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Announcements 
This is where faculty can make class 
announcements such as cancelled classes, 
reminders about deadlines, etc.  

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

• To read an announcement, click on 
the subject. 

• 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 
want to open. You will be asked whether you want to 
“open” the file or “save to disk.”  
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• “Open with…” opens the file immediately using 
the appropriate program (usually Microsoft 
Word, PowerPoint, or Adobe Acrobat). You can 
then save it to your own computer, if you like. 

• “Save to Disk” saves the file directly to your 
computer, but you’ll have to go find the file and 
double-click it to open it. This is convenient if 
you want to download a number of files to a j
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. 
 

Weekly View Daily View 

Change view here 
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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.  

 
  

  



 

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! 
 

  

To add to the chat: 
Type your comment in 
the box, then click 
“Add message” or 
press the Enter key. 

If you don’t see any 
chat messages on the 
screen, change the 
setting to “Show all 
messages.” 

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

 
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 

 
• To expand a topic so you can see the replies, click the arrow next to the topic (just once). 
• 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 
 
 
 

"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. 
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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: 

• Log into CTools. 
• Click the “Assignments” button on the left. 
• Click the name of the assignment you need to read. 
• 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. 

 

Assignment 
Instructions 

Assignment 
Attachments 
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2. Write your 
assignment 
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• Use Microsoft Word to 
type up your assignment - 
even if you are given the 
opportunity to type it 
directly into CTools. This 
means you’ll always have 
a copy of your assignment 
in case something goes 
wrong during the process 
of uploading your 
assignment (which 
happens fairly frequently). 
This is especially 
important for assignments 
longer than a paragraph or 
two. 

o When you save 
this file, be sure to 
put your last 
name and the 
number of the 
course in the name 
of the file, for 
example “N123 
Martinez Essay 
1.doc”. Your 
instructor receive 
dozens of documents called “Essay 1.doc” – make sure she knows which one is yours! 

3. Submit your assignment  
• Log into CTools. 
• Click the “Assignments” button on the left. 
• Click on the name of the assignment you want to submit. 
• Scroll down to the bottom and attach the Word document containing your homework. To add 

an attachment: 



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

 
o You should now 

see your 
assignment listed 
under “Items to 
attach.”  

o Click "Continue." 

Continued on next page…. 



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.” 

 

 

• 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 
was completed. 

…then click “Submit.” 

Check that your 
assignment has been 
attached properly… 
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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.” 
 
 
 
 
 
 
 
 
 
 
 

 
 

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. 

 
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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