The ella Syllabus Tool

The ella syllabus tool allows you to post your syllabus on your site. The
advantage of using the syllabus tool rather than adding your syllabus as
a document to Resources is that you are able to modify the syllabus in
the tool itself, rather than having to remove and repost your syllabus.
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Adding the Syllabus tool to your site

Step 1: Click [Site Info] in the site you would like to add the Syllabus tool

to.

Home
Schedule

Anrmnounce e nts

Assignments

Tests & Quizzes

Site Tnfo
Resources
Saction Info
Drop Box
Chat Rloorm
Ma iltool
Syllabus
Help

Step 2: Click [Edit Tools].

Home

Schedule

Announcements.
Assignments
Tests & Quizzes

Site Description:

*'
|Ec§it Site Ir\rormatior‘.l |Ec§it Tool5| IAdd Participar!.ts\ |Manage Groups| \Mar‘.age Access\ |Ed\t Class Roster(s) | \Impon from Site \ |Import from File \ |Page Order|
| Sm—

Test 100 MG W08

test of assignments

Site Inf
it Roster(s) with site access: 2008, WINTER, Test,100,MG (Requested)
Resources
et Term: WINTER 2008
Drop Box Site Contact and email: Mary Glackin, mglackin@mtholyoke. edu
Chat Room Available to: Site participants only
Mailtool Included on public sites list: ~ Yes
Help Creation Date: Dec 20, 2007 9:47 am
s present Appearance: *default*
Samah Majadla

Test 100 MG W08 Participant List (# 5)

Step 3: Place a check box next to the Syllabus too.

[ Portfolio Layouts Add XHTML page layout templates for free-form (‘design your own’) portfolios

1 Pertfelic Templates Add XSL design templates for portfolios that incorporate form data (or for ‘forms-based portfolios?)

[ Portfolios Create personal ePortfolios using existing templates, layvouts, or free-form design.

1 Post'Em For uploading .csv formatted file to display feedback (e.g., comments, grades) to site participants.

[ Presentations For showing and viewing slideshows of image collections from Resources.

™ Resources For posting documents, URLs to other websites, etc.

1 Roster For viewing the site participants list.

M Schedule For posting and viewing deadlines, events, etc.

M Section Info For managing sections within a site.

1 Site Info For showing worksite information and site participants.

O Site Stats For showing site statistics by user, event, or resource.

[ Styles Add Cascading Style Sheets (CS5) for controlling the appearance of wizards, matrices, and portfolios
lﬁ_SyIIabu_s For posting a summary outline and/or requirem_enls for a site.

W Tests & Quizzes
[ Web Content
O Wiki

[ Wizards

(Continue ) ((Cancel)

For creating and taking online tests and guizzes.
For accessing an external website within the site.
For collaborative editing of pages and content

Create and use a structured, guided ePortfolios wizard
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Step 4: Scroll down to the bottom of the screen and click [Continue] and
then [Finish].

Confirming site tools for Test 100 MG W08
You have removed the following:

And have selected the following for your site (added tools highlighted):

Home
Announcements
Assignments
Chat Room
Drop Box
Mailtool
Resources
Schedule
Section Info
Site Info
Syllabus

Tests & Quizzes

Ilf'_-Finish -'1 If'_-Back-_'] If'_-CancEI -'1 I

Composing the Syllabus using the text editor

Step 1: In the site menu bar, click [Syllabus].

Home

Schedule
Announcements
Assignments
Tests & Quizzes
S5ite Info
Resources
Section Info
Drop Box

Chat Room
Mailtool
Syllabus

Help

|
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Step 2: Click [Create/Edit] to create a syllabus

Create/Edit

Mo Syllabus currently exists

Step 3: Click [Add]

4 SYLLABUS
m |[Redirect| [Preview|

Syllabus Items

Step 4: Enter a title for your syllabus in the “Title” field. (Required)
Add syllabus...

Complete this form, then choose the appropriate button at the bottom. A * means reqguired information
|~ Tite | 1
Content
EEsource (=2 B i 4 B2 BB EBE &~ Ui o I B I U s <
i EFisEs=EEeTE- %28 ¢ L = @ &
AE Style - Format - | Font - | Size - E @
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Step 5: Click in the content field to begin typing your syllabus. The
WYSIWYG (What You See Is What You Get) editing tool allows you to
type and format a document just as you would with a word processing

program. NOTE: You may also copy and paste an existing syllabus into
the content field.

Add syllabus...

Complete this form, then choose the appropriate button at the bottom. A * means reguired information.

* Title [ |
Content
: [=] source ESIE B & E E dh YL I B 7 U s ok
S 1= = Ei=E===Ta -1 @ & I @& O @
‘=§' Style ~ | Format ~ | Font -~ | Size - |z @

Step 6: You may add attachments to the syllabus. To do so, click [Add
Attachments]. You can upload files from your computer, or you can
select a document from the Resources tool in the site, or from other
sites you maintain. Select the document(s) and click [Continue].

= Only members of this site can see this syllabus item.

() This syllabus item is publicly viewable.

Attachments

."_Add attachments |

Ermail Notification ': Naone - Mo notification [

!’_Pos:_‘! !'r_Pre'u'iew_\! !’_Sm.-e Draﬁ:_\! !"_Cancel_\!
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Step 7: (Optional) Email Notification. Choose from the drop-down list
options, which are shown below:

Options
None - No notification e :
. If you do not want the notification emailed
(default setting)
Low - Only participants who | If you want to send the notification only to participants v
have opted in receive low-priority mail notifications
High - All participants If you want all participants to receive email notification

=) Only members of this site can see this syllabus item.

() This syllabus item is publicly viewable.

Attachments

.”_Add attachments |

Email Notification ': Mone - No natification 2

(PDSZ_\- !'rPre'u'iew_\‘! !"_Save Draﬁ:_\‘! !"_Caﬂcel_\‘!

Step 8: (Optional) You may preview your syllabus format before you

postit. To do this click, [Preview]. To exit the preview, click [Edit] at the
bottom of the page.

* Only members of this site can see this syllabus item.

() This syllabus item is publicly viewable.

Attachments

!r_Add attachments |

Ermail Motification ': None - No notification fad

N b

!r_Pcus:. !'r_Pre'u'iew_. fSave Draft_\. !".Caﬂcel_\.
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Preview Syllabus Item
Test

test

Edit

Step 9: (Optional) You can save a draft copy of the syllabus and return to
it later by clicking [Save Draft|. To complete it at a later date, go to the
syllabus tool and click [Create/Edit| and then the syllabus title.

® Only members of this site can see this syllabus item.

() This syllabus item is publicly viewable.

Attachments

Add attachments

Email Motification [ Mone - Mo notification \-H

I:Pcnsl:l I:Preview: I:Sa\re Dmﬁ::l :Cam:erjl

4 SYLLABUS

Syllabus Items

Syllabus Item Status Remove
t 1 Draft =)
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Step 10: Click [Post] to post your syllabus, which makes it available to
site participants or [Cancel] to exit without saving.

i Only members of this site can see this syllabus item.

() This syllabus item is publicly viewable.

Attachments

'/_ Add artachments _\'

Email Notification | None - No notification #]

5 B ~ w w 5
Post ) il Preview | [ Sawve Draft_' [ Cancel )

Copy and Paste a Syllabus

Many instructors already have their syllabus created in Microsoft Word
and want to paste it into the syllabus tool. It is often the case that the
syllabus contains formatting which the editor may not be able to
understand. In order to alleviate this issue we recommend using the
Paste from Word feature.

Step 1: In the site menu bar, click [Syllabus].

Home

Schedule
Announcements
Assignments
Tests & Quizzes
Site Info
Resources
Section Info
Drop Box

Chat Room
Mailtool
Syllabus

|

Help
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Step 2: Click [Create/Edit] to create a syllabus.

|Cr‘eate.|_"E clitl

Mo Syllabus currently exists.

Step 3: Click [Add].

Syllabus Items

Step 4: Enter a title for your syllabus in the title field.

Add syllabus...

Complete this form, then choose the appropriate button at the bottom. A * means required information.

|~ Titie | 1
Content
iEswce (2 B {4 2R BEBE &F ¥ i oM FAN
ISl iEsEEE=EE=E=ETm W@ B & -’?‘EI @@
A; Style - | Format - | Font ~ | Size - i [z)
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Step 5: Copy your syllabus text from your Microsoft Word document.

Step 6: Click on the Paste from Word tool which looks like this:

Add syllabus...

Complete this form, then choose the appropriate button at the bottom. A * means required information.

* Title [ |
Content
B Source B dh LB T O am x, x°
S iz iz : £ S = 2 &
A; Style E - | Font -~ | Size - |

Step 7: Paste your text into the dialogue box that opens. As per the
directions, you must use Ctrl+V on a PC or Apple+V on a Mac to paste
your text.

Content

Paste from Word

test Flease paste inside the following box using the keyboard (Ctri+WV)

and hit OK.

™ Ignore Font Face definitions
] Remowve Styles definitions

oK | [cancel
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Step 8: It is recommended to attach a copy of your syllabus in the
syllabus tool using the [Add attachments]| as well as copy and pasting
your syllabus into the textbox provided. Click [OK] then [Post] to post
your syllabus, or [Preview] to see what the syllabus will look like.

i® Only members of this site can see this syllabus item.

() This syllabus item is publicly viewable.

Attachments

'f_ Add attachments _"

Email Notification | None - No notification } .]

I 5 i . 5 i 5 i 5
_Post ) [ Preview ) [ Save Draﬁ'_' | Cancel )

Step 9: Click [OK] then [Post] to post your syllabus, or [Preview] to see
what the syllabus will look like.

Questions?

Contact the help desk at 413-538-2600 or your LITS Liaison.
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