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Result of selecting a specific topic in the results area. 

The table of contents displays help topics in alphabetical order. You have two 
options for using this table to display help: 

 To view a list of subtopics within any topic, click the topic name.  

 To view content for a subtopic, click the subtopic name.  

 
Expanded table of contents 
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Using the Rich Text Editor 

Many screens in the CLE contain large text-entry boxes along with many icons 
and pulldown lists (located above the actual text entry area). These icons and 
pulldown lists make up what is known as a rich text editor. Most of the tools in 
the CLE use the FCKeditor, a widely available rich text editor that is displayed 
on your screen as shown here:  

 

Typical display of rich text editor icons and pulldown lists 

 

In some tools, you have the option of showing or hiding the rich text editor. If 
this option is available, a Show/Hide Rich-Text Editor link is displayed above 
the box. To show or hide the icons and pulldown lists, click the link. 

The tables below list the activities you can perform and indicate the icon or 
pulldown list to use for each. The three tables cover: 

 Text formatting activities 

 Activities for adding and removing text, non-text items. and special 
characters 

 Miscellaneous activities 

 Note that some of the buttons (and their functions) in the editor are not available in all 
tools in the CLE. If you see a button, you can use it.  
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Text formatting activities 

To do this: Use this icon or field: Notes 

Select all (that is, 
select everything in 
the white box) 

 
 

Remove formatting 
from selected text  

 

Undo the last 
operation  

Undoes typing, color changes, 
and alignment; does not undo 
such functions as replace, 
apply style, and insert image; 
cannot be used repetitively. 

Redo the last 
operation  

Cannot be used repetitively.  

Use a template to 
create this material  

The editor displays a window 
from which you select the 
template you want to use. 
Three pre-defined templates 
are available to choose from. 

Apply bold 
formatting   

Text will look like this. 

Apply italic 
formatting  

Text will look like this. 

Underline text 
 

Text will look like this. 

Apply strikethrough 
formatting  

Text will look like this. 

Make text subscript 
 

Text will look like this: x2 

Make text 
superscript  

Text will look like this: x2 

Insert numbered list 
 

 

Insert bulleted list 
 

 

Move margin left 
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To do this: Use this icon or field: Notes 

Move margin right 
 

 

Align text at left 
margin  

 

Align text at right 
margin  

 

Center text 
 

 

Align text at both 
left and right 
margins 

 
 

Change text color 
 

If you choose red, text will look 
like this. 

Change background 
color  

If you choose green, text will 
look like this. 

Apply one of five 
formatting styles  

 

Apply one of six 
formats to text 

 

Change the font 
 

 

Change the type 
size  

 

 

Adding and removing text, non-text items, and special characters 

To do this: Use this icon or 
field: 

Notes 

Cut selected text 
 

 

Copy selected text 
 

 

Paste selected text 
 

 

Paste selected text as 
plain text  
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To do this: Use this icon or 
field: 

Notes 

Paste selected text 
from Word.  

Opens a window in which you 
paste text from a Word 
document, indicate whether to 
remove style definitions 
and/or remove fonts, and click 
OK to insert the text into the 
editor; inserts text and tables 
only; does not insert images 
from the Word source. 

Insert or change a 
link  

The editor allows you to link to 
a URL or FTP site, an anchor in 
the text, or an email address. 
Display text for the link will 
look like this: click here. For 
more information, see Working 
with Links. 

Remove selected 
link  

 

Insert an anchor 
 

When you are entering a large 
amount of information, you 
can use an anchor to link to a 
location in another part of the 
current page. For more 
information, see Inserting a Link 
to an Anchor. 

Insert or edit an 
image  

For more information, see 
Inserting an Image or Flash 
Movie. 

Insert or edit a flash 
movie  

For more information, see 
Inserting an Image or Flash 
Movie. 

Insert or edit a table 
 

 

Insert a horizontal 
line  

 

Insert a smiley face 
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To do this: Use this icon or 
field: 

Notes 

Insert a special 
character  

 

 

Miscellaneous activities 

To do this: Use this icon or 
field: 

Notes 

View or enter HTML 
source  

Displays the HTML code 
generated by the editor to 
produce the actual screen 
display. If you are familiar with 
HTML, you may view or enter 
it directly in the window after 
clicking this icon. To return to 
the regular display, click the 
icon again. 

Do not paste HTML code 
created in Word into this 
editor. HTML code from Word 
may cause errors. 

Undo the last 
operation  

Undoes text entry, color 
changes, alignment, etc.; does 
not undo replace, apply style, 
insert image, etc.; cannot be 
used repetitively. 

Redo the last 
operation  

Cannot be used repetitively.  

Find the next 
instance of text you 
specify 

 
Searches forward from the 
cursor. 

Replace specified 
text with other text 
you specify 

 
Starts at the beginning of the 
text entry in the box, regardless 
of the location of the cursor. 
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To do this: Use this icon or 
field: 

Notes 

View information 
about this rich text 
editor software 

 
 

Display document 
properties  

This feature seems to be 
inactive. 

Working with Links 

 The rich text editor allows you to create a link to a URL or other location such as 
an FTP site, an anchor you have created in the text, or an email address.  

Inserting a Link to a URL 

 To link to an item stored in Resources, to an external URL (a link outside of the 
CLE), such as www.rsmart.com or an FTP site, follow these steps: 

1 If you are linking to an external link and do not know the URL, find it and 
copy it.  

2 In the rich text editor, choose the display text you want to use for the link. 
To do so: 

 Either enter “click here” or other text the viewer should click on, and 
then select that text, 

 or to use the URL as the display text, position the cursor where you 
want the URL to be displayed.  

3 Click the Insert/Edit Link icon ( ). The system displays the Link window. 

http://www.rsmart.com/�
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Link window 

4 Near the top of the window, be sure the Link Info tab is selected. 

5 In the Link Type pulldown list, be sure URL is selected.  

6 Use the Protocol pulldown list to select the appropriate protocol (usually 
http:// or https://).   

7 Choose one of these options: 

 To link to an external URL (one not in the CLE), type or paste the URL 
into the URL box. 

 To link to an item stored in Resources in any site to which you belong, 
click Browse Server and click the item you want. 
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Browse Server window 

 

 Note that in the Browse Server window, you may select another site to which you belong 
in the left window pane in order to access items stored in that site. You may also add a 
new folder and upload a new item to Resources by using the fields at the bottom of the 
screen.  

8 To complete the selection, click OK. Or, to exit without linking, click 
Cancel. If you clicked OK, the editor displays the text for the link (that is, 
either text you selected in step 2 or the URL itself) in the text box.  

Inserting a Link to an Anchor 

Linking to an anchor allows you to link to another area in the page you are 
creating with the editor. This is handy if you are using the text editor to enter a 
large amount of material and want the viewer to be able to quickly navigate 
from one place to another. 

 To link to an anchor, follow these steps: 

1 Insert the anchor as follows: 

2 Position the cursor where you want the anchor (that is, at the place you 
want the link to take the viewer to). 

3 Click the Insert Anchor icon ( ).The editor displays the Anchor Properties 
window.  

Click to view files 
in another site.  
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Anchor Properties window 

4 Enter a descriptive name for this location in the Anchor Name box.  

5 To create the anchor, click OK. Otherwise, click Cancel. If you clicked OK, 
the editor displays an anchor icon in the text at the point you selected. 

6 Scroll to the point where you want to insert the link text and choose one of 
these options: 

 Either enter a word or phrase to describe the destination to which the 
link will take the viewer, and then select that text, 

 or to use the anchor name as the link text, simply position the cursor 
where you want the anchor name to be displayed.  

7 Click the Insert/Edit Link icon ( ). The editor displays the Link window. 

8 Near the top of the window, be sure the Link Info tab is selected. 

9 In the Link Type pulldown list, select Link to anchor in the text.  

10 Use the By Anchor Name pulldown list to select the name of the anchor 
you want to use as the destination for the link.   

11 To complete the selection, click OK. Or, to exit without linking, click 
Cancel. If you clicked OK, the editor displays the text for the link (that is, 
either the text you selected in step 6 or the anchor name itself) in the text 
box.  

Inserting a Link to an Email Address 

 Linking to an email allows viewers to click the link in order to send you an 
email. To link to an email address, follow these steps: 

1 Scroll to the point where you want to insert the link text and choose one of 
these options: 

 Either enter “click here” or some other directive text, and then select 
that text, 
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Image Properties window 

3 Choose one of these options: 

 To link to an image in an external URL (one not in the CLE), type or 
paste the URL into the URL box. 

 To link to an image stored in Resources in any site to which you belong, 
click Browse Server. When the editor displays the Browse Server window, 
click the name of the image you want. 

 Note that in the Browse Server window, you may select another site to which you belong 
in the left window pane in order to access images stored in that site. You may also add a 
new folder and upload a new image to Resources by using the fields at the bottom of the 
screen.  

4 Check the appearance of the image in the Preview box.  

5 If desired, take advantage of these options, check the results in the Preview 
box, and continue to change until you like the results: 

 To change the size of the image, enter numbers in the Width and 
Height boxes. To restore the original size, click the Reset icon ( ). To 
lock this size, click the Lock icon ( ).  
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 To add a black border around the image, enter a number in the Border 
box. 

 To add blank space on both sides of the image, enter a number in the 
HSpace box. 

 To add blank space above and below the image, enter a number in the 
VSpace box. 

 To position the image with regard to the text and entire screen, select an 
option from the Align pulldown list. 

6 To complete the selection, click OK. Or, to exit without linking, click 
Cancel. If you clicked OK, the editor displays the image as you have 
indicated.  

To insert a flash movie, follow the same steps as above, but choose the Insert 
Flash icon ( ) and expect the editor to display the Flash Properties window. 
This window offers fewer choices for changing the display than does the Image 
Properties window. 

Selecting Multiple Items from a List Field 

In some fields in the CLE, you must choose items from a system-generated list. 
For example, in the Messages tool, you choose from a list field to select 
recipients for a private message.  

 
Sample List field 

You may choose one or many recipients from the list. To select a single item 
from the list, you simply click it. To select multiple items, you have two options. 
If you are working on a PC: 

 To select consecutive items in the list, click the first item, hold down the 
SHIFT key, and click the last item you want to select.  
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 To select multiple items that are not contiguous, click the first item, hold 
down the CTRL key, and click each of the other items you want.  

If you are working on a Mac: 

 To select consecutive items in the list, click the first item, hold down the 
SHIFT key, and click the last item you want to select.  

 To select multiple items that are not contiguous, click the first item, hold 
down the APPLE key, and click each of the other items you want.  

Working with Lists 

On the home page of some tools, the CLE lists all items that are available for 
your use. For example, on the Announcements home page, the system displays 
a list of all announcements you have created in the Announcements tool and 
have not yet deleted.  

 
Sample list 

Each row in the sample list represents a different announcement and includes 
its subject, the name of the person who posted it, the posting date, etc. Notice 
that a header above the list indicates the different types of information 
displayed for each announcement. 

Sorting and Filtering  

Sorting and filtering lists can make it easier for you to find an announcement or 
other information you need. 
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Sorting 

 Sorting a list changes the order in which the items are listed. You may sort the 
Announcements list (or any similar list on any other screen) by any of the labels 
in the header. To do so, follow these steps: 

1 Click the appropriate label in the header for the information you want to 
sort by. The CLE sorts the list and displays a sort icon by the label you 
clicked. 

   The list is now arranged in ascending order.  

   The list is now arranged in descending order.  

2 To sort the items in the reverse order, click the sort icon. The CLE reverses 
the sort order and displays the other sort icon.  

3 To sort by another header label, click that label.  

Filtering 

Filtering restricts the list to a specific subset of items. You may filter any list that 
has a View pulldown box like the one shown above. 

 To filter a list, select the filter in the View list. In the example shown below, 
you may select all announcements (the default), only public 
announcements, or announcements for specific groups.  

 
Announcements view list option 

The CLE displays only the announcements that meet the criteria you chose. 

 To clear the filter, click the Reset button near the top of the screen or select 
All in the View list. 

Paging through and Searching Long Lists 

Some lists can be many pages long. You have the following options for working 
with them: 

 To change the number of items displayed per page, select from the show 
pulldown list.  
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 To move from page to page within the list, click the appropriate arrow 
button: 

Click  to go to the next page, and  to go to the previous page.  

Click  to go to the first page of announcements, and  to go to the last 
page of announcements.  

 If a search box (two examples follow) is displayed on the screen, enter all or 
part of the name or other search criteria in the box and click Find or Search. 
The CLE displays only those items that match the data you entered. To 
revert to the original screen display, click Clear (this option may not be 
available in all cases).  

 

 
Two examples of Search boxes 

Customizing a Site Home Page 

On most sites, the content of the home page is divided into at least three 
sections: 

 Site Information Display 

 Recent Announcements 

 Calendar for site-related activities 

 Additional sections may include Recent Chat Messages, unread messages 
from Messages and Forums tools, etc. 
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Three sections of a site home page 

 If you have appropriate permissions, you can change the content and amount 
of information displayed in each of these areas.  

Customizing the Site Information Display 

 You may also use the Edit Site Info option in the Site Editor tool to change this part of the 
screen.  

 To customize the Site Information Display, access the site home page and follow 
these steps:  

1 Click Options in the site menu bar in the site info of the home page. 

  
Location of the Site Information Options button 

The CLE displays the Customize Site Info Display fields. 
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Customize Site Info Display area 

2 Referring to the table below, make changes as needed. 

 

Site Info display options 

Item Description 
Title Title of the course; maximum of 45 characters. The title is 

displayed under the name of the site on the home page.  

Frame 
Height 

Height of the area in which the site description displays. The 
choices are 300, 450, 600, 700, 900, 1200, 1800, and 2400 pixels. 

Description Description of the course. For information on using the icons 
and dropdown lists to format your text, see Using the Rich Text 
Editor. 



The rSmart Sakai CLE User Guide, version 2.5  

73 

Item Description 
Site Info 
URL 

A URL for a web page that contains the content you want to 
display on the home page rather than using a text-based 
description in the Description field. This URL can point to an 
HTML document in Resources. 

 

3 To save your changes, click Update Options. The CLE displays the site 
home page again. Or, to return to the home page without saving the 
changes, click Cancel. 

Customizing the Recent Announcements Section 

 To customize the Recent Announcements section, access the site home page and 
follow these steps: 

1 Click the Options button in the Recent Announcements menu bar.  

 
Location of Recent Announcements Options button 

The CLE displays the Recent Announcements Options area: 

 
Recent Announcements Options screen 

2 Referring to the table below, make changes as needed. 
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Recent Announcements options 

Item Description 
Show 
announcement 
body 

To display any part of the body of announcements on 
the home page, check this box. To show only the title of 
the announcement as shown here, clear the box. 

 
Announcement without body 

Show About Select from the pulldown list to display the first line of 
the announcement body, the first two lines, or all lines.  

Number of 
Days in the Past 

Enter the number of days to go back to retrieve 
announcements to display. 

Number of 
Announcements 

Enter the maximum number of announcements to 
display. 

 

3 To save your changes, click Update Options. The CLE displays the site 
home page again. Or, to return to the home page without saving the 
changes, click Clear. 

Customizing the Recent Chat Messages Section 

 To customize the Recent Chat Messages section, access the site home page and 
follow these steps: 

1 Click Options in the Recent Chat Messages menu bar. 

 
Location of the Recent Chat Messages Options button 
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Sample site statistics report 

4 Choose any of  the following options: 

 To sort or filter the list, change the number of items displayed on the 
screen, or move from page to page within the list, proceed as directed 
under Working with Lists. 

 To print the report, click the Printable version link in the top right 
corner. When the CLE displays the next screen, click the Send to 
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printer link in the top left and proceed to print as usual for your 
computer system. Close the window after printing. 

 To export the report to a file on your desktop, click the Export button 
near the bottom of the screen. When the CLE presents additional 
options in the form of buttons, select the Export button for the format 
you prefer. Then open or save the file as usual for your computer 
system.  

 To return to the Site Statistics home page, click the Back button.  

Setting Your Preferences 

 To specify the tools you want to track activity for and to set other preferences, 
access the Site Statistics tool and follow these steps: 

1 Click Preferences in the Site Statistics menu bar near the top of the screen. 
The CLE displays the Preferences screen. 

 
Preferences screen 

2 Check boxes and use the pulldown list to indicate your preferences for tools 
processed and for the display. 
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3  To set your new preferences, click Update. Otherwise, click Cancel.  

4 To return to the Site Statistics home page, click the Reset button or click 
Overview in the tool bar near the top of the screen.  
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viewing on your work in wizards (for site 

participants) 755 
feedback file 

adding to the CLE 198 
creating a 197 
deleting a 201 
updating a 201 

feedback file, downloading a 202 
Feedback tool 27, 196 

accessing the 196 
home page 196 
overview 196 

file 
local, uploading a 79 
saving to your computer 77 

files 
adding to Resources 329 
downloading 76 
exporting from an ePortfolio tool 83 
opening 76 
selecting from Resources 81 
viewing 76 

folder 
creating in the Messages tool 252 

folder /subfolder 
changing names of in the Messages tool 254 
deleting in the Messages tool 255 

folders 
adding to Resources 325 

form items 
adding to Resources 349 
changing content of 353 

forms 
adding 617 
changing details about 622 
exporting 625 
importing 625 
introduction to 614 
publishing 622 
publishing globally 624 
requesting global publication of 623 
viewing 620 

Forms tool 4, 40, 41 
accessing the 616 
and the Resources tool 616 
changing permissions for using the 626 
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home page 616 
using the 614 

forums 
changing permissions for with the Forums tool

 223 
changing the order of with the Forums tool 216 
notifications in My Workspace 18 

Forums tool 26, 32, 203 
accessing the 205 
adding a discussion topic 212 
changing a discussion topic 215, 216 
changing a forum 211 
changing a message 233 
changing permissions for forums and topics

 223 
changing the order of forums and topics 216 
creating a discussion forum 207 
deleting a forum 211 
deleting a message 235 
displaying statistics on user participation 221 
grading participation in discussions 217 
home page 205 
marking messages as read 231 
moderating discussions 220 
overview 203 
participating in a discussion 228 
posting a reply 231 
reading messages 228 

gateway site 9 
glossary 

exporting a 632 
importing a 633 

glossary terms 
adding 629 
changing 631 
deleting 632 
publishing globally 632 

Glossary tool 39, 41 
accessing the 628 
changing permsissions for using the 634 
home page for 628 
key features of 464, 628 
overview of 628 
using the 628 

goal management 
analyzing results 464 
assigning permissions and associating sites

 463 
evaluating performance 464 
overview of process 460 
process 462 

setting up sites 462 
specifying goals and activities 463 
student activities for 494 

Goal Management tool 40 
accessing the 465 
changing permsissions for using the 491 
home page 465 
using the 460 

Goal management tools 
relationships among 461 

goal sets 
adding 470 
changing 475 
deleting 477 
publishing 474 

goal sets and goals 
viewing 466 
viewing (for students) 494 

goals 
changing 475 
linking to activities 479 

Grade link 428 
Grade Report button 438 
grade reports 

creating (instructor activity) 438 
gradebook 

setting up grade display and conversion 
options for your 527 

Gradebook items 
changing 512 
creating 511 
deleting 514 

Gradebook tool 4, 27, 503 
accessing the 504 
entering and editing grades 515 
setting grade display and conversion options

 529 
using the 503 

grades 
displaying for assessments (for students) 603 
entering and editin in the gradebook 515 
entering (Gradebook tool) 515 
editing (Gradebook tool) 517 
importing (Gradebook tool) 517 
releasing all at once (instructor activity) 432 
viewing by assignment 505 
viewing (for students) 532 
viewing grades, by student 508 
viewing grades for the course to date 507 
viewing (instructor view) 505 
viewing (student activities) 446 
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grades to date 
exporting 523 

grades, course 
calculating 524 
exporting 524 
overriding auto-calculated (Gradebook tool)

 524, 525 
reverting back to auto-calculated (Gradebook 

tool) 527 
Group List screen 794 
groups 

adding 794 
changing 796 
managing 794 
removing 796 

Guest Email Address box. 799 
Guest role 24, 30, 37 
help 

displaying 52 
displaying context sensitive 52 

Help 21, 28, 34, 41 
tool, using the 52 

Hide/Show Time Remaining button 602 
home page 

customizing a site 70 
returning to site or tool 52 

Home tool 20, 28, 34, 41 
HTML pages 

adding to Resources 342 
changing content of 353 

Icon URL box 828 
Import from Site 789, 807 
importing material from another site 807 
Instructor Comments box 431 
Instructor role 24 
items 

making available to the public 95 
selecting from Resources 81 
selecting from Resources for use in 

ePortfolios 82 
Joinable Sites 763 
language preference 

setting your 767 
lesson sections 

deleting 300 
lessons 

adding 286 
adding and changing next steps 297 
adding content sections to a lesson module

 290 
choosing a licensing option 289 

deactivating 304 
deleting 299 
deleting a module or content section 299 
displaying the list of sections in a lesson 283 
displaying the Managing Options screen 284 
editing 295 
exporting 305 
importing 307 
managing 301 
reactivating inactive 305 
reordering content sections 302 
reordering modules 302 
seeing from a student's perspective 285 
Step 1: adding a lesson module 286 
working with (for students) 307 

Lessons tool 26, 33 
accessing the 282 
home page 282 
overview of the 282 
using the 282 

Linear access 545 
link reports 

generating for a goal site, goal set, or goal 483 
generating for an activity or an activity site487, 

489 
linking activities and goals 86 

changing or removing links 89 
links 

changing or removing for data points 451 
inserting a link to a URL in the editor 61 
inserting a link to an anchor in the editor 63 
inserting a link to an email address 64 
inserting a link to an image or flash movie in 

the editor 65 
working with 478 
working with in the editor 61 

list fields, selecting multiple items from 67 
lists 

filtering 68 
paging through 69 
searching in 69 
sorting 68 
working with 68 

Logging in 48 
Location 780 
Logout area 45 
mail 

sending to all site participants 192 
Mailtool 236 

accessing the 236 
changing default settings 239 
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home page 236 
overview 236 
sending a message 238 

Mailtool tool 26, 32, 39 
Make Inactive button 304 
Manage Access 789 
Manage Groups 789 
matices 

designing 637 
matrices 

attaching work to 663, 664 
changing 650 
completing (for site participants) 659 
creating 639 
deleting forms and attached work (for site 

participants) 667 
exporting 649 
importing 649 
introduction to 636 
providing feedback on 653 
publishing 647 
reflecting on your work 665 
revising your work (for site participants) 667 
submitting work for evaluation (for site 

participants) 668 
viewing feedback on your work (for site 

participants) 669 
Matrices 4 
Matrices tool 21, 39, 42 

accessing the 638 
changing permissions for using the 657 
home page 638 
using the 636 

matrix cells 
setting up 644 

matrix framework 
creating a 639 

Maximum Size 779 
Membership area 795 
Membership home page 762 
Membership tool 21, 762 

overview of the 762 
using the 762 

message 
changing with the Forums tool 233 
deleting with the Forums tool 235 
sending via the Messages tool 242 

Message of the Day 12 
messages 

deleting in the Messages tool 252 
forwarding in the Messages tool 250 

marking as read with the Forums tool 231 
moving multiple in the Messages tool 251 
moving to another folder in the Messages tool

 250 
notifications in My Workspace 18 
reading in the Messages tool 245 
replying to in the Messages tool 248 

Messages tool 26, 32, 241 
accessing the 241 
changing a folder/subfolder name 254 
creating a folder 252 
creating a subfolder 253 
deleting a folder/subfolder 255 
deleting messages 252 
forwarding a message 250 
home page 241 
moving a message to another folder 250 
moving multiple messages 251 
overview 241 
reading messages 245 
replying to a message 248 
sending a message 242 
turning auto forwarding on/off 244 
using advanced search in the 247 

My Sites 45 
My Workspace 10, 760 

customizing the home page 12 
tools available in 19 

My Workspace Information area 14 
news 

viewing 311 
news links 

changing 312 
News or Web Content tool 821 
News tool 21, 27, 33, 40, 311 

overview of 311 
Next Steps feature 297 
notification preferences 

setting 766 
Notifications screen 765, 835 
Options 12, 788 

My Workspace Information 14, 15 
Participant role 30, 37 
participants 

adding to sites 798 
changing roles and status for 802 
managing site 798 
removing from sites 801 

passthrough.xsl 685 
password 

changing your 760 
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permissions 6 
podcasts 

adding 315 
changing access to your 317 
deleting 317 
downloading 320 
editing 316 
subscribing to the RSS feed for 319 

Podcasts tool 27, 33, 314 
accessing the 314 
changing permissions for using the 318 
home page 314 
overview of the 314 

Points box 515 
poll 

adding a 257 
deleting a 261 
displaying results 263 
editing a 259 

Polls tool 26, 32 
accessing the 256 
assigning permissions for using the 264 
home page 256 
overview of 256 
using the 256 

portfolio layouts 
adding 671 
changing 672 
deleting 672 
publishing globally 673 
requesting global publication of 673 

Portfolio Layouts tool 4, 40 
accessing the 670 
changing permsissions for using the 673 
home page 670 
overview of 670 
using the 670 

Portfolio Showcase tool 40 
portfolio site 

creating a 828 
portfolio sites 34 

home page 36 
key features 34 
permissions 37 
questions to ask before setting up 34 
roles 34, 37 
tools in 37 

portfolio templates 
adding forms and other items to 680 
adding names for 678 
and passthrough.xsl 685 

changing 686 
copying 686 
creating 678 
deleting 688 
exporting 687 
importing 687 
introduction to 675 
preparing to create 677 
publishing 685 
selecting supporting files for 683 
specifying the layout for 679 

Portfolio Templates tool 4, 40 
accessing the 676 
and the Resources tool 676 
changing permissions for using the 688 
home page 676 
using the 675 

portfolio tools 
relationships among 41 

portfolios 
changing 702 
creating 692 
creating based on a template 700 
creating based on your own design 694 
deleting 707 
downloading 706 
exporting 706 
hiding 706 
leaving a comment on 708 
managing comments on 708 
planning 691 
seeing who has viewed your 711 
sharing 702 
viewing 707 
viewing comments on 707 
viewing comments on all of your 709 
viewing your comments on 710 

Portfolios tool 4, 21, 39, 42 
accessing the 692 
changing permsissions for using the 712 
home page 692 
overview of 690 
using the 690 

Preferences menu bar 766, 836, 839 
Preferences tool 21, 766 

overview of the 765 
using the 765 

Preview Assessment link 570 
private messages 

other options for sending 190 
sending 188 
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sending via the Discussion Forums tool 184 
working with messages you have sent 190 

private messages (Discussion Forums tool) 
sending and receiving 186 

profile 
editing your 769 

Profile home page 769 
Profile tool 21 

overview of the 769 
using the 769 

Program Admin role 37 
project sites 28 

creating 824 
key features 28 
permissions 30 
questions to ask before setting up 28 
roles 28, 30 
tools in 31 

public 
making items available to the 95 

Publish site box 797 
question pool 

importing an assessment as a 589 
question pools 553 

adding (standard approach) 587 
adding questions to 593 
copying 591 
copying a question from a pool to an 

assessment 596, 598 
creating (quick create approach) 589 
deleting 592 
editing questions 596 
moving 590 
moving a question from a pool to an 

assessment 596 
removing question from 597 
viewing and finding 586 
working with 586 

Question Pools button 588 
question subpools 

adding 590 
questions 

changing 563 
changing the order of 565 
copying to a question pool 552 
creating 554, 556, 558, 559 
creating for an assessment (standard 

approach) 553 
deleting 565 

questions, file upload 
downloading all uploaded files for 580 

questions, fill-in-the-blank 
creating 557 

questions, short answer/essay 
creating 556 
grading answers to 574 

questions, true/false 
creating 561 

quicklinks 45 
changing 49 

Random access 545 
rating reports 

generating by goal site, goal set, or goal 485 
ratings 

viewing and entering for data points 452 
viewing and entering on a goal site 479 

reflections 
entering in matrices 665 
entering in wizards 752 

Release Grades 433 
Remove Checked 796 
reply 

posting with the Forums tool 231 
reports 

generating and working with 482 
generating rating (for students) 500 
generating rating reports by goal site, goal set, 

or goal (for students) 498 
viewing activity (for students) 500 
viewing goal (for students) 498 

Reports tool 40 
Reset button 45 
resources 

accessing 324 
adding 324 
changing other information for 356 
changing the content of 353 
copying 360 
deleting 358 
duplicating 360 
moving 359 
reordering 361 
up/downloading multiple resources 366 
viewing and accessing folder content 323 

Resources tool 21, 26, 33, 39, 321 
accessing the 321 
and the Forms tool 616 
and the Portfolio Templates tool 676 
changing permissions at the tool level 363 
changing permsissions for using the 363 
changing permssions for a folder in 365 
changing types allowed in the site 362 
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creating chat archives in 151 
home page 321 
overview of the 321 

responses, student 
exporting for an assessment 575 

reuse material 820 
Reviewer role 37 
rich text editor 

using the 56 
Role pulldown list 802 
roles 6, 24, 30, 37 
Roster button 508 
Roster tool 27, 33, 40 

overview of the 772 
using the 772 

roster, viewing a 772 
roster, viewing pictures in a 773 
rosters 

adding 803 
removing 806 
printing 774, 775 
updating class 803 

Save Pairing button 560 
scores 

displaying total 573 
scores, assessment 

working with 573 
scores, question 

adjusting and adding comments for an 
assessment 580 

scores, total 
adjusting and adding comments 575 

screen 
body of 46 

search 
using advanced in the Messages tool 247 

Search tool 21, 28, 33, 41, 92 
searching for words and phrases in the CLE

 92 
Section Info tool 778 
section lists 

downloading and printing 787 
sections 

adding 777 
adding students to 782 
assigning TAs to 784 
changing 788 
changing student memberships in 786 
changing student options for choosing and  
deleting 781 
editing 780 

managing 777 
Sections tool 27, 33, 776 

accessing the 777 
home page 777 
overview of the 776 
using the 776 

selecting a site 48 
Set Site Access screen 821 
Short Description box 792, 818, 828 
simple text documents 

adding to Resources 346 
changing content of 353 

site 
creating a 811 
deleting a 832 
duplicating a 806 
revising a 832 

Site Contact Email box 818, 828 
Site Contact Name box 818, 828 
site description 

editing the 790 
Site Editor tool 27, 33, 40, 789, 792, 832 

accessing the 789 
home page 789 
overview of the 789 
using the 789 

site home pages 
body of 46 

Site Info section 
customizing the 71 

site name 45 
Site Organizer role 30, 37 
Site Setup tool 21, 811, 832 

overview of the 810 
using the 810 

site statistics 
setting preferences for 839 

site statistics reports 836 
Site Statistics tool 27, 33 

accessing the 834 
home page 834 
overview of the 834 
using the 834 

Site Title box 827 
site URL 

finding for use in WebDAV 366 
site, selecting a 48 
sites 

associating 468 
sites, activating hidden 50 
sites, administration 5 
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sites, hiding 50 
sites, public 

joining 763 
unjoining 763 

sites, types of group 5 
sites, types of sites in the CLE 5 
Start Time 780 
statistics on user participation 

displaying in the Forums tool 221 
Student role 24 
styles 

adding 715 
changing 716 
deleting 716 
publishing globally 717 
suggesting global publication of 717 

Styles tool 4. 40, 43 
changing permsissions for using the 717 
overview of 714 
using the 714 

subfolder 
creating in the Messages tool 253 

submission status 
displaying 576 

Submissions for Assignment screen 428 
Submit Assignment screen 445 
syllabus 

general view of 374 
printing a 379 
redirecting a 380 

syllabus items 
creating 375 
deleting 382 
editing 379 
reordering 381 

Syllabus tool 26 
home page 374 
overview of the 374 
using the 374 

Teaching Assistant role 24, 784 
Tech Support role 37 
Technical Support role 24, 30 
tests & quizzes 

creating a file upload question 562 
creating an assessment (standard approach)

 542 
Tests & Quizzes tool 27, 256, 533 

accessing the 535 
home page 535 
overview of the 533 
using the 533 

time zone 766 
setting your 766 

tool name 45 
tools 

selecting for your site 792 
tools in the CLE 8 
Tools menu 46 
Tools page 828 
Tools screen 818 
tools, selecting 51 
topics 

changing permissions for with the Forums tool
 223 

changing the order of with the Forums tool 216 
Unassigned Students 783 
Update Participants 802 
uploaded files 

changing content of 356 
URLs 

adding to Resources 340 
attaching 81 
changing content of 353 

user ID 7 
Username box 799 
Viewing Grades, by Assignment 

Assignment Summary screen 505 
voting in a poll 263 
Web Content tool 3, 21, 27, 33, 40 

accessing a 383 
adding a 385 
changing a 385 
overview of the 383 
using the 383 

WebDAV 
setting up in a Mac OS 372 
setting up in Windows XP 367 
using 366 

wiki pages 
adding 399 
adding comments to 400 
editing 396 
monitoring activity on 405 
putting a watch on 404 
saving in PDF or Word format 403 
viewing page information for 401 

Wiki tool 3, 27, 33, 387 
accessing the 388 
breadcrumb trail in 389 
changing permissions for a single page 407 
changing permissions for the entire wiki 406 
changing permissions for using the 406 
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default text in 389 
Edit_right screen 395 
Help page 391 
home page 388 
key features of 388 
moving from page to page in 390 
where to begin 390 

wikis 
overview of 387 
searching for content in 401 
uses of 387 

wizards 
adding support 725 
attaching work to 751, 752 
building 722 
changing 737 
changing pages in 739 
changing the order of categories and pages

 740 
components of 720 
creating 722 
deleting 741 
deleting categories and pages 739 
deleting forms and attached work (for site 

participants) 754 
designing 721 
exporting 743 
importing 743 
introduction to 719 

providing feedback on 744 
publishing 742 
reflecting on your work 752 
revising your work (for site participants) 753 
submitting work for evaluation (for site 

participants) 755 
types of 719 
user instructions for completing 748 
users of 720 
viewing feedback on your work (for site 

participants) 755 
Wizards tool 39, 41 

accessing the 720 
changing permsissions for using the 746 
home page 720 
using the 719 

wizards, hierarchical 
adding categories to 733 
adding categories, subcategories, and pages 

to 732 
adding pages to 736 
adding subcategories to 735 
changing categories in 739 
moving a page or category to another level or 

category in 740 
wizards, sequential 

adding pages to 730 
WYSIWYG editor, using the 56 

 

 

 


