Emma for Faculty
Lesson 2: Managing a Course

Log on to <emma> with your username and password.

Select the course and then the click on Manage Course

Instructor(s):

Whisnant DAvid whisnantdm@wofford.edu

<emmaz Home

Enrolled:
Info Tech 101 ¥

Pending:
[ —

Stein Frank steinfrankl@gmail.com Promote H Remove

Enroll All

Email list of enrolled students: (Click to load in your email client or right-click to copy to your clip-board.)

Student Data ¥
Journal Composite (7)

Journal Composite (14)

At the beginning of the school year, you may see one or more students listed in the Pending
section. You can “tell” <emma> that these students are or are not enrolled in your course.

Enrolling a New Student in a Class

T |

To designate in <emma> that students are enrolled in your }
Instructor(s):

class on the Enroll All button.

Whisnant DAvid whisnantdm@wofford.edu
Enrolled:

Pending:

Stein Frank steinfrankl@gmail.com

Enroll All I

Email list of enrolled students: (Click to load in your email

You should see that the students’ names have been added to W

the list of enrolled students. Instructor(s):

Whisnant DAvid whisnantdm@wofford.edu
Enrolled:

Stein Frank steinfrankl@gmail.com
Pending:

Email list of enrolled students: (Click to load in yg

steinfranki@gmail.com
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Promoting a Preceptor or Co-Instructor

If your course is part of a Learning Community, you will have a co-instructor and possibly a
student preceptor who will share the Instructor’s duties in the course. Only one person can “own”
a course in <emma>. If you are the “owner,” you will need to promote them to the rank of

Instructor after they have
enrolled in the class.

To promote a person to the
rank of Instructor in your
<emma> course, enroll them in

Pending:

Whisnant Bubba BubWhiz@gmail.com
Enroll All

Email list of enrolled students: (Click to load in your email client or right-click to copy to your clip-board.)

whisnant.david@gmail.com. whisnant.linda@gmail.com, steinfrankl@gmail.com

the class and click on the Promeote button by their name.

You now should see their
name listed among the
Instructors. Note that you can
Demote a person if you

Instructor(s):

Whisnant DAvid whisnantdm@wofford.edu

Whisnant Bubba BubWhiz@gmail.com

happen to click the wrong Promote button.

Deleting a Student from Your Class Within <emma>

If a student has Enrolled:

dropped your class, Doe John whisnant.david@gmail.com | Promote || Remove |
you can remove them Doe Jane whisnant.linda@gmail.com | Ppromote || Remove |
from <emma>. Stein Frank steinfrankl @gmail.com [ promote || Remove |

In the Manage Course section, click the Remove button by their name.
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Modifying the Name or Order of Projects

In the last lesson, we
learned how to modify it g0 £
the names of projects select Coure Falos

Whisnant test course H
after you have setup a | nereen zox o e e oner portotie
course This can be World on the Edge This course is available for students to enroll in.
done any time from
the Home page. Click
on Edit Courses and
then the type of
course, in this example
Fall 08. e

Info Tech 101

Create new course

Edit Courses &

Projects for this course

Robotics

Archive ¥ File Sharing

Enroll
Change Password Cloud Computing

Change Skin Portfolic Prep

The Multicultural archive will NOT display for this course/section.

Sl Home :: Edit Courses :: Fall 08

| Edit course H Delete course ‘

Add project

[ Edit project || Delete project |
[ Editproject || Delete project |
[ Editproject || Dpelete project |
[ Edit project || Delete project |

Suppose we would like to change the order of the last two projects.

Projects for this course

Edit the “File Sharing” project,
which now is second.

Robotics
File Sharing
Cloud Computing

Portfolio Prep

Add project

‘ Edit project || Delete project

I‘ Edit project |I Delete project

‘ Edit project || Delete project

‘ Edit project || Delete project

Make its order = 3.

Edit the “Cloud Computing”

Update the name and order of this project.

Project name: File Sharing *

Update Project i

. Projects for this course
project.

Robotics

Cloud Computing

File Sharing

Portfolio Prep

Add project

| Edit project || Delete project |

I Edit project I Delete project

| Edit project || Delete project |

| Edit project || Delete project |

Make its order = 2

Note: Negative numbers are acceptable, so if you need to add a
project at the beginning, set its order as -1.
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Update the name and order of this project.

Project name: Cloud Computing *3

Order: 2 *

Update Project
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Setting a Project as the Default

To help avoid confusion it is very helpful to set the current project as the default project before
the papers are due for that project. When a project has been set as the default, then it is
displayed when you click on the Course Content or Project tabs.

Suppose, for example, that you have given the students the assignment for .
the third paper and expect them to start uploading their papers to <emma> . .
soon. You go to <emma>, select Projects and then File Sharing as the
project. Click on Set Project Default.

Project Materials
My Documents
Class Docs by Name ¥
Class Docs by Stage ¥
Upload Document
Create Link

Fet Project Defaultl

Motes and Research

You will be informed that the current project
is the default

The current project is now set as the default for this course.

Why do this? If a student logs in, selects a course, and then clicks on Projects,
the default project automatically is chosen. This makes it more difficult for a
student to save a document in the wrong place.

Info Tech 101 ¥

Course Home

File Sharing ¥
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Adding Project Resources
You may want to furnish PDF files or links to external web sites as resources
for the students as they work on a particular project. For example, suppose that

you have found a particularly good web site on robotics

http://www.thetech.org/robotics/

and would like to make it available as a resource in the Robotics project.

Select Project 4
Select the Robotics project. Robotics
Cloud Computing

File Sharing
Portfolio Prep

Class Docs by Stage ¥
Click on Create Link in the menu. Upload Document

Create Link

Set Project Default

Notes and Research

Fill in the information
about the link:

Link title Information about your link

URL To create a link to an outside web source, fill in the form and click the Submit button below.

PI‘OjeCt | itle of your link: Robotics: Sensing. Thinking, and Acting I
Resources under IURL: (e.0. http://www.uga.edu) hitp:/Aww thetech arg/robatics/ I
“Materials Stages”

Project © cloud Computing ) File Sharing ) Portfalio Prep

Stage: C'Draft 1 CO'Draft 2 CDraft 3 O Final O post write ) Syllabus ) writing Assignment ) Daily
Assignment ' Reading (' Resources

Submit the information
when you are ready.

Access: @ private O Peers

Course Materials: Only instructors can post to Course Materials. This options is not seen by students. Materials
are listed by default when you enter a Course.

) Course

Materials Stages: Only instructors can post to Project Materials. These options are not seen by students. You may
use these Stages with either the Course or with a Project. Materials are listed by default when you enter a Course.

) syllabus ) writing Assignment ) Daily Assignment ©) Readind {9} Resources

| Submit H Cancel |
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To include a PDF file in the list of resources, select Upload Materials under
the Course Home.

Info Tech 101 ¥

Manage Course

Browse to the PDF file.

Materials
Document upload Roll
First, click the Browse button to find your file, and then click Upload. TEREEE
files with the following extentions only: .odt, .doc,.jpg, .gif, .pdf, or .m Resources
News
CA_MyFile\pdf_Files\Asimov_l_Robotpdf
Projects
Upload || Cancel

Information about your document

Supply the information
about the resource as [ File Format Notice:
descrlbed abOVe for the Update all the information about your file and click Update.

|
. itle of your document: |Robotby Isaac Asimaov
link. IT—l

Project: O Portfolio Pre." File Sharing © Cloud Computing
Click on Update when stage: ) Draft 1 © Draft 2 © Draft 3 O Final © Post Write
y0u are ready. Access: @ private O Peers

oOriginal author: select only if you are commenting on another author's document. MNone

Course Materials: Only instructors can post to Course Materials. This options is not seen by students. Materials
are listed by default when you enter a Course.

©) Course

Materials Stages: Only instructors can post to Project Materials. These options are not seen by students. You may
use these Stages with either the Course or with a Project. Materials are listed by default when you enter a Course.

) syllabus () writing Assignment ) Daily Assignment Readm
Update

When students log on later and
select the course, clicking on the
Project Materials button will
display the resources under the
project name.

OExternal Links and lEPDFS will open in a new window or tab.

Project Materials

Course Materials

Project: Robotics

Resources

Materials
- m I Robot by Isaac Asimov
Ro

Templates (3 Robotics: Sensing, Thinking, and Acting «
Resources

News
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Viewing Student Data

If you would like to see a summary of the work a student has done within <emma> for a term,
click on Student Data and then the name of the student. You will see a list of the Journal entries
they have made, the documents they have created, and so forth.

1 | Hawc«:mtse :: Student Data |

Stein Frank
<emma:z> Home Journal Documents
Info Tech 101 ¥ » Entries created: 1 » Documents created: 3
* Entries deleted O * Documents deleted: 0

* Documents Updated: 1
* Documents Reviewed: 0

List Roll * Quick Comments: 0

Student Data &

Doe, John

Doe, Jane Forum Motes and Research Cards

Stein, Frank:
whisnant, DAvid
Whisnant, Bubba

New Mote Cards: O

Updates to Note Cards: O
New Research Cards: 0
Updates to Research Cards: 0

s Forum Postings: 1
s Forum Deletions: 0

Journal Composite (7)
Journal Composite (14)
Journals (30) ¥

Journals (term) ¥ Portfolio Zine
nEE * Additions: 0 * Additions: 0
Find Documents * Deletions: 0 * Deletions: 0

View Portfolios ¥

LCourse Home

Downloading Several Documents at Once

You can download documents for individual students, but downloading them one at a time can
be quite a task when you want to look at essays for an entire class. In this case you may want to
download the documents in a batch.

Suppose, for example, that you want to download all of the “Robotics” m
documents that are in first draft stage. st ol

Student Data ¥
Journal Composite (7)
Under Manage Courses, click on Find Documents. Journal Composite (14)
Journals (30) ¥
Journals (term) ¥
Notes ¥

Find Documents

View Portfolios ¥
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In the Download Documents section, specify “Robotics”  |Manase cause st findoocuments |

as the Project and “Draft 17 as the Stage.

Click on Download.

Find documents

Project: All * Stage: All =  Author: All
List

Download Documents

IProject: Robotics -I IStagE:fDraﬂ‘I -I Author: All
Download

Because several documents can take up quite a bit of memory,
the files are downloaded in a compressed form as zipped files.

The next set of windows will vary depending on the type of
computer and operating system you are using.

Usually you will be asked if you want to open a folder contain
the zipped files.

Opening emma.zip b_(l
You have chosen to open

emma.zip
which is 8: Compressed (zipped) Folder
from: http:/femma.wofford.edu

What should Firefox do with this file?

CompressedFolder {default) ~

(O Save to Disk

[] Do this automatically for files like this from now on.

Answer OK.
You will need to extract the original versions of the Fle Edt Ven Favortes Tods Heb
files from the zipped versions. D - F | POseen [ roces | [T
Address |1 €:\DOCUME~1\DAVIDW ~1ILOCALS~1{Temp\emma.zip
_ =Y =
Folder Tasks @) = dE |
EEUEZJ;ﬁn_ES _;rgo; Doelohn_P...  README
2_2008-05-03
_1140AM_1
Other Places A
|
Extraction Wizard X

At this point, you probably will see some Extraction Wizard
windows. Click on Next.

Emma Faculty Lesson 2
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Welcome to the
Compressed (zipped)
Folders Extraction
Wizard

The extraction wizard helps you copy files
from inside a ZIP archive

To continue, click Next
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You will need to specify the folder in which you store the

original versions of the files

Click on Finish when you are through.

The original OpenDocument versions

of the files are now available for
viewing, grading, etc.
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Extraction Wizard

Select a Destination

Files inside the ZIP anchive will be extracted to the location you @J i
choose.

Select a folder to extract files to.
Files will be extracted to this directory:
ttings*David Whisnant.\My DocumentsEmmaFiles |

BExdracting...

[

[ < Back ” Next > I[ Cancsl ]

Extraction Wizard ‘il

Extraction Complete =
Files have been successfully extracted from the ZIP archive

Files have been successfully extracted to the following
directary:

C:\Documents and Settings'\David ... \EmmaFiles

To see your extracted files, check the box below:
Show extracted filss

Press finish to continue:

& EmmaFiles

Favorites  Tools  Help

File Edit Wiew

€

J @ /"__\J Search FE} Folders v

Address

I3 C:\Documents and Settings\David Whisnant\My Documents\EmmaFiles

File and Folder Tasks

(2 Make a new folder
&) Publish this folder to the

T ™\ Doelane_Project276_Stage?_...

OpenDocument Text
‘—' | BKB

-y README
Web File
&3 Share this folder 1a

T ™\ Doelohn_Project276_Stage2_..

- - | OpenDocument Text
(—' | 8KB
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Finding “Lost” Documents

If necessary, you can search for all documents that have been uploaded by a
particular student. This is handy if a student tells you that he/she uploaded a

document to <emma> but cannot remember where.

Under Manage Course, click on Find Documents.

In the Find Documents section, select the

student’s name from the pull-down list.

Click on List.

Journal Composite (14)

is {30} ¥

Journals (term) ¥

Notes ¥

View Portfolios ¥

Find documents

Project: All
List

Download Documents

Project: All

-

-

|WCMM::FMDOCMG |

Stage: Al ~ Author:FrankStein ]| Co
Al
John Doe
Jane Doe

Stage: All ~  Author: DAvid Whisnant co

Bubba Whisnant

You will see a list of papers by this student. The studentnow [

can find the missing document and move it to another project,

as was explained in the first lesson.
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Stein, Frank :: Robotics :: Draft 1
8 B Stein_Paper_1
Stein, Frank :: Robotics :: Draft 1

% @ Music Theory (Download only)

Stein, Frank :: File Sharing :: Draft 1

& @ wrongPlaceWrongTime
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Using the Calendar
The Calendar is a good way | <emma> Home :: Notifcations and upcoming £vents |

to keep your students
informed about project

Welcome Ima Student Today is August 29
deadlines and other activities et D A
associated with your course. Torture : Classes begin
For example, when Ima September 1 10:00 AM
Student logs on to <emma> HUM 101 Utopias : First Class!

Welcome to HUM 101!

on August 29, she is reminded

Of some thlngs gOIHg on that Humanities 101N : Novel Experience Dinner
affeCt her Humanities groups go to dinner as a group to discuss the novel

September 2 06:00 PM

To access the Calendar, select your course and then click on Calendar.

Materials
Roll

Templates
Resources
News

Upload Materials

Projects

To add an event to the calendar, click on
New Event at the top of the calendar.

September 2008

SUNDAY MONDAY TUESDAY WEDNESDAY THURSD
1 2 =
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You can enter the date directly (mm/dd/yy) or click on the
calendar icon and select the date from the calendar that pops

up.

Enter other information about the event:

Time (HH:MM AM/PM)
Title

Description

Who has access to the event

There are three types of events: Private,
Course, and Program.

e A Private event will appear to the
instructor only. These events can be
used as personal reminder tools.

¢ A Course event will be seen only by
students in that particular course

e A Program event will be seen by
ALL <emma> students and should be
used sparingly — probably only by the
head of Humanities.

This event has been designated a course event
because it applies to everyone taking your
course.

When students in this class log on to <emma>, they now

will see an announcement of the event.

Emma Faculty Lesson 2
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Create or edit a calendar event

Date (mm/dd/yy):

8/29/08

Time (hh:mm):

Title:

Create or edit a calendar event

Date (mm/dd/yy): 9/2/08 0=
Time (hh:mm):  09:00 AM o =
Title: First Class
2] | —format— « —font— ~ —sze— ~ B T U S
= i —2E@A0 9 cEHS Be@@ Y
Our first class will be at 9:00 AM on Tuesday, Sept. 2
Description:
Path: body
Access: @] Privat:' Program

12

Welcome Frank Stein

September 2 09:00 AM

Info Tech 101 : First Class
Our first class will be at 9:00 AM on Tuesday, Sept. 2
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If a student (or you for that matter)
selects the course and then Calendar, he

or she will see the event listed there. September 2008
SUNDAY MONDAY TUESDAY E
2
105:00 AM First Class

v

Course Home

N

Projects 7 8 3

[e—

Journal 14 15 i6

e
Back on the calendar, if Y MONDAY TUESDAY WEDNESDAY  THURSDAY FRIDAY

2 2 4 I

you or a student moves the
mouse over the event, a 09:00 AM First Class
window will pop up with
its dCSCI'iptiOIl Cur first class will be at 9:00 AM on Tuesday, Sept. 2

The color of the event’s box on the calendar and on the <emma> Home page tells what kind of
event it is: yellow = a class event; blue = a private event; pink = a program event.
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