el I a [Mount Holyoke’s electronic learning arena]
Tips for Getting Started using ella:

For Faculty For Students For Five College Students For Project Sites

For Everyone

To log into ella, go to http://ella.mtholyoke.edu or type “ella” on campus.Enter
your MHC user name and password at the upper right hand corner of the page. Loi
Then, click on the “Login” button. /Ogm
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Before logging into ella, five college and other registered students who are not
Mount Holyoke students will need an MHC email account. This will permit access
to library databases and other resources and can be obtained within 24 hours by
filling out the short form at http://www.mtholyoke.edu/lits/8697.shtml.
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In ella, each user has his/her own individual worksite called “My Workspace.”
When you log into ella, you enter that area and will see a page similar to this:
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Welcome to your personal workspace.

In Ella each user has his or her own individual worksite called My
Workspace. My Workspace is a place where you can keep personal
documents, create new sites, maintain a schedule, store resources, and
much more.

The default information displayed here for a new user can be modified
by the Sakai Administrator by editing the file sakai.properties

configuration value “myworkspace.info.url” to peint to the html file 1
desired =
Useful links outside
MHCUbrary | SIS | Getewsy | eleHelp | === _¢|la including local
Powered by Sakal help files

Left Navigation Bar Menu

You can provide personal information to other ella users using the Profile tool,
and see a list of sites to which you have access using the Membership tool. Use
the Schedule tool to view important meetings and deadlines from all your sites.
You may add events to your personal schedule here. The Resources tool
provides space to organize a personal file cabinet of materials.

Black Site Navigation Bar

Links to your sites (sites to which you have a membership) are located in the
black Site Navigation Bar at the top of each page. If you belong to a large
number of sites, “more sites” will appear at the left end of the black Navigation
Bar below your listed sites. Additional sites (more than fit across the top bar) will
show in a drop down menu. Tools available in a site are listed as links in the left-
hand Tool Menu Bar.
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For Faculty
If you are new to ella, you will find that these tools are loaded by default in your
course sites:

Home: The front page for your course site. Used for viewing the site
description, recent announcements, discussion, and chat items.
Schedule: Post important dates to your course calendar. Each course has
a separate calendar. Use the Schedule tool in “My Workspace” to view
important dates from all your course and project sites.

Announcements: For posting important course information, files and
deadlines. Important announcements can be posted on the front page of
your course site and emailed to your students.

Resources: A tool for easily distributing files to the participants in your
site.You can upload document files (including PDF, Word, Excel, and
PowerPoint), images and multimedia files. You can post URLS, citation
indices and create simple webpages. Resources can be organized into
folders by topic or date and can be hidden or made visible on a specific
date to help organize your content for your students.

Email Archive: Have an email address and list for each of your courses.
By default, only you can send email to this list and all emails are archived
so that students can refer to them later. You can choose to allow students
to email this list.

Roster: You and your students can see names, email addresses and
college photos for all members of your class.

Site Info: This tool allows you to control access and select the tools you
use in your course site.

Help: This tool has the basic help files for all available tools. Additional,
locally written, help is available through the link labeled “ella help” at the
bottom of each page.

Some additional ella tools that you may find useful:

Assignments: For posting, submission, grading and commenting on
graded or ungraded assignments.

Drop Box: While the resources tool is for faculty to distribute documents
to all of the students in a course, the Drop Box tool is intended for private
sharing of documents between an instructor and an individual student. For
example, a student can upload papers for comment or grading and a
faculty member can return the file or share comments with the student.
Syllabus: Create a syllabus from scratch or upload your existing syllabus
file so that students will have ready access.

Forums: Post topics for your students to discuss or allow students to
create their own discussion topics.
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+ Chat Room: Conduct real time discussions and preserve transcripts.

» Gradebook: For storing grades online and allowing students to check
their grades whether for individual assignments, quizzes or the course.

» Libraries web site: Links to the library catalog, article databases,
electronic journal articles and more can be added to your course.

* Presentation: Create slide shows of jpg or gif images for classroom or
student viewing. A PowerPoint presentation can be saved as jpg files and
shown here.

« Wiki: Site participants can easily create, edit and comment on web pages
and collaborate with one another.

* Modules: Organize course materials into lessons and topics or themes.
This tool includes a Selective Timed Release option, where you can
choose when you want something to be available for site participants.

* News: Display the RSS feed(s) from your favorite news, journals or blog
sites. This tool can be added multiple times for multiple feeds.

*+  Web Content: Display the contents of a web site within the ella window or
as a popup window. This tool can be added multiple times.

+ Tests and Quizzes: Give self-test quizzes, assignments and quizzes with
the option of automatic grading. We are piloting Tests and Quizzes this
year for the first time. Please contact your RIS Liaison if you would like to
use this new tool.

S —
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For Students

Most courses for which you are registered will have an ella site. You can access
these sites from the Black Site Navigation Bar at the top of the page once you
login to ella. If you are registered for a course and do not have an ella site for
that course, ask your professor whether they are using ella.

Look at the left navigation bar for each course site to see which tools your
instructor is using in that course. You might find these frequently used tools:

« Syllabus: View an outline of the semester’s work.

* Resources: Instructors can upload readings, presentations, spreadsheets and
other files relevant to the course.

* Announcements: Look here for important current course information.

* Drop Box: Use the Drop Box to submit documents and receive feedback about
papers and other assignments.

» Chat Room: Participate in real time discussions with fellow students and / or
your instructor.

» Schedule: Important dates such as deadlines and course meeting times may
be posted here.

* Wiki: Your instructor may use this so that you easily and collaboratively create
and edit web pages (like wikipedia).

* Roster: You can see the others enrolled in your course along with their email
addresses and possibly a profile.

* Forums: Post replies to specific topics, ask questions, or follow up on course
topics.

* Email Archive: Site emails may be sent to participants and archived for future
reference.

Project sites for Faculty, Staff and Student Organizations:

As an ella user, you can request project sites for your small group projects.
Consider sharing documents using the Resources tool, conducting virtual
meetings using the Chat Room or creating collaborative content using the wiki
tool. If you feel your project would benefit from a site on ella, please fill out a
request form at the link below:
http://fs10.formsite.com/ris_mhc/form154623601/index.html

If you have any questions about project sites: e-mail ris-d@mtholyoke.edu
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