions should be uploaded one by
one.

o Imported tests need to be published.

Tests Administration

Viewas | /vInstructor [ 24 Student
>

2(e)

Ho. Title Prerequisites Period Publish / Unpublish Manage

2013-02-27
. 0
In progress 11:10 - 2020- |[_Published | | Unpublished | forn @
02-2710:25
' & Edi

1 | [[Autoscero | Weekly Quiz 1: Instructional Des... =

2013-02-28
In progress 12:00 - 2020- | [ Published | |

0228 12:00

20130227 &, Export
Inprogress 10:25 - 2020- | [ PApReA)) |
02.27 1025

2 Chapter 1 Exercise =

3 | [(Autoscore | Weekly Quiz 2 matmumna\(b) -

[ Subission Staus
Manage Grades (Excel)
() -
M)

Tests Administration page

Questions Administration

[E# Add Question Import | > Add Exercise
After adding questions, you can add an exercise in the Tests Administration page. You can give students a random selection of the following
questions.
* It is best to allot the same number of points for all questions so that they are equivalent when selected randomly.
No. Title Contained in Exercise Last Edited Total Score Manage
#1 Exercise 1 2. Chapter 1 Exercise 2013-03-01 06:22 6 @\
# Exercise 2 2 Chapter 1 Exercise 2013-03-01
(C) &, Export
Questions Administration page
Import
Import Tests

> Tests Administration > Manage Exercise Questions
Import tests from files an your computer.
Autoscore and Manual Score Tests Import

Import individually (Upload MHT files)

=
[

|[Choese File | Mo file chosen

Import all (Upload ZIP files)

|[Choose File | Mo file chosen

Exercises and Questions Import

Import exercises and questions (Upload ZIP files)

|

| Chooss Fils | Mo file chosen

Questions Import

Import a question (Uplead MHT files)

|

|[:Chouse File | Mo file chosen

> Backto List

Import Tests page

Copyright © 2014 Asahi Net, Inc. All Rights Reserved.
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[For instructors]

4 Survey (4-1 Add a survey)

Instructors may hand out and collect surveys easily in manaba.

Add a survey ]
1. Click Add Survey on Surveys Administration page. I surveys Administration S g YT
2. Enter the title of the survey. ([zrasiner ) _imoon
3. Enter a start date and end date for the survey (optional). Iz e e . ov"" pubish (Unouoish | Manaoe
If you click the Start and End fields, a calendar will ’ S"m”"'"em?ﬁ sppogess LU e [Pt (Uit | 4t (0]
. . 2 | Class Feedback loze |[(Published | [Unpublished] oms @
appeatr. Sel_ecta date and tlme, and click OK. ) Eb Add Survey ‘ .
4. Enter questions you would like to ask. (See also “Add a L ) Surveys Administration page
test question” in p.9.)
5. In Portfolio field, select Add if submission should be . l
added in student’s portfolio. W
6. Use the Preview button to view the survey as your -
students will see it. e F
7. Click Save and save the survey in manaba. 7
Formatted Text HTML

a Students cannot submit their answers to a test after the end date Press the question buttons in the right menu, and the question templates will appear in the page =] [ ][ ][n2][n3][esc]
'

(r)(e)z](u]=]
3
=]
Optional
Textline TruefFake
Wultiple(1) | Multiple(2)
Dropdown || Ordering
Matching | Text box
Required
Textline | TneFase
Wultiple(1) | Mulliple(2)
Dropdown | Ordering
Matching | Text box

Portfolio @ Add © Do notadd
If you choose "Add,” the answers wil be added to the submitter's portfolio and comments. can be made on the portfolio
item.

Add Survey page
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[For instructors]

4 Survey (4-2 Publish / Edit a survey)

Publish a survey ]

flnstructor | A& Student | |nstructor screen (Surveys Administration page)

In order to publish a survey you add, click | Published | on | survers deminen s (ippeize] aé sosir |

Surveys Administration page. - Aty (it
HNo. Title Period Publish / Unpublish Manage

. P——— g EEET = o) i) 1] o2 @]
* Should you wish to send a reminder message, click 2 | Class Fesdback - miaivis|[Pubished ) (Unpublished) | O [

Publish and send reminder.

* Use Student button to view the list of surveys which are

published to students | dvinstructor | 22Stwdent | gydent screen (Surveys)

e R AR AR RN NN R RS ER NS ERE R RS EREERERE R RR R | surveys Viewas | v Instructor | 42 Student
Title Status Start End

If you set an acceptance period, students can only respond after
the acceptance start date; before the acceptance start date, the
status of the survey is set as “pending”.

Accepting

Mot submitted 2013-02-27 10:25 2020-02-27 10:25

|4 Survey on prior experience

Edit a survey ] e

2013-02-27 10:25- _
In progress 2020-07-97 1025 Published

“xport All Surveys

Follow the steps below, in order to change the acceptance

dates or questions of a survey. fon Status

1. Click [®] on Surveys Administration page and select
Edit.

2. Revise the content of the survey and click Save.

|
Select Edit l Surveys Administration

page
If you edit a survey, it will automatically be unpublished. Once you | Edit Survey
finish editing’ p|ease publish it again_ * Query is published. If you save this query. il will be unpublished
Survey on prior experience
Title Survey on prior experience
@ 013.02.27 102500
End 2020-02-27 10:25:00
‘Questions
Formatted Text HTML
This survey is not graded, but if you do not submit it, it will affect your class parficipation grade = ?[lﬂ ]ml Ha][”E ]
1. Affiliation (e.g. college, department, program, etc.) i‘ig
noRno
2 Year £‘ilu
" L ]
ol £ optional
.t e

Edit Survey page
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[For instructors]
2016/03/16

4 Survey (4-3 Collect surveys, Import / Export a survey)

Collect survey responses

| Surveys Administration Viewas | jvInstructor | 22 Student

[E» Add Survey Import
1. Click @ on Surveys Administration page and select perd
CO”eCt 1| Survey on prior experience nprogress 20102271028 | [published ] [Unpublished e [
i ' 2 | classFeedback mogess ZIT2ET0%- | gy @ E
2. Click Download results. PR & b
3. An Excel sheet with a list of students with their answers By Collec
to the survey will download. o
Select Collect
v
| Collect Survey Viewas | jInstructor | i Student |
Survey on prior experience
Publish /| Unpublish Published
Period 2013-02-27 10:25 ~ 2020-02-27 10:25
Respondents 1 tems.
This test is cumently being accepted

Download Answers Sheet

4. | Download results | [Show Questions]

To register grades, please use the Grades tab. By inputing grades and feedback in the Answers Sheet, you can register grades.

> Grades Administration

» Surveys Administration

|mp0rt / EXport a Survey ] Collect Survey page

Instructors may export a survey and save it to own computer. The survey will replicate the survey in another course by
importing data you have exported.

Export a survey individually

£ \
CIick@ in Surveys Administration page and select Export | Surveys Admiristraton ow as [ Instruor gs.g}e’m)
(a). The test will be downloaded as an MHT file. B adasuves] | | impor I
1| survey on prior experience nprogress 201302271025~ | (ppiihod ] [ Unpublshed | 4 | 1items [€1)
2 | Class Feedback Inprogress  ao3o 022 1028 Pl T | & Fat
Export all surveys in a course S == | VL
ICIA ) | [ Submission Status
& Collect
Click Export All Surveys (b) and a zip file containing all 8
the existing surveys will download.

Surveys Administration page

Import surveys

1. Click Import (c) on Surveys Administration page.
2. Use Import individually (Upload MHT files) if surveys
should be uploaded one by one. Use Import All

| Import Surveys

> Surveys Administration

(Upload ZIP files) if surveys should be uploaded all oo rop e o
together ina le file. Import individually (Upload MHT files)
[[Choose File | No file chosen ‘ [ Import ]

Import all (Upload ZIP files)

o Imported surveys need to be published. | ioose e o fie chosen  [Lmpor

> Back to List

Survey Import page
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[For instructors]
2016/03/16

5 Assignments (5-1 Add an assignment)

Instructors may hand out and collect an assignment easily in manaba.

Add an assignment ]

1. Click Add Assignment on Assignments Administration
page.
2. Select the format of the assignment (form-based or file-
based).
File-based submission

These are assignments for which students send responses
in files, such as Word documents.

Browser-based submission

These are assignments for which students answer questions in

the web browser.

Students may use their smartphone or tablet
computer to submit their assignment for browser-
based submission.

3. Enter the title of the assignment.

4. Enter a start date and end date for the assignment
(optional). Click OK.

Students cannot submit their response to the assignment after the
end date.

* Select Allow assignments to be submitted after end
time and select the extra days you want to give. Late
submissions will be accepted within the days you grant.

.
.

emsmmEmEEmEnREn
CELLLLLL LIy

5. Inthe Settings field, select how you would like the
assignment to be handled.

Accessible to all course members.
All course members can access and comment on the
student’s response.

Accessible to instructors and course members
who have submitted the same assignment.

Only instructors and those who have already submitted an
assignment on the same topic can access and comment on
the response.

Accessible only to the student and the instructors.
(Individual)

Only the student and the instructors of the course can
access and comment on the response.

Only available to collect the submissions and is
not added to anyone’s portfolio.

The instructor will only collect the student’s response. The
student’s response will not be added to their portfolio. It
cannot have mutual review.

6. Set whether to allow or disallow resubmissions.

7. Write the description of the questions you would like to
ask students.

8. Use the Files section to add various files you would like
your students to use for reference when completing the
assignment, such as PDF files and images.

9. Click Preview to view the assignment as your students
will see it.

10.Click Save to save the assignment in manaba.

Assignments Administration - T =
[E¥ Add Assignment Import
0.' ’
No. Title: Period +* Publish /Unpublish Manage

o
2013-02-27 1215 o

Midterm essay 20200227 &% |[ Published || Unpublished @
2 (MsiRovion] y Inrogrecs ~2e22r o [Publehed ] [Unebiehed ]| |0y oy (B
SR

o
) zmmzrzng.ws o
3 Individual | Reflection In progress - 2020.02.97 Published | | Unpublished student(s) @

Assignments
Administration page

l [El Add Assignment IJ

v

Add Assignment

Select type of assignment.

File-based submission
Students upload a file and submit it.

Browser-based submission
Students answer questions directly online and submit them.

Select assignment format

Add Assignment (File-based submission)

@ Do not allow assignments to be submitted after end time.
= Allow assignments to be submitted after end time. Extra time allowed
* Assignments submitted atter the deadine wil be indicated in manaba and in evaluation Excel sheets.

Settings U Accessible to all course members.
' Accessible to instructors and course members who have submitted the same assignment.
'~ Accessible only to the student and the instructors. (Individual)
) Only available to collect the submissions and is not added to anyone’s portfolio

Allowing resubmission  ®Do not allow rzsubmission
 Allow resubmission untl the End date
U Allow resubmission at anytime during submission period

Description

Fiz File name I |

Selectfile | Choose File | Na file chosen |

* After selecting s file, dlic "Add."
“ The file size limit is 10 M for each individus! file,
“ Before uploading, use entivirus softwere to make sure your files are clean.

Add Assignment page
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[For instructors]

5 Assignments (5-2 Publish / Edit an assignment)

Publish an assignment ]

| jivInstructor | 22 student | Instructor screen )
(Assignments Administration page)

| Assignments Administration Viewas [_vinstructor | 22 Student
In order to publish an assignment you add, click | Published | Py r————
on Assignments Administration page. :
No. Title Period Publish / Unpublish Manage
2 Midterm essay In progress it [(Published | [Unpublished | 4. gmem[s} =
12:15

T, . o s S | ) [0 B

- . . . - 1215

: ¢ Should you wish to send a reminder message, click :

¢ Publish and send reminder. :

i+ Use Student button to view the list of assignments which :

:  are published to students. : | dvinstructor 22 student | Student screen (Assignments)

e m AR AR R AR RN EEEEREEEEEREREEEEEEEEEEEREREREEERE | Asmigmments — Mnstmm'r —
If you set a period, students can only respond after the start date; e staus s | we |
before the start date, the status of the assignment is set as # [WuwalRoview] Midterm essay NG oy DRRAED | SRR
“pending”. 74 Reflection h}s“;’;gr’:‘f‘sd 20130227 1215 | 2020-02-27 12115

Edit an assignment ]

2013-02-27 12:15
In progress - 2020-02-27 Published | | Unpublished
1215
Foll h bel i d h he d 2013-02-27 12:15 & Edt
ollow the steps below, in order to change the dates or - : -
P 9 [Published ) [ Ubrp—prrsen

. . In progress - 2020-02-27
questlons of an aSS|gnment. 12:15 —

Export All Assignments /S Manage Responses

1. Click@ on Assignments Administration page and
select Edit.

2. Revise the assignment and click Save.

Manage Grades

If you edit an assignment, it will automatically be unpublished. Select Edit
Once you finish editing, publish it again.

| Edit Assi (File-based

Midterm essay

Subject  [Midterm essay

start  [2013-02-27 12:15:00
End  [2020-02-27 12:15:00

@ Do not allow assignments to be submitied after end time.
© Allow assignments to be submitted after end time. Extra time allowed:

* Assignments submited after the deadiine il be indicated in manaba and in evaluation Excel sheets.

Seitings O Accessible to all course members
@ Accessible to instructors and course members who have submitted the same assignment
© Accessible only to the student and the instructors. (Individual)
© Only available to collect the submissions and is not added to anyane’s portflio.

Edit Assignment (File-based) page

Edit Assignment (File-based submisson) page
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5 Assignments (5-3 View / Collect submissions)

View / Collect submissions

)

There are two methods to view student’s responses to an assignment.

B R NN NN R R RN RN RN AR AR NN AN NN AR ENENE NN NN AREENNEEEEEREEREEREEEEREEEEE,

-

B: Download all responses submitted

CEETTTTTTTS

A: View individual responses on the web

2013-02-27 12:15
In progress - 2020-02-27 Published | | Unpublished |

1215 )
£ Edit

S, Export

: ]
tudanticl

A: View individual responses on the web

2013-02-27 12:15

In progress - 2020-02-27 Published || Un

1218

1. Click @ on Assignments Administration page and
select Manage Responses.

2. On Submission Status page, you may view the
student’s response by clicking on the name of the

Export All Assignments E/ Ianage Responses

Manage Grades

E]]

student.

If a submitted response is a .docx file, you may view
the response on the web by clicking Preview without

downloading it on your computer.

» Re-submission of an assignment

It is possible for the instructor to have a student resubmit
the assignment. If you click Request resubmission, the
assignment will return to one step before the submission
and the student will be able to edit and resubmit the

assignment.

If the assignment is already closed, edit the close date of the
assignment.

™ NN NN NN RN NN AN AN AN NN AN NN AN NN AN NN NN AENENEEENENEEEEEREEEEEEEE,

For the Browser-based submission assignment, you can’t
enter the answer on behalf of the students.

B: Download all responses submitted

1. Click @ on Assignments Administration page and click

Manage Grades.
2.

student.)

Click Download with submissions and you will be

able to download submitted responses in a zip file. & Dowiaad | Cinclusejustuplaces utnot cubmited s
(Submitted responses are separated in folders by &

Select Manage Reponses l

Assignments

Administration page

@/ Submission Status: Midterm essay
Period: 2013-02-27 12:15:00~-2020-02-27 12:15:00 In progress Respondents: 2 items Grade: Unpublished

Accessible to all course members  even before they submit their assignments.

Grade Submitted on Grader
Not submitted
[E) Max Li

[ Andy Kennan

Not submitted
Not submitted
Carlos Macedo 2013-03-02 044813
Adelina Rossi 2013-03-02 04:47-31

Not submitted

[ Alex Williams

Graded on Feedback

> Assignment Administration

Click student’s name

v

Submission Status page

| Midterm essay: Instructional Design 2013

Accessible to instructors and course members who have submitted the same assignment.

» Agsignments Adminstration

MMidterm essay

Description

‘Write in 20 lines aboutthe role of the clean energy in the future industry.

N “ Period: 2014-02-25 12:15:00 ~ 2014-04-10 12:15:00  In progress

: . . i : ¥ Assignment Room

¢ ¢ If a student uploads an assignment but fails to click the :

- . . . . . . - by student1 2014-02-26 15:06:58) Submission #6
i Submit button, the instructor can finalize the submission : .

H s : Assignement.docx - 2014-02-26 15:06:58

:  onthe student’s behalf. : =

H . . o E > student's Portiolio :'
¢ * You can upload the files on behalf of individual students for  : T =

: the File-based submission assignments. And you can : R —

:  delete only the files the instructor uploaded on behalf of : Publishable to Student,*

H B Stats  UngAblished o

:  the student. : = [

: * You can do these two actions on the individual student’s : — )

¢ Assignment Room page after clicking the student’s name :

H . . = Private Note S

:oon Submission Status page. : comanghote

e s N RSN E NN E SR NSNS EAEEEEEEEEEESESEEEEEESSEEEEssEsssssEsssssssssnsnnnnuns’ .:' 1 ET Request resubmission |

Top page
Chistina Jones
Max Li

Andy Kennan
Carlos Macedo
Adelina Ross:

Alex Williams

The respbnse
student has submitted

Assignments details

Assignment Grade Registration

Test
Status Published
Period
Respondents 1items
Grades Unpublished (1items)

This assignmentis currently accepting answers

) Download Assignment Evaluation Sheet

Download with submissions | Clinciude justuploaded (sut not submitted) files

@) Upload grade data
Upload and reqister grades
||[Choase File | Mo file chosen

|| upoaa |

€ Download registerad grades to confirm

*The grades are currently unpublished. You can publish them from the Grades tab
> Grade Administration

> Assignments Administration

Assignment Grade Registration page
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5 Assignments (5-4 Evaluate submissions / Register grades (1))

Evaluate submissions / Register grades

)

There are two kinds of methods to evaluate students’ responses and register grades of an assignment.

enmmmmmmnEy

A: Evaluate students’ responses and register grades
individually on the web.

A: Evaluation / grade registration on the web

1.

Click@on Assignments Administration page, select
Manage Responses and Submission Status page will
appear.

. On Submission Status page, you may view the

students’ responses by clicking on the name of each
student.

Enter the points in the field Score.

Enter your comments to the student’s response
(optional).

Use Guidance Note as a memo that is only visible to
you; students will not be able to view your memos.

Click Update once you fill out the necessary fields.

H N RN RN AR NN N AR AR AR NN N AR AN AR NN N AN NN NREENSNAERAENENREEREEEEREEREEEEEEE,

B: Download an Excel sheet, evaluate students’
responses and register grades on the sheet in a batch.

enmmmmmEnEy
“nsammmnan

& submission Status: Reflection
Period 2013-02-27 12:15:00~2020-02-27 12:15:00 In progress Respondents: 4 items Grade: Published

Accessible to course instructors and the student who submitted the assignment. Only the instructors and the student can post comments

Name Grade Submitted on Grader Graded on Feedback

Christina Jones 90points 2013-03-02 07:28:27 David Loster 2013-03-02 07:46:06 0
Ma Li Not submitted
Andy Kennan - 2013-03-02 05:42:17 - - 0
Carlos Macedo - 2013-03-0207:28:49 - = 0
Adelina Rossi - Not submitted
Alex Williams 2013-03-02 07:35:54 - - 0

> Assignments Administration

Click student’s name Submission Status page

B: Evaluation / grade registration using an Excel sheet

1.

Click @ on Assignments Administration page and
select Manage Grades.

. Click Download and download Assignment Evaluation

Sheet (this is an Excel file).

Enter the grade in the column titled # Grade and enter
your feedback in the column titled # Comment.

Upload the Excel file with grades and complete
registration of grades.

T Description
Christina Jones
This is a brief response paper to check your understanding of the firsttwo lectures. Take a few moments to
review the lecture notes and reading materials for the firsttwo lectures, and summarize them and your Max Li
opinion in a page (12pt, Times New Roman, single-spaced).
‘Andy Kennan
This response paper counts towards 5% of your grade for this class.
Carlos Macedo
Period: 2013-02-27 12:15:00 ~ 2020-02-27 12:15:00  In progress
Adelina Rossi
by Alex Williams. itted 2013-03-02 07:35:56) HIEIITENS
[Although the constructivis m theory is very compelling, it stil has some parts that are unconvincing to me and |
‘would like to consider them more deeply.
Forinstance, if each of us has his own perspective on reality that is solely influenced by previous experiences,
our mental structures and beliefs, then how can individuals in a Society communicate with each other and
understand each other's subjective realities?
This is an issue that constructivism leaves open to discussion for me.
il Discard Submitted Assignment
Alex Williams's Grade
Click "Register” after entering the grade information.
Publishable to Student
Status  Published
sooe [
Feedback
Private Note
Guidance Note
Update
Assignment Grade Registration
Test
Status Published
Period
Respondents 1items
Grades Unpublished (Ditems) !

This assignment is currently accepting answers,

) Download Assignment Evaluation Sheet

é Ulinclude just uploaded (sut not submitied) files
| Download with submissions | [include just uploaded (sut not submitied) files

Upload grade data

Upload and register arades.

Choose File | Mo file chosen H Upload ‘

Download registered grades to confirm

*The grades are currently unpublished. You can publish them from the Grades tab
> Grade Administration

> Assignments Administration

Assignment Grade Registration page
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[For instructors]

5 Assignments (5-4 Evaluate submissions / Register grades (2))

Publish grades Grades

Neither uploading the grades on the web nor using an |
Excel sheet makes the grades available to your students. | Grades Administrtion v e 2z [ benstiveton 41 Stent. |
You must now publish the grades to let your students Add Grades
knOW abOUt them . This list shows existing assignments. You can view grades entered through the grade registration pages of tests, assignments and projects.
5 e T || GEENCEEE || ROwm | Mo
1. Click Grades tab in course menu and open Grades © o ety cu S nsuctons ey | 12221 1110 wotspeanea | 0 (8]
Administration page. > Weskyouzzmstuctonaipesgn | 2192210250 oz | 0 @)
2. Click | Published | of the assignment you would like to 5 [Fviesuy Qi tmstctonaivesin P00 ) (pusienea| 4| 2013030z |5 (6]
publish. 5 retecion et | (o) i ¢ | 2000 | @
& Export All Grades

"R NN NN NN NN NN NN NN NN NN NN NN NN RN NN NN R RN R A A A A A A AENENRENENEEEEEEEEEEEEE,

* Should you wish to send a reminder message, click
Publish and send reminder.

Grades Administration page

snmmmnmnn
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[For instructors]

5 Assignments (5-5 Import / Export an assignment)

Import / Export an assignment ]

Instructors may export an assignment and save it to their own computer. The survey will replicate the survey in another
course by importing data you have exported.

Export assignments

|| Assignments Administration View as | v Instructor ﬁi“g‘)
E‘,Aun.«ss\gnmenh import | I
» Export an assignment individually pors
Click [€] in Assignments Administration page and select 2 | (ki) s s e () ) 4 L (8]
Export (a). The test will be downloaded as an MHT file. 3 Rafecton ‘(bg)} rifm Y s, oo
I & Export All Assignments s
Manage Grades

» Export all assignments in a course &
Click Export All Assignments (b) and a zip file Assignments Administration page

containing all the existing assignments will download.

Import assignments

1. Click Import (c) button on Assignments Administration

‘Imp—ort

page.
2. Use Import individually (Upload MHT files) if

assignments should be uploaded one by one. Use | mport Assignments

Import All (Upload ZIP files) if assignments should be EL e e o e S

H H 1 * Importindividually (Upload MHT files:
uploaded all together in a zip file ‘[Chmm]Nimachm ! =
¥ Import all (Upload ZIP files)

c Imported surveys need to be published. [Chooss Fie] Mo fiz chosen | [ importan |

Import Assignment page
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[For instructors]

6 Grades (6-1 Register grades)

You may publish grade information of tests and assignments handed out in manaba; grade information may include
scores and feedback. You may also register grades of extracurricular activities, practical training, labs or attendance.

Register grades ]

g . Grades
Register grades of tests and assignments
|
. . Grades Administration Viewas | fivInstructor | 22 Student
1. Register grades of a test or an assignment from the ‘ bdvoistor | 44 Sovert
administration page. ‘.
* Please refer to p 14 to reglster test grades This list shows existing assignments. You can view grades entered through the grade registration pages uftesti‘as‘s‘lg.nmentsandurweds
’ ) ) ’ # Title Administered on Publish / Llllpllhlisll“" Published on Manage
* Please refer to p.23 to register assignment grades. 1| ooty Quie 3 mstuctona Design | AT 110 - notspectes | 0 @
2 Click Grades tab in the course menu and open Grades 2 | weeauizmsmcionaoesen  REEITEE o w022t |y, @
Administration page. All grades registered from Tests 5 | ety qurmsimctonsdesgn | T30S o e ) (Ui £ | 20302 | (@)
Administration page and Assignments Administration 5 | [ZRefecton e | 4 20130302l (3
page are automatically listed in the Grades area. [ Add Grades
J Grades Administration

page

Register other grades

Register Grades

Title ”

_ N E—
2. Enter the title of the grade. e [ ]

. Enter the start date and end date of the test / e
assignment (optional). .| Crace Ragiston Snest |

4. Download Grade Registration Sheet. @ trondarae

5. Enter points your feedback in Grade Registration Sheet

* Steps to fill out the sheet are explained inside Grade
Registration Sheet.

. Click Upload and upload Grade Registration Sheet you Register Grades page
have filled out. Grades will not be saved without
entering points in # Grade.

=

. Click Add Grades from Grades Administration page.

w

Upload grade data to register grades

[Choose File ] Mo file chosen | pload ]

> Grades Administration

(o]

: . . [ =
Saving the grades does not make it available to your students. You AvInstructor | AL Student | nstructor screen

must now publish the grades to let your students know about them.

Grades Administration Viewas | /v Instructor | £ Student
6. Once grade registration is completed, Download

registered grades to confirm section will appear.
Click Download and check the grade data you

This list shows existing assignments. You can view grades entered through the grade registration pages of tests, assignments and projects

# Title Administered on Publish / Unpublish Publishedon | Manage
uploadEd' 1 Weekly Quiz 3: Instructional Design i Notspecited | O[]
2 Weekly Quiz 2: Instructional Design ig;?gii;lgi 2020-02-27 "E?ns )
5 | /SWeekly Quiz 1: Instructional Design taaiecs | [Published | [ Unpubiihed | 2013-03-02 “efns [
o e mERl | (mm v o | avan |0, @

& Export All Grades

Publish grades to students

l - Instructor | A& Student Student screen

In order to publish registered grades to students, click | erades T .,
in Grades Administration page.

This page replicates the screen seen oy students.
The review section displays feedback entered by the instructor for themselves as if they were students, in order to see how it will display on the
R A AR AR AR AR AR EAEEEEEEEEEEEAENEAEEEEEAEEEEESEEEAESEEEEEEEEEEEEEEEEE, screen for the students

Total 1/Avg 90.0 / Min 90 / Max 90 / Stddev 0.0
Grade published at 2013-03-02 07:47

published to students.

NN NN AR AR RN AR N R AN EE NN AR NN NN NN EES AN ENENNEEREEEARAEREAREEREEEEEEEREEEEES

E . . . H Similarly, the position graph shows the score entered by the instructor, 3 Seen by students. (Use this function to review your entry.)
= Should you wish to send a reminder message, click : Data such as average scores and standard deviations are calculated without including the instructor's own score

E Publlsh and Send rem | ndel’ E Title Grade lower << POSItION >> higher

: . . . H eflection Not .

! * Use Student button to view the list of grades which are Feflec submitted

o Check uploaded grade data thoroughly before you publish grades.
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[For instructors]

6 Grades (6-2 Overwrite grades / Download grades)

Overwrite grades / Download grades

Overwrite grades

Follow the steps below in order to change scores or
comments of a test or assignment.

[ Published ] | Unpublished| 2013-03-02 ‘ ”na @‘

m

& Edi |

[ Publishad ] | Unpublished| ‘

I3 Register Grades

irades
|
1. Click |§| on Grades Administration page and select
Register Grades. Select Redister Grad
) i ) elect Register Grades
2. Upload Grade Registration sheet again from Upload
and the grade data will be updated with new data. | Register Grades \/ Viwas | finstructor | 44 Student
3. Once update is completed, click Download and check | feeldy Quiz :Insructonal Desion
Publish / Unpublished Published
grade da'ta' you uploaded' Administered between 2013-02-27 16.50 ~ 2013-03-28 16.50
Registered 6 items
. . . © vricsd o ca
If you update grades, grades will automatically be unpublished. =
pload
Once you finish updating, please publish them again. #. [ Ut |
€D Download registered grades to confirm.
e .
i » Only data entered in Grade Registration Sheet will be > Grades Adminstraton
¢ registered. Student's grade data that are already i
i registered will not be deleted. Only additional information  : Register Grades page
i will be overwritten.
We encourage you to download Grade Registration
Sheet from Download registered grades to confirm
section so that you may instantly view whose grades
need to be added.
Download all grades
) L . | Grades Administration Viewas | /v Instructor | 22 Student
Click Export All Grades from Grades Administration page.
You may download all the grades registered in manaba at Ao |
the mom ent This list shows existing assignments. You can view grades entered through the grade registration pages of tests, assignments and projects:
# Title Administered on Publish / Unpublish Published on Manage
1 Weekly Quiz 3: Instructional Design igiigii;l”g Mot specified "efﬂs [
2 Weekly Quiz 2: Instructional Design ;E;Ség:g;: 2020-02-27 "Efns [
5 | [9Weekly Quiz 1: Instructional Design ;g:igiﬁ;l:‘: [Published ] [ Unpublished | 2013-03-02 “;HS )
5 [Refecton Sosvosariars | [Pushed | (Unpubiarea | 4| 20130302 |t (8]
& Export All Grades ]
o Grades Administration
- < page
& Export All Grades ]
\
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[For instructors]

7 Forum (7-1 Add a thread / Add a comment)

There is a forum in each course. You can use it for discussion purposes among instructors and students.

Add a. thread ] | Forum ““‘I @ New Thread |

Total 2 tems.

Thread g% . . . ‘Ul;l:n;d Access Data
QTnennes of Instructional Design -03-01 06:55 View
1. Click New Thread in Forum page. | < New Thread
. \ ) Forum page
2. Enter the title of the thread.
3. Enter the description of the thread. l
i ¢ You can attach various files such as video files and :
:  images. (For more information about adding a file, please : s
: check “How to add a file” on p.10.) :
:--uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu-: Description of this thread (e.g. discussion topics, notes for posting comments)
Formatted Text HTML »>Plain Text

4. Click Post and create a new thread. @ ie )| (7 (o) vz ] )
0 Students cannot add a new thread.

IBODANENEE|IS

> Delete a thread

Each thread can be deleted the author and the instructor.
Click Delete Thread (a) to delete the thread.

Once a thread is deleted, all comments and attached files in the S
thread will be deleted as well. ] l

New Thread page

| m Delete Thread |

» Listof Threads

Style | E List | TzTree

- Upcoming Conferences
4
# | ebucause

)
.
As you might know already. EDUCAUSE is an organization that helps thofg who lead. manage. and use
information technology to shape strategic IT decisions at every level within h‘qher education.
.

D
.
y
y
.
Y
.
.
y
0y

s
. .
They hold a conference once a year and have many materials and publications #at are great resources for
you. They also have a career center available for those who are looking for jobs irfgelated fields.
.
.

. ,
Check out their website: "‘ a
Y
s

http:/fwww _educause_edu

Comment | o
>View Access Data | .... m]
\
(b)
7

Comment Title

Formatted Text ” HTML | ==Plain Text

Add a comment ]

1. Select a thread you would like to add a comment to . _ _
and click Comment (b). (2 J(er][i2] ] [eee  [i=]) = (]| (= Lo [ {w ][ = ] A L] =) [=) |

W N NN R R AR AN AR NN AR AR N AR NN AR EAENE AN NN AREENNEEREEREEREEREEEEREEEEE,

»

* You can add a response to a particular comment on a
thread by clicking Reply (c).

2. Enter the title and text.
3. Click Post to add a comment in the thread.

emsmmmmEnun
ammsmssnnan

Adelina Rossi 2013-03-02 02:07

Challenge to Constructivism Theory

Although the constructivism theory is very compelling. it still has some parts that are unconvincing to me and
I would like to consider them mare deeply.

For instance, if each of us has his own perspective on reality that is solely influenced by previous
experiences, our mental structures and beliefs, then how can individuals in a society communicate with each
other and understand each other's subjective realities?

EaCh Comment can be deleted by the person WhO This is an issue that constructivism leaves open to discussion for me(d) (C)
Andy Kennf @) lma—oa—m 06:5

posted it as well as instructors by clicking [@] (d) on the "
comment.

o Q

> Delete a comment

B Q

Comments cannot be changed. ¥ .
0 @ | ““ Reply
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[For instructors]

7 Forum (7-2 View access data / Display of comment

View access data of a thread 1 Forum ST

Thread |Umead| Total Updated
Instructors can view student access data of each thread. @ Theores o instrucional Desin by o | aomotss Ve
Please click View on the target thread. View Forum page
: * Instructors can download a list of access d_ata_ in an Excel Access Data for Theories of Instructional Design’
:  sheet. Instructors can grade student participation in forum
E by USing data from the Excel sheet. (For more information E & 1as1 access data s not Updated after all the comments have been viswad
: about grades, please go to “Register Grades” on p.26.) Course Student
R Hame ID Code CoFr:l)rmu::lls Last Comment Last Access
. . . . Christina Jones 1 2013-03-01 06:54:34 2013-03-02 02:24:40
Click or.1 the Prllnter friendly I.|nk on Fhe thread yog s N . ) ]
would like to print, then the printer-friendly page will Andy Kennan 35563010 1 0130001065540 | 2013-03-020225.08
appear. Carlos Macedo 356930855 0
e Access Data page

I think Sociolegy is the propst domain in which to axplors Mandsm
what o you think about that?

FrofBaba 2014-05-07 1501 | 8 Oelete Thresd )
e | = List | = Tree I

> View Access Dala

311 Total 3 temis) Prntermendy > Uffof Threas —
style | = List | T=Tree > Listof Threads
H Re-Manism & Saciology

Thank much for the i .
vanks you very e topic Theories of Instructional Design
1 agree with you

Jon S (7] 20140807 1502 [ Repiy |

S -]

Introduction te Instructional Design

Draft of first project due

Students’ introductions due on manaba

Select d |Sp|ay Of Com m ents Typographical elements

| Discussion topic

Read the Michaelson's paper about the three theories of Instructional Design and discuss here what the 3
thearies contribute to learning and why they are impaortant.

There are two ways to display comments. _
Go the Style button to switch the setting. B e st o8 52 17

Your discussion will be evaluated and it will count toward your class participation score.

David Loster 2013-03-01 06:52
> View Access Data @ Comment

4-1/Total 4 items. » Listof Threads

List
Comments are displayed top-down from the latest post.

Social negotiation and shared elements

Tree

Comments are displayed top-down by the oldest post.
Response for each commentis displayed associating with
the original comment.

ﬂ Indeed, the issue of individual perspectives raises the question of how do those perspectives interact with
each other. Constructivist theary discusses the issue of individual perspective. but it does not actually imply
that individuals develop independent, distinct or unique perspectives on the world.

E List | B=Tree
|

Style | = List | T=Tree » Listof Threads

n Theories of Instructional Design
>,

Intreduction to Instructional Design

Draft of first project due
Students’ introductions due on manaba
Typographical elements

| Discussion topic

Read the Michaelsen's paper about the three theories of Instructional Design and discuss here what the 3
thearies contribute to learning and why they are important.

[¥] Paper by Roger Michaelson

FiLe

L) Sample.pdf - 2013-03-01 06:52:17

Your discussion will be evaluated and it will count toward your class participation score.

David Loster 2013-03-0108:52

> View Access Data

Comment
[FI) The basics of instructional design Christina Jones  2013-03-010654 | 7 |
= Re:The basics of instructional design David Loster 2013-03-02 02:30
[EN Challenge to Constructivism Theary AndyKennan  2013-03-0106:55 | 3 |
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[For instructors]

8 Resources (8-1 Add resource)

Resources is a space where instructors can easily post resources, including teaching materials.
Resources added are published only to the course members.

Add resource ]

|l Resources [ [[7 Add Resource ] & Manage Resources

1. Click Add Resource from Resources page, to open
Add Resource Page. Plasos gt carespoing page-or ecr e o s clsss

2. Enter the title of the resource.

3. Set the resource icon or description, click Additional — N
Settings. You can select the icon and enter the Resources page
= . . ) . . Add R
description. Size of an icon is 60x60 pixels. (Different l - i IJ
image sizes can be uploaded.)
4. Enter the title of the page.

5. Set the period for this resource to be published

Total Sitems
2013-03-01 06:50

Total 2 items

[Resource] Supplementary Readings
2013-03-0102:43

Iwill post a list of supplementary readings related to our class here

3
0
D
o
0
D
D
v
Q
0
Q
Q
0
Q
s

(optional).
6. Enter the text for the page of the resource. aa mesoures
* You can afttach various files such as video files and Dl@mona.s.emmumdmmom
images. (For more information about adding a file, please i —
check “How to add a file” on p.10.) \ e
eatataeasasasasasasa A A A A A A A A A A A AR AR AR AR AR a AR ananannnasn ; \m | N
7. A panel will appear after you click on Save. omatester | hm
8. Click on Add a resource published if you want to | B S e 0 0 B Y I Y 6 B 1S
make the page available to the students immediately. Or = =
choose Add a resource unpublished if you want to keep

the page unavailable to students for the time being.

» Manage Resources

ll

Add Resource page

A new resource will be added. Continue?

[ Add a resource published ]

[ Add a resource unpublished ]

Cancel

31
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[For instructors]

8 Resources (8-2 Publish / Edit resources)

Edit Resources ]

» Edit title and description of resources

1. Click |§| in Manage Resources page and select
Edit Title and Description (a).

2. Modify the contents title, icon and description then
click Save.

» Add page
1. Click @ in Manage Resources page and select
Edit Pages (b).
2. Click Add Page (c) and open Add Page screen.

3. Enter the page title and text. You may add multiple
pages.

4. For each page, you may set the publication period.
(optional)

5. Check details of the page and click Add to add the
page if no revision is needed.

» Edit each page
1. Click a page title (d) and open edit screen of the
page.
2. Click Update after editing the page.

Publish Resources ]

Pages can be published individually and the entire
resource can also be published including all its pages.
» Publishing entire resource

Click | Published | in Manage Resources page.

» Publish specific pages
1. Click @ and select Edit, and open Manage
Resources page.

2. Click | Published |to publish or click | Unpublished |
to unpublish each page.

Pages Updated Order Manage

5 2014-02-19 15:39 ]

85

(@) | & Edit Title and Description

(b) |_E] Edit Pages

£ Open Top Page
&, Export

Ef

Select Edit Pages

| Manage Resources: Lecture Slides
(©)

T l Lecture Slides [Preview]

Please go lo the comesponding page for lecture slides of each elass Updated: 2013-03-02 02.54
Views: 90

Page Title ‘ Views. Publish/Unpublish  Viewable ~ Order  Manage

Week 1 51 [ Published ] [ Unpublished R

Week 2 d 7 Published | | Unpublished A (=

Week 3 i Unpublished @]+ |®

Week 4 8 Published | | Unpublished ZIE |§|

Week 5 12 Published | [ Unpublished [+ [
»Manage Resources
Edit page
| Manage Resources >Resources

Add Resource Import
Title Views ST Pages Updated Order Manage
Lecture Slides a7 Published ] [Unpublished | || 5 2013-03-01 06:50 =
[Resource] Supplementary ... 3 '] [ Published | [ Unpublished 2 2013-03-01 02:43 =
D
>
o -+, Export All Resources
D
o

Manage Resources page
Setting for publishing entire resource

| Manage Resources: Lecture Slides

+[| Add a page
0 You cannot publish any pages while entire resource is unpublished. ; Lecture Slides [Preview]
Please go to the corresponding page for lecture siides of each class. 3 r;tduzm 3-03-02 0254
Page Title Views E Iillﬁ np! Iill Viewable Order Manage
0| weskt 23 | [Pubished ] [Unpublished | & @
02| weskz 5 | (Published ] [npublshed | DA
T Weska 4 | | (Published ] [Unpubishes A
B« Weska 3 ) [(Published ] [unpublisned | (=
B 5| Weeks 6 o' (Published ] [unpplished 4 =
.,’ > Manage Resources
B
s Manage Resources page
Setting for publishing selected pages
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. [Forinstructors]
8 Resources (8-3 View access data)

2016/03/16

View access data

Instructors can view access data of each student. Click
Access Data on each page to view it.

Lecture Slides

Please goto the corresponding page for lecture sides of each class.

Updaied | 2013-03-0202:54

| Week1 # Manage Resources
Lecture Slides

Please see the attached presentation material that | used during today's class. We covered the.

following topics: pr—
Benaviorismtheory Wesk2
The Cognitiism theory
The Constructiizm theory Wesk
Implications of ach theary and their importance in education Week4

Feel free to share your questions and comments here on this discussion board Weeks

@ +[1 Add a page

sample_slides ppt-2013-03-01 02:28:10

David Loster - Version 1.2 (2013-03-01 02:45) (Edit| Track Changed|

Resource page

Access Data

I Access Data

Resource Lecture Slides” was accessed 118 times.
Page Week 1' was accessed 70 times._

Of the 6 course students, 2 have accessed this resource.

Course Students

Name ID Code Status Viewed at
Christina Jones Read 2013-03-02 02:58
Andy Kennan 35693010 Unread -
Carlos Macedo 35693055 Read 2013-03-02 02:59
Adelina Rossi 35693523 Unread -
Alex Williams 35688423 Unread =

Access Data page
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[For instructors]
2016/03/16

9 Projects (9-1 Add a project (1))

In projects, course instructors can provide space to divide enrolled students into several teams and have them discuss
and eventually submit their project. A forum and a window for submitting a project are available for every team. The
submitted projects can be mutually reviewed by students depending on the settings.

Add a project ]

There are two ways to submit a project.
NEW!

A: Team submission

1. Click New Project on Projects Administration page.

2. Select Submit project as a team and Add Project
page will display.

3. Enter the title of the project.

4. Enter a start date and end date for the project (optional).

* Students cannot submit the project after the end date.
The end date of the project becomes the submission
deadline for the project.

* As of the End date of the project, students cannot make
comments in the forum of the project.

eNEREEEEEEEEEEEEEREREm
dsmsssssnsmsssnsnEnnns

5. In the View Settings field, you may specify who has
access to the team space.

AN RN NN NN NN R AR NN AR R AR NN AN AR NN NN AANAENEANENRENEANAEREEREEREEEEEEEREEEEE,

* Instructors may view all teams.

o Students who are not assigned to a team cannot view any project.

6. In the Submitted Items field, you may specify who has
access to the submitted items. For team submission,
you may choose from the following options:

Accessible to all course members in the project.
All course members in the project can access and
comment on the submitted items .

Accessible to team members who have
submitted the same project.
Only instructors and students who have already
submitted a project on the same topic can access and
comment on the submitted items.

7. Enter details of the project or questions you would like
to ask.

8. In Portfolio field, select if submission should be added
in the students’ portfolios.

9. Click Preview to check details of the project
10. Click Save. Then, add a team in the next page.

@manaba university 2013-03-02 (Sat) ™
David Loster | Settings | Logout p As=4
David Lost
pseN  Instructional Design [ # Settings 2;:‘3 oster
CREATE Tests Surveys Assignments Projects Grades Forum Bl Resources

Projects Administration

Viewas | jwvinstructor | i Student

[4] New Project Import

No. Title Period , Buoneh’ Unpublisn Manage
1 Group research project g‘?"‘;“bﬂ]\u"numsm W | 0team(s) [
E\ New Project
Projects Administration page

Add Project

Please select the type of assignment:
Submit assignment as a team
A member of the team is designated as a representative and submits the assignment on behalf of the
team.
The submitted assignment is saved in all team members' portfolios.

Submit assignment irgividually
Assignments are submifled individually.
The assignment is only @aved in the individual's portfolio

v

Title | * required field

Add Project (Team-based)

View Settings @ Accessible only to assigned team members.
© Accessible to all course members in this project
*Instructors can see all teams.

Submitted ltems ® Accessible ta all course members in this project
© Accessible to team members whe have submitted the same project.

Description

Formatted Text ‘ | HTML

nOoRne

Lo ]

Portfolic  @4dd ©Do not add
If you select "Add,” the submitted tem wil be saved in allteam members' portfolios.

Add Project page
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[For instructors]

2016/03/16

9 Projects (9-1 Add a project (2))

Add a project ]

NEW!
B: Individual submission

1. Click New Project on Projects Administration page.

2. Select Submit project individually and Add Project
page will display.

3. Enter the title of the project.
4. Enter a start date and end date for the project (optional).

5. In the View Settings field, you may specify who has
access to the team space.

* Instructors may view all teams.

CETTTTTTTS

o Students who are not assigned to a team cannot view any project.

6. In the Submitted Items field, you may specify who has
access to the submitted items.

Accessible to all course members in this project.
All course members in the project can access and comment
on the submitted items.

Accessible to course members who have
submitted the same project.

Only instructors and those who have already submitted a
project on the same topic can access and comment on the
submitted items.

Accessible only to the student and the instructors.
(Individual)

Only the student and the course instructors can access and
comment on the submitted items.

7. Enter details of the project or questions you would like
to ask. (See also “Add a test question” in p.9.)

8. In Portfolio field, select Add if submission should be
added in student’s portfolio.

9. Use Preview to check details of the project.

10. Click Save if no revision needs to be made. Then, add
a team in the next page.

@manaba university 2010302 (SE”
David Loster | Setlings | Logout g i<~ 4
| A¥E Courses [ mx&_|
mlw Instructional Design [ 5 Settings | l;;:w: Loster
CREATE Tests. Surveys Assignments Projects Grades Forum Bl Resources
| | | L ! ! | I |
Projects Administration Viewas | vInstructor | 2= Student
[4] New Project Import
No. Title Period , Buoneh’ Unpublisn Manage
e
1| Group research project 13¢4* " [Pubished ) [Urpubished 0" | 0teamie) (8]
5] New Project
Projects Administration page

Add Project *

Please select the type of assignment:

Submit assignment as a team

A member of the team is designated as a representative and submits the assignment on behalf of the

team.
The submitted assignment is saved in all team members' portfolios.

Assignments are submitted individually.

Submit assignment individually
The assignment is only saved in the individual's portfolio

Add Project (Individual)
Tite | * required fiskd
S E—
View Settings @ Accessible onlyto assigned team members.
(@ Accessible to all course members in this project
*Instructors can see sl teams.
Submitted Items @ Accessible to all course members in this project
© Accessible to course members whe have submitted the same project
© Accessible only to the student and the instructors. (Individual)
Description
Formatted Text ‘ ‘ HTML
(r](e][z]{u](=]

.
SF

If you select “Add,” the assignment wil be saved in all team members’ portfolios.

Portfolio @ Add Do not add

Add Project page
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[For instructors]
2016/03/16

9 Projects (9-2 Manage project teams)

Manage teams ]

Add a team Publish / Unpublish Manage

. . . . Published | | Unpublished | 4"
1. Click[&]on Projects Administration page and select [(PribkshadT) (Uns & | Oteam(s) (%]
Manage Teams (a). | © Eat

2. Click Add Team and Add Team page will display. In (a) # Manage Teams
the field for the team name, manaba has automatically
allocated a team name. (e.g. Team A, Team B ...)

3. Check course members you would like to add in a team

[¥7 Register Grades (using Excel)

[m

and click Add Team. Projects Administration page
4. Check details and click Save if no revision needs to be ( ) .
made ¥ Use previously created teams. j v
Add Team
New
Copy teams from past projects Select the members of the team. Students not part of any team: 6
Name Student ID Team
. Christina Jones Course Student
You may copy teams of past projects. — coree S| 35674523
@ Al teams belonging to a project will be copied. 1 Ardy Kennan Course Student | 35893010
Carlos Macedo Course Student 35693055
1. Click Manage Teams in Projects Administration page. £l Adefna Rossi Course Studert | 35693523
. . . ]
2. Click Use previously created teams (b) in Add Team il Courss Stdent| 290002
page. G
3. A list of past projects will appear in a pop-up. Confirm
team names and members from Teams. Select the
project which contains teams that you would like to add
and click Add Team. Use previously created teams.
Choose a project and click "Add Team.”
Title
M0d|fy a team ©Group research project [Teams]
Follow the steps below in order to change a team name or
team members:
o | | (c)
1. Click Edit (c) on the team you would like to modify. — T Dl..:m
2. Modify the team name and members and click Edit o O ..qmm...
Select the members of the team. Students not part of any team: 0 ’
Team' Name StudentiD Team (d)
3. Check details and click Save if no revision needs to be Ocwsiradres | (200 o1
m ade i () Max Ui ;:: 35674523  Nol
(1 Andy Kennan ;:: 35693010 Nol
(1) Carfos Macedo Sc:‘x::t 35693055 No2
] Adelina Rossi m 35693523 No2
Delete team [ Alex Williams m 35868423  No2
. Add Team Clear
Follow the steps below in order to delete a team: ==

1. For the team you wish to delete, click Delete (d).

o The team forum and submitted projects (except submissions added
to the portfolio) will be deleted. Additionally, once the team is
deleted, it cannot be restored.
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[For instructors]
2016/03/16

9 Projects (9-3 Team forum / project submission)

Work on a project in teams ]

Each team has their own forum where only the assigned
team members and course instructors can post comments.

W NN R RN EE RN E AR NN NSNS A R NN NN EEE SN AN ERENEEERENEAREEREEEEEEEEEEREEEEEE,

* No comments can be made in forums of other teams’
even if the team space is open to all students registered in
the course to view.

4 m N N RN RN AR NN N R R AR NN N RN AN NN N EEE NN NN ERENREEENEEEREEREEREEREREERES

Forum

You may comment in the forum of your team’s project in
the same process as adding a commentto a forum in a
course. (Also see “Add a thread/Add a comment”in p.28.)

Instructors may make a comment on the forum of any
team.

Students cannot comment after the end date, which the
instructor entered when the project had been added.
(Students can still view the forum after the end date.)

Submit project

In the forum of a students’ team, students will submit their
work from the Submit Project button. They may submit
files until the end date which the instructor entered when
the project was added.

0 The Submit project button does not appear on instructor’s page.

f¥ Group research project

| Team A » Access Data

@ Comment

Total 2 ftems.

n Re:My point of view from the reading
.a

Indeed, the issue of indnidual of
interact with each ather. Constructivist theory discusses the ssue of individual perspective, but t

imply that indi , distint or uni the

world,

There may well be a share, and by laws that affect how
we perceive it. For instance, athough an apple might look tasty to one person but unappeaiing to
another, 1o most people it will never ook like a banana. Thus, there is a shared slement to how we.
construct our perspeciive af the world

Futhermore, some cansinctivists argue that there is a process of “social negatiation.” in which
individuals enforce iheir perspective on each other unbl there is an acceptabi level of shared vision
This process is crifical in building any kind of group, whether itis a classroom, a company or &
country. This is a very interesting topic.

- My point of view from the reading

Althaugh the constructivism theory is very compelling, it stil has some parts that are.

Andy Kennan (@] 20130301 083541 [ Reply

> Project Description
> Project Wain Page

473 Member List

Christina Jones
Max Li
Andy Kennan

£73 Team List
Team A

Team B

o Lo ke o
| Team A > Access Data
o [E¥ Submit Project ‘
) Comment “" —
““
Jiumens | (5 Member List
o
n ReMy point of view from tnd Cristna Jones
0 ¥ submit Project v
Indeed, the issue of indvidual pectves Andy Kennan
Interact with each other. Ci Theory Ssue of butit
ﬂwouer: not actually imply that . distinct or uniqu onthe Yo Rt
TeamA
There may wel be a physical workd that individuals share, and it does operate by laws that affect how
TeamB

we perceive it For instance, athough an apple might look tasty to one
another, to most people it wil never look like a banana. Thus, there is a shared element to how we
construct our perspective of the workd

Furthermore, some constructivists argue that there is a process of “social negofiation,” in which

d perspect h until there i an acceptable level of shared ision
This process is crtical in building any kind of group, whether tis a classroom. a company or a
country. ThiS is a very interesting topic

- My point of view from the reading

E Alhough the constructivism theory s very compelling, it stil has some parts that are
uncomvincing to me and | woukd fike to consider them more deeply.

Andy Kennan 2013-03-0106.35:41 [ % Reply

For instance, if each of us has his that s soledy o
expeniences, our mental structures and beliefs, then how can individuals in a society communicate
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9 Projects (9-4 Mutual review / Score and register grades)

[For instructors]

2016/03/16

Mutual review ]

In order to view submissions of other teams or members,
click View submissions.

You can post comments to their submissions.

Request resubmission ]

Instructors may ask students to resubmit their projects.
Click Request resubmission (a) on the response in View
submissions page.

o If the end date of the project has already passed, please change
the end date to a later date so that students may resubmit their
projects.

NN RN RN RN RN AR EEE NN NN NN AR NN NEEENSEEAEEENENREEEEEEEEEEREEREEREEEEEE .

i« Even you click Request resubmission, the old file that
the student had submitted remains available in manaba.
Students may send the old file and the new file together
as a resubmission, so that the old file will also be added in
their portfolio.

[5] Group research project

Team Progress

ream
..

Members Last Comment

Comments

> Project Description

> Projects

Total Views Status

7% Team A .

£} Teams .

3 2013-03-01 06:35

2
[

B4 Submitted
6 submitted

> View submissions

| Team A : Status

\4

E Team A sample docx - [ 5] Preview | -Christina Jones 20130302 0838

>Team's Top Page

£ Member List

Christina Jones
Max Li
Andy Kennan

£3Team List

Main Page
Team A
Team B

Score project / register grades ]

You may score the student’s submissions for projects and
register grades in manaba.

1. Click [#] and select Register Grades (Excel) in
Projects Administration page.

2. Project Evaluation Sheet will download.

3. Enter points in the column titled # Grade and enter your
feedback in the column titled # Comment.

4. Upload the Project Evaluation Sheet with grades data
from Upload, and complete registration of grades.

5. Click Grades tab in the course menu and publish
grades from the Grades Administration page.

Publish [ Unpublish

Manage

-02-28

0~ 2020-02-
2:25

[M | Unpublished |"‘:“

0 team(s) @

& Edit

A Manage Teams

B Register Grades (Excel)

1|
m

| Project Grade Registration

v
Group research project

Status
Period
Submitted

Grades

Published

0team

Unpublish (0 items)

2013-02-28 12:20 ~ 2020-02-28 12:26

This project iscurrently accepting answers

oo

@ Upload grade data
Upload and register grades.

) Download Project Evaluation Shest.

*.| Download Batch File | [Project Details]

Choose File | Mo file chosen

| upioaa |

No grades has been registered.
> Grade Administration
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10 Portfolio (10-1 Collect items in portfolio)

[For instructors]
2016/03/16

Students have a portfolio space to accumulate their work submitted and comments for each course.

Collect items in portfolio ]

» Tests / Surveys

Course instructors can choose to add or not to add tests
or surveys into the course members’ portfolios from the
add test and add survey pages.

» Assignments

Course instructors can choose to add or not to add
assignments into the course members’ portfolios from the
add assignment page. Submitted assignments by
students can be stored into their respective portfolio by
selecting the setting from the list below:

* Accessible to all course members.

* Accessible to instructors and course members who have
submitted the same assignment.

* Accessible only to the student and the instructors.
(Individual)

* Submissions are not added to course members’
portfolios when selecting “Only available to collect the
submissions and is not added to anyone’s portfolio.”

CELELLLLLLLLL)
YeammsmsmmEnE®

» Projects

Projects submitted are all added into course members’
portfolios. All projects submitted by team are added into
each team member’s portfolio.

» Comments

All comments made in forums and mutually reviewed
projects / assignments are stored into each course
member’s portfolio.

TaTne
Muliphe answer|  TrusFase
A dropdown menu question. The choices below will be canverted to a dropdown list Fmrm— e—
1. Choice 1
Watching Test box
2. Choice 2 Raqulred
eq
3. Choice 3 Tetline | Single answer
4. Choice 4 Multiplo answer | TusFase
5. Choice 5 Dropdawn Ondering
Waiching Test box
Shuffle Questions ® Do not shuffie © Shuffle
Partfolia

J# Add © Do not add
I you choose "Ada.” the answers wil be added 1o the submitlers portiolio and COMMENS £an D& MACE on the PrtToa ite

T[] oo

Add Test page

Edit Assignment (File-based)

Subject

Start

End

Midterm essay

[Midterm essay

2013-02-27 12:1500
2020-02-27 12:1500

@ Do not allow assignments to be submitted after end time.
© Allow assignments to be submitted sfter end time. Exira time allowed: | 1day  ~|

* Assignments submitted after the deadline will be indicated in manaba and in evaluation Excel sheets,

Settings

© Accessible to all course members.

@ Accessible to instructors and course members who have submitted the same assignment.
© Accessible only to the student and the instructors. (Individual)

® Qnly available to collect the submissions and is not added to anyone's portfolio.

Description

Enrolled students are required to write a midterm essay. You will decide on a
topic related to the reading materials we have covered over the course. (1,000
words, 12pt. Times New Roman. single-spaced)

1 am more than happy to discuss the topics with you upon request.

This paper counts towards 10% of your grade for this class.

Portfolio #®Add ©Do not add
if you sefect "Add.” the assignment will be saved in all team members’ portialios.

Preview | | Cancel

Add Assignment page
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10 Portfolio (10-2 View portfolio) 2016003126

View students’ portfolios ] f— e SR
m AP Courses BAE

wweu  Insiructional Design # Settings Course Instructors :Dadd Lo.
2013

1. Click Course Member List from the course main page. e FSP v Ewresw e —— P——rT—

2. Click the name of a student and open the

.

corresponding portfolio. e EEEEEEE—— ‘

About yaur inal project 2] 20130301

+= Course Member List

Course main page

* You can also access the student’s portfolio by clicking the : I
. . ) y . H || Course Member List v Member Information ~ Usage Data
: individual’s name who made a commentin Forum. : S
e A R R R R A A A A A A A A AR AR AR AR A AR AN E A REEAREEAEEE A naY Reminder Settings
feme studentld Course News. Assignment Notifications Forums Crades

3. Click the title of the assignment to view student’s ﬁg:gzﬁ:g;:n::w . . v | oo
submission. A
5674523 Y Y N Grades

Andy Kennan
=" sznit@asaninetcom 5633010 ¥ Y N Grades

Max Li

4. Click Comments to view the history of students’
comments. If you click the title of the comment, the
corresponding page will appear.

NN AR AR AR AR R RN AN AR RE AR EAEEAREAEEEARSAEEAEEAEEEEEEAESSEEEEESEEEEEEEEEEEE. o Click student name Course Member’s List page

* Files added to the original comment can be downloaded

Gl Carlos Macedo's Portfolio

from the comment history page from each student’s portfolio.
Instructors may not access all students’ portfolios. They | Portolo
can only access their course members’ portfolios.

Carlos Macedo
sani2@asahinet com 5693055 Y Y N Grades

H
H
H
H
v

emmmmmumns

2013 =
T h d . h ) Instructional Design Diaid Loster
edata Instructors have access to: I [Elp Weekly Quiz 1: Instructional Design Instructional Design I 2013-03-02 04:33 o
Grades [ Sunff on prior experience Instructonal Design 20130302 04:32 0
Comments in the forum ' S
. . . 2012 -
Assignments which have been set up to be added into L '
y . English P3gMO) Baba Manabu
student’s portfolio
Click title of assignment Portfolio page
Course member’s portfolio page is displayed by academic year
and course. Course instructors only have access to the courses
they teach. (For other courses, just the names of the courses are
displayed.) \ 4
0 Students cannot access other students’ portfolios. ml Carlos Macedo

> Carlos Macedo's Portfolio

| Midterm essay:Instructional Design Year:2013

Accessible to instructors and course members who have submitted the same assignment.

Question

Enrolled students are required to write a midierm essay. You will decide on a topic refated to the reading materials

we have covered over the course. (1,000 words, 12pt, Times New Roman, single-spaced).

| am more than happy to discuss the topics with you upon request.

This paper counts towards 10% of your grade for this class

- .. -Period2013-02-27 12:15:00 ~ 2020-02-27 1215:00  In progress

Assi i by Carlos
@ sample docx - 2013-03-02 044816 - [ 5] Preview

3 Instructional Design

- Submitted on 2013-03-02 04:48 - - Updated 2013-03-02 04:48 -

) Comment

» Carlos Macedo's Portfolio

Review assignment
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11 Smartphones and feature phones

You may use manaba either on a smartphone or a feature phone.

NEW! ~
I I Smartphones ] manaba 2016-03-14 (Mon) =
4 My Page AP Courses
When you access the site page with your smartphone, the link T TSUGARU TAMENOBU
for the smartphone-optimized screens are displayed on the
upper right.
Announcements
The smartphone-optimized screens mainly can be used on «: Information for the Guidance Seminar
the student's functions. 2016-03-01
List All >/

Only plain text can be used for making comments and messages
(file upload is not possible via smartphone page).

Confirm / Submit Tests, Assignments and

Surveys
h # Tests (1 items) >
@ Feature phones ]
Surveys(0 items) >
You may view course news and assignments on a feature phone.
E»Assignments(0 items) >

You may also make comments in the forum, but you cannot
compose course news on a feature phone.

© 2013 Asahi Net, Inc.

My Page for smartphones
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