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Overview of Laulima

This handout is intended to give a brief and basic overview of Laulima. After reviewing this material,
one should have a general idea about what Laulima is and have knowledge of basic tools that can help
to start a course: how to communicate with participants; send and receive material from participants; and
how to tell participants how they did.

Introduction to Laulima

According to the Hawaiian Electronic Library, Laulima means “Cooperation, joint action; group of people
working together; community food patch; to work together, cooperate. Literally, Laulima means “many
hands." Our implementation of Laulima is a set of web based tools for learning, instruction, and collaboration.
These tools are based on the open source Sakai collaborative learning environment
(http://www.sakaiproject.org).

Laulima: What Do You Need?

To use Laulima, you need an internet connection (broadband preferred) and a recent web browser (Firefox
recomended: http://www.getfirefox.com) and a UH username/guest account. Depending on the content
of the course, you may need additional resources (eg. pdf reader, etc). You may want to either poll your

participants to see if they meet the technical requirements or alert them ahead of time that they will require
such tools.

To log in to Laulima, point your web browser to:
https://laulima.hawaii.edu

The main Laulima page looks similar to this:
8606 Laulima : Gateway : Welcome

’47 L&) | @ nps://laulimahawaii.edu/portal & HQ- Coogle

IQ @ Laulima ; Gateway : W... ‘

4 Cooperation, jointaction; group of people working together: userid: || password: | (:),_m I LOg In area
l_.aLlI 1M commonity foad paich; fo work together, cooperaic 4N
siu mg; many hands. S o ! W H
[ The Lear & ration Server for the Us Hawaii Community B
{ Useful links
Welcome (notice the
Request Assistance @ | ™ Of The Day ] i “Guest Account
equest dccourt ) = Password Reset”
(section updated 01/ 101 11) o . .
Laulima News 127 link for resetting

o Spring 2011 courses are currently published (visible to students). If you do not see your course listed in the blue tab bar, check if it is guest passwords)
listed under the 201130 or 201133 term under the "My Active Sites” tab. If it fs not there, please fill out a "Request Assistance” form and
provide detailed information about the course you are looking for. Note that instructors can also unpublish courses, and that you can also
check which course spaces you are i wiith (it i publi: courses) in the My Tools tab at MyUH. (01/03/11) Onllne Help

o Instructors: Formatted comments in Assignments. HTML rendering (formatting) in feedback comments to students in the Assignments
tool has been re-enabled. (01/25/11)

o Laulima upgrades and maintenance complete. Thank you for your patience regarding Laulima's downtime. Laulima is now at
version 2.7.1. You may notice a few changes and we will be working on posting updated documentation soon. Please note that the
Presentations tool and grade uploading is currently not supported. We are working to fix those issues. (12/28/10) Messa e Of

o Fall 2010 courses are now unpublished. Please note that instructers can manually publish courses at any time. (01/10/11) g

o Spell check now available in FCKeditor. You can now use the "Check Spelling” button (locks like an ABC with a checkmark under ity when the Day
using the FCKeditor. FCKeditor is a text editing toel found in many Laulima tools (eg. Discussion and Private Messages, Mailtool, Resources NeWs
Create HTML, etc). (09/15/10) Und t’

o Note to Instructors: Disk space on Laulima is being used up at a pretty rapid rate. if you are using the same resources in multiple courses, p a es’
please consider linking to the same resources from the different courses fnstead. This will aid in Laulima not running out of space. Thank |mp0 rtant
o Information

o Updated i>Clicker information. Students register your i>Clicker. Faculty download your class list of >Clicker users and upload session
results.

General Info (*€ction updated 08116/10)

o Laulima will be unavailable on a daily basis from 3:00am-4:00am HST for server backup and maintenance.

o For your protection, Laulima automatically logs people out if it does not detect activity for two hours. Laulima does not detect typing
within a single message or document unless it is saved or refreshed. So if you are writing a single item over a leng period of time, consider
writing it in a word processor and then then copying and pasting it to Laulima.

[ Request Assis!aru:e] [ Request Account ] [fnma(t Us] University of Hawait | lInfo Tech Sves

Powered by Salkai

Unauthorized access is prohibited]oy Law in accardance with Hawai' Revised Statuted. All use is subject ta University of Hawai'i Executive Policy E1.210. ~

Lafima - Relaase - Sakai 2.7.] - Server roz v
Request — Request Account Contact Us Link - )
Assistance Link - Link - Link to itech-l@lists.hawaii.edu
Form to get Form for account

edits, crosslists, etc.
(Staff & Faculty Only)

assistance from
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Logging in to Laulima

Use the fields provided in the upper right of the Laulima page ot log in to Laulima. If you are a UH faculty,
staff, or student, you can use your UH username (no @hawaii.edu) and password. If you use a guest
account, enter the entire email address in the user id space, then the password that is sent to you (if this
is the first time you are logging in and did not change it).

A
" Covperation, joint action; group of peaple working tagether; o userid: | username password:  ssssasusl | Lagin
l Aulima commanity ood patch; to work together, cooperate Y

Lit., mapny hands, LS )

[ The Learning & Collaboration Server for the University of Hawaii Community

Basic Layout of a Laulima Site
Illustrated is the basic layout of a Laulima site/space. When you first log in, you are placed in the “My

Workspace™ tab. Across the top of every page in Laulima is a blue tab bar that contains the courses/worksites
you are in. Every user will have a different set of tabs. If you have more active sites than your tab bar can
accomodate, then there will be a “My Active Sties” tab (€9) that you can click on to show more sites. Along
the left are tools/links. Clicking on these links will show you content.

& hups://laulima.hawaii.edu/portal

J @ Laulima : My Workspa... |

Logout from
Laulima

Logout

Blue tab bar

Home 1.-]| Message Of The Day | Message Center Notifications —
profie- X || options Options
Profile &

(courses, worksites)
ety | v e s o e e Link to online help
Schedule [ o Spring 2011 courses are currently published (visible to students). If you TALENT Assessment Tools nane 4=
Bestess 1 do not see your course listed in the blue tab bar, check if it is listed under UHSYS yves Dev 15 65
the 201130 or 201133 term under the "My Active Sites” tab. If it is not b
Announcements £ there, please fill out a “Reguest Assistance” form and pravide detailed yvesctest Done 4=
Warksite Setup [ information about the course you are looking for, Nate that instructors can LEE ENG-209 Group [SP10] none none
also unpublish courses, and that you can also check which course spaces
Pt you are associated with (including unpublished courses) in the My Tools tab TREDNTAH poosy o
Account & at MyUH. {01/03/11) yves-test-saki71.Dev none 264
Help @ © NOTE Original Profile Tool Being Replaced. After February 2011, yves-test-sal271.pd none none
T the original Profile Tool in your My Warkspace tab will be phased out in
es said favor of the newer Profile Tool, Please make sure you update your
information in the newer tool before it is replaced. (01/28/11)
© Instructors: Formatted comments in Assignments. HTML rendering
(formatting) in feedback comments to students in the Assignments toal has|
been re-enabled. (01/25/11)
 Laulima upgrades and maintenance complete. Thank you for
your patience regarding Laulima’s downtime. Laulima is now at 2 Calendar @
wersion 2.7.1. You may notice a few changes and we will be working 4
on posting updated documentation soon, Please note that the i Ootions
tool and grade uploading is currently not supperted. We are working to fix
those issues. (12/28/10)
o s ) ) January, 2011
o Fall 2010 courses are now unpublished. Please note that instructors can || | _
manually publish courses at any time, (01/10/11) Sun | Mon | Tue | Wed | Thu || Fri | sat
 Spell check now available in FCKeditor. You can now use the 2 14 28 29 30 37 1
“Check Spelling" button (looks like an ABC with a checkmark under it) when| & 3 4 5 3 p 8
using the FCKeditor. FCKeditor is a text editing tool found in many Laulima g . . s & 14 s
taols {eg. Discussion and Private Messages, Mailtool, Resources Create = |9
HTML, etc). (09/15/10) 16 7 18 19 20 n B 2
1 H H " "
Tools and Main content area Some tools have quick views ("channels”).
Links In some of these channels, you can click the

“Options” link to show a different view.

My Active Sites ¥

Q + of Laulima

lautima-support | Brown Bags | TALENTSp2

The My Active Sites tab shows you all of the sites

= - i o you are associated with that are visible. Semester
ot Dema 8 s courses are usually under a numerical designation
Overview of Laulima 5

TALENT Sp 2008 Ongoing PROJECTS (eg 201130 = Sprlng 2011)

UHSYS. yves-temp?Z. Dev temppro]

UHSYS wves Dev yves test

yves-junk

Yves-temp-dev

Hidden Sites are nat included in this menu. Access them in My Workspace -> Worksite Setup.
Ta hide a site, g0 ta My Workspace -> Preferences -» Customize Tabs.

Reminder that the links for assistance and account requests are at the bottom of each page in Laulima
(though not illustrated here).
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My Workspace Tab

Upon logging into Laulima, you will be placed in your My Workspace area, indicated by the My Workspace
Tab being highlighted. This is your own personal space, by default not viewable to anyone else. Here you
can customize certain things in your account, add things to your schedule, and see your items from your
courses, etc. if your instructor set them up.

Home (main view)
Profile (being phased out) ~

ﬂ\ £y Message Of The Day @  Message Center Notifications
Profile (2) (social networking; pg. 03) —__ 7~ cotns o
Membership (site association; pg. 04) — 1~ Lot e 5 101 = I ]
Schedule (calendaring tool; pg. 04) C < oy e i i R — s
Resources (storage space; pg. 04) — |- = e T e S R =
Announcements (pg. 05) 47 C o e ox Do s oo == S RSN < omy s
Worksite Setup (not used much) / L e g Sy e -
Account (user account info; pg. 06) B R TR

. "“"i“" DERTE O R S s < Calendar

Help (online help)

Keditor, FCKeditor i  text editing ptions

any Lau
e HTIL, etc). (09415710}
© Note to Instructors: Disk space on Laulima is being used up at

i I

January, 2011

sun || Mon Tue Cwed |

using. in 3
from the different courses instead. This will aid in Lautima not
you.

2 27 2 2
2 k] 4 5

My Workspace - Profile

Depending on when you read this, the original Profile tool may no longer be in your My Workspace tab.
Currently, two Profile tools are listed, the upper one (with a strikeout over the text and a red “X” next
to it) is the original and will be phased out. The Profile tool (aka. Profile 2) will eventually be the only
Profile Tool remaining. If you are going to use Profile, use this one.

My Workspace ln- ¢

Hame

e 52— Use this Profile Tool

This tool does have a limited interaction with the now phased out (needs to be activated by Laulima staff)
“Roster” tool.

The tool also has basic social networking features such as Twitter posting and a Facebook-style interface
(connections a.k.a. friends).

My Active Sites. W |

[PRLE TS| Overview of Laulima | TALENT Assescment Tools

Home (3% demBrofile.

| e B G b Wi } Links to edit profile, connections,
Yves Sakal privacy (who can see your info, etc),
T something [E0) }—\ and Profiile2 preferences
Basic Information
You haven't filled out any information yet
ot Wamaton Your status, connections may see
email yvesgnawail.eau th iS

You havent filled out any informatios yet

Personal Information

Favourite bocks blah olah biah

Hovering your cursor over the image
area, will show a link to

“Change Picture”, clicking this will
show buttons to find and upload an
image from your computer

pg. 03
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My Workspace - Membership Tool
The Membership tool shows you which sites you are associated with. If you are looking for a site that is
joinable, you can use the “Joinable Sites” link in this tool.

Home fiy Membership 8@
ot X My Current Sites | Joinable Sites
Profile &%
Membersin =4 My Current Sites
=
st d Viewing 1 - 20 af 53 sites.
Resources oAl
- l< [ = || show 20 items... @@
Announcements &
Worksite Setun [2] ‘ 0 |W6fh&-i Description: |
&
C] alohal Deme... (Maore
Account
tielo @[] Brown Bags (More
Ueare presene:
ek Sckat CHEM- 100-0 [KAP. 31140.FAQ9 Chemistry and Man Chemistry 100 Instructor: Ms Tomosada Please ... (More
«clis module testing
I:] DEMO 104
[ Dewoions My Demo course.... Welcomet... (Morel

My Workspace - Schedule Tool

Using this tool you can see any scheduled events your instructors/group leaders setup in their courses
(if they use their Schedule Tool in their sites, or create your own personal events). This tool is associated
with the Calendar Channel on the home page of My Workspace.

some % % Schedule

“ _ Add - Allows you to add an event to
the schedule

- Pull down menu to change view of
schedule

Add | 'Merge | Import | Subseriptions (expor) | Frelds | Permissions

Calendar by Week

view [ Calendar by Week &)

Printabls Version | * Set as Dafault View

e Buttons to navigate through schedule

sun iz Mo 2 Tuels Wed 26 Thu 27 Fri2s sat 29

1=

My Workspace - Resources Tool
The Resources tool is an area where you can upload files for your personal use. This tool will be touched
upon later in this handout and in more detail in a seperate handout.

F Recourres — ~— Files can be arranged in folders or
| i vl | o
== stand free
Location: \j My Workspace
o { Wb | Gy Add pop-up menu, create folders, files,
EEET — e = upload files
(£t vesce sealz | s Actions pop-up menu, copy, paste,

ol myss =] [FEor=] [ RS edit folders and files

B testfoiderimages Add |+ | Actions v | Entire site “Yves Sakai Aug 11, 2010 6:44 pm. Jitems

=] ] 100 seale vi-29 image [ actions | v |Entiresite  Yves Sakai Dec 28, 20104:13 pm 646 KB

=] m] 1028788 ubblemars. i Actions v |Enticesite  Yves Sakai Jan 21, 2011 12:41 pm 60.9K8

] B] 325778.z00m.) aif Actions | ¥ | | Entire site Yves Sakai Jan 26, 2011 6:07 pm 1445 K8

(=] m Laulima-Resources-sp09. pdf Actions 7 | Entire site “ves Sakal Aug 11, 2010 5:27 pm 1.6 MB
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My Workspace - Announcements Tool

This tool allows you to see any announcements from the sites that you are affiliated with. This is helpful
since the Announcements channel only displays a certain amount of announcement messages. Clicking
on the announcement title shows the body of the message.

vome ff¢ % Announcements @
prefite X

Announcements (vsuing snconcsments from the 35t 365 days)

vew g 1 0015 s
(i) (<) [show 10 temen 18] () (1)

Profile &%)

‘ |M |§.wﬁ151 DateT site |E.@mnm |Endigg Date ‘

et Maps for Exam Jan27, 2011 11:55am N. Makanani Parker Osorio HWST-107 Group 3 5911
~ & Test Attachment on kithy Jan26, 2011 9:36 pm e Salal UHSYS_yves Dev.

Math exam results Jan 26, 2011 12:46 pm. Lisa Aganon MURS-153-0 [KAP:34239.5P11]

Jan 25, 2011 12:48 pm Rochede Kazloa Osorio HWST-107 Grous 5 5911

Jan25, 2011 12:47 pm Rochete Kazloa Oseric HWST-107 Grous 4 5211

Jan 25, 2011 12:46 pm. Rochelle Kaaloa ‘Osorio HWST-107 Group 3 SP11

Jan 25, 2011 12:44 pm Rochede Kaaloa Osorio HWST-107 Group 2 5911

Jan25, 2011 12:41 pm Rochele Kazloa Oseric HWST-107 Grous 15211
Jan 24, 2011 2:39 pm Yves Sakai UHSYS_yves Dev

My Workspace Tab - Preferences Tool
The Preferences Tool allows you to change the preferences of certain aspects of your user account.

The first setting you are presented with is “Customize Tabs”. This allows you to show and hide courses
show up in the blue tab bar. The field on the left is your visible tabs, the closer to the top the more to the
left the course shows up. Select the course(es) you want and use the arrow buttons to move the courses

up or down or to the visible or not visible lists.

In this version there is also a “Tabs displayed” popup menu that you can choose the amount of active
tabs you can have displayed in your tab bar. If you have more active sites than that number, the rest will
appear in the “My Active Sites” tab. When you are done with these settings click “Update Preferences”,
you may have to click another tool to see the effects.

vome £ © Preferences @
—frobie X

“Customize Tabs | Modficabons | Time Zone | Lanuage
profile 83|

Memseria g Customize Tabs

schedul

Custonize Tabs allows yo to custemize the navigation to your sites in your version of Saicef only.
] Use the left and right arrow buttons to change the visibility of your sites. Use the uo and down buttans to promete your Active Sites into tabs.

Hduthin Stes: My Hidden Sites

These sites do not appear in your My Active Sites tab. However, you
can still access them through Worksice Setup.

A o

DEMO 101-8

Demonstration Site
i

The top 4 sites appear as 1abs inyour navigation, and the whale list
will appear in your My Active Sites tab. The order shown here affects
only the first 4 sites.

Tabs tispisyed
Overview of Laulima
TALENT Assessment Tools
TALENT Assign/Dbox

UHSYS_yves_Dev
yves-test HWST 107 Content
yves-junk HWST 107 Osorio Dev

HWST-107A_SP10_copy

ITS DEMO HWST 107 [MAN.11111/
Osorio HWST-107 Group 1SP1L |
Osorio HWST-107 Group 2 SP11 v

UHSYS.yves-mogule
UHSYS.yves-temp2.Dev
yves-temp-dev.
Pandemic Plan

Update Preferences | ( Cancel Changes

pg. 05
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My Workspace Tab - Preferences Tool (cont’d)

The next link near the top is is for email notifications. You have a limited amount of control on how you
get email notification from certain tools (Announcements, Resources, Email Archive, Syllabus), providing
email is sent via these tools.

% Preferences

Customize Tabs | Notfications | Time Zone | Langusge

Notifications
You wil receive all high priority nctifications s emait. Set low priarity betow:

Announcements

s
(Do not send ma low prierty anncuncements.

Resources and Drop Box

® 0 me sacn rascurca separataly
o

&) per priosity
o .
' Da ot send me low pricrity resource notfications
Syllabus

® s0nd me sach notfication separataly

0O
' gend emal per da

0O
' Da ot send me law prierity Syllabus tems
Emall Archive
® s0nd ma sach mai sant o ste separately

0O
' Send me one emai per day summarizin g all emails

0O
' Da ot sand me emails sent to the site.

("Update Preferences ) ("Cancel Changes )

The “Time Zone” and “Languages” links aren’t used in many scenarios.

My Workspace Tab - Account Tool

The Account tool lets you edit certain things regarding your user account. If you are a guest user, you
can add your name and reset your password (Modify Details button). For those using UH usernames,
your account password should be changed from the UH account page (http://www.hawaii.edu/account)
and not this tool.

% Account

Profile == Account Details
Userld yes

- Frnans
Yves|
. e

sakal Email

yves@hawail.edu

yves@hawaii.edu

|

N Verify Now Password

bolo @ CreatedBy  Laulima Administrator Created By Loulima Administrater
e Cromed e V6 B S A Created Dec 10, 2007 4:38 orm
Madifed By Lauti Adwrstratr Modfiod By Laulima Administrator
Dec 10, 2007 4:38 pm.

Modified Dec 10, 2007 4:. MDiNaES P

Intemnal Id 6e95afd7-46b9-4d73-00bc- I8F42e6ec35
Lttt Update Details) ( Cancel Changes

Pg. 06
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Working with Laulima - Introduction
One of the more important tools in a course or group worksite is Site Info.

As a reminder, to get to a course/Zgroup space, click on its title in the blue tab bar.

Laulima Overview

@  Recent Announcements

Qptions Options

Overview of Laulima
Announcements (viewing announcements fram the last 10 days)
Home 4
Announcements & ‘There are currently no anfouncements at this location.

Discussion and -
Private Messages
Resources [
Site info (7]
Mailtool 5§ y
Help @

s prs:

‘¥ves Sakai

| %

s
The default toolset a site comes with are: Home, Announcements, Discussion and Private Messages,
Resources, Site Info, and Mailtool. You can use these tools, a subset of these, additional tools, or none of
these (though you will need the Site Info tool).If you have the instructor/maintain role in a site, you will
3e$fa pop-uF menu in the upper right which will give you a simulated view of the course through a
ifferent role.

Again, this handout is meant to only provide basic information, using the most basic of tools and concepts.
Your solutions may vary differently from what is presented here. Other handouts and workshops will
go into more detail regarding often used tools.
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Working with Laulima - Home Tool
The Home tool is usually the first thing that participants see (you can delete this tool, see Site Info for
more). Often people leave this at the default, but you can add additional information by clicking the

“Options” link near the top of the Home tool.

My Workspace | EERMERTAPISNE | TALENT Assessment Taols ] TALENT Assign/Dbax. UHSYS_yves, Dev M TALENT Assessment Tools I TALENT dssign/ Dbox.

Laulima Overview Laulima Overview @

Opiens
Customize Site Info Display

- T Laulima Overview|
600 pixels B

Laulima

Resources [
site infa 3]

Sita Info URL

If specified, this URL will be shown instead of the Site descripion.

et Options

You can use the editor to add text to the home area, or you can use the “Site Info URL” to link to a web
page. Just a note that it is “either-or”. It’s either the text from the text editor, or the link which will show
up (if a link is input that will show and not what is input into the text editor).

Also note that in a course space, should you use the inline text editor to input information and you request
a course synch with Banner, the Home tool will default back it it’s original state, so you may want to keep
a copy of what you input seperate from Laulima or use a link to a file using the URL link.

Working with Laulima - Site Info

One of the most important tools in an instructor/maintainer’s toolset is the Site Info tool. If you have
used WebCT previously, this tool is similar to the Control Panel in that software. Site Info is where you
can add tools, and manage your participants. It is not viewable by students.

% Sitelnfo ]

[ st ste information | €ais Yooks | fage Order |- Add Parucipants | Manage Groups | Unk o Parent Site | Manage Access | Impars from Ste. | Impsrt from File J |_|nks to tools within Site Info: Tools covered:
Ovarview of Laulima « Edit Tools (pg. 09)

e - « Page Order (pg. 09)

D — AR A » Add Participants (pg. 10)

Avalable to Site participanss only » Manage Groups (pg_ 1())

Disg in public site list (share public files / announcements / syllabus; Yes

st S * Manage Access (pg. 11)

Appesrance St oz * Import from Site (pg. 11)

) Other tools are generally not used

Site Desaription
[ o | Preview groups (if applicable)

Overview of Laulima Participant List {# 1) - - Mewing ..ol 1 e i s

(1<) (<) [[show200 e per page 18] (> ) (>1

Printable Version

|Nmi |g |Eredi Fole Status Rem \

P - o =) (= o f— Participant listing

' | ____ Remove checkbox, check this and then

il i “Update Participants to remove a participant)
i Role popup to change Status popup to change
et revae, sl andad st comert e DEKLICHRANT'S TOlE (Click participant’s status (click

Smd“;an read content, and add content to a site where a;‘;vm mdate Partici pants" ‘U pdate PartICIpantS”

Tt Msitant after choosing) after choosing)

Can réad, add, and revise most content in their sections.

pg. 08
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Working with Laulima - Site Info: Edit Tools
Edit Tools is used to add or delete tools to your site (these links appear on the left side of your worksite).

% Siteinfo

Course Site Toals

J—— T T BT Items that show up in the tool menu are checked and highlighted.
|g P PR — To add a new tool, check the box next to it, then click the

| e o AT 4 s S e “Continue” button €Y at the bottom of the list. Conversely, if
B e you want to delete a tool from the menu, uncheck the box next
oo B . to it's name, then click the “Continue” button.

o o ot o il e e i

R en gy s —— There are a few additional screens that confirm the choices,
kgt N that you need to click through.

g e et SE——

p—. N —

(=] ‘Gradebook (Gradebook) For storing and computing assessment grades from Tests & Quizzes or that are manually entered

5 —— . -

S — S

E Maiktaol (Mailtool) Send mail to participants in your site.

) Mok Macsageay Dispiay messages ta/from users of a particular site

[ Vodles (Modues) For authoring, publishing, and organizing learning sequences.

o Hertion P

o ‘Podcasts (Podcasts) For managing individual podcast and podeast feed information

o Polis (Falis) For ananymous polls or voting

o P o s S

P — e ———

2 ‘Ruster (Roster) For viewing the site participants list

[ Schedule {Schedule) For pasting and viewing deadlines, events, etc.

[ Seorch (Search} For searching content.

=] ‘Section Info (Section Info) For managing sections within a site

o Sieinfo {Site Info) For showing worksite information and site particisants

[ SitoStals (Ste Stats) For showing site statistics by user, event, or resource.

=] ‘Syllazus (Syllabus) For pesting a summary outline and/or requirements far a site.

(=] Tasks, Tests and Surveys (Tasks, Tests and Surveys) For authoring, publishing, delivering and grading assessments.

[ Tests & Quizzes (Tests & Quizzes) For creating and taking online tests and quizzes.

=] ‘Web Cantent (Web Content). For accessing an external website within the site

[ Wiki ik For collabarative editing of pages and content
A T

Working with Laulima - Site Info: Page Order
If you want to rearrange the order of the tools for your worksite, you can use “Page Order “in Site Info.
You can also edit the name in the tool list to something else with Page Order.

‘S Site Info

Add 5} to your site.

[T] Hint: Ghanges to the page ardaring wiil nat taka effect until you click 'Save’. Deleting, Adding, or Editing a Page takes place immediately. Pressing sither the
Save or Cancel buttons returns you to the Main Site Info Tool Page.

= ! To change the order of a tool, click and drag the tool title to
([ e | a new location
sanauncements |l The pencil icon allows you to edit the name the tool has on

Discussion and Private Messages -] h : ] the list
i 2alx] Click lightbulb icon if you want to hide it (gray) or show (yellow)

. a9y P The “X” will delete the tool from the list in your course.

Mailtool Jg R

TReser) Click “Save” to save your changes.

pg. 09
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Working with Laulima - Site Info: Add Participants (cont’d)

You can use the “Add Participants” tool within Site Info to add participants to your course. You can add
a person with a UH username or add a guest from outside UH to your worksite. You will also choose a
role for the participant during this process .

% Site Info

Add Participants
Students Registered for Course: Officially enrolled students automatically become participants when they enroll n Acadernic Services (Banner). During. peak

registration there may be a delay in students appearing in Laulima. |f you want to add a person W|th a UH username to your
) space, you can enter that username in the top field (no
UH Usemameis), without hostname {e.g. just user not iLedu) 1Y)
o @hawaii.edu). You can add more than one person at a

time, with each username on a seperate line.

Please enter only one type (UH username or
ot et s sach o segaret e 10 urrueion) external email account) at a time.
If you want to add a person outside UH (note any address
ending with hawaii.edu will not work here), you can add
their full email address here. If they have an account
already on the system they will not be sent a new

Guest(s) Emall Address with hostmame (exiernal participants who do not have UH accounts, e.0. [doe@gmail.com)

R S = SU— esna pAssword.

Participant Roles
© scni i i e You can choose if you want to assign each of the
O wssig oocts paripnt s ok ety participants with the same role or not

e Click to continue, you will choose a role, confirm, etc..
After clicking to continue, you will be prompted to select a role for each participant added (you can choose
Instructor, Teaching Assistant, Student in a course or Maintain, Access in a collaborative group). You will
also then need to confirm your selection.

Working with Laulima - Site Info: Manage Groups

Some of the tools in Laulima (eg. Discussion and Private Messages, Forums) can work with the Manage
Groups tool in Site Info. With this tool, you can create groups and add participants to them. If limit access
to portions of a tool to a certain group, only that group will have access to that portion.

Z Site Info

By default there are no groups in a course. You can create one by clicking the
“Create New Group” link in the Manage Groups tool.

LCreate New Group | Auto Groups

Group List
There are no groups defined.

% SiteInfo
Create New Group
Select members of the site member L&t and add to group. Select members of group list and remove. Click Add to save changes.
@1 ] (@ Name your group
+@®— Add a desctiption (optional)
Membership i
Site Member List gmrp Mamber List
e Tk iz =1 3 Select participant(s) to put in the group
Sk v O Click to add (or remove) from a grou
&) group
&3
©— Click to update group
After creation, the group will appear similar to this. To further edit the group, you can click the “Edit”
link in the same row as the group. You it
can also check the Remove box and then '“j; | 'f‘” !R;M

“Remove Checked” to delete a group.
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Working with Laulima - Site Info: Manage Access

The Manage Access tool in Site Info allows you to publish or unpublish your worksite. Publishing allows
your participants (with non-instructor or maintain role) to see the site. You can also make the site joinable
from this tool.

% Site Info

Change Access for Overview of Laulima

Sita Status
Publishing your site makes it available to the site participants,

Check to publish site, or uncheck to
unpublish site.

M pusiisn ste
Global Access
Global access settings allow you to decide who has access to your site once it is published.
our site can be accessed by those you add as participants. Would you like others to hsve access to your site?
Display in public site list (share public files / announcements / syllabus)

Check to make site joinable (uncheck to
change this. You will also select a role for

) Gan ba jsined by anyona with authorzatior ta log in

e e | the participants who join.
uncare) Click the Update button to make the
changes.

Folks can search for your site My Workspace -> Membership if it is joinable.

For Banner generated courses (courses that have a CRN that Banner creates/manages), they will be created
as unpublished intitally. These courses will be published about a week before courses start and unpublished
again a bit after the semester ends. You can tell if a course is unpublished by the “! Unpublished Site”
notation in the upper left of the site:

| 3 et ”
[T — | % Sitelnio

EgN Site Infomal

Overview of La
Site Description
Rosteris) with si
Term:

Site Contact anc
Avaflable to:
Included on publ
Lreation Date:

! Appearance:

You can publish the site early if you want to start earlier than we release it, or unpublish it after it is
published want more time (or if you will not be using the site for the semester).

Working with Laulima - Site Info: Import from Site
If you have materials you want to move from a different worksite to the one you are currently in, you
can use the “Import from Site” tool in Site Info.

Before you do this, make sure you have the tools (if not you can add them Site Info -> Edit Tools) you
want content from that the other site has. You can then click the “Import from Site” link.

You will be faced with three options. If your course is empty it is best to choose the first option I( would
like to replace my data ). If you have items in your tools already, choose the second option (I would like
to merge my data).

% Site Info

Import Data
Please choose a method below to proceed:

Lwould like to replace my data
Any existing data will be overwritzen, replaced by your import data. This method aliows you to import Gradebook settings

! would like to merge my data
Your imported data will merge with existing data. This method does not import Gradebeok settings.

1 would like to merge my user(s

Your imported useris) will merge with existing users. This method does not import roster-provided users.
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Working with Laulima - Site Info: Import from Site (cont’d)
The next screen will allow you to choose which site you want content from.

% Site Info

Import Material from Other Sites
Imgort Material fram Other Sites

You can replace material in one of your sites by importing material from anotfer site that you own, Any existing data will be ave

O isitens Click the radio button next to the course you
O winmisigpon want to get content from. You need to have
instructor/maintain access to the site you want
content from.

0 TALENT Assessment Toots
0
' TALENT Assign'Dbax

Fa
' TALENT-101

o
' yves_test gradstiook

oD O] ) Click to continue to the next screen

The next screen will allow you to choose which tools you want content from.

% Siteinfo
Re-use Materlal from Other Sites
Re-use material from oTner S1tes you own...
Choose the material you want to re-use from this site.
[TatenT assessment Tools
AR o Check which tools you want content from
Discussion and Private Messages =]
Resources a
G COICT) Click “Finish” to complete the process, may

take a few minutes depending on how much
content you have.

Please note that if you have “hard” links to URLs within a worksite, you may need to edit these to reflect
the new location of a resource/item (participants may not have have access to the other site so they will
not be able to see this if it links to the other space).

The Home and Web Content Link tools’ contents do not get transferred via “Import from Site”.
Announcements Tool - Sending a Message to Participants

The Announcements tool allows you to post announcements to the worksite. These announcements can
be accessed via the Announcement tool if you want a record of them, and also be seen by the Announcement
channel on the right side of the site’s page (and in a person’s My Workspace area).

You can also send an email of the announcement to participants.

To add an announcement to your course, click the Announcement tool on the left of the worksite, then
click the “Add” link in the tool:

s

% Announcements

Mg\l 8 Options | Permisslons
{lwing from the last 385 daps]
i
ﬂm view | All 3]

Disetrssion and [, There are currently no announcements at this location,
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Announcements Tool - Sending a Message to Participants (cont’d)
You will be taken to the announcement add/editing screen:

< Announcements

Add Announcement
Complete the form, then choose the approptiate button at the bottom,

Required items marked with a *

| E—— [Welcome to TALENT } (1 Add an announcement title

CEBBE I Pic - NGB 7 Des
H A ieAIREeOE0%

= Fu'rrm!l‘ |' Font | |' &m‘ |'|§@

[ VVeTCere [0 TALENT|

—@—— Add body text of the announcement

Access

® Only members of this site can see this announcament .
(i) & Optional: You can make the announcement
b publically viewable

gy SN i et —(()—— Optional: You can hide the announcement from
e G L view (by default it is visible). You can also specify
C Speciy Dates - begin display on [optionally) specified Beginning Date/Time; hide display after [optionally) specified Ending Date/Time date and tlme that the announcement appears
Attachmants and/or disappears; check the options you want
No Attachments Yet

(add Attachments ) G Optional: You can add a file attachment to the

announcement (also a way to get material to the
[Ereaetcaon [(rene=nonoteation i] participants)
: Tt ) ) . .

T T— d Optional: You can send an email of this

3 A announcement to the participants

Click “Add Optional: You
Announcement” can preview the
when done  announcement

In the Announcements tool, the announcements will be listed. It is also visible in the Announcements
channel on the home page. Clicking the title of the announcement in the announcement channel shows
more info, while clicking on Options above the announcements in the channel will give you some options
regarding how the Announcements channel displays.

o - i o o
Overview of Laulima TALENT Assessment Tools I TALENT hssign/Dhax ] UHSYS_yves Dev | My Active Sites ¥ [

Laulima Overview @ Recent Announcements
Optiens Options
Overview of Lautima
{wewing from the last 10 days)
{nt o . Walcoma to TALEN S “ ) - )
& Clicking the title of the announcement e -, Clicking the "Options” link in the announcement
gives you a bit more information channel gives you some options on displaying

the announcements

My active Sites /v | My dctive Sites v

N

Recent Announcements

Recent Announcements

Announcement Options

Subject ‘Welcome to TALENT You are currently setting options for recent announcements.

Saved By “ves Sakai

'
'
'
'
'
'
'
'
'
'
'
' Display Options
'

'

'

'

'

'

'

'

'

'

'

Date Jan 31, 2011 11:25 am [ Show annuncarment body
erigg: nowaes (rmsocmma
Message Display Limits
Wielcame to TALENT Number of days in the past
: [Fer et —————— Click to return to the list view umer ot amaeemens



Laulima: The Resources Tool

Mailtool - Sending a Message to Participants 2

Mailtool is a very rudimentary tool to send out a message to an external email account. There is no inbox
or sent box in this tool, so any message sent to an email address will need to be handled via email
afterwards. Using this, you can send to a group of people or only a few or a single person. You can also
check a box to send the message to your own email account (note: this is the only way to send a message
to your own email via this tool).

Options link (you can change some simple
( tool settings here)
Mailtool

oot (oot | sekit To: Click category you want to see
0( subcategories for &3; clicking the
ail edur

-
-

subcategory (&) will show you individuals

From: ‘tves Sakai «yve

that you can choose from

To: Roles | Sections | Groups

!mm ;mmm' = I[_ Message subject/title (required)

[fmmml Attachment (Click link to upload
E—

Souce [ E 1L BB BRBE S P o (i 7 U ¥, 4 an attachment) E
=% A QAYIEEOOEOSim] | :

|7 Format | [~ Font | v | size | B E
Type message here ;

Check “Send me a copy” box

(5 send moa cony to send the message to yourself
Click to send the message

AL L L L L G L LR LR LR ] L

To: Roles | Sections | Groups
e To: rue% Sections | Grougs @ —

Instructor

" nstruetn:
3 studen
O seudent ;
[ parson, Matt parcon)

I Teaching Assistant
1 yahon, yoda_sensai iyads_senssi@yahos com)

U Teaching Asgistant

Discussion and Private Messages Tool - Communicating with Participants

For back and forth communication with your participants (Announcements and Mailtool are one way),
“Discussion and Private Messages” (aka. jforum) comes default with each worksite. This tool will be
covered in more detail in another handout and workshop, so it is only briefly covered here.

Clicking the Discussion and Private Messages link on the left, brings you to the tool:
% Discussion and Private Messages @
iscussion Home [ Seareh (8] Recent Topics [Z Member Listing | 2] Manage |
[ My Fror:e o My;:ukr:ar::g Private Messages @:’Iar:;ll gs%—g‘ Mana_gement tool
To Private Messages

You last visited on: 09/28/2010 02:18:23 PM
The date and time now Is: 01/31/2011 12:22:05 PM
Discussion List

Discussions Topics Messages Last Message

:,,,,,u,t Category (seperator of
@ 0 Mo messages Mo messages foru ms)

Have guestions about how something covered in the course? Use this forum to ask. )

Contribute a reply! Forums (topics, where the
@ - - Homesdugesl) Womesmens discussions take place, are

Ve forum fo parficare in class dscussions. contained within these ||nkS)

‘Other
@ Student Lounge 1] Mo messages Mo messages

Use this forum for other questions/topics amongst yourselves.

New Messages @ Mo new messages @ Read Only )
@resiyony @ seecttroups (@) beny Access Legend of message icons

(] Grace By Forum Grade By Topic
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Discussion and Private Messages Tool - Communicating with Participants (cont’d)
Clicking the “Manage” link above the discussions brings you the administration area for this tool.
Adminstration for editing Categories is illustrated below.

-3 Discus?iﬁn and Private Messages

Impart/Export

7] Clicking on Categories will
: allow you to edit them.
- e é — Check the category you want
ihin e (8 = to edit (you can change
Questions order @) or delete
Class Discussiens
Other I e”'u'p |
Student Lounge Click to edit label
|__Insert new \I |_ Delete Selected
{ - b ]

Click to add a category

Clicking on the “Forums” link in the Manage section takes you to the forum management area. This is
the area that the conversations will take place. You can edit the existing forums (similar to how you would
edit categories) by clicking the “Click to edit” link next to the forum title. In the sample below, the option
to create a new forum is shown, by clicking the “Insert new” button.

= Discuﬁon and Private Messages

Clicking on Forums will allow

you to edit them.

Discussidh List Main
Forum Admin Questions
Categori

I Forums; l

Imgart/Export o

Student Lounge

Class Discussions

Forums listing

Click to edlt -

Click to edit r

Click to edit -

[ | s |

Down _

Up

% Discussion and Private Messages

\

Click to add a forum

Administration

Forum Management

Discussion List [Forum Name

‘Homewnﬂ( Questions I

Forum Admin Category
Categories

Forums
Description

Import/Export

LSeIect Category |

btk ki sk P |

3: Insert a forum name
Select which category the

forum will be in

L
Make Forum
Visible on
Date/Time

Due Date/Time

[E]

€)- Optional: description of the
forum

] Lock Forum on Due Date

Forum Type

® Normal {allow post/reply)

Optional: make forums
accessible via date, can lock
forum on “due” date

0 Reply anly

O Read only

Allow Access

@ Al site Participants

e- Optional: make forum reply only
(no new topics) or read only

2 Deny Access

T Allow Access to Selected Groups

Note: To setup groups for this site, go to Site Info >> Manage Groups.

Grading

O Optional: deny access to forum
or make available to only
certain group(s)

® Not Enabled

O Enabled

(T

O Optional: enable grading for
forums (or topics within forums)

€)— Click “Update” to add forum
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Discussion and Private Messages Tool - Communicating with Participants (cont’d)
Like Categories, you can edit the order of the forums and delete them. You also can go back in and change
the forum’s settings (”Click to edit”).

Clicking on “Discussion List” in the management area brings you back to the discussions area.

% Discussion and Private Messages @

Discussion Home [Gl Search [0l Recent Topics [El Member Listing O] Manage
My Profile O My Bookmark @l private Messages [¥) Mark All As Read

You last visited on: 05/28/2010 02:18:23 PM
The date and time now is: 01/31/2011 01:13:02 PM
Discussion List

Discussions Topics Messages Last Message
Default
@ Questions o No messages Mo messages

Have guestions about hew something covered in the course? Use this forum to ask. Contribute a reply!

@ Class Discussions o No messages Mo messages
Use this forum to participate in class discussions.

@ Homework Questions o Mo messages  No messages
Other
@ Student Lounge o Mo messages Mo messages

Use this forum for other gquestions/topics amongst yourselves.

To add or reply to a topic, click one of the forums. In the sample below there are no topics, so the only
option is the “new topic” button. However if you are in a topic you will also see a “post reply” button
and a “quote” button to include the message in it.

Class Discussions

' Di ion List -> Class Di
&

%] Mark Topic As Read

Topic Posts  Auther Last message Wi
__ Delete H Move | Lock || Unlock ‘.ch‘k-ﬂﬂ:'a-l.ln:hecl_(hlf

%] Mark Topic As Read

Discussion List -> Class Discussions

A new page with a text editor that you can enter your message loads. Type your message then click to
“Submit” the message.

Discussion List -> Class Discussions

New Topic

Subject How da you submit your assi

RSP o o |48
== 0B $i0i%:

Message body

_ S i
|5 Format| [~ | Font | |"S|zs| cTg- X i)
To submit your assignment, click on "Post Repiy" above or below this message, then type in your submissicn
and click the "Submit" button.|

‘How do you submit your assignment? """ T :

'
Set topicas: ® Normal O sticky ) Announce E:

|_Submit)l | Preview | _Attach Files |

$(&) postrerly ] piscussion List -> Class Discussions

'
! ) . '

E D) postreply) pi ion List -> Class Di i @ Watch (@) Bookmark it! (7 Mark Topic As Read E

! Authar Message i

» DOL/31/2011 01:22:59 PM Subject: How do you submit your assignment? =@ E

[} Disable HTML in this message E Yves Sakai To submit your assignment, click on "Post Reply” above or below this message, then type in your H

Siins ™ Append Signature ( Signatures can be modified on "My : e submission and click the "Submit” button. :
[ Notify when a reply is posted ! Ed ) .

'

'

'

'

'

'
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Discussion and Private Messages Tool - Communicating with Participants (cont’d)

There is also a mechanism to send private messages to participants in the worksite within “Discussion
and Private Messages”. To access this function, click the “Private Messages” link above the discussion
area in the tool. This will take you to the Private Messages area:

% Discussion and Private Messages &
& pi jon H [l seareh [0} RecpneTapies—E Mamber Listing (2 M
Do e et B s B ™
Sabun G Hents ] Note: Private messages has an
| Srm" pnicitex | inbox and sent box areas
A rewpr Discussion List Flag for Follow-up (% Clear Flag Check All :: Uncheck All
Subject From. Date | Delete |
| Delete
& newpm chesk ansunchesk A1) Click “new pm” button to create a
N new private message
N
Discussion List
e e - tSelect participant(s) to send the pm
kM (o]
To user yahoo, yoda_sensei
o (Rt ) €)- Enter a subject here
- - Enter your message here
Mesdage batly (e @1 EBBE|IPio (M E 2B 7 U oa|x x
= |a= ESIRR GIQiGise] |-
¢ Format | |~ Font | |~ | size | [~ Ty~ - i(7
This is a PM 10 myself.
—9— Enter your message here
o £ Disable HTML in this @) Option: preview your message
pHlons ™ Append Signature ( Signature{can be modiﬁeij-nn_“w.mﬁl " page-) @- Option: attach files
| submit J Preview ||_Attach Files ||
C @- Click “Submit” to send message

Below is what your Private Messages area looks like with a message in it. You can see the messages you
sent by clicking the “Sent Box™ link above the listing of private messages.

+ Discussion and Private Messages []
Discussion Home Search_ (B Recent Topics (5] Member Listing ® Manage
(& My Profile O My Bookmark l" New Private Messages: (1) I@ Mark All As Read Note: Unread private messages

noted above discussions

@ Inbox @ Sent Box

Discussion List Flag for Follow-up Clear Flag Check All :: Uncheck All
[ Subject From _ Date [ Delete |
@ A PM to Myself ek salil m,rsuzoi:qm:amo o
Delete |
Check All :: Uncheck All
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Resources Tool - Getting Stuff to Participants

Though there are other methods to send stuff to participants (eg. via Announcements & Discussions and
Private Messages), the Resources tool is designed to be a storage place where participants can go to access
files. This tool also comes default with a course or collaborative group.

2 Resources / WebDAV instructions

site Resources. |[ Uplosd-Downioad Muitiole Resnumssll I Ostions Permission (by rOle) for
Resources tool

“Where you are” in

Lucaﬂon: G Overview of Laulima Resources I

¢ 0 mes b gressdmy osiied sz Resources
(E— ([ e =] Root Resources folder
> Show sther s l < Actions pop-up (pg. 20)
P——rl Add pop-up (below)
Link to other Resource

areas you maintain

To the right of folders and files in Resources are pop-up menus to serve certain functions. For folders,
there is an “Add” pop-up from which you can select to “Upload files” or create HTML pages or web
links. A common function is to upload a file to Laulima. In brief, it works in the following way:

' uﬂ'—.m ———————@)— Click “Upload Files” from a folder’s “Add” pop-up menu

/| Ereate Folders

I | add Web Links [URLs)
Create HTWL Fage

Create Text Docurmiat

Add Citation List
N

4 ‘% Resources

Uplead Files

Upload as many files as you like. If you change your mind about uploading one of your files, click the X icon besid:
uptoad,

Location: Ovarview of Laulima |

File To Upload
Display Nams
e ! d
12 = () (& overvi ima- b
RGN \ . [«]»] (38 =[m] ({3 overview-laulima-files Bl (Qsearch
\ ¥ DEVICES & & @ bon0807.jog 2
Email Notification [ Nene N D N @ B Takotank . [ footer-its-logo.gif
N £ iDisk i : IMG_3392PG
N ake " laulimalogi...nlarger.jpg
Upload Files Now ) { Cancel £ akotank |
| & montharsino33108.00
N N VS-HARE[? . e & sample_postem.csv
¥ou can only upload 60 MB worth of files at one time. You may need to upload targe files one at a time. B .. & 1 Szpakowsk . 41216.pdf
B rakotank..
x ;‘Cﬂ o Name Szpakewska-2 g
Desktop F 0041216.pdf H
A rakotank Size 160KB _@ A new window
2 4 d ;
7\ Applicati... | f Kind :::::‘;D‘F opens, nawgate your
~ o~ | .
gmc“f"m-“ v Created 9/15/08 124 v computer to find the
es 1] i PM n +
Flmsic T — = file you want to
_ g - upload and choose
ST — oy )
2 -
‘% Resources - <
'
Upload Files Phe
Upload a5 many files as you like. If you change your mind about uploading ane of your files, click the X icon besii P g
upload. -
-
Location: Overview of Laulima | P
- - -
File To Upload [Users/takotank/Desktop/ == -
Display Mame: | Sszpakowska-20041216.pdf | madetam rrenmie® T -

Add Another File
_ e 2h You have an option to send an email notifying that
Email Notication (None - Nonotification 3]
the resource has been added

High - All participants
; —erhose who have opted out ) X ] i
'3} Click the “Upload Files Now” button to upload the

You can only upload 60 MB worth of files at one time. You may need to upload (arge files one at a time. flle
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Resources Tool - Getting Stuff to Participants (cont’d)
The file will then appear in your Resources area.

‘% Resources

Site Kesources | Upload-Download Multiple Resources | tions

Location: D Overview of Laulima Resources

Remove | Move | Copy

$ [0 Twed hecess Created By Hoditied Size
[T Drerview of Lautima Resources Add 7! hctions 7
=] @ Szpakowska- 20041216, odf Actions | Entire site Yues Sakai Jan 31, 2011 2:22 pm 157.6 KB
b Show other sites

*Note: By default, items in Resources are viewable by the site’s participants

The most common use of the “Actions” pop-up next to the file in Resources is to “Edit Details” for editing

some details and settings for the file. These are all optional. To do this click on the Actions pop-up next
to the file/folder.

Actions || Entire site e

N
N fesouroes

DE:I:::::I:;::::!Z details and ther choose Undate' at the bottom, Required iterms masked with * .
[ Sepakoweke 20041216 o7 i You can change the file's label (does not
- change the filename)
You can provide a short description of
the item
(G s T I pUDNiC domain, T imure nfo)

A copyright notice can be added

Copyright Alest

B0 it copyright et s e bbbt i ol cobers bt i

Awzilability and Access . . .
s o 0 3 s e The item can be publically viewable or
L T remain viewable only within the site

m
I This fie = publicly viewable.

Resources can be scheduled to be visl dates ooy, & waill always be able to see hidoen fems, even when they are hidden from sther wers.
o The item can released at a specific time
8t . and/or hidden at a specific time; or hidden
(e B 30 0 (o B [ ) oo 8 (o ) altogether
D Uil
Date: Tire:
(re 8307 F(2on (5 (o0 T (om )
O Hide tha item
File Datails
Originally uploaded by Yees Sokat
Uptnaded Jan 39,2011 2:32 pm
Lasz changed by s Saka
Lasz changed Jdan 31, 3011 2:2E pm
R —— The item’s web address and actual
| e20B-Aabl-BOS- 1502536 I Spekowska- 20041 216, paf filename
File size 1576 KE (167 421 bytes)
e i (G i e )
b Otlorsl proparies -
|mwm[._m . )| You can choose to send an email update
If changes were made, click the “Update”
|{ Update )I( Cancel | button g p
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Drop Box Tool - Getting Stuff From Participants

One way you you can get items from participants is via the Discussion and Private Messages tool, but
the Drop Box Tool allows for a space that you can get items from a particular participant (and you can
load stuff there too) and is much like the Resources tool. The Drop Box is private, only you and the
participant see that particular Drop Box. The Drop Box tool is not in a course by default so you will have
to add it via Site Info -> Edit Tools (see pg. 9). A participant’s (student/access only) Drop Box will not
appear until the course is published. Also, Drop Boxes will not be created unless there are participants
in a worksite. If the Drop Box is new or something added, an orange highlight is added.

% DropBox (>

(B2 —prhdd w  Actions > Drophc
Losation: ] Overview of Laulima Drop Box —_—
—_
—_— Upload Files
Remove | Copy Highlight () individuat uruauumwitu—mnﬂngm: 1 day @
— R Create Folders
$ O mei Aecess /c_rmf * Moditied size S i i
[£7] Qverview of Laulima Droo Box Add x| Actions ¥~ Create HTML P
B [T Parcan, att liuns 7| Dropbox  Yues Sakai Jan 31, 2011 4:31 pm 0items LR
Adtd Citation List
o (1" sahos, voda,sensei Add v | Actions ¥ Dropbox  Yves Sakai Jan 31, 2011 431 pm Oitems

Clicking the “Add” pop-up brings up the same interface as in Resources (pg. 19). From the student point
of view, they only see their folder and its contents.

Post ‘Em Tool - Telling Participants How They Did

The Post’Em tool allows a simple method to give feedback to the participants in your worksite. This tool
does not come default in a course, so you need to add this (Site Info -> Edit Tools). Many instructors
already keep track of their students via a spreadsheet. The Post’Em tool allows for you to use your
spreadsheet to upload into Laulima to show grades. It does require a specific format for the file that
needs to be uploaded and displayed. The first column needs to have username, and the first row of the
file needs to have the headings for the grade/feedback columns.

g " Excel File Edit View Insert Format Tools Data Window Help

TN @R %S oo DA k@D @
Gvem  WuW B/ u|EE=wlex o QHEEE-A-m
% i B = [Username |
"] sample_postem.csv :

B [ c I D | E | F [ G I H [ ] [

aaaaaaa Assignrnent JAssignment $Book Report Testl
parcon 10 10 10 100
\yoda_senseir 5 2 7 85
I

You don’t need spreadsheet software to create this file. You can use a text editor. Seperate each item by
a comma, and rows need to be seperated by returns.

! ' iText File Edit Find Font Size Style

—
066 [samplepostem.csy
Snow Whits A (=l |=l=l=]=] [=|=] o]
o [ [EE [EN, [ E

Username,Assignment 1,Assignment 2,Book Report,Test1+
parcon,10,10,10,1004
yoda_sensei@yahoo.com,5,8,7,85

Once you have the data in your document, make sure to save it as a .csv file.

Click the “Post’Em” link on the left side of the course (again, after adding the tool).

% PostEm

(=] - Click “Add” to start the process

|Tnlzé Creater Modified By Last Medified Relessed I I |

There are currently na items at this location.
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Post ‘Em Tool - Telling Participants How They Did
A new screen appears to upload the .csv file and setup the tool.

% PostEm

Add/Update Feedback File

Instructions:

Your feedback file must be saved in .csv format.

The first column of your file must contain individual usernames.
The first row of your file must cantain headings.

i [[eraaes | @- Add a title for the participants to click on

o fusersfakorank Desiaop/ Brawse: )] ©)- Click the “Browse...” button to select the file

Feedback Availability l =] Rmem?ﬂmmaw“__‘W“Wﬂml yOU want to use

€)- Check if you want to release the feedback
@)- Click “Post” to upload and post the file

Post ) | Cancel

The next screen shows a sample of how the students will see the feedback.

2 PostEm

Verify Upload

* Feedback has a header row
* This feedback is for 2 studentis).

“You have just unloaded a feedback or template file.

This is how the first participant record appears.
If it s not correct, ciick the Back button, make changes to your text file, and upload it again,

Username parcon
Assignment 1 10
Assignment 2 10
Book Repart 10

Test1 100
=

The file will be listed in the Post’Em tool. You can have several files for different stages of the course.

- Click “Save” to finalize the process

There are several links here. You can view your students and the feedback from the “view” link; or view

a specific student with “*“show participant”. You can also update the file with “update” or delete the entry
with the “delete’ link.

% PostEm

pdd

[mtes  Jomatwr  [mosifiedsy  [Lostiodified [Beteased | | | | |
Grades 1 yves ves 31 Jan 2011 17:05 o view  view participant update  délete  download

Below is the “view” link’s view. You can see the participants’ scores and if they accessed that Post’Em
file yet.

% PostEm

Last Modified 31 Jan 2011 17:05

| Username | | Assignment 1 Assignment 2 Book Report: | Test1 | Last Checked:
parcen 10 10 10 100 never
yoda_sensei@yahos.com 5 F 7 55 never
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Site Stats Tool - Basic Statistics About Your Site

You can add the Site Stats tool to your site if you want to get basic statistics on your site (attendance, tool
access, etc). Note that this tool is not in the site by default and does not start recording information until
you add it so you should add it early in the site’s life.

Since it does not start working until you add it, you’ll likely not see any numbers until a bit later. There
are some preset stats already available once people start accessing the site. You can see more about those
preset numbers by clicking the “Show more” link under the preset title.

a B 7 : v a2 > 2 B I = Sitestats 1
My Workspace | SETIUSTHERIIN | TAENT Assign/Obox | TALENT AssessmentTools | UMSYS wes Dev | yvesqunk | MydctiveSites v — - .
T
(;;“ w % Site Stats I overview 1
A J Gverview | Reports | Prefersnces 1 ) ‘ 1
. - NI 41 2 5 Diow Bum |
Overview Visits
4 -~ Visits Users whao have Site Members. Members who have Members who have 1
== = e visited site | visited site not visited site
s 40 2 5 2. - “Bend | [y ause |57 !
Visits Users who have Site Members Members wh)avé’ T Members whd lat By 1
I visited site _ visitedsite not ﬂsitedls Last 7 days =] [Allroles | 1
5. T===--== - ! [ —rS— e
ron Bo 25 1 1o ! s 1 1 1
4 Resources . yves:: || P T,
r = Events Most active tool Most active user i

g i d 1 1
£ I 025 1

G 0.00 4
e sl = X i » Wed | Thu Fii sst | Sun Won Tue 1
- 2 12  insect_sample.jp... yoda_sensei@ = e, e 18 1 0 ! : 1
e Files Files opened ‘Most opened file User who has opened !il 1
v 1 1
e 4  Resources.. yveSu« !
1| Aty E ' 1

. @ — Shomimmois vents Maost active tool Most active user.
You can also click the “Reports” link above the 1.4 !
. e .
statistics to see more sets of premade reports and T . | ; N .
i H H ! . insect_sample.jp... yoda_sensei@yaho...

then click “Add” in that section to create your own | sewe £ 1 Y samplajp....| yods. seneaiyho.., |
custom report. e I i i !

Z Site Stats

Overview | Reports| Preferences

Reports

reports Private repons, available for this site only.
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Further Information
The information in this handout is very basic and other handouts will go into more detail and will provide
other solutions for tasks you want to do in Laulima.

For more information and documentation you can visit the TALENT site:
http://www.hawaii.edu/talent

For more informaiton on the engine that Laulima is based on:
http://www.sakaiproject.org

Additional Resource - FCKeditor Toolbar
Many tools in Laulima use the FCKEditor (http://www.fckeditor.net). Illustrated below is the toolbar
of that editor with the icons labeled:

Paste Paste Remove Underline
as from Format
Show/Edit plain  MS Copy Replace ltalic | Strike

html code Templates Cut Copy Paste text Word AII Undo text Bold&] Through Subscript Superscrlpt

;:»mﬁﬁﬁ B, bh

Numbered Ilst\D
Bulleted list—__ DIJ_I\]J L ?
HTML Insert
olor Web link | Anchor| Flash | Insert Horizontal Line

Lessen Indent Left Cen@er Right Block Text Color Remove Insert Insert
indent Justify Justify  Justify Justify = Background Web link Image Table

Insert Smlley
Insert Special

D Character

Help

Note: Reset Icon

Many tools have a “Reset” icon in the upper left area, next to the tool’s name. The icon looks like two
blue circular arrows. If the tool gets “stuck” or you want to refresh the view of the tool, you can click this
“Reset” icon.

O

Note: Help Icon

Many tools have a “Help” icon in the upper right corner of the tool area which looks like a small blue
guestion circle with a question mark in it. This links to the online help of that tool (if clicked within the
tool, it will try to find that part of the help documents that the tool relates to). Further note, not all tools
are entered into the built-in online help and some of the instructions do not apply to our implementation
of the tools.



