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This guide has been developed to help you create and manage your firs t ANGEL course. As such, it provides basic
information and focuses on only the tasks needed to set up and manage a typical course.

Conventions Used in This Tutorial

Typographic conventions used in this tutorial are as follows:
b Itemsin bold represent links, buttons, or fields that appear on the screen.
b  Linked items (online help only) are underlined .

This text also features different types of special information:

Icon Description
Tip: A type of note that helps users apply the techniques and procedures described in the test to their
J specific needs. A tip suggests an alternative method that might not be obvious and helps users

understand the benefits and capabilities of the item.

Note: Calls the user's attention to informa tion of special importance.

o)

Reference:  Refers the user to another source of information.

A Caution:  Advises users of actions that could potentially cause problems.

If :\I Step -by -step: Brief tutorials that work through the most frequently asked questions s tep by step.
N/

S | video: Brief tutorial videos that illustrate the current task.

e

Video

Before we jump into the tutorials, it's important to clarify the various ways in which you can receive help when

using ANGEL. The following sections illustrate way s to get help by using ANGEL.
Online Help
ANGEL offers a comprehensive Instructor Reference and key step -by - step tutorials via its online Help system. Help

is accessed by using the Help link located within the ANGEL power strip.
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The Online Help tool prov  ides several options for accessing help.

(= Conventions Used in This Manual - Windows Internet Explorer

?-https angellearning.co 2 ifref1/index.htm

. f
\\‘-‘J Contents | &% Search

@9 Heme > Instructor Reference Guide

X
+ @ Instructor Reference Guide @
- @ Instructor Quick Start Tutorial I ANGEL® Instructor Reference Guide e &5

[+ "QDownIoadabIe Guides ‘\ @ ____
- @ school Resources ANGEL Help
\ @

Welcome to the ANGEL® 7.3 Help system. The sections below
provide an overview of how to get maximum benefit from the
system.

* Search
v S R A P Iy ¥ WTWW iﬂWOMn&WLi_ZW

Contents.  This option allows you to browse through the entire ANGEL Help system.

Search. This option allows you to search through the entire online Help system.

Instructor Quick Start Tutorial. A tutorial that covers the basic uses of ANGEL.

A w D PE

Downloadable Guides. This link takes you to a page in which you have access to downloadable (PDF)
versions of the various ANGEL help documents. Your system administrators also have access to the source
document file s.

5. Resources. This link takes you to a page maintained by your institution in which additional help or policy
information may be posted

In many places within ANGEL, the help is built in to the application interface. You access this hel p by hovering over
a field label on a configuration page.
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@ all ate

All questions

O Questi

Display Settings
Display Mod /
2

Clicking the field label loads a pop
following figure, the user has clicked the
Mode setting (2).

o
7=| New Assessment
Settings: @ Normal O Advanced

Content | Access | Interaction | Review | Stand

Delivery Settings

Display Mode

text (1) and thus loaded

Help: Display Mode - Windows Internet Explorer

-up help window with additional information on that particular setting. In the
field -level help for the

Display

(=19

& | http: ffIFE74, angellearning, comHelpfContextHelpServer, aspxrtoken=assessment _dis ¥

Display Mode

Sets how the assessment is viewed by users:

Date Enabled F |Januar\,r " | | 4 VL
) o All at once: All questions are displayed on a single page.
Date Disabled O ey B[+ ™, _ aue leplayed o gie pag
o Question Set at a time: Questions are displayed one
question set at a time. The user must click the Continue
Display Settings :iteosns:ﬁe:lfw the next set of questions within the
Display Mode )
£ @all ?'t ElnEs o * Question at a time: Questions are displayed one question
1 All questions are displayed in a simpl at a time. The user must click the Continue button to view

OQuestion set at a time
Questions displayed one question se

O Question at a time

Dizplay questions ane at 3 time,

[show question titles

Question Set Defaults

the next question.

o Show guestion titles: Question titles are displayed with the

question text.

Improve this Help Text

Close

[IRandomize the order in v

Done

Randomize the order of SaerToee
-hDﬁ-l-_—‘.-_' AP o gt ba dns

@ Internet

Ho00% v

P

T
-

"""——*"-*“\-ﬂ'\q—__..r"ﬂ‘ o _F'“‘-\.-—q....,r_j

ANGEL is fortunate to have a robust community of users working to support each other's use of ANGEL via the

ANGEL User Group List . The User Group List is managed by Indiana University

-Purdue University Indianapolis and

is not officially supported by ANGEL. ANGEL recognizes the User Group List's value to our user community and

highly recommends that ou

r users investigate the listserv as a means of additional support.

ANGEL deeply involves our user community in the development of new ANGEL features or the
refinement/enhancement of existing features. If you want to help drive the future
an idea for the product, visit our corporate website's
can sign up.

Ongoing Customer Collaboration

of ANGEL or if you want to share
page for details on how you

There are several tools for navigating in ANGEL. The Power Strip is a global tool that is visible throughout the

ANGEL environment on the left side of the interface. Others tools
Map, breadcrumbs, and

the Course/Group

that work within courses or groups include the
tabs. Each navigation tool is described below.
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'llllllj
Video . . q
Video : "Navigate in ANGEL ."

When you loginto ANGEL, the first screen  you will encounter is your ANGEL Home page . The Home page presents
a variety of components that provide information, access to ANGEL courses, or other useful tools. In addition, you

may add, delete , or modify these components according to your institutiona | policies. The default tools/nuggets
available to users may be customized by your institution.

S
Y

Video

Video : "Navigate the Home Page "

Course Mal (3 ‘ My Announcements

Find # Covrse . View Quick There sre no new snnourcements.
: Inbox Message

f E Vv, read, and Sk the inbox and =
Community Groups (a COMposs messages  dart pOLT Mesiage, Public Announcements @_

Fng 3 Gron

*7 Yaw! Pax Praseat Al | Som Dascendng
;J Unread "essages There 2re no new snnouncements.

All 0 messages

4 Public Information ( 8 ’
Today's Cakendar Q_

Event Calendar

Thars are no svents for todey, In the Newis
Public Surveys

- 5 -~ | Public Forums
Toolbox

Bockmarks
Keap » parscraioed Tt of bockmarks
for vy scoen 10 your favorte stes,

Files
Ugioad Piss for aasy accass from
arywhars,

Calendar
Kaep track of important perscral
everts,

AN AR, . st S APt ARSI~ At ctn A o

By default, the ANGEL Home pa ge contains the following components:

1. Courses . A list of the courses in which you are enrolled. Note that some of your courses may be disabled and
thus not visible within this component by default.

2. Community  Groups . Lists the groups in which you are enrolled.

3. Course Mail . Provides access to your course mail inbox, a summary of unread messages and a quick message
link.

4. Today 's Calendar . Shows today's calendar events.

5. Toolbox . Helpful tools including bookmarks, files and a personal calendar.

6. My Announcements . Announcements specific to you and the courses in which you're enrolled.

7.  Public Announcements . Campus -wide announcements sent by the system administrator.

8.  Public Information . Information and resources available to visitors to ANGEL.
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7
Reference:  See "Configuring ANGEL Components " for information on how to customize these
components.

1. Home . Clicking this anywhere within ANGEL will bring you back to your ANGEL Home page.

2. Help . Clicking this will bring up the online Help manual, as well as links to other resources, such as the
Instructor Reference Manual

3. Log Off . Use this to log off of ANGEL.

4. Learning Objects Repository . Clicking this will bring up a list of all Learning Object Repositories (LORS) in
which you are a member. When you click it for the first time, it will create your personal repository.

5. Personal Preferences . Clicking this will  allow you to set personal preferences, update your profile, and
control access to your personal information as well as to select a default theme for your ANGEL environment
and designate other system settings.

6. Instant Messages . Clicking this icon wille  nable you to message with other online ANGEL users.

Other navigation tools are used within an ANGEL course, group, or repository.

Each course has three main navigation aids: the course or group Map, navigati onal breadcrumbs, and the main
tabs within each course.

The Map is located on left side of the screen and is opened and closed via the handle highlighted in the following

figure. You can open and close the Map as needed. The map will "r emember" the last state it was in and default to
the open or closed position the next time you enter a given course. For example, you may find it useful to close the

Map when viewing the Gradebook so that you have more room onscreen to view student grades.
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% Note: Keep in mind that students also have the option to open and close the Map sidebar, so they may or
may not see the items listed there.

Home  Course

Map ——

expand o collapse
@ course

¢ Calendar

+| M Lessons
& Resources
&) Communicate
wy/Report
© Automate
& Manage

q
9
S
©
O

|

O,C

Map

What's New
Tasks
Search
Design Help
About

AR OF] >

The Map offers several useful navigational views of your course. The default Map view may be preset by your
institution. Each view option is discussed below:

1. Map . Allows you to navigate to any section or content item within the course, group, or repository. The view
can be expanded and collapsed.

2. What 's New . Displays any new items that have been completed, su ch as new discussion forum posts, new
content items added, new mail, new drop box assignments to be graded, and new assessments to be graded.
By default, you will see items since the last logon, but this view can be changed to items new since the last
week , last two weeks, last month, or a specified date.

3.  Tasks . This view displays any items that need attention, such as unread mail, ungraded items, and unread
discussion forums. Students will see items that they have not completed, such as unread mail or u nread
discussion forum posts.

4. Search . Allows you to search your course content, calendar, mail, or roster, and quickly browse the search
results.

5. Design Help . Provides tips and techniques for using the ANGEL content tools.

6. About . Provides ANGEL co pyright and contact information.
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Breadcrumbs

You can also navigate through an ANGEL Course or Group using

breadcrumbs & links that are created as you access

different sections of the course. The y allow you to quickly return to a previously visited area by clicking the link.
The links are located under the tabs within a course.

Home Course Lessons Module 1
The tabs located across the top of the course/group/repository screens will open up the respective pages , as
indicated by the tab label.

Course ] Calendar Lessons | Resources l Communicate Report Automate Manage

The tabs are the same as t

he links on the Map. The content displayed within each of these ANGEL pages differs

according to the course rights of the user. The course instructor will have access to more information and options

than students.
Course Tab

The Course tab (or breadcrumb | ink) serves as the course

's Home page within any ANGEL course or group. While

the components on this page may differ depending on institutional policy and editor customization, the following
figure displays the default view of the Course tab and its compon ents.
o Pharmacology BY
Ed;t Page Refresh
0] &
Activity at a Glance u Course Announcements
View: Past Present All | Sort: Descending
Logons Mail Messages Tuesday, October 30, 2007
200 200
@ Welcome to the Pharmacology Coursell
2%
100 100
Course Mail \4;
({0 O O 0 ! /5.2 View Inbox [ Quick Message
Fr Sa Su Mo Tu We Th Fr Sz Su Mo Tu We Th - View, read, and compose messages Skip the inbox and start your
message,
Discussion Posts Submissions Yb\
200 200 __) Unread Messages
Pharmacology BY (900) 0 messages
100 100 —
Grades @
ol ot o | ol B |
Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Chapter Exams 76%
Research Project 90%
Sylabus ( ! Participation 94%
Homework 89%

Course Syllabus

Last updated: 1/2/2009 2:20:06 PM - Refresh

A IO ot Pl A s R S 2 A ittt s M NN I | o

1. Activity at a Glance

. A graphical display of the course activity, including logons, mail messages, discussion

posts, and submissions of homework and assessments by day of week for the current week. Editors will see all

course activity displayed,;

students will see a representation only of their own individual activity. Clicking any

of the sections will access reports for more detailed information.
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2. Syllabus . Loads the instructor's syllabus from the Resources > Syllabus component.

3. Course Annou ncements . Displays current announcements for the course/group. Only course administrators
or course editors can add or edit announcements.

4. Course Mail . Provides a summary of your course's inbox, a link to view the course mail inbox, and a quick
message link that allows you to quickly begin composing a course mail message.

5. Grades . A graphical display of the average course grades by category as a bar graph. Clicking the bar graph
takes you to the Reports Console with the Class > Gradebook Grades report loaded.

Components can be added or deleted using the Edit Page link (in the upper left of the screen, just below the

course title.) The default components for an individual institution may vary according to institutional policy.

Examples of other component s that might be added : syllabus, links to third -party programs, calculator, and course
polls.

Calendar Tab

The Calendar tab presents your course calendar. The Calendar can be edited to add events such as appointments,
class meetings, field trips, assignmen t due dates, and other information. Entries can be made for individual course
members, all members, or members of a specific team. An example calendar is shown below (in Grid view.)

The Calendar lets you add milestones, office hours, events
to your course calendar. The Calendar allows you to (1)
days, weeks, months , or the entire year

0 anything you 'd add to a normal calendar you can add
add events ; (2) change the view format ; (3) view single
;and (4) move from day to day or week to week.

You can also filter  your views of the Calendar by choosing which type of events you want to see
or personal Calendar entries

: (5) public, team

Calendar 2) Q) 4) b |
Add ' 1 ’ Format: List Grid View: Day Week Month Year Previous Next Today ’
January 2009
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 :
02:00p ANGEL 7.4 Do j
4 5 6 7 8 9 10
10:002 ANGEL 7.4 Dot 02:00p ANGEL 7.4 Do i
11 12 13 14 15 16 17 !
10:002 ANGEL 7.4 Dot 02:00p ANGEL 7.4 Do
18 19 20 21 22 23 24
10:002 ANGEL 7.4 Do¢ 02:00p ANGEL 7.4 Do
25 26 27 28 29 30 31
10:003 ANGEL 7.4 Dot 02:00p ANGEL 7.4 Do
All Entries
Public Entries 5

Team Entries
Personal Entries

e A e AP oo R, i st B D

Only course editors can add item

to the user.

Lessons Tab

s visible to the entire class.

The Lessons tab contains the main course content. This is where you

students will access that content. Detailed instructions on adding the different types of content items are shown
tu torial .

later in this

A . A "T‘f" A S i, "~ et PN T S

Students can add personal items that are visible only

‘Il add content to your course, and where your
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The tools you need to add and rearrange content items and reports on student activity within lessons are located

on the link menu just beneath the Lessons title (1) . Content utilities and lesson page preferences are also options
on this menu.

U Lessons @

~N

Add Content Rearrange Reports Utilities Preferences Print My Notes | Previous Next Index

| Syllabus
‘ Credits and Acknowledgments
| Before You Begin

Instructor Thoughts

2|

b Audio Glossary
H | Pronunciation Audio Clips

“' \i\]' Course Lectures 1
LW

oy

| Class Project
L~ Brad, work on your class project here

P O

{,‘ Chapter 1: Orientation to Pharmacology
l
=

—

ﬁ,’ Chapter 2: Application of Pharmacology in Nursing Practice 4
!

w—, S "8 . 2B A~ wap ‘,.','..Abw‘w ey A .-"L‘vu...‘.wwwﬁ““‘-‘,j

Res ources Tab

The Resources page commonly contains reference content for students. The default display is illustrated in the
following figure , but other components can be added using the Edit Page link.

g Resources l

EcR Pape

| Sylais Q_ ICarse Rescurces Q

NO Syllabus Thars st bockonarks to daplay,

J i 1 Institutiona Rescure
Wipeda @_

Search
@ Wikipasia OWiktionary OWkiboaks

Seacch
l Fuli-ted Search I

| Googe 3

e Search
Google (Essn)
e Y Y ey e R

1. Syllabus . Allows you to add a syllabus using severa | different methods. Once it is added, the label will change
from No Syllabus to Course Syllabus

2. Wikipedia .Alinktothe Wikipedia website.
3. Google . Alink to Google's search page.
4. Course Resources . Allow s you to organize and present links that support your course.
5. Institutional Resources . Links to resources established by your system administrator and cannot be edited
by individual course editors. Generally these are used for links to institutional web pages such as the Library,

Academic Calendar, Help Desk, and so on.

Copyright © 2009 ANGEL Learning . All rights reserved. Page 11 of 94


http://en.wikipedia.org/

N
11117
Video
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Communicate Tab

The Communicate tab contains access points for all the communication tools for your course or group. Additional
components can be added  to the default view shown below .

(’ Communicate

Cak Fage

View Inbox Quick Mossage
- , Vawn, rand. sned corpane o TS (- -
T g = meniee Lade Offce Bour ( 5 9
chachubed

There sre mo offics Mo ssesons o

e — 6)
OF

Arrouncaments
Foad patt and (e acird Conate HVCUNOMIIE

Mo m

Taba st 11 course poits

- . - - B e e . ,J
—— s B I o r -

1. Course Mail .Thisisthe same component that appears on the Course page, but defaults the inbox to the
current course.

2. Course Roster . Alisting of all members of the course/group. Any members that have a "hidden" designation
will not be visible to students. The roster can only be viewed here; it cannot be edited. The roster also allows
members to view photos and other profile information, if available.

3. Course News and Events . Provides a single point of access to all course announcements, news, and polls.

4. Live Chat . Allows for students and instructors to chat, share a whiteboard, or view each other's desktop in
real time. If no live chat sessions have been set up, this component will not be visible to students.

5. Live Office Hours . Similar to Live Chat, but can be set up and managed by the course instructor to invite or
schedule live chat sessions with students as required. Because the instructor has more control over which
students are invited into the virtual office at any given moment, it allows the instructor to chat privately with
individual students about grades or other personal information. If no office hour s have been set up, this
component will not be visible to students.

6. Communication Links . This component allows the course editor to create links pertinent to course
communication. If none is added, this component will not be visible to students.

Report Tab

A wide variety of reports can be configured, run, and saved. You also have the option to act upon (send mail, send
the report, create an agent, and so on ) the results in a report immediately from the report itself.
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‘g Reports Console

Report Settings | Saved Reports \

Choose Report

Category Report User(s)
l WhoDunlt v lrLast Logon v|E3 | All Users [ ]
Configure Report -1 Collapse

(| PYETmEa |
List users that | have not :[ logged on since | 14 days ago ‘L;E.

Select report view | Table v [ PrintPreview | [_SendReport | [Export | [Save] [ Create Agent |[ Send Mail | |

WhoDunlIt Last Logon
users: All Users
List users that have not logged on since 14 days ago.

Run by bkoch at 1/2/2009 3:24:34 PM

Name Days Ago
1».“ PRI Sy TR 7 VNONDatra

| s, D _tmemsers |4
|, Bl i 24

e AT B o A A o It A s, At ey a_gattwmien ’Pf“‘" o

% Note: Reports available to studen ts are limited to those that pertain to their own activity within a course.

Automate Tab

The ability to automate a variety of tasks is part of what makes ANGEL so customizable. It is almost like having

your own personal assistant in your online course! You can set up agents to do many routine tasks that would be
very time -consuming if you had to do them all manually, and at the same time you get the benefit of providing
immediate and personalized feedback to your students based on their interactions within the course.

The Automate tab allows access to the Agents Console , in which  you can automate a wide variety of tasks based

upon content, activity , or a schedule. For example, agents can be set up to send e -mail to students who have not
logged onto the cours e within a set period of time or to release additional content based upon a student 's score on
an assessment 0 there are literally hundreds of options.

The console is used to both create agents and to view all agents that have been set up along with a status report
for each one. The Automate page is visible only to course editors.

O Agents Console

Add New Agent

Refresh
Show all v| |Sh0w all V| [ Show Retired
Title Category Type Last Status Last Run Next Run
Achieving Students ‘ Content Agent On grade N/A NfA NfA
At Risk Students - Content Agent On grade successful 5/14/2008 3:50:16 PM NfA
Cleanup - Content Agent on view successful 12/10/2008 1:21:47 PM /A
Complete Chapter 4 - Content Agent On grade successful 12/12/2008 3:42:27 PM NfA
Homework Message - Content Agent 0on submit successful 12/12/2008 3:40:04 PM N/A

o gnn i B i Ve B Y S I e e

Manage Tab

The Manage tab contains all the course tools needed by the course editor to conduct and manage the course. This
page is visible onlyto course editor s.
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1. Course Mana gement . This component allows the course editor to do the following:
b  Configure and use the Gradebook
b Edit the course roster, including adding and deleting members and editing rights
b  Setup and manage teams
b Take attendance

NS
1

" | video : "Set Up the Gradebook .

2. Course Theme Selector . Allows the course editor to preview and quickly select a new theme for the course.
Instructors may also create their own themes (or e dit existing ones) via the Course Theme Selector found in
the Course Settings component.

3. Course Settings . Allows course editors to further customize and configure their course

4. Data Management . Contains a variety of options for maintaining the course, such as the ability to back up

and import course archives, manage a question bank for surveys and assessments, create and manage
grading rubrics, and configure dates for the calendar.

Once you know how ANGEL is organized, you ¢  an start to explore some of the communication, content , and
assessment tools available within a course. You will get the best use out of these features if you work in a course
shell and try each of the following tutorials.

Itisa common practice for institutions to create course shells in a "disabled " state so that students cannot access
them until the course is ready. To see your disabled courses, you may need to change your default settings for
Courses
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