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1. Introduction

The Open eClass platform is a complete Course Management System and it is the
solution offered by the Greek Academic Network GUnet to support asynchronous elLearning
services. It has been designed with the intention to support the conventional educational
process. It is actively supported by GUnet and is distributed for free as open-source

software.

The introduction of elearning into the traditional teaching process provides new
capabilities and allows new means of interaction between students and teachers. At the
same time, it supports the electronic management, storage and presentation of teaching
materials, transcending limitations of space and time and creating the necessary conditions
for a dynamic learning environment. The platform is accessible via a simple web browser

without any demands of specialized technical knowledge.

COURSE MANAGEMENT SYSTEM

(9 OPEN E@CLASS e |

Home page

Open eClass - Course Management System

P Courses List Welcome to Open eClass! @

b Us=r Registration

The Open eClass plaform is @ complete Course Manageme

nchronous elearning Services via a simple web br

n and constructive use of the Internet and web tec

in the teaching an ss. It supp h :

storage and presentation of tesching mater| spatial  password
and time limiting s of conventional tea

ng and cresting the necessary [ ]
conditions for a dynamic teaching environment
The introduction of eLearning into the traditional teaching process provides

new capsbilities and allows new means of interaction between students and
§ ?
instructars, through & contemporary technological peak environment. Forgot your passward

User login

b Available Manuals

Username

b Platform Information

b Contact

Copyright @ 2003-2008 GUnet

Pic. 1. Open eClass platform

This manual is a useful guide for the registered platform teacher user, in which one can
find analytical presentations of platform operations and potentiality. More specifically, what
is described is the creation and administration of eCourses, organization, storage and
presentation of educational material, electronic assignment submission and evaluation,

course identity description, agenda publication, expedition of informational announcements,
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creation and organization of working teams and forums, self-evaluation exercises creation

etc.
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2. Platform Registration

On entering the Open eClass platform with a Teacher identity, you will immediately be

allowed to explore a new dynamic learning environment. What is more, you will be able to

create eCourses, in which you can store, organize and present educational material. In

order to do that, you will need to apply for a new teacher account:

1. Select: “User Registration” from the platforms main page. This selection leads

automatically to the “Application for Creating a Teacher Account”

2. Click on: “New teacher Account”

Instructar Account (Application form)
p Courses List
P Uszer Registration
b Available Manuals

b Platformn Information

B Account (using an extemal Databasse

P Contact

Pic. 2. Student Registration

3. Then fill the teacher account application form with your personal details. More

analytically, you will need to fill in:

>

>

Your personal information: Name, Surname, Phone number and e-mail address).

The username you wish to have, which is the one you will be identified with by the
system. (Note: you are advised to use Latin characters for the username and no
special characters; only numbers or/and letters.)

Comments, where you can stress the reasons for registering to the platform as a
student.

Select the School or Faculty you belong to from the list and click on the “Send”
button.

The platform administrator will receive your application and after processing it you will

receive a registering confirmation email message, which will refer to your account’s

username and password. In case your personal information does not accurately provide

your identity or state the reason why you applied, the administrator will contact you by

email or phone call to get more information so as to create your account.
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2.1 Alternative Teacher Accounts
If the installation of the Open eClass platform you use supports users’ authentication
through LDAP, IMAP, POP3 or External MySQL, then the “Teacher Registration” link leads to

a choice of alternative registration means.

Mew Account

Alternative Selection :
Mew Account (using a POP3 mail account)
Mew Account {using an IMAP mail account)
Mew Account {using an LD AP account)
Mew Account (using an external Database)

Pic. 3. Selecting a way to register as a student user

2.1.1 Teacher Registration through LDAP account

If you have an account in your Institute’s LDAP Directory Service then click on “New

Account (using an LDAP account)”. More analytically:

(1) Fill in the email and password you have in the LDAP Service. In that way, you will
have access to the Open eClass platform using your email address and the already existing

password.
(2) Select the LDAP Server of your Institute,
(3) Choose the School or Faculty you belong to from the list
(4) Click on the “Registration” button

If the information you have inserted is correct, the platform will ask you to confirm the

specific action. Click on the “"Add” button

In any case, you will receive an email message confirming your registration and clearly
stating that user authentication through LDAP Service has been exploited for access to the

Open eClass platform.

2.1.2 Teacher Registration through IMAP, POP3 Authentication

If you have a POP3 or IMAP email account, you can register through that account. Fill in
the application form with the username and password you use and then click on the

“Registration” button.
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2.1.3 Teacher Registration through External Database (MySQL)

If you have an account in an external MySQL database, you can register to the platform
through that account, too. Fill in the application form with the username and password you

use in the database and then click on the “Registration” button.

2.2 User Login
After you have registered an account with Teacher rights on the platform, you will have

to type your username and password every time you enter it.

User login

Username
|ant|:|nis |

Password

Forgot your password?

Pic. 4. User Login

By doing that you will have a teacher user access in all available eCourses modules, that
are analytically presented below. If you forget your password, you have to click on the
“Forgot your password?” link and follow the instructions. Please notice that the instructions

will be sent to your email address.
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3. User Portfolio

By logging in the platform (inserting your username and password), you will enter into
your personal portfolio, an area that allows you to organize and control your eCourses

participation in the platform.

(@4 oPENecLASS B
\COURSE MANAGEMENT SYSTEM [English en) (]

User portfolio

search

Q

Advanced search B User portfolio

P Creasts Course welcome to your personalized portfolio @

b Course Registration

P My Calendar

MY COURSES MY DEADLINES
b Modify my Profils
P User Statistics TESTGU185 - History ~ dfsd
> ABCIA R ! Dezdline of Subrmizzicn: 2009-09-02
TESTGU186 - Mathematics ~ -
(> GleEmEsm fiemmaen ; ; Dezdline of Subrmizsicn: 2009-09-04
TESTGU120 - paBnpa Soaipaarics ~
b Contact e
TESTGU 140 - Iovopia mg T&vng ~ 2009 yia To
B Deadline of Submission: 2008-12-06
TESTGU 145 - Marcada ~ P,
Deadline of Submizsion: Z008-12-06
TESTGU1S7 - SCORM Test ~
TESTCU1SE - Mpappne Alveppa . MY LATEST DOGUMENTS
TESTGU 178 - Iovopia mg T&vng i
: aee - (2005-09-25)
TESTGU170 - hapmoc 2008 ~
COURSEGUL11 - Mprv 1o TeAog ~ MY FORUMS - LATEST SUBMISSION
TESTGU 11 - Scorm Test ~

Pic. 5. Analytic Teacher-User Portfolio

Welcome to your personalized portfolio @

My registered courses (Student)

ode

Ins agiste
Terrapin mg Texvne Kiorag Topndvng A
English Stevy Georgiadi A
My courses (instructors)
Administr i
History [N
tathermat .|
iBngn Somipaomies .
Taropiamg Tegems ¥
S h
SCORM Test b
e WhycPpe W
pifngsa 100 »
thpmog 2008 K b
Foupreny K b

Pic. 6. Simple teacher-User Portfolio

On the left menu, you are provided a series of choices concerning the creation of an
eCourse, registration to an already existing eCourse, editing you personal profile, your

personal eCourse calendar, personal statistics etc, which will be presented below.

On the right column there is a list of eCourses. In the courses you support as a teacher,

there is an “admin” choice, so that you can change the basic eCourse parameters
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(description, keywords, access rights, etc). If you click on the title of the course you enter it

with teacher rights. Finally, in the analytic portfolio view you are provided with information

concerning your eCourses, your assignments deadlines, your latest documents, your

eCourses latest announcements and the latest submission in the discussion forums.

3.1 Course Creation

The Course creation is the most important teacher user action in the platform. More

specifically, if you want to create a new course, click on “Course Creation” on the left

column of your personal portfolio and fill in the new course information in the creation form.

Please notice that all fields are obligatory.

E Creste Course

E) Course Registration

| My Calendar

e/ My Announcements
Modify my Profile

T User Statiztics

Pic. 7. Course Creation

The new course creation wizard is separated into three steps. Each step demands

information concerning the course. The wizard can be used only from users who have

registered to the system as teachers and by platform administrators.

Create new course wizard (Step 1 of 3 ) 2

Tithe 1

Category i

Instructors 1

Ty £

Language ;

Basic information about the course

Undergraduate »

Greek

(Hexsip ] (1 Al uds

Pic. 8. New course wizard (first step)

1°* Step: Type a title for the course, choose the school of faculty the course belongs to,

choose from the “course type” undergraduate or postgraduate course, insert teachers’

names and finally choose the eCourse language. Then click on the “"Next Step” button.
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2" Step: The second step allows more information about the course to be inserted. Type
a short course description, insert keywords and type some complementary information
about the course. Then click on the “Next step” button.

Create new course wizard (Step 2 of 3 ) &

Additional information about the course

Course Keywords:

Dthar Information:

[ ¢Previous Step | LN_P{'__S!QQ_’J nete: you €48 change snything you wigh latar

Pic. 9. New course wizard (second step)

3™ Step: In the wizard’s third step you can choose the type of access to the course and
the learning modules that will be seen by students who will register to the course. The
eCourse will automatically be created and the server will be offered the space allowed by
the administrators.This information can help in better arranging, organizing and finding the
users and students who are interested in it. A student may search for courses containing
specific key-words, for example.
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Create new course wizard (Step 3 of 3 ) &

Course Dptions

Coursa Accass Type: S Registration raquirsd ¢ rivate ' 4
3 ond Conss y P A " I fad tare
elect the desired snabled modul

Agenda i ep E
®  lin F Grouss 0
Documents B | & Telecorference 0
Modules deo B [ ; F
Azgignm D ﬂ st ] j
& Announcements g! Learning Path O
run O & w O
& Exerciges El
[ <Previous Step || Create Coursel | muber you can change anything you wish later
Pic. 10. 3" Course creation step

There are three choices concerning the type of access:

» Free Access (without password): anyone can visit your course without key

stroking any access password.

» Controlled Access with an open registration: in order for some user to visit your
course, they first need to register as course users. Still, anyone can make a

registration application.

» Controlled Access: only users who belong to the course user list have access to

the course.

If you want to have a controlled access, it is very usual that you select the “Open
Registration Controlled Access” and ask from students to sign in. As soon as the registration
finishes you can choose “Controlled Access” and then delete the users you do not wish to

participate from the list.

The modules you wish to be visible to the students can be chosen by ticking (V) on the

checkbox. It is worth mentioning that the inactive modules of the course remain functional
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maintaining any information you may have inserted. You can save, for example, the
educational material of the course in the "Documents” module, even if the specific module is

inactivated. Inactivated modules are just not visible by students (students-users).

Every step of the guide includes information which needs to be imported, as well as
information gaps whose completion is optional. In every field where information is
necessary appears a red asterisk on the right, so that this is clearly seen. If the user
neglects filling in one of the gaps, then they cannot move to the next step of the guide. For
their convenience, there is a rising window reminding the user of filling in the gaps left.

At the top of the module board one can see the step the user is at the specific moment,
as well as the number of steps followed in general.

After having followed the three steps of the guide, click on the “"Course Creation” link and
the system will create a new course and forward users to the following screen to inform
them about the successful creation of the course. In case the course has not been created
for any reason, the system informs the user about it. From that screen the user can go to

the course homepage.

Create Course &

g You just created the course titled © Biology

You can enter additional information about wour course fram the course management page

>

Enter

Pic. 11. Message Screen of successful new course creation

The system invites users to fill in the additional optional clues of the course through the
course control page. If the completion of these clues is optional as well, they are advised to

fill in the gaps so as to favor the interested student users.

The additional information is part of ever course and help in formulating the LOM
prototype. It should be noted that every teacher user can create as many courses as they

like in the platform, without a maximum limit.
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3.2 Modify your profile
Choose “modify your Profile” from the left column of the user portfolio, and change your
personal information, like username, password, email address, portfolio’s language and

view. Type the new information in the corresponding fields and click on “Modify”.

At the same time, you will be able to view your last ten visits to the platform, at the

bottom of the screen, below your personal information.

Madity partward | Unragestas Liner

| Modify

Pic. 12. Change of profile

Note for LDAP, IMAP, POP3 users: LDAP, IMAP. POP3 users cannot make any

changes to their profile. They can change only the portfolio’s default language and view.

3.2.1 Deleting an Account

You can also delete your account from the platform if you choose the “Delete Account”
link. However, you first need to delete all the eCourses you are supporting and then click on
the “Delete Account” link on top of the screen. You will be asked to confirm this before your

account has been deleted.

3.2.2 Changing Password

Lastly, you are also given the opportunity to change your password in order to access the
platform. You need to type the old and the new password and then click on the “Modify”
button.
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Modify password

Current password i

Newpasswurd ***********

gk ok ok ok o ok e ok o

Mew password [(again]

Pic. 13. Changing Password

3.3 Course registration
If you click on “Course Registration” on the left column in your personal portfolio, you will
be transferred to the platform’s eCourses list, from which you can select the eCourses you

want to register in your personal portfolio.

The course list that appears includes the courses available, grouped by the Faculty they
belong to. First, select the Faculty and then choose the courses you wish to attend by
marking (V) the checkbox next to their title. After having made your choices, click the

“Change Submission” button to complete your eCourses list.

Your personal Portfolio will now include all the selected courses in the “Attended Courses”
list. Click on any course title you want, so as to enter the eCourse area with student’s

rights.

Course Selection

Faoulty / Dep L o Féedl i o 8 | d

ilnder- graduste C—.

Pic. 14. Course list

Pic. 15.

3.4 My Calendar
If you click on "My Calendar” on the left menu of your personal portfolio, you can see a
calendar of events that have been included in all the course agendas you have registered

for. In that way, you can better organize your (weekly/monthly) program in the platform.
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B 18 - Today

Pic. 16. My Calendar

3.5 Personal Portfolio (analytic view)

If you choose analytic view in your personal portfolio settings you are provided with
information concerning your eCourses, your assignments deadlines, your latest documents,
your eCourses latest announcements and the latest submission in your eCourses discussion
forums. So, you are informed for all the eCourses that you attend without needing to check
each eCourse separately for updates.

JURSE MAMAGEMENT SYSTEM

(g OPENeCLASS e ST ey

English (en) [&

User portfolio

b Create Course Welcome to your personalized portfolio @

b Course Ragistration

» My calendar  yycourses MY DEADLINES

b Madify my Profile

b User Statistics TESTGU1ES - History

T Deadline of Submission: 2000-09-02
TESTGU186 - Mathematics

> Plietiion SRfermaion X , Daadline of Submizzion: 2000-09-04

TESTGU120 - péBnpa Sowmacicd

b conta ct

TESTGU140 - IoTopia T Téxvng

Tou 2008 yia To nePEAGIo
TESTGU145 - MsarcdBa

ion: 2008-12-06
TESTGU157 - SCORM Test

TESTGU 156 - Mpappma AAy<Ppa

W B MM MM

MY LATEST DOCUMENTS

TESTGU178 - Toropia T Téxuns

i ace - (2008-09-25)
TESTGU179 - Mapnoc 2008

CEMREEEDNAN = M Bhiesg MY FORUMS - LATEST SUBMISSION

l/lz\:

TESTGU181 - Scorm Test

Pic. 17. Analytic Student-User Portfolio

The different areas and the way their function is presented below:

“My courses” area : What appear in this area are all the courses a teacher has created
or has registered to. Each course is described by a title, a course code and the teachers in
charge. If you click on one of the courses, you can enter them.

“My deadlines” area : In this area you can see all the assignments the registered user

has to assign for the courses they have been registered to. The area is divided into three
columns (name of course, assignment title, deadline), listed by deadline.
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“My recent announcements” area : In this area one can see the most recent
announcements concerning the courses the user has registered to. These announcements
are arranged according to course and date. Each announcement is a link to the
announcements tool of the specific course and can take up to 150 characters. If an
announcement is larger than that, a ... [More]” is added (as you can see in Pic. 4). This
means that we need to visit the announcements tool if we want to view the whole

announcement.

My Announcements

Tiths

rsei Mathematics
. Sours! iath it
Karomoarg Towmavng

& surgn ! Goormalry
a+b=1a4+b=1

i+ Wi Towganavwngg
Pic. 18. “My Recent Announcements” area

“My latest Documents” : In this area one can see the latest documents of the courses
they have registered to. These documents are arranged according to course. Every
document is a link to the document tool of the specific course. The user can download the

document.

MY LATEST DOCUMENTS
History
# Exercise 1 (Z008-07-16 12:16:47)

# (2008-07-16 12:16:23)

Pic. 19. “My recent Documents” area

“My agenda” : In this area one can see the course agenda events the user has registered
to, grouped. These events are classified by date of conduct. The maximum number of
events that can be reported in the agenda is five. This does not mean that dates should be

consecutive. There can be different events and different courses in each announcement.

The events in the agenda begin with the name of the course, the time of the event and
its duration. In the next line there is the title of the event. What follows is the text that

describes the event, as defined by the course instructor. The content is limited to 150
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characters. If the description exceeds 150 characters what is then added (as seen in Pic. 6)

is a “... [More]”. This means that one can see the whole description of the event in the

agenda tool of the specific course.
The events whose date of happening has expired cease to appear in the agenda.
Every event in the agenda is a link to the agenda tool of the specific course.

Agenda &

Events
Events July 2008

Friday July 11, 2006 / Hour: 12:07
Exam Date Information

06 July 2008 Center for Converging Technologies Entrance Test (CCTET) 2008

Pic. 20. “My agenda” area

“My latest forum publications” area : In this area one can see the latest publications in
student forums the user belongs to. These publications are arranged according to the
courses. Each publication is a hyperlink to the forum of the course and is limited to 150
characters. If the publication exceeds 150 characters what is then added (as seen in Pic. 7)
is a ... [More]” sign. This means that one can see the whole publication only if they visit

the forum tool of the course.

THE LATEST SUBMISSION TO MY FORUMS

History

: Example message (2008-07-16 11:19:13)
When you remove the test forum, it will remove all messages in that forum too.

Sender: Tmpnavye Kworac

Pic. 21. “My latest forum publications” area
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3.6 Course Registration
If you click on “Course Registration” on the left column in your personal portfolio, you
will be transferred to the list of courses, from which you can select the available courses you

want to include in your personal observation list.

The course list that appears includes the courses available, grouped in teams of the
Faculty they belong to. First, select the Faculty and then the courses you wish to attend by
marking (V) it on the checkbox. After having made your choices, click the “Change

Submission” button to complete the setting of your personal attendance catalogue.

E Create Course

E) Course Registration
| My Calendar .
3 My Announcernents

77 Modify my Profile

| User Statistics
-l

Pic. 22. Course Registration
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Under-graduate begin,

JEtraton Code InEtructor

English Stawy Geongiad

|
Geometry Kwarac Tapndvnc
History Costas Taimpanis

|
Mathematics Kaamas Topundvne
Mathematics vograc Tapndvne
Mathematics 1 Caskas Tampadis

|
Hing Liss #uon Koarad Tapndwne

O3 = &3 03 03 O3 0 O3 O3 O3 &% O ©

Scorm Tast Kiaorac Tapndyr
|
SCORM Test Kwgrag Topnadyng
|
tralala Kiagrac Taunavae
|
Fpappien Akyefpa Eudyyehee Phrne
|
Torropian wyg Tegvng Kmarac Tapfdvhd
Mopmae, 00K K ,.,l gTas T FHN iy ne
|
Post-graduate bagin,
L] Code Instrue
ﬂ“ 2
b Tovopis g Tigvng Kmaras Tapfavhd

Pic. 23. Course List

Your personal Portfolio will nhow include the selected courses in the “Attended Courses”

list. Click on any course title you want, so as to enter the course area with student’s rights.

3.7 My Calendar

If you click on "My Calendar” on the left side of your personal portfolio, you can see a
calendar of events that have been included in all those course agendas you have registered
for or support as a teacher. In that way, you can better organize your (weekly/monthly)

programme in the platform.
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E Create Course

E) Course Registration
| my Calendar“
o My Annnuncemen%s:
: - Madify my Profile

- User Statistics
il

Pic. 24. My Calendar
My Calendar
Tuly FO0E
Pl @y Tumsday Woadinves day Thii Frbday Saturday Saan iday
1 ! -] -]
8 10 12 1
TESTLULES
Exam Daba
Infarmation
4 | 1
1 4
E 74 - Today
Pic. 25. My Calendar

3.8 My Announcements

If you click on "My Announcements” on the left side of your personal portfolio, you can
see the announcements that have been published in courses you either attend or support.
In that way, you are given the opportunity of being directly informed on all courses of your
personal portfolio list without having to check them all one by one.
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E Create Course
E Course Registration

| My Calendar
o My Annnuncemenis
27 Modify my Profile Y8

| User Statiztics
Jili

Pic. 26. My Announcements menu

My Announcements

Titls

Mathematics
riet Gaanebry

y a+h=1a+b=1

Pic. 27. My Announcements

3.9 Search

If you click on the “"Advanced Search” button at the top, you can search on the platform
courses based on the title of the course, any keywords, the teacher or the course code. It
should be noted that only courses in which you are allowed access (“open courses” or
“registration open courses”) will be included in the search. What is more, you can do a
simple search by typing the text you like and click on “"OK". Note that you can also search

from the course homepage. In this case, the search will be done only through the specific

eCourse educational material.

3.10 Personal Use Statistics

If you click on “User Statistics”, you can access statistic information concerning your
account. Specifically, you can see the number of visits in the platform, as well as a diagram

concerning your preferences on courses. Also, there is a board of the latest platform visits

(date and time).

Kuwarmis, Towsmovgg

3Ft Kuirmeeg, Toigmovigg
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Course Visits

%

e ]

44%

3.11 Exit

Finally, you can sign out of the Open eClass platform, by clicking on “Exit” on the right
side, at the top of the screen. In that way, you inform the platform about the end of your
session and avoid the inconvenience of someone else using the platform with your account

(username or password). This action is especially important for the safety of your eCourses

when using public computers.

%
2’;&

Crate

Pic.

W \opio g Teme

B Mahematics
fuomafa

0 B Soso ot

. Gromely

B SCORM Test

. Hatary

B wapnoczo08

B s
aEna 100
Tpopsurh Bkyefpa

Scom Test

Py Las b wisits

Action

Logout

28. Use Statistics
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4. ECourse

The eCourse is the central core of the eClass platform. Each course is an autonomous
entity in the platform, which integrates a series of modules. The eCourse is, in fact, an
articulate structure, which is organized and manipulated by the instructor in charge, based
on the existing material and the elLearning model that will be followed (it can be a simple

informational webpage, or even a fully dynamic educational environment).

4.1 ECourse ldentity

Since you have created the eCourse, you can now enter the course environment every
time you sign in with the teacher user rights, by clicking on the title from the “list of courses
I support as a teacher” in your personal portfolio. The course screen for the teacher user is

as you can see below. (see Pic.8)

& English
About &
Description Course code: TESTGULAT
We also offer & :h language program for those whose spoken English 15 of a Instructors: Stevy Georgiadi (Email)
1 b
high standard n English needs work . This n Faculty: Aoxpacmkd MaBnua 1
Aimasphnere Wil he significant progress Type: Undergraduate

II§ nacescary o funchion amciently and aifechvely i Doth Ssociad and acadernic sethings

Pic. 29. ECourse Organization

At the top of the screen you can see the eCourse identity where basic information (title,

course code, teacher in charge, faculty, etc.) is stated.

4.2 Communication with Students

The basic information on a course is presented on the caption of the homepage. There is
an “email” link next to the teacher’s name, which allows the registered students who have
defined their email address on their profile to communicate with the teacher of the course

via email.
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4.2.1 Use of Integral Text Editor

You can use the Integral Text Editor toolbar for the formation of event details. More

specifically, the possibilities offered are:
> Selection of font, size and color of letters, and font of the text to be typed.
> Selection of bolded, italic or underlined letters.

> Definition of alignment and choice of text presentation organized or not

catalogued.
» Insertion of hyperlinks or pictures in the text.
» Use of the HTML code.

You need to click on the corresponding button in order to use one of the Integral
WordPad tools. Furthermore, if you hold “Shift + Enter” while typing, you can change lines,

while, if you press “Enter” you change the paragraph of the text.

In case you cannot see the toolbar of the WordPad, make sure you have activated
JavaScript in your browser. If you use Internet Explorer, choose Tools/Internet
Options/Security/Custom Level /Security Options from the menu consecutively and mark
the “Scripting of Java Applets” choice. If you use Firefox or Mozilla, choose Edit /
Preferences / Advanced / Scripts and Plug-ins from the menu consecutively and mark the

“Enable Java Script for Navigator” choice.

Note: A text starting as http:// or a text containing the "@"” symbol turns the system

automatically into a hyperlink or an email address accordingly.

Agenda @

add an event

Evedily A Hans
Events July 2008
IEJ;dIII [:ll;llu. .[II.|;.':rrII.:dEI;LII:I! o & X
06 July 2008 Center for Converging Technologies Entranca Tast (CCTET) 2008
Pic. 30. Agenda- 2
. o .
In order to formulate an event click on the icon next to the event to be

formulated, change the details and finally, click the “Add/Modification” button. In order to

delete an event click on the delete button X next to the event to be deleted.
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4.3 Agenda

The Agenda module allows you to present the most important events of the course in a
chronological order (conferences, meetings, evaluations, etc). If you want to add a new
event to the agenda, click on the “Add event” link.

Then:
» Choose the date, time and duration (elective) of the event you wish to add.
> Insert a title and some details of the event.

> Finally, click on the “Add/Modification” button and the new event will appear on

the Agenda events catalogue.

Agenda &
Add an event
Add an event
Choose Date Hour Minutes Lasting
[ 2008-07-11 ke 12 ¥ 7] *
Tithe 1 Exam Date Information
Datail
css - A
Drscimal rumbsers

06 July 2008 Center for Convergmg Technologes Entrance Test (CCTET) 2008

Path:

Add [ Modity

Pic. 31. Agenda-2
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Add an avent |

E{ Thi duant was atorad

Evinis Actions
Events July 2008

Friday July 11, 2008 / Hour: 12:07
Exam Date Information

06 July 2008 Center for Converging Technologies Entrance Test (CCTET) 2004

Pic. 32. Agenda-2

4.4 Documents

“Documents” is the area where the educational material of the course is stored,
organized and presented. More specifically, this module provides a useful educational file
manipulation, organization and grouping mechanism (texts, presentations, pictures,

diagrams, etc) through a catalogue and sub-catalogue system. (See Pic. 10)

Upload file | Craate directony | View available disk space

clder: Root directory

Type  First Nama Size Date A tions
Fuslelar 1 Xa/,0%

T diwsi_math.pdf 214.86 KE 16072008 XK /O0®

'ﬂ Activity A 2. doc 318.5 EB 16.07.2008 X=.0 &

Pic. 33. File admission module

Only teachers and administrators are allowed to upload documents. All users can
download visible documents (they are all documents appearing on screen). Each line of the
document board includes the following clues and information for each document
(representing a MIME type file), the document name-title, key icon to forewarn the user
that the document is being under protection by laws of ownership, parenthesized comments

on the document, document size, date of uploading and actions available.

The available actions concern actions which can be done on every document. The actions
are visible only to users who have the rights, that is course teacher users and system
administrators. These are the following (appearing from the left to the right):
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d‘ﬂLﬁ.I@m

Pic. 34. Available actions for each document

In order to create a document catalogue choose the “Create a Catalogue” link, then
insert the file catalogue name in the appearing field "Name of new Catalogue”, lastly click

on the “Create a Catalogue” button to create a file catalogue.

Mame of the new directory: EFDIder 2 [ Create directony

Pic. 35. Create a Catalogue

When you create a new catalogue, it appears in the beginning of the list along with the files.

The uploading process of a new file to the system involves:

» “Document” navigation from the central menu.
> Click on the “Upload File to Server”.

» Click on “Search” or “Browse” button to detect the file the user wants to upload.
Note: There are file types the system recognizes as dangerous. As a result, there
is a denial to the fulfillment of the process. In that case, the user is informed with
the appropriate text message. What is more, each user has a limited storage area
defined by the system. In case the free space is not enough, the system informs

the user with a message.
» Insertion of additional clues on the form, electively.

» The user has to click on “Upload” in order to complete the operation.
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Upload file

File Upload

File: pathi \Documerts and Settmgevardonis\Des| [Avafriman...
Tithe:

Comnnent;

Catmgory: w

Subject:

Dreacmption:

Authior:
Language: W
Capyrights ® Unkrown {::' Fraa ":.: Protechad
uncompress zipped [zip) file on the server |:
| Upload Eilling=in the fields is not mandatary
Pic. 36. Server file Uploading screen
Pic. 37. In order to delete a file Click on the delete icon x in the “Actions” that is in line with the file you

are about to delete. Then, a rising window appears affirming the deletion and if the user answers
positively, the file is utterly deleted from the system. Be careful: deleted documents are not

retrievable.

In order to transfer a file from one catalogue to another: Click on the starting icon el

on the “Actions” that is in line with the file you are about to transfer. Choose the catalogue

you want to transfer the file to from this catalogue selection list.

Mo

Mave dativitpd?. doe to parant directory [ Move

Pic. 38. Delete a file

In order to rename a file Click on the pencil icon that is on the “Actions” list, which

is in line with the file you want to rename. Change the name of the file and click on the

“Rename” icon.
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In order to “hide” a document from the users click on the “*icon. The icon turns into

a closed eyes icon @ . The document is no more available to users.

Rensme: Baname Activitea? doein:  ActivityA2 do Renams

Pic. 39. Rename a file

In order to make a document visible to users click on the closed eyes icon &, The

icon turns into an open eyes icon @ . The document is now “open” to users.

If you want to change a document’s additional information, click on the @icon.
After that, what appears on screen is a form with fields which correspond to document
uploading information. Because of the fact that this information is elective, while uploading
the document to the system, it is possible that some or all the fields are empty. The user
can make the changes they wish to make and establish them by pressing the “Change

Establishment” button.

Since the process succeeds, the system displays a success message and the document is

now in the document list.

In order to review the storage area condition, the user can click on the “Storage Area
Review” and move to a new page where they can see the statistical clues concerning the

storage area available.

View available disk space

Used disk space 533.36 Kb
Usage percentage » 1
Total available disk space 33.15 Mhb

Pic. 40. “Available Storage Area Review” Link

In order for the user to download one of the listed documents, they only need to

click on the name of the document.
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4.5 Announcements

The Announcements module allows registered users’ enlightenment on specific course
issues. The eClass platform offers the opportunity to manipulate announcements. More

specifically, you can click on "Add Announcement” so as to add an announcement.

Add announcemant |

Add announcement
Announcemnent Tite: Mathamatics

Annduncement Dody:

CES | eDafauk> - « B I 10 & A B[ EE3AN
I= | Decmal numbers S k| — 8 3 9 o[ { &9 |8
The ELEEE: Curncubum Unet will uze the MDE-MATHEMATICS LISTSERV to expand communicahon to

administrators, bullding principals, teachers, parents, and community members = virially any interested party whe would
like to recemve current Mathematcs Educahon mformaton

Path: body

L} Send announcemant (via email) t registered students

Pic. 41. Announcements

After that you have to type the announcement title and its main body. Then choose if you
wish to “Email the announcement to registered users” by clicking on the checkbox nest to

the relevant text. Finally, click on the "Announcement” button.

In order to transform an already existing document click on the = icon next to the
announcement you want to change. Correct the announcement text and click on the “Add”
button.

In order to delete an already existing announcement click on the delete X icon next

to the announcement you want to delete.
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4.6 Forum

The forum is a teacher-student interaction module. The platform provides teachers the
opportunity to create and manipulate the course’s forums. More specifically, if you have
created course user groups, you have unconsciously created a forum for each group, with

the name of the group.

Forums Topics Posts Last Post

Groups fareme
F=" Forum of the group 2

=% Forum of the group 1

Groups Fomsma

=% Forum of the group 1

Apxfy
= Bostmomen nepaoyey oulmroney

/  LaYpORTE T Te T JAE D
Pic. 42. Forums

In order to manipulate the Forum select the “Administration” link. Then, add a new

conversation category:

Insert a name for the category in the “Category” field and click on the “Add” button. The
category you have just created cannot be seen by students unless you add them to the

category forums.

You can change the category name by clicking on the “ icon or by deleting a category,

clicking on the deletion xicon.

g
1D Forum categories o Actions
torums

1. Apyfy 1 & X 2. Groups forums 1 7 M 3, Groups forurns 2 & ¥

Add category

Category

Pic. 43. Add Forum
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In order to add a forum choose the “forum areas” link that is on the “Operations”

column and is in line with the category in which you want to change the forums.

You can change the forum name by clicking on the e icon or delete part of the forum

by clicking on the deletion X icon.

Adrinistration Panal | Hew tapic

Torpele Replins Postar Saeen Last mussage

.-’—"".I Polygons, Infinite Sides, and Circles

\F Maupouparns

=" Graphing a Functaon with Asymptotes Kdiarac SO05-07 -1
L

Pic. 44. Add forum

In you want to hang a message on an already existing topic, choose the specific forum by

clicking on its title.

Hew Mplc{ Answar

Austhor Mawsafe

AwTwvng Moupouperg O Fosbed: 2008-07-06 $2:55 Post Subject: Polygons, Infinite Sides, and Circlas

Pic. 45. Add forum

In order to create a new topic:
» Choose the "New Topic” link (see Pic.14).
» Write the title of the topic on the “Topic” area.
> Insert the details of the topic to be discussed in the "Message Body” field.
>

Finally, click on the “Submission” button. If you eventually do not wish to create

the specific body, click on “Cancel Assignment”.
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Mew topic

Topic elements

Subijects

Message Body

[ Submit | [ Cancel Post |

Pic. 46. New Topic

If you want to answer to an already existing topic click on the topic title and then
choose the “Answer” link. Type your answer in the “"Message Body” field and click on the
“Submission” button to inscribe your answer. If you eventually do not want to send an

answer for the specific topic, choose “Cancel Assignment”.

Reply
Topic Review
Topic Answer: Palygans, Inhate Sides, and Circles
Massage Body:
Cancel Post
Pic. 47. Message Body

Teacher Manual -36 -



Open eClass 2.1 - Asynchronous elLearning Platform

4.7 Links
The Links module gives you the opportunity to add useful Internet resources and

categorize them at the same time.

Links @
Add link | Add categary
£ Links
" Google i

Tpripapn kat Mavizgupn pryauis avaliman;

Pic. 48. Links

In order to add a link you have to insert the URL of the Ilink (e.g.
http://www.google.com/), the name of the link and a description of its content. Then,
choose a category the link will belong to. If you have still chosen no category, the link will
appear in the “General Links” category. Finally, click on the “"Add” button.

Links 2
Add link | Add category
Add link

URL: ttp:ffuoa.ar
Lk name ;
Desorphion @
Category 1 W

Add

Pic. 49. Add Link
You can also change the name, the description or the category a link belongs to by

clicking on the “ icon or delete a link by clicking on the deletion X icon.

Teacher Manual -37 -



Open eClass 2.1 - Asynchronous elLearning Platform

In order to add a new link category, select "Add Category”. Type the name you want

the category to have a category description and finally click on “Add”.

add link | Add categary

Add category

Catagory name |

Drescription §

B

Pic. 50. Add Category
You can change the name or the description of a category of links by clicking on the

icon. If you click on the deletionxicon, you delete the category and all the links

involved.

Finally, there in an “Appear” choice if you want the links involved in each category to

appear and the “Hide"” choice if you do not want them to appear.

4.8 Students’ Assignments

The Students’ Assignments module is a very useful tool since it allows the electronic
admission, submission and evaluation of course assignments. More specifically, it provides
an opportunity for the utterance, the type and the submission of course assignments.
Furthermore, it allows registered student users to upload electronically their assignments in
the platform until the submission date and then see their grade, after the instructor has

graded them.

There is no assignment initially. Click on “Create Assignment” so as to make an

assignment and the following form appears:
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NEw exercise

Exercise Structure

Exercise Mamwe 1 Exgrcse 1

Exwrciens Dascrptbon

Exarcisa Typa & IE-:_:I In-one page
" In & question par pags
Start: _ 2008-07-17 L
vl 1 200%-07-17 i
End 1 | 2008-07-17 =
Tinnaer constrain @ o rminutes {0 for no constrain)
Attempts allowed 3 o times (0 for unlimited numbar of atternpes)
Cancel
Pic. 51. Assignment Construction

In order to create an assignment and place it in the internet area of the taught course:
> Type the title of the assignment.

Type the description of the assignment

Type some comments on the assignment, if you like.

Choose the submission date. Choose a day, month and year.

Decide if the assignment is group or individual work.

vV V V V V¥V

Click on the “Add” button.

The assignment has been added and appears on the course assignment page. The

assignments in bold include student submissions which have not been evaluated yet.

Exercises &
Haw axarcize |Quartion Pool
Exrcics Nane Russeual ks Actons
® of a Fi HTML | £3% e
#  Graphing a Function with Asymptotes - - ¥ o
H do you find the agymprotes of (k) = (2= + 1414 - 307 How do you wse the asymptotes o graph the fenction L

Pic. 52. Student Assignments
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In order to alter an already existing assignment, click on the “ icon in the
assignment you want to change. Alter the information of the assignment, the title, the

description, the date of submission or the groupings and individuality facts of the
assignment.

In order to delete an assignment, you have to click on the “Correction” button. Click

on the deletion X icon. Confirm your choice.

In order to “hide” an assignment from users, click on the “Zicon that is in the same
line with the assignment to make it hide. The icon turns into a closed eyes icon = . The
assignment is not open to users.

In order to make a “hidden” assignment open to users, click on the closed eyes =
icon on the “Visible/Invisible” column in the line of the assignment to be seen. The icon
turns into an open eyes icon. The assighment can now be seen by users.

In order to see the assignments uploaded by students, click on the title of the
assignment.

Exercise Management

Exercise Structure

Exercise Name sraphing a Function with Asymptotes

Exerciss Description

Shart ¢ 16-07-20
End 1
Tirre constrain : 0 minutes

Attermnpts allowed 1

PQueston Lst Mowr Queston | Get Existing Question

g

Pic. 53. Assignment Description

In the assignment page there is a list of students who have placed their assignments on
the platform, as well as the date of submission. If you want to see or save a student’s
assignment, click on the name of the file. You can save all the assignments on your

computer by saving them in a suppressed file, if you tick on the “"Download in .zip file” link.
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Type the grade of the assignment so as to evaluate it. Type comments on a student’s
assignment if you want to. Click on the “Inscribe Change” button in order to inscribe your

marks and comments on students’ assignments.

4.9 User Groups

Another module that allows cooperation and interaction among the students is their

grouping. A group of users is a team of course registered students who share the same

forum and the same file and assignment transformation area.

group

Criata naw groupls) Dalata all Mupl.

Fill graups Empty all groups
Modify sottings &

Groups settings ACCess

]

Course toals

Groups Regis tered Max. Edit Dolets

& group | o : e £4

* greup? 0 8 & X

Pic. 54. User Groups

In order to create a user Group, click on “Create a New User Group”.
If you want to create new groups of users:

Insert the number of groups you want to create and the maximum number of users
involved in them. Then, click on the "“Alter” button. After that, click on the “Change
Settings” link.
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Create new group{s) @

Group({s) Data

Mumber of new groups :

Mumber of participants : i Man, seats by qroups [optional)

Pic. 55. Creation of user group
Groups settings @

Groups settings

Registration Type :

Course tools

Forunm :

Course AcCcess :

® aranted to everybody

Documents :

Students are allowed to self-register in groups

o granted only to students added in the Users List

Pic. 56. User Group Settings

About the user groups settings you can decide :

» Whether the students can register on their own in user groups or whether teacher

or system registration is preferred.

» Whether each user group will possess a Forum and/or a file and assignment

(documents) Transformation area.

» Whether the forum will be closed (only allow group involvement) or open (any

student reading and writing messages).

In order to save the settings click on the “Alter” button.
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Also the platform provides you the opportunity to either make a group automatically or
personally administer every group and insert the users you like to be involved one by one.

More specifically:

In order to define the structure of the user groups automatically and randomly,

you have to click on “Fill in User Groups”. Then click on the “ icon that is in line with the
same User group to be dealt. Now move the students from the “Non-Registered students”
catalogue to the “User Group Members” one by selecting the name of the student and

clicking on the “>>" button.

You can delete a student from the “User Group Members” in the same way, by choosing

the name of the user and clicking on “<<”.

What is more, you can also formulate the name of the group or the maximum
number of students involved, correlate a teacher with the user group by choosing a user
with that capacity and the corresponding catalogue and type a user group description. Then
click on the “Alter” button.

Edit this group 2

Araa for this group | Adein ugers list

Group Info

Giroigs Fne |

Group Tutor one w

HMax., seats (optional:

Description (optional):

Group menbars

¥
(L4
Modiy |
Pic. 57. User Group Admission
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If you want to delete a User Group click on the deletion X icon which is in line with the
User group you want to delete. If you want to delete all the existing User Groups choose
“Delete all user groups”. You can also delete all the registered users from the user groups

by clicking on the “Delete all User Groups”.

You can delete all the registered users from the User groups by clicking on the “All
User Groups Settlement” link. The groups will be empty. In that way, users are deleted from

the user group but not from the course.

Finally, as the teacher in charge you have the right to sign in and organize all the user

groups’ document and forum areas.

4.10 Task Module

This area provides a self-evaluation, exercise production generator for students. It allows
the creation of multiple choice tasks with one or more answers. Moreover, answers to the
questions can be of the “gap-filling” or “matching” type. The tasks are considered informal,
since the system is not safe enough to guarantee that a student who answered the

questions is the same with the one using the corresponding password.

Exercises
Naw exerdse |Quutlon Fool
Exercise Hama Rasuliz Actions
@  Asymptote of a Function HTHL | £5% -

& Graphing a FuncHon with Asymptotes HTHL | £S5V v =
i it i & i1 i o R PR P s L)

Pic. 58. Self-evaluation exercises

In the tasks homepage you can see all the readymade tasks of the course with the
capability to be manipulated (presented, altered or deleted, activated/inactivated) so as to

be open to students.

In order to create a new task, click on the “"New task” button.
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Mew exercise

Exercise Structure

Exarcise Hame 1 ExBrcse ".l
Exercise Description i
@ 1none g
Exwrcise Type : =2 ek
Start: i
Ened 2 | S009-0-1 ¢ j{___'l
Thimi cofis bradn ¢ L FrifstEs 0 for nio conotrain
Attormpis allowed ; I birm&s (0 for undimmted numibear of aftempk:
Ok Cancel
Pic. 59. Creation of Self-evaluating task

» Insert a name for the task in the “Task Name” field.

> Type a description of the exercise in the “Task Description” field.

> Choose if you want all the questions to appear on one page, or a question per
page.

» Choose the date when it will be available to students.

» Choose if there is going to be a time limitation for the completion of the task.

» Define how many times a student can do the same exercise.

» Click on the “Completion” button in order to create the task or “Cancel” if you
eventually do not want to create the task but move to the self-evaluation

homepage.
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Exercise Management

Exercise Structure
Exercise Name sraphing a Function with Asymptotes
rau find the asympbotes of Hx) = (25 + 1)3/(x - 3)7 How do vou usa the asymphatas ko graph the

Exercise Descripton ¢

Stark

End 1

Tirnae conetirain 3

Attempts allovwed | 0 times

Quastion List ) Mew Question | Get Existing Queston

Pic. 60. Task manipulation

If you want to add a question to a self-evaluating task you can add a question that
belongs to another task Y clicking on the “Other task question” link.

Question Pool

<< Back to axercize

Questions list : Fil s - Al exercises -- ¥ Ok
e Riuise
Asymiptote of a Funcbon 3
Apyrptote of a Funebion i]
H Toepams Eipuva mivi.. E.

Pic. 61. Questions available

If you want to add a question that already exists in another task, click on “Re-use”,

which is in line with the question you want to add.

You can also project only specific exercise questions if you select them from the list with
the “Filtration” sign.

If you want to add a new question to the task, choose “"New Question”. Insert a name
for the question you want to inscribe to the task in the “"Question” field. Type whether you

wish to receive comments for the task in the “"Optional Comment” field.

If you want to add a picture to your question, click on the “Browse” indication,

navigate yourselves to your local disk and choose the picture file you want.
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MNew Question

Question Structure

Dapirs o & JuEshon '_l

Optional descrption 1

O Multiple Cheice (One Anws
-,.!..; Blanks
(ox]
Pic. 62. New Question

Select the type of the question. The choices there are:
» Multiple choice questions with one answer.
» Multiple choice questions with many answers.
» Matching questions.
>

Gap filling.

4.10.1 Multiple Choice Questions
By definition, you are only given two possible choices (Correct/Incorrect).
If you want to have more possible answers:

Press “+answer” for each additional answer required.
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MWew (i jestion
Question |
Quesstion anewers |

I Trde Anevier Coavrnaiit Waight

Answrers 1 | ~BNSWES +BNSWET Ok | | Cancel
Pic. 63. Multiple Choice Questions

If you wish to reduce the number of possible answers:
» Click on “-answer” for each removed answer.
» Check the button on the left for the right/ wrong answer/answers.
> Insert the text for the possible answers to the questions in the answer field.
>

Insert the feedback given to a student if they choose that answer in the answer

comment field.
» Give each answer a grade. It can be positive, negative or zero.

» Click on the "Completion” button to complete the answer.

4.10.2 Matching questions

In that case you can create a question the student needs to combine clues from two

groups or categorize clues in a way in order to answer.
» Type the questions that should be linked to the choices.
» Type the possible answer choices given to the student to choose from.
» Match the first group with the second through the menu, next to the questions.

> Give each answer a grade. It can be positive, negative or zero.
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Some of the first group clues may show the same second group clue.

New Question

Question i Question 2

Maks correapond

Colurmn At More/Less choloss: |IJ D Column B Weight

1 o

Dafine oplons

2 B

]
Caluinn B More/Less choices + -

[0k ] [ Cancel |

Pic. 64. Matching Questions

By definition, you are only given two questions and two possible answers to match.

If

you want to have more questions press the “Add” button for each added question or

matching choice.

When you finish matching the questions with the possible choices, press “Completion” so

as to inscribe the matching questions to your exercise.

4.10.3 Gap-Filling Tasks

You can create a gapped text. The purpose of that is for the students to find out the

missing words. Type the text and place the word in brackets [like this one] in order to

delete a word from the text. Give a grade. If, for example, you want to define the question

as the maximum being 10 and your gaps are 5, you can give each gap 2 points. Click on

“Completion” so as to inscribe the gap-filling question to the task.
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Mew Question

Queston: Question 2
Type yvour text below, and Use tags [...] to define one or more blanks
nat | ipita 130 E
Quesbon answers:
| Next> | | Cancel
Pic. 65. Gap-Filling Task

The grading board construction defines the appropriate grading to the number of correct
answers to each question. If, for example, you have a question with four answers (with
probably more than one being right) and the student has two wrong and two right answers,
you can give them half of the maximum grade, but you can also decide that this is not
satisfactory enough and give, for example, the maximum grade (20), only to those which

are correct and in no other case.

The “Do the exercise” button allows you to check the task as students. After completing

it, the results are sent to you via email.

4.11 Teleconferecing

The Teleconferencing is a message exchange module (chat). Students can type a
message and click on “>>" to exchange messages with other course register users. This
module offers real time communication for course participants regardless the special limiting
factor. Also, users can save the chat messages in documents area of the course by clicking
on “Save” choice. Finally the teacher can delete all the live chat messages by clicking on

“Clear”.

4.12 Video
It is a module presenting multimedia educational material. There are two choices, video file

or link to video that is stored in a VOD Server (Video on Demand) Server.
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Video
Add video | Add video link
Dacumant s - Dascrption [ e Publishar Dhati Achiang
e
L 4 SO0R-07-15
1. Video 1 Kibvorag Toundvng Kidparag Tmpnbvng . L“?.-D‘_j 1'_;‘ :
& X
M
"MOR-NT-18
2. Video 2 Kagrag Tapndvng Kaorag Topnavng ‘I.:h:.',].' __rlJD
& XK
Pic. 66. Video

If you want to add a video file, click on “"Browse” to search for it. Then, type the title of

the video and a short description in the corresponding fields if you want to. Click on the
“Add” button to further load the file to the platform.

You can fix file videos characteristics you have loaded, by clicking on the icon or

delete them by clicking on the X icon.

Add video | Add vidwa link

File path

Docurnent tithe:

Doscriplion :

Add video

CADocuments and Sett-ngs"-,&ntunis‘yl:l&skt:

Creator | KuwaTag Taundyng
Publisher ¢ Kwatad Tapndyng
Date : 2008-07-17 12:36:27
Pic. 67. Add Video File

If you want to add a link in saved video files on a VOD Server, click on the

corresponding area:
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Add vidao | Add vidas link

Add video link
Vidao Server URL
Document e o
Description :
Creator i Kworac Topnavno
Publisher
Date 1 2008-07

[ Add |

e

Pic. 68. Add link (VoD)

Type the VOD Server address in which you can find the video typed course file you want
to add in the “URL" field.

Type a title and a description for the video typed course file and press the “Add” button
to add the file link.

You can make corrections to the link elements of a video typed course, by choosing the
icon or delete the link by choosing the delete’< icon. If you want to delete all the links
to video typed courses you have added, chose “Delete all links”.

4.13 Course Description

The “Course Description” module allows you to hand in useful information (description,
goals, activities, aids, evaluation, etc) about the course you teach, to inform the students

who attend it.

If you want to add information for the course, click on the “Creation and Correction”

choice.

Create and edit &2

Category 1 COurce Contant W

Pic. 69. Insert Course Description
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Choose the information category you want to add from the list and click on the “Add”
button so as to add it. Then, type the information you want according to the category you

have chosen and click on the “"Add” button.

You can modify the information involved in a category by clicking on the “ button

or delete a category by clicking on the delete X icon. The icons are in the same line with the

category you want to edit.
Create and edit 2

Course Content

Descirmal rumbers

Path:

[ Add | [ Cancelchanges and retum |

Pic. 70. Creation and Correction

4.14 File exchange area
The File Exchange Area is a tool used by teachers and students to exchange files. You
can exchange any type of text files, pictures or presentations. More specifically, choose

“Send File” in order to send the file.
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Dropbox @

Fila Upload

File Upload

File : C\Documents and Setings'Antonis\De | Avalrimon |

File description

Sand to ¢
[ S.en'ti.
Pic. 71. File Exchange Area

In the form that appears choose the file from your computer by clicking on “Browse”.
Electively, you can type a short description. Then, choose the person you will send it to from
the users’ catalogue and click on “Send”. If you want the file to be sent to more users,

choose them by clicking on their names, pressing CTRL simultaneously.

The module involves two Exchange File catalogues. In the Inbox files appear the files you
have received from the students, as well as some extra information about the file, the user
name and the date they are received. In the Sent Files catalogue appear the files you have

sent to the students with the corresponding information.

If the file catalogue with the files you have received or those you have sent becomes big
enough, you can reduce it by deleting all or some of its files. Note that the file cannot be

deleted from the database but only from the catalogue.

4.15 Questionnaire

In this paragraph you can find the description of the Questionnaire module. The system
provides the opportunity to create two (2) questionnaires of a different type:

Create Quastionnaine

Craation

Tite Crmator I Start Date Ervl Dhaftm Actions
Fate
I Poll Tmundvnc Kaarac s008-07-17 20 17 2009-0717 F % @
2 Poll 2 Torundvng Kiamag 2008:07:17 2008:07-17 2009:07-17 7 3 &
Pic. 72. Course Questionnaire
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4.15.1 Surveys

Click on the “Survey Creation” button from the central Questionnaires module screen in
order to create a Survey. Insert a name in the creation form as well as the time space you
want it to be active-available to the users (365 days by definition). In the following page

you can create new questions.

[ MNew multiple choice guastion | | [ Mew et fill question ]

Questionnaire
Tithe Poll

Start Date 2008-07-17 =

i
ate 2009-0717 ]
End Date | r E
Create Questonnaire |
Qs tion # 1

Maltiple Cholce

Add Answers: | Maore answers

Cron't know / No answer

Pic. 73. Insert questions

Then, you can see the survey you have created in the Questionnaire homepage.

Crmabion

Titla Croator Date Start Dals Endd Dats Actions
1 Poll Tandvng Kaorag  2008-07-17 2008-07-17 2000-07-17 F 3 &=
Pic. 74. Pic.74 Questionnaire Homepage

If you want to delete a survey:

» Click on X next to the survey you want to delete.
» Confirm your choice.

> If you want to “hide” it from users:
> Click on the eyes icon 9 that is located in the “Activation” column.

> The icon turns into a closed eyes icon 2. The survey is not shown to users

anymore (unavailable).

» If you want to project a “hidden” survey to the users:
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> Click on the closed eyes icon = that is located on the “Activation” column and it

will become visible.

> The icon turns into an open eyes icon . The survey is now seen by the users.

4.16 Learning Path

The “Learning Path” module incorporates into the Open eClass the SCORM prototype
technology (Sharable Content Object Reference Model). SCORM is a standard for web-based
eLearning. It defines how the individual instruction elements are combined and sets
conditions to the platform for using the content. This module offers the opportunity to the
course teacher to create a sequence of steps (learning path) as learning activities, which
should be followed by the students.

Teacher creates learning paths using the course material (course documents, self-
evaluation exercises, Internet useful links, course description etc.) or he can insert a

SCROM type object, as a specific learning action sequence of an eCourse.

Through this module, the student can be navigated in the available educational material
and follows the steps as set by the teacher, in a specific order. Also provides platform the
ability to watch learning progress, time and evaluation of the student in the several learning

path steps.

The learning path consists of units (at least one). The units are independent learning
objects. In the current Open eClass platform, these tools may belong to one of the following

five categories:

Documents: Documents available in the course “Documents” tool. They may be

anything you have created as long as it is available through the "Documents” tool.
Exercises: Self-evaluation exercises which are available on the course “Exercises” tool.
Links: Useful links available through the course “links” tool.

Course Description: The description that is available through the “Course Description”

tool (description, course content, educational activities, books, etc).

SCROM type content: These units are the result of inserting course packages that are
compatible to the SCROM standard. Their contents depend on what has been included in
them by the creator, which is documents, exercises, links, text and anything else that is
approachable according to the SCROM definition, so that the platform can use it

appropriately.
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=

Learning Paths

L wimirg Pakhs Prasgrees
B} chapter § =] o~
§} Chapter: e WL
Lourse progression = ]
Pic. 75. Learning Paths List

4.16.1 New Learning Path Creation

In order to create a new learning path, click on the "New Learning Path Creation” link.

Create | Impart | Progress | Objects in use

Laprming Palhs Adminisbor Actions
i! Learndng Path 1 u éé 2 & x -
Pic. 76. New Learning Path Creation

Type the name of the Learning Path you want to create.

Create a new learning path @

Learning path data:

Mew learming path name : Learning Path 1

Learning Path|

Comment :

Pic. 77. New Learning Path Creation

It will then show as an empty new learning path in the learning lines of the list provided.

craata | Import | Prograss | Objacts in use

Laarming Paths Adrmindstar Actions
!-l Leaming Path 1 (1] éé a 7 X =
Pic. 78. New Learning Path Creation
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You can create as many learning lines as you want concerning the course. Use this
capability so as to present, for example, different difficulty levels to your students or just
different types of learning experience. The organization of the learning line list depends on

you, as well as the content you will be using in them.

4.16.2 Learning Path Choices

There are a great humber of choices for the teacher in the Learning Path list.

Craabe E Import l Prograss F Objedts in use

Leaming Paths Adminizter Actons

i tearming Path 1 (4] & & J X b
i} Leamz 1] :, :; _® . X =
Pic. 79. Learing Path Choices

If you have more than one learning paths, the following text gives a description of the
actions of all the links that appear together with the list of learning paths. Some of them are
already known if you have previously experienced the eClass platform:

Blocking @ : Students must have fully completed this Learning Path to move to the
next ones. You can change this option by clicking on the icon.

Unblocking EX: Students do not need to have fully completed this Learning Path to
move to the next, but they can choose any Learning Path they like. You can change this

option by clicking on the icon.

DeleteX: This command allows you to delete a Learning Path. By doing so, the unit

sequence (apart from SCROM), which are still part of the units you can use, will be deleted.

Visible ﬁt: The Learning Path is visible to students. The operation is exactly the same as
in the “"Documents” tool of the eClass platform. You can change this option by clicking on
the icon.

Invisible ** : This Learning Path is not visible to students, but only to the teacher and
platform administrator. You can change this option by clicking on the icon.

Movement £u=7 upwards or downwards to the list to change the sequence in which

Learning Paths appear to students.
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Administration

Learning path data:
Tithe 1

Comments Add

Learning Path Configuration
Secthon 1 Croate
Learning Objects Add: Docunvent | Exerdse | Link | Course Descripbion
: Eeuse! Module of this courie
Learning Path Corbants Block Move Actions
Siruc e 1
Activity AZ.doc [ 4] B ol X &
. Y o
& sample nxercis o % o K =

Pic. 80. Learing Path

Correctionlii: It will allow you to modify the Learning Path content.

Exporté: Exportation of the Learning Path to a compatible SCROM packet. The first
icon results to a SCROM 2004 compatible packet, while the second one results to a SCROM
1.2,

Observation : To observe students’ progress for the Learning Path. If you click on

the Learning Path name, you will visit the page that allows you to modify the Path’s content.

4.16.3 Learning Path Unity

Learning Path units can be modified in almost the same way as the learning paths of the

list are modified.

You can rename the learning path using the icon. You can modify the introductory text
viewed by students on their visit to the page, or completely delete it. What follows is a

report on every icon of the learning path unit list.
i
Blocking & : This unit is blocked and must be completed by the experts so that the

students can do on with the rest learning path units. You can change this option by clicking
on the icon. The mechanism that allows or not the students to move forward after the

blocked unit depends on the type of the unit:

» In the case of documents, links and course description, students must load the

document, link or description at least once.
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> In the case of self-evaluation exercises, students must succeed in the exercise

(with minimum grade 50%).

> In the case of the SCROM type unit, the mechanism has been set by the content
of the unit during its creation and according to the materialization of the SCROM

unit. In that case it cannot change.

Unblocking E3: Students can follow any unit they want without having to complete the

current one successfully. You can change this option by clicking on the

Delete: In order to delete a unit from a learning path. The unit will not be completely
deleted from the platform (except for the SCROM type), but will be available for its reuse
through a group of units.

Visible ™ : This unit is visible to the students. It functions with exactly the same way
with the “Document” platform tool. You can change this option by clicking on the icon.

Invisible * : This unit is not visible to students, but only to the teacher and the
administrator of the platform. You can change this option by clicking on the icon.

Transfer £5=7 the unity up/down in the list of units with the icons, so as to change the

series with which units are shown to students.
Correctionlii: If you want to modify the unit options.
If you click on the name of the unity, you will visit the page that allows you to modify the

unit characteristics.

4.16.4 Unit Learning Path Creation
You may add the following learning types to a learning path:
» Platform document tool documents.
» Platform task tool tasks.
» Platform link tool links.
» Platform course description tool course descriptions.
» Complete list of the units stored in zip SCROM type files.

If you want to add some of the units in the learning path from the modules of the

platform, you need to have added material to the specific module.
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Afterwards, you have to add them as units in an already existing learning path. Click on

the link of the module use of the list of units in the learning path you have created.

You will view a list of module contents you have created. Select the task or the link etc

you want to add and click on the “"Add marked” option.
Insert a document as module
3§ Folder: Exercises & up

Firat Mame Sign Drat Salecton

ﬂ Activity &2, doc 18,5 KE 186.07.200 "]

Back to leaming path administration

Pic. 81. Insert a document

Insert my exercise

Exerclse Selection

fack to leaming path sdministration

Pic. 82. Insert an exercise

This choice will be automatically added to the unit list of the current learning path and

can be used only once.

4.16.5 Learning Path Group of Units

In the first page of the “Learning Path” tool, if you click on the “Group of Units” link, you
will see a list of units which are already being used in several learning paths of the current

course.
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Pic. 83. Learning Objects

You can delete any unit from this page and in that case it will automatically be deleted
from all the learning paths you may be using. From this page, you can also change their
introductory text. These changes will be automatically applied to all learning paths using the
units.

You may also add units from the total learning paths. In order to do that, follow the
following necessary steps when you are on the learning path units’ page. Click on the “Use
this course unit” link. You will see a list of units already being used in the current learning
path. Finally click on those ones you want and press the “Add marked” button. The units
you have selected will be added to the learning path.

Reuse a module of the course

St Bon Selisc on

# ps

Cadnfan Li

Commien s

Back to loaming path adminidbration

Pic. 84. Learning Objects Selection

4.16.6 SCORM prototype used in the Learning Path

Compatible packets with SCROM 2004 and SCROM 1.2 prototypes can be inserted to the
eClass platform “Learning path”. In order to do that, first click on the “Insert Learning path”

button on the first page of the “Learning path” tool. Then upload the compressed zip file
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with the educational material that is compatible to SCROM 2004 or SCROM 1.2, using the

form that will show when you click on the “Insert” button.
Import a learning path

Users File

Browse Learning Path file name for upload : (CADocuments and Settir]| |

Mote :
Imported packages must consist of a zip file and be SCORM 2004 or SCORM 1.2 conformable,

Pic. 85. Insert Learning path

Uploading the SCROM file may take some time depending on the size and the complexity
of the file’'s material organization. After a while, you will view information about introducing

the units to a new learning path.

If uploading and insertion are successful, you will view a link to visit the new content
directly. A new learning path will have been created with its units being the material content

you have just uploaded.

4.17 Course Wiki

The Course Wiki module is a new collaboration tool introduced in the current version of
the platform Open eClass. Wiki is a course tool that allows register users (teachers and
students) to create and edit Web page content. More specifically Wiki supports hyperlinks
and has simple text syntax for creating new pages and cross links between internal pages
on the fly.
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Create a new Wiki

g Wiki creation succeed

Titde DescrHpbon Pages Actons

Problent Solution 2 @ e b4

Algebra 1 @ & K
Pic. 86. Course Wiki list

In order to create a Wiki, click on the “Create a new wiki” choice, then fill the form with
a title and with a single description for this wiki. This new wiki will be displayed

automatically in the wiki list of this course.

If you want to edit a wiki, then click on this wiki’s title. Now click on “edit this page
choice”. At once you will see the text of wiki that you can edit. Use the edit icons in order to
format your text. Note that you can create a link (by choosing your text and then clicking in
the link icon) to a new page of wiki. The same action it can be by putting the word that you
want to be a link in square brackets (for example “the [solution] of this problem is simple”).
The word “solution” is a link and by clicking on it, the system creates automatically a new

wiki page with the word’s name.

In order to see the catalogue of latest modifided pages, click on “history page” link.
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5. Course Administration Tools

EClass platform offers teachers a series of tools for eCourse administration presented

analytically below.

5.1 ECourse Tools Administration

ECourse Tools administration offers the teacher the opportunity to activate and inactivate
their course tools. The "“Condition” column presents the tool condition, whether it is
activated or not.

Inactive tools Mowe Active tools

Agenda
Announcements
Assignments
Course Description
Documents
DropBox
Exercises
Forum

Groups
Learning Path
Links

Submit changes

Pic. 87. ECourse Tools administration

5.1.1 Activation-Inactivation of Course Tools

Course tools may have three possible conditions, as you can see in picture 2.
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Inactive tools Mowe Active tools

Agenda
Announcements
Assignments
Course Description

Documents
DropBox
B Exercises

Forum A
Groups

Learning Path
Links

=ubmit changes
Pic. 88. Course Administration Tools Conditions

These conditions are:
> Active (case A). In this case, the tool is visible to course students.

> Active, with no inactivation possibilities (case B). This case concerns the course

administration tools which are visible only to the teacher.

> Inactive (case C). In this case the tool is invisible to course students.

5.1.2 Webpage Uploading

Following the “Upload Webpage” link the teacher has the opportunity to upload an HTML
document related to their course. The document will be saved to the eClass server. A link to
it will be creating on the left menu of the course and will be presented in a new browser

window of the user.

In order to do that click on “Browse”, select the document you want to upload, give it a
title in the “Page Title” field and click on “Add” (Pic.3)

The document link you are uploading can be inactivated and deleted from the “Tools
Administration” tool. The choice of deleting appears after the document link has been
activated.
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5.1.3 Insert Hyperlink as an eCourse Module

By clicking on the “Add Hyperlink on the left menu” the teacher has the opportunity to
add links to the Homepage of the course, leading to WebPages that already exist
somewhere else in the Internet (or even somewhere else in our own network). To do so,
type the link and the title of the link and click on “Add”. The pages you add to the
Homepage can be inactivated and deleted. The choice of deleting appears after the

hyperlink adjunct has been activated.
Links &

Add link | Add categary

Add link

URL 1

Description

Category : W

Pic. 89. Adding Hyperlink as eCourse Module

5.2 Course Administration

The Course Administration module allows you to modify some basic parameters of the
course operation, like its identity characteristics, the access type (open, demanding
registration, closed), as well as the supporting language. Moreover, it offers teachers the

opportunity to delete the course, renew it and take a copy of safety.
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Course Admin

Archiva this course | Dalats the whole coursa | Refrash Course

Cowrse Inta

Coursn code & TESTGULES

Tithe 5 Histor

Instructors | Costas Tsimpanis

Faculty 1 AoripaoTad MaBnuo 1 &
Type 1 Undergraduste
Descnption @

Course Kaywords: past technolog

fthor Information:

Access Typa

| Open Cours 1 {#) Public accass, evan vithout legin

) Private accats, ragiitration apen

= Registration required ; ||
| Optional Password

) Private (Access (s granted only to students sdded in the Users List)

O Clogad Courss ! L)

Language

Dpticng & Eﬂghgh ¥ | Choods the courza |anguage

Submit

Pic. 90. Changing Information concerning the course

More analytically, you can modify the course identity, listed teachers’ names supporting
the course, modify the course title, or even change the Faculty or the category it belongs to.

You can also modify the access type. You have the following choices:

> Free Access (without password): anyone can visit the course without typing their

password.

> Open Registration Controlled Access: one needs to register so as to view your

course, but anyone can apply to register.
» Controlled Access: only course list users can have access to the course.

The course is by definition free to access. If you want to have controlled access, it is
quite common to click on “Open Registration Controlled Access” and ask students to

register. As soon as registration has been completed, you can click on “Controlled Access”
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and remove the users you do not want to attend. On completing modifications click on

“Perform Changes”.

5.2.1 Deleting Courses

If you click on the “Delete the whole course” link, you will be given the chance to delete
he course from the platform. If you delete a course, you permanently delete all its contents
along with the registered students. In this point it should be made clear that users are not

deleted from the platform since they may participate in other courses as well.

Delete the whole course

Back

Confirmation of course B frem othur courses)
ehidatinig :

Pic. 91. Deleting a course

Be Careful: After deleting a course, there is no way to bring it back. For this reason, use

deleting operations carefully!

5.2.2 Creating an eCourse Archive

If you click on the “Archive this course” link, you are offered the opportunity to download
a file that includes the whole course content on your computer with an aim at using it in
cases of inadvertent deletion or destruction of the course. It should be noted that the course
renewal process is conducted by the platform administrator and not the teacher, since you

first send the copy of safety.

The copy of safety operation begins with clicking on the “Course Copy of Safety” which
appears on a webpage with the result of the operation. If everything is done in the right
way, you will find the following paragraph at the bottom of this page.

2" — Creating a backup file

The copy of safety has been successfully created! Download it!
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Select the “"Download it” link to download the course copy of safety to your computer.

The copy of safety is a suppressed document; Contact the system administrator in case you

want to restore the course using a copy of safety.

5.2.3 Refresh eCourse Content

If you click on the “refresh eCourse” link you will be given the opportunity to prepare a
course for a new group of students. This will prove extremely useful in storing educational
material and deleting users and their overall activation during the course, on the break of
the new academic year (or semester). Select the steps you wish to make and click on the

“Implementation of Acts” button.

Refresh Course
Back
U War tragte - -] &M B&F, yOU SaR dal { A&ts CoLries
& ARpropral CRvor
& Users v ors fro
Agenda elete course agenda dats
¥ Rasighmaents O ide course as
Subrmit Acions
Pic. 92. Refresh Course Content

So you can choose one or more of the following activities:
> Delete the course registered users.

Delete all course announcements.

Delete all registrations done from the same agenda.

Hide the uploaded course documents from users.

vV V V V

Hide the assignments you have created in the course from students.

Teacher Manual -70 -



Open eClass 2.1 - Asynchronous elLearning Platform

5.3 Course Statistics

A course teacher can view the statistic information of a course by entering the course

and clicking on “Usage Statistics” from the left menu. The screen that appears is presented

in picture 2, which concerns the course use statistics. Precisely, you can see a diagram

including either the approximate adjustment time of user presence to the system for a

specific period of time. The diagram presented depends on the completed clues of the form

below. These are:

>

Type of Statistics: It is either the number of income to a module, or the period
of visit to the module. Statistical information is not totally accurate in the second
case, since period of visit can be approximately counted, because of innate

disablement of the http protocol.

Starting date: The date that is the starting point of the period when the user

wants to view statistics is filled in.

Finishing date: The date that is the finishing point of the period when the user

wants to view statistics is filled in.

Module: If the user clicks on “All modules” they can see statistics of all the
modules. Otherwise they can choose a specific one and create a diagram for it

solely.

Period of time: The way of grouping and presenting statistics is defined.
Grouping can be daily, weekly, monthly, annual, or it is possible that they are
presented gathered for the specific period of time that has been assigned before.

Since the user has selected the variables wished, they press the "Submission” button and

the corresponding diagram appears on screen.

I should be noted that in case statistics are minimal for a certain set of variables (e.g. no

one has visited the module for a long time), instead of a diagram what appears is a

message informing for that case.

Teacher Manual -71 -



Open eClass 2.1 - Asynchronous elLearning Platform

Humber of visits

D - 40

40
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0 - 18

: .

o- / : = -
& T
q}.‘ib gﬁqb

(- (-3

Statistics Type |Numberufvisit5 bl

Start Date | 2008-07-02 =
End Date | 20080717 =
Module | All Modules v
Interval |WV|

Pic. 93. Course Use Statistics

Another form of statistics that is offered to the teacher of a course is the “Module

Preferences”, which concerns the user percentage of preference of the course to its

modules. This information portrayed on a diagram-pie, and is like the one in picture 3. The

user (teacher) can see the corresponding page by clicking again on the “Use Statistics” from

the Administration Tools from the left menu and clicking on the “Module Preferences” from

the statistics menu in the centre of the page.
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Module Pre ferences

:.: Questio maires
W Leaming Fath

: '_ Documents

. Exarcizes

': Assignments

.: DropBox

.: Courze Description
.: Video

W Links

. Anmouncements

Statistics Type |Numberufvisit5 v

StartDate | 2008-07-02 =

End Date | 2008-07-17 =

First letter of last name:
MT

All Ugers »

User

Pic. 94. Module Course Preferences

The following parameters are filled in, in the corresponding form, so that a pie diagram

can be created:

» Type of statistics: It is either the income to a module, or the visit time to it. It
has to be noted that in the second case clues are not precise since visiting period

is approximately accounted, because of innate disablement of the http protocol.

> Starting date: The date that is the starting point of the period when the user

wants to view statistics is filled in.

> Finishing date: The date that is the finishing point of the period when the user

wants to view statistics is filled in.
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> User: If the user clicks on “All Users”, they will see all users’ preferences in total.
Otherwise they can select a specific user from a list. Note that, because the
number of users is big enough, you will be given the opportunity to choose the

first letter of the user’s name, so as to limit the size of the list.

> Period of time: The way of grouping and presenting statistics is defined.
Grouping can be daily, weekly, monthly, annual, or it is possible that they are
presented gathered for the specific period of time that has been assigned before.

Finally, the teacher is given the opportunity to see harvest statistics of the course, older
than eight months. Information older than eight months is only preserved in a monthly
harvest form and is presented in a separate page for this reason. The teacher can have
access to the page by clicking on “Use statistics” from the left menu and then clicking on the

“0Old Statistics view” in picture 2 screen.

In relation to the diagram appearance for old statistics, the following choices need to be

filled in the form:

» Type of statistics: It is either the income to a module, or the visit time to it. It
has to be noted that in the second case clues are not precise since visiting period

is approximately accounted, because of innate disablement of the http protocol.

> Starting date: The date that is the starting point of the period when the user

wants to view statistics is filled in.

> Finishing date: The date that is the finishing point of the period when the user

wants to view statistics is filled in.

> Module: If the user clicks on “All modules” they can see statistics of all the
modules. Otherwise they can choose a specific one and create a diagram for it

solely.

Note that older than eight months statistics are stored in the database grouped for each

month. This means that in the diagram they are presented in monthly groups as well.

In case statistics are minimal for a certain set of variables in the form, instead of a

diagram what appears is a message informing for that case.
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5.4 User Administration

This module gives you the opportunity to administer the users who are registered to your
course.

Users Administration &

e Lisk: &) in Excal format b in cau format
Add: one usen, many users, guest user

Sroupd Managamant

Thare are: 1 Instructors, 1 Students, O Veitors

Total: 2 Users
Il Last Mame

Ervadl Student 1D T Course Rights Actions
Firsk Hane R bratian
Date Tuibiwr Budrminiebrabor
1, Mougoppémme antonisbeilann.ge (1 16-07-2008 Fdd add
B :
2, TEunayng Cioi Lk Beld ADa . gF 16-07-2003 Turar Adsainietrator
K e Remowe
Pic. 95. Users List

In order to add a user to your course, select the “Add a user” link, fill in one of the
rising fields (Surname, Name, Username) and click on the “Search” button.
Add User &

Back to users list

User Personal Data Enter the mams, Surname oF ssernams of the user you want to add,
Last Manvie

First Namae

Usermarma

Usar must have an account in platfoem

Pic. 96. Add User

If the user has a platform account you will view their information and then click on the
“Register User to the Course” link to fulfill the procedure.

I  First Hames

Last Manme Lhsermanse Actions
1. antonis mayrommatis antonisl Register user to course
Pic. 97. Add User
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Note: It is stressed that in order to add a student user to a course it is necessary for the

user to have already created a platform account.

If you want to add many users to your course, click on "Add more users”. You will be
asked a document with usernames. This document has to be a simple word format one, with
usernames listed line by line. In this case users need to have a platform account as well. If
you click on “"Browse” and select the document, click on “Add” to enter the users. You will

view messages related to the success or not of the process on the screen.

5.4.1 Adding Guest-Users

Click on “Add Guest-User” to activate a Guest account to your course. Enter a password
for the user. Note their names are something like (e.g. guest TEST156) and click on the
“Add” button.

Add guest account @

User Personal Data

First Name: Guest
Last Mame: Uszer
Usemame: guestTESTGULSE
Password:
Add
Pic. 98. Add guest user

If you have already activated the guest-user account, you can click on the “Add guest-
user” link if you want to change their password and click on “Maodification” to end the
process. Just as happens during the activation process, if everything is done properly, you

will be sent the appropriate system message.

Note: The guest-user has access to all course modules, like students do. The difference
is that guests can watch but cannot actively participate in course modules. They are, for
example, not allowed to email assignments or participate in chats and forums. Finally, they

do not have the ability to change their profile information. For that reason, as soon as you
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activate the guest-user, you can inform all users you wish to have access to the course with

the guest’s rights for the username (e.g. guest DI200) and password.

5.4.2 Deleting Users

If you want to delete a user from the course users’ list, click on the delete icon xthat is
in the same line with the username you intend to delete. The user will be deleted from the

course (they will not be able to attend it), but their account will remain on the platform.

ID Last hamne Erviail Student 10 grOLp Course Rights AcHons
First Mare Registration
Dabe Tuitar Bubisingstrator

antonds- 7777 3o tmail.cofm 603 17-0 3 Aadd Add 3'{

costasFnos,ues.gr 16-07-2 Tutar Adminisb ator 4
Reave

Pic. 99. Delete User

Note: If you click on the “Delete” sign, you only inactivate the specific user and you
only need to follow the process described above in order to restore them. Remember that
you cannot change users’ information, e.g. hame or password. The information of each

account is personal and can only be modified by users themselves.

5.4.3 Adding Admission License

You can attribute users the teacher identity by clicking on the “Add License” link from the
“Teacher” column that is in line with the username you wish to attribute the teacher
identity. Attribution of the id does not give users administration rights, but allows them to
become a member of most of the “User Groups” (the student can become a member of one
team only). This can be very useful when creating User Groups, especially in equalizing a

User to a Teacher Group.

You can also attribute an administrator license to users by clicking on the “Add License”
link on top of the column of “"Administrator Rights” that is in line with the username of users
to be attributed. This action gives users the same rights with the teacher in charge of the

specific course (adding, modifying and deleting all content or even whole courses).

By clicking on “Excel Users Catalogue” you can locally download the complete course

users’ catalogue in an Excel form.
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6. Platform’s Support

The Open eClass is distributed for free as open-source software. Every platform installation
is supported by the local administrators who are responsible for the platform’s operation, as

well as the service of registered users’ (teachers, students) requests.
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