CTools Instructions for Students — 2007-08
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Announcements
This is where faculty can make class
announcements such as cancelled classes,
reminders about deadlines, etc.

e To see the complete list of
announcements, just click the
“Announcements” tool on the left
side of the screen.

e To read an announcement, click on
the subject.

e The most recent announcements
also usually show up on the home
page for the course.
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Resources
This is usually where all the readings, web sites, PowerPoint decks, etc. for your course are stored.
Your instructor will tell you which ones to read when, or that information may be found in your
syllabus or the Schedule tool. All you need to do is click

the Resources button, then the file (or folder) that you x|
want to open. You will be asked whether you want to fou have chesen to open
“open” the file or “save to disk.” 1] gbraham

e “Open with...” opens the file immediately using uihich is a: Microsoft Word Document

from: https:ffctools.umich. edu

the appropriate program (usually Microsoft
Word, PowerPoint, or Adobe Acrobat). You can

what should Firefox do with this file?

then save it to your own computer, if you like. [ word (defauty =l
e “Save to Disk” saves the file directly to your ® Seis /D

computer, but you’ll have to go find the file and I Do this automatically For files like this fram now an.

double-click it to open it. This is convenient if

you want to download a number of files to a jump Mo ] cone

drive to read later.
Be sure to remember WHERE you save your files!

Schedule
You can view the schedule for an individual course or workgroup by clicking on its tab, then clicking
“Schedule.” You can view a merged schedule, showing all your courses and workgroups on one
calendar, by click the “My Workspace” tab and then clicking “Schedule.” Some instructors use the
Schedule tool as the primary way of interacting with CTools — all your assignments, class meetings,
etc. are listed there, and the Schedule item may have links to all your readings, etc.

Daily, Weekly, Monthly, and Yearly Views
Using the drop-down menu, you can quickly change how many days are visible at once.

Note: Yearly view is especially helpful when importing a course from previous semesters. When your
schedule is imported, the dates are not updated. To see if your schedule has imported properly, use
Yearly View and look for dates highlighted in yellow, which indicates an activity on that date.
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Monthly View Yearly View

Activity List View
This shows all activities in a linear list and has an option for a “Printable Version” that creates a PDF
of the activities without printing the CTools buttons, tabs, etc.

R Tools ;M Sebwstdule - Maozilla I

Be e Go o Toos te

My Workspaca | AT Commans Manning § SCHP Staff workgroup || HURS 532 001 FOS HURS 857 001
SCHDOL OF
NURSING

i Mew Event  Mesge Flelds  Parmissions

Scheduls Wik | List of Evenis j Show: [ Al acthities (detault) d

Announcemanks:

Resaurcas

. Description
Asgighimants
005 W WK 14 - FINAL PRESENTATIONS

Drop o DESCRIPTIONMURPOSE OF CLASS

Chat Room

S#s info

Help INNOVATION PAPER
This gxarciss is designed to give you all a

Usars prasent: chance ...

Frmily Epringhiald NOVATION PRESENTATION
Wouwr presentation should be reflection of your
PaR .

2 2005 ﬁ¥
Dec 1, 2005 . . .
Schedule for Emily Springfield - 1

712402007 Site: NURS 000 001 FO&
Event: Class
From:10:004M - 12:00FM
Ewvent type: Class secfion - Lecture

Site: NURS 000 001 FO&
Event: Exam #1
From:10:004M - 12:00FM
Event type: Exam

Exam ower chapters 1-3 Be sure you've read the text. done the exercises, and completed all the homework. The format will be
50 questions of mutiple choice. plus an essay worth 25 points.

TiZTiz007
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Chat Room

The Chat Room feature allows people to type messages to each other simultaneously. Your instructor
might hold “virtual office hours” or you might have a class discussion via chat. You can also see if any
of your classmates are online, go into the chat room, and discuss course issues together. Just
remember, all chats are saved!

I There might be more
than one chat room
I for your course.

Currently viewing messages for 'Main Chat Room'

View |Date and Time j]PastE days j ‘_
All chat messages are archived and can be read by any site participant. Users in Chat If YOU don’t see any
— chat messages on the
Emily Springfield
emily@drgndrop.com screen, change the
setting to “Show all
messages. 7

To add to the chat:
Type your comment in

- the box, then click
4 “Add message” or

press the Enter key.

Add message I Clearl

Your message appears under the existing messages. This means the information on the screen will
appear to scroll as different participants add their messages.
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Discussion

This is a “threaded discussion” or “bulletin board” format. You post a message, and later, others can
post replies to your message. All of the messages are sorted by subject line (also called a “thread”).

Reading messages

a CTools : NURS 124 001 003 005 : Discussion - Microsoft Internet Explorer

File Edit Wew Favorites Toaols Help

GBack + = - ) ‘ Qisearch [Favorites hMedia (4 ‘ - S EE a8

‘ Tools UNIVERSITY OF MICHIGAN

MyWworkspace | AT Comrons | AT Commons Planning | DAMS Parthership | NURS 124 001 003 005 |- more -

SCHOOL OF B Discussion
NURSING

Mew Topic... ||Mew Category... |Expand All ||Permissions...

R Wiew! |2Hﬂw Layout vI
Schedule
¥ Welcome O

Announcements
q ~ Comments or questions (22 responses ) Connie Kerr $ep 29, 2004 3:38 pm )

BSOUrCES

notess/outlines Jacyn Regan Sep 29, 2004 &:36 pm O

Discussion

~ Bib (1 response) Kimberly Hanger Sep 25, 2004 10:21 prm
Assignments

Bib 3 Kimberly Peven Oct 4, 2004 $:22 prn O
Crop Box

x ecture outlines (1 response) Amy Riebe Oct 4, 2004 4118 pm O
s

Service Learning Packet Margaret Dembeck Oct &, 2004 7143 prm W
Web Content

Chapter outlines ashley Armstrong Oct 7, 2004 5:50 prn W
Site Info

] chapter outlines andrea semaan Oct 8, 2004 2121 prn I
elp

» Qutlines? (1 response) Joane Nwoke Ot 10, 2004 12:58 am O

Users present:
P » nnthe exam (1 resnonss A Erik wilsan Gt 11. 2004 4:52 i O

Address [ hitps://ctools. umich.edujportal site/ 1094565569055-1 778755 page 104658692 751 776762 | @sa |Links »

Search

=

e To expand a topic so you can see the replies, click the arrow next to the topic (just once).
e To read a posting, click the blue title of the posting. The message will appear at the bottom of

the screen (in 2-Row Layout) or at the right (2-Column Layout).

Writing a new message

Usually, only the instructor can start new threads. To answer a question the instructor writes, you will

reply to her initial posting (see below).
Replying to postings

Previous Message Expand &l

¥ Class discussion

¥ 01 Discussion (2 responses) Huey-Ming Tzeng Sep 7, 2006 3:40 P EOT

Going well Huey-Ming Tzeng Sep 7, 2006 3:41 PM ECT
-+ Confused emily@drgndrop.com Jul 27, 2007 2:00 PM EDT
¥  Faculty discussion
What works for you? Emily Springfieid Jul 27, 2007 1:39 B}

Cuestions Emily Springfisid Jul 27, 2007 1:39 PM EQ =

e I Flow Layout 'l I

"Reply to Message" lets
you reply to this particular
message, which was posted
by another student.

"Reply to Topic" lets you
reply to the original topic
posted by the instructor.
Usually you won't use this
button.

Feply to Message Reply to Topic
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E-mail Archive
Your CTools site might have an e-mail address (in the form nursOrient@ctools.umich.edu — note the
"@ctools.umich.edu™) associated with it. If you send e-mail to this address, the message will be sent to
everyone in the class, and will also be archived permanently on the CTools site.

It's possible for all CTools users to decide how they receive e-mail from CTools sites. You can receive
all message as individual messages, all messages as a daily digest, or no messages. (Note that there are
different settings that apply to messages sent when announcements are posted.)

If you think you're missing e-mail from CTools, check your settings under My Workspace-->
Preferences.

Assignments
There are several steps to submitting an assignment through CTools.

1. Read the instructions for your assignment
To do this:
e Loginto CTools.
e Click the “Assignments” button on the left.
e Click the name of the assignment you need to read.
e The instructions will be written out on the page - and be sure to check if parts of the assignment
(detailed instructions, readings, etc.) are included as attachments.

3 CTools : Nursing orientation : Assignments - Microsolt Internet Explorer

File Edit V“iew Favortes Tools Help

dBack - = - (@D it | Qisearch [EFavorites GhMeda (4 | B- S & &

Address [&] https: fctools.umich. edujportallsite/404F 2804-62F3-4ce 1 -00ac- 2862769t 32bjpage/brefdSnc -1 325-4ef 1-00cd Sbidzffazed1s

ctools.umich.edu

course/project sites

ace | Nursing orientation |

Home
schedule
Announcements Submit Assighment

Resources Complete the form, then choose the appropriate button at the bottorn.

bi .
feeussian Assignment Details

Drop Box Title Practice uploading
Chat Room Due Aug 22, 2006 2:00 pr
Site Info Status Mot Started
bl Grade Scale Checkmark.

Madified by inst

Uszers present:

Emily Springfield

Assignment
Instructions

emily@drgndrop. com Assignment Instructions

1. Open the document below,

2. Save it to your disk or 4y Documents,

3. Answer the guestions by typing in Microsoft word.
4. Save the document,

5. Submit the assignment by uploading the document to "4

Additional res

Assignment
Attachments

B sarnple CTools Assignrent.doc (24 KB)

Assignment Submission

|2:| Done
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mailto:nursOrient@ctools.umich.edu

2. Write your
assignment
e Use Microsoft Word to |® %ix Stretches to Do at Your Desk.doc Remove
type up your assignment -
even if you are given the
opportunity to type it File | MEEETS
directly into CTools. This
means you’ll always have | URL link towehsite)
a copy of your assignment URL
in case something goes Add
wrong during the process
of uploading your
assignment (which Lacation: (I Nursing training
happens fairly frequently). $ Title = Actions
This is especially
important for assignments
longer than a paragraph or

Items to attach Remowe?

Upload local file

Select a resource

Mursing arfentation Resources

Fun stuff

two A fair use palicy Uk, pdf attach a copy
[0} When you save T4 orientation computer instruction packet-1 Attach a copy
this f”e, be sure to & stuComputerCrientationintro.ppt attach & copy

put your last
name and the
number of the @] Wword, PowerPoint, etc, tutorials attach a copy
course in the name ¥ Show other sites

of the file, for

example “N123 Finish | Cancel |

Martinez Essay
1.doc”. Your 8 [@memet |
instructor receive
dozens of documents called “Essay 1.doc” — make sure she knows which one is yours!

[ﬁl

Ut4 Computer Use Policy Attach a copy

3. Submit your assignment

e Loginto CTools.
e Click the “Assignments” button on the left.
e Click on the name of the assignment you want to submit.
e Scroll down to the bottom and attach the Word document containing your homework. To add
an attachment:
espring Page 7 of 10
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o Click the “Add
Attachments”
button

o Click “Browse”
and find the
assignment you
wrote in Word.
When you find it,
click “Open.”

o0 You should now
see your
assignment listed
under “ltems to
attach.”

o Click "Continue."

Open the document belaw.
Save it to your disk or My Docurments,

Answer the guestions by typing in #icrosoft Wword.
Save the document.

Submit the assignment by uploading the document to "Assign

L R

Additional resources for assignment
®  Sample CTaols Assignment.doc (24 KB)
Assignment Submission

This assignment allows submissions by attaching documents o

Attachments

Mo attachments yet

Add Attachments

Subrmit P rewig Save draft | Cancel |

= assighments

the new assignment

Select an existing item from Resources or add a new item from your computer, Once

wou've made your selection, select Finish', or select 'Cancel' to return without making
any changes.

Upload local file

File

Add Attachment

Select an existing item from Resources to attach OR add a new item to a folder to be attached. Click "Continue" w

Items to attach Remaove?

] Six Stretches to Do at Your Desk.doc Remave

Upload local file | Browse... |

or a URL (link to website] | | add |

m Cancel |

Continued on next page....
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o Now you will be
taken back to the
assignment page
for the final step -
scrolling to the
bottom of this
page and clicking
“Submit.”

Assignment Instructions

Open the docurment below.

Save it to your disk or My Documents.

Answer the questions by typing in Microsoft \Word.

Save the document,

Submit the assignment by uploading the document to "Assignment]

[ O R

Additional resources for assignment
|®  Sample CTools Assignment.doc (24 KB)
Assighment Submission

This assignment allows submissions by attaching documents only.

Check that your
assignment has been
attached properly...

<-ﬁ Six Stretches to Do at Your Desk.doc [32 D
S

Attachments

Addfremove Attachments |

...then click “Submited

Submit i !F‘review | Save draft | Cancel |

When you are done,
you’ll see a note with
the date and time you
submitted the
assignment on the
assignment list page.
You will also get a
notification via e-mail
that your submission

- Assignments

Assignment List

was completed.

Select an assignment to view details, start working or Wiewdng 1- 2 of 2 ftems
edit your previous waork, -
ﬂj IShow2D items. . 'lj
Assignment title  Status Open Due &
@ practice uploadi bmitted Aug 24, 2006 11:35 am -@g 20, 2006 12:00 pm Aug 22, 2006 2:00
Aszsignment Two Mot Started Aug 20, 2006 12:00 pm Aug 22, 2006 3:00
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Gradebook

Use the gradebook to view your grades

within CTools.

1. Log into CTools

2. Click the tab for your course.

3. Click “Gradebook.”

File Edt View Favortes Tools  Help

7} CTools : NURS 000 001 FOE : Home - Microsoft Internet Explorer

ek« =+ - @D [F A Qoeach GFavortes Freda B |- S = H A @

ctools.umich.edu

course/project sites

NURS 000 001 FO6 | [l

SCHOOL OF Warksite Information
NURSING

Syllabus
Announcerments

Resources

Gradebook
Library Reserves
Site Info
Help
Users present:

Emily Springfield
emilv@drandrop. com

& demo CTools site for Nursing faculty,

Address [{€] hetps:fctools.umich. dujportaljsiteffzcTFofa-527e-4e39-002-faez Lb3e90d1 jpage/Bb224c79-b0sS-48ea-B05-3 1 bebSees: ¥ | (¥Go | Links

Recent Announcements

There are currently no announcernents at this
locatian,

There are currently no messages at this location.

il -

&

1[5 [ memet

N |

Your grade for each assignment will be listed as soon as your instructor posts your grade. The
“Cumulative score” lets you know how you’re doing in the class to date.

In the example above, the course grade is currently “I”” (for “Incomplete”) because the final has not

yet been graded.

SCHOOL OF
NURSING

Home

Syllabus
Announcerments
Resources
Discussion

Assignments

Library Reserves

site Infio

ctools.umich.edu

course/project sites

ace | NURS 000 001 FO6 | Nursing arientation |

Grade Report for emily@drgndrop.com

Cumulative Score:

Course Grade:

Assignments
Title

Quiz 1

Quiz 2

Final exam

27 out of a possible 30 points [90%] scored to date
|

Due Date = Score
Sep 10, 2006 14
Oct 10, 2006 13

Dec 10, 2006

Boints
15
15
100

The space for “Cumulative Score” and “Course Grade” may say “Not yet released” - your
instructor will release final grades at the end of the course.
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