Laulima’s Discussion and Mail Tools:
Messages - Mailtool - Email Archive
Discussion and Private Messages - Forums

Interaction can enrich the learning experience for a student. These days, it can occur in
or outside a classroom. In the online environment, interaction takes place in a variety of
ways using email or discussion board tools. While email is typically reserved for one-to-
one communication, discussion board tools facilitate interaction for one-to-many.
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Mail Tools

Email can be used for student support, feedback and guidance. There are basically two
tools in Laulima you can choose to use for contacting individuals or groups of students.

Messages tool:

With this tool you can send a composed message either directly to the Messages Tool or
students email addresses (as a group or individually). If the message is sent to an email
address there is a link in the message, which allows students to reply. This link basically
auto logs students into the Messages tool within the course where they can choose to
compose a message.

1. To add the Messages tool go to Site Info:

Worksite Information
[t

Options

For this first week of class you are to do:
1. 300
2. 3000
3. 000

Linda Mcconnell
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2. Select "Edit Tools"

o] 2 Site Info

Edit Site Information

Manage Groups Mansge Access Add Participants  Edit Class Roster(s) Duplicate Site

Import from Site Impo Page Order
Horme
47 Training
Sitelnfo Site Description: For this first week of class you are to do:
1. 300
Announcerents it
Help 3,000
Linda Meccomnal Roster(s) with site access:
Term: Dev
Site Contact and email Laulima Administrator, admin@laulima.hawail.edy
Available to: Site owner and organizers
Included on public sites list:  no
Creation Date: Apr2, 2008 1:15 pm
Appearance: “default”
477 Training Participant List ¢ 2)

-2ofzitems

3. Check the box for Message, scroll down and click Continue.

Y Messages Display messages tof from users of a particular site
[ Modules Modules - Melete Lesson Builder for creating and organizing learning sequences.
[ News For viewing content from online sources
[ Podeasts For managing individual podcast and podcast feed information.
O Polls For anonymous pols or voting
[] PostEm For uploading .csv formatted file to display feedback (e.g., comments, grades] to site
participants,
[ Presentation For showing and viewing slideshows of image collections from Resources.
Resources For posting documents, URLs to other websites, etc.
[] Roster For viewing the site participants list,
[ Schedule For posting and viewing deadlines, events, etc.
Site Info For showing worksite information and site participants.
[ Site Stats For showing site statistics by user, event, or resource.
[ Syllabus For posting a summary outline and/or requirements for a site.
[] Tasks, Tests and Surveys For authoring, publishing, delivering and grading assessments.
[ Tests & Quizzes For creating and taking online tests and quizzes
[] Web Content For accessing an external website within the site.
0 Wiki For collaborative editing of pages and content

4. Click "Finish"

oure
Site Info

Announcement:

Linda Mcconnell

% Site Info

And have selected the followil

Confirming site tools for 47 Training

You have removed the following:

far your site (added tools highlighted):

Home
Announcements
Messages
Resources

Site Info
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5. From the Course Menu, select the link for "Messages"

Z Site Inf

4/7 Training

Site Descript]

Roster(s) wi

Linda Mcconnell Term:
Site Contact
Available to:

Included on g

7. Messages is very similar to a normal email tool, with Received, Sent and Deleted

folders.
o Z Messages
Compose Message | New Folder | Settings
Home  Messages

D Received { 0 message - O unread )
Announcements =

] Sent{0message )
Messages

Helo D Deleted { 0 message )

Linda Mcconnell

8. Students and Instructors can choose to have messages forwarded to an external email
address by clicking on "Settings", selecting the radio button for "Yes" and entering an
email address. Click Save Settings when done (instructors are not able to over ride this
option, meaning if they say "No" students still have the ability to forward in their own

accounts).

z Messages

Messages - Settings

Auto Forward Messages: ® Yes

O No
Email address for forwarding: [ meconnel@yahoo.com |
| SaveSettings |[ Cancel ]
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9. To compose a message, click on "Compose Message"

Z Messages

Compose Message | MNew Folder | Settings

Messages

=
| Received {0 message - 0unread )

I Sent (0 message )

1 Deleted {0 mess

10. Either select "All Participants" for a mass email or individual students in the "To"
window.

Select where to send the message:

As Message: this option will send your message in the Sent folder of the students
Messages area

To Recipients' Email Address(es): this option will send your message to students
hawaii.edu email address

Enter a subject header.

Z Messages
Messages / Compose
Compose a Message
Required items marked with *
*To All Participants
Instructor Role
Student Role
Mcconnell, Linda
Oliver, Rachael
Send ® As Message
O To Recipients' Email Address(es)
Label Normal v
* Subject Would you like a personal meeting?
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11. Using the HTML editor compose your message, and if need use the button for "Add
Attachment" if you have any additional documents or files you want to send to students.

Click "Send" when done.

~ 2 Fomat ~ | Font ~ | Size ]

Stle

* Subject Would you like a personal meeting?

Message
[Z] Source B RRE&EE o MBI U s x ¢
CEcEEEEEHAieLsiRo0=0S

blah, blah

Attachments

No Attachments Yet

Add Attachment

Send Cancel

12. If the message was sent to the Message Tool, click on the "Sent" folder to open and

click on the message title to read.

To reply to a written message, click on the "reply" button which is available directly in

the email.

> Messages

Compose Message | New Folder | Settings

Messages

ll] Received { 0 message - 0 unread )
] Sent(1mess

C] Deleted { 0 message )

13. If the message was sent to individual email addresses, enter your email client, and

open the email as you would any other message.

To reply, click on the link at the bottom of the message "To reply to this message click

this link to access Message Center for this site: XXXXXxXx
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Message 1 of 25 | Next

wmm Forward Inline § Add Addresses m Move message to folder: v

Subject test for messages to email
From postmaster@laulima hawaii.edu »
Date Thursday, May 29, 2008 1:15 am
To roliver@hawvaii.edu
. To: Oliver, Rachael
Fror: Linda Meconmell
blah

This forwarded ressage was sent via Laulira Message Center fror the "4/7 Training” site. To reply to this message click this link to access Message
b Center for this site: 477 Training.

Mailtool and Email Archive tools:

With this tool or tool set (you can use the Mailtool without adding the Email Archive if
you choose) can send a composed message either directly to the Messages tool or
students’ email addresses (as a group or individually). It works similar to the Messages
Tool except all messages go to student hawaii.edu addresses only.

The Email Archive tool allows the instructor to create a unique email address for the
course and use it to send email messages to ALL students registered in the class quickly.
When students reply to the message it will go directly to the instructors hawaii.edu
addres.

It is also used to store sent messages from the Mailtool, creating an archived area for
students to view all course email postings from the instructor...no more excuses of the
dog ate my email. **By default, students cannot send messages to the Email Archive
address, but you can change this by selecting "permissions' and clicking the
checkbox for "New'" under Students and save (keep in mind though that messages
sent to it is viewable by everyone in the course).

As with all tools that are not part of the default template, you must add it by going to
"Site Info, selecting "Edit Tools", select desired tool, click "Continue" and "Finish"

¥l Email Archive For viewing email sent to the site.
[ Evaluation System Tool for running site evaluations.
[ Forums Display forums and topics of a particular site
[ Gradebook For storing and computing assessment grades from Tests & Quizzes or that are manually
entered.
[J Link Tool A tool to link to external applications.
[ Mailtool Send mail to groups in your course. (Attachment-enabled)
Messages Display messages to/ from users of a particular site

If you also choose to add the Email Archive tool you will be given a window to type in
an email address of your choosing. It may be best to type in something that makes it
specific to the course and you as the instructor (example:
ENG100_Mcconnel@laulima.hawaii.edu)

Page 6



Z Site Info

Home *

Resources
Site Info

Announcements

Customize Tools

Customize these tools for your site.

Email Archive

et * Site email address: manENG100 f@laulima.hawaii.edu
Help
Liridiaiiicconniel C r{ otinue || Back || Cancel

Rachael Oliver

The Mailtool:
1. To compose a message with the Mailtool, click on the Mailtool link in the course menu

%] Mailtool

Compose | Options | Permissions

From:  Matt Parcon <parcon@hawaii.edu>

To:  Roles | Sections | Groups

Add Other Recipients

Subject:

ReeHo Y MALIB 7 U % IS IS
e si@rem=0sisw =i Fomat <] Font

[0 Send me a copy

[0 Add to Email Archive, visible to all site participants.

(‘Send Mail) (Cancel)

You will first need to select your recipient(s). You will see four options, "Roles" (e.g.
“Instructors, Students, TAs” or “Maintain and Access” if you have a collaboration site);
"Sections" (if your site has sections); "Groups" (if groups are set up in the site); and "Add
Other Recipients" (you can type in email addresses with this option).

; Mailtool

Compose | Options | Permissions

From: Matt Parcon <parcon@hawaii.edu>
To: Roles | Sections | Groups

AddMEher Recipients

Subject:

& Attach a file

Clicking on one of the option links will display a list of recipient groups. Clicking on the
group link will display individual recipients.

From: Matt Parcon <parcon@hawaii.edu>

To: Roles | Sections | Groups
Instructor
[ Student
[Z] Kark’uge. Sandra (sandrak)
(] Sakal, Yves (yves)
(] test-student acct, Matt's com)
] Tsujimura, Jon (jtsujimu)

Teaching Assistant

Add Other Recipients

Page 7



Enter a subject header. (Without a subject, the message will not be sent.)

O Student
] Kaneshige, Sandra (sandrak)
[ Sakai, Yves (yves)
¥ test-student acct, Matt's (mattparcon@yahoo.com)
7] Tsujimura, Jon (jtsujimu)

Teaching Assistant

Add Other Recipients

Subject: Hello

& Attaddi a file

2. Use the HTML editor to compose the message, select either or both for "Send me a
copy" and "Add to Email Archive" if the tool has been added (this will store all messages
you send out in one location for students to read in the Archive, but also send out to
external email addresses). Select "Send Mail" to post

s (mattparcon@yanco.com)

Elsowes (3 8 RRBEI Vo = [MiB 7 U mx <2 == F]
QLI I POE@Hisve -2 Fomat - Font
e cours:

3. You should receive a confirmation message after the message has been sent.

> Mailtool

Compose | Options | Permissions

Message sent to:

e Matt's test-student acct

To reply to a message, students use their normal email clients reply feature. The reply
will be automatically sent to the instructor’s hawaii.edu mail address.
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The Email Archive Tool:
By default, students cannot use the course email address from the Email Archive tool to
send email to the course.

1. If you would like students to have this ability, enter the Archive tool and click on
"Permissions"

Z Email Archive

2. Check the box for "New" in the Student column, click "Save"

& Email Archive

Permissions

Set permissions for Email Archive in worksite "4/7 Training” (8562bb1d-9e37-4dad-0055-5e9db280ecs9)
Role read new delete.any
wailtool  Instructor ] ]
Helb  student ] S [m}
Linda Mcconnell Teaching Assistant ] [}

(Eawe

3. In the students course they now can either click on the email address or use it to place
in their email clients address book and compose a message. Keep in mind messages sent
using this address becomes visible to EVERYONE in the course, it is automatically
sent to the archive list.

= Email Archive

aii.edu

Email Archive d and sent to participants

Mai

)280ec59@laulima.hawaii.edu

Rachael Oliver
Mo archived email yet...

Discussion Boards

The bulk of course interaction takes place in discussion areas where the instructor
creates a discussion category, posts an initial message and students reply. Laulima has
two discussion tools, each with its own unique behaviors. Choosing which discussion tool
to use should be based on your interaction and management needs. It’s recommended
that you test each of these tools and pick the ONE that best suits your course. By default
the Discussions and Private Messages tool is already part of each Laulima course. The
other tool discussed in this manual (Forums) must be added (Site Info > Edit Tools).
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Discussion and Private Messages tool:

Discussions & Private Messages helps to facilitate one-on-one and group communication.
The Private messaging portion of this tool gives all users the ability to communicate one-
on-one with either their peers or the instructor.

By default this tool is already in each course and has preset categories and forums. To
enter Discussions and Private Messages click on the link same named link in the Course
Menu.

@ Laulima

The Learning & Collaboration Server for the University of Hawaii Community

Home = Course Information

Options

Wielcome to the course.

Linda Mcconnell
Rachael Oliver

It is your choice to stay with the default categories and forums OR alter it to better fit
your course interaction needs.

To edit existing category and/or forum click on the text link for "Manage".

Discussion and Private Messages
& o
[

ome @ search @ Recent
ile DMy Bookmark @ privats

e <

03-24-2008 09:29:22
w izt 03-24-2008 10:00:05

(@) Class Discussions
Use this forum to participate in class

Other
(@) Student Lounge [ Mo, No messages
© 352 b forum N

or other questions/topics amongst yourselves. messages

@ ew massages @) Ho new messages (@) Read only
Orestvony @ selectarowps (@) deny Access

Click on "Category" to edit and/or add new categories.

Discussion and Private Messages

= - Welcome to the Manage Screen
Administration

Discussion List

Forum Admin

caﬁimes
Forvns

Import/Export
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To edit an existing category select "Click to edit" next to the category you would like to

change. To add a new category, click on "Insert New".®

Discussion and Private Messages
Administration Category Listing
AT > Click i% edit O _Doun |
Forum Admin
Categnrles\ Questions
. Class Discussions
Import/Export Other Click to edit (m] up
Student Lounge
Insert new Delete Selected ‘
M : " d "
Enter a category title, click "Update".
Discussion and Private Messages
T Category Management
Chaissiarilisk Category Name Module Exercises|
Forum Admin UDFBQE
Categories
Forums
Import/Export
Toeditoradda F lick on "F "
O €d1t or a a rorum, Click on orums .
Discussion and Private Messages
AaminEaaten Category Listing
DiscussjoniList Module Exercises Click to edit { ooun |
Forum Admin
S Questions
Class Discussions
FuEums
I rt/Export Other Click to edit Up

Student Lounge

Insert new Delete Selected

Choose to either edit an existing forum by selecting "Click to edit", or add a new one by

clicking on "Insert new".

Discussion and Private Messages

Administration
Discussion List
Forum Admin
Categories

Forums

Import/Export

Module Exercises
Questions
Class Discussions

Other

Student Lounge

Forums listing

Click to edit

Click to edit

Click to edit

Insert new Delete selected
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Enter a Forum Name, such as Module One, make sure to place it in the correct "existing"
category using the pull down menu, enter a short description (optional) of what this
forum area is used for, click "Update" when done.

Discussion and Private Messages

Administration Forum Management
Discussion List Forum Name [module one |
Forum Admin Category Module Exercises v
catogonias Eiscucsons i ok pine i thi
Fornums ) orum.]
Import/Export Desaintion

Make Forum Visible

on Date/Time e

Lock Forum on

Date/Time o

Foram7ype © Normal (allow postfreply)

O Reply only

© Read only

AllawAccess ® all site Participants

Deny Access

O allow Access to Selected Graups

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

Upjlate

Click "Discussion List" to return to the Discussion and Private Messages area.

Discussion and Private Messages

Administration Forums listing
D\scfswn List Module Exercises
(ol L Module One Click to edit (=] _Down |
Categories
Forums Module Two Click to edit 4] up
Import/Export Other
General Class Discussions Click to edit (m}
_Insert new | Delete selected

® To add an initial message to a forum, click on the forum title.

Discussion and Private Messages

@ Discussion Home @ Search (@ Recent Topics & Member Listing (£ Manage
& my profile DMy Bookmark (@ Private Messages Jiark All As Read
You last visited on: 03-24-2008 09129:22
The date and time now is: 03-24-2008 10:04:03
Discussion List

Discussions. Topics Messages LastMessage

Module Exercises

—’ (@) Modyle One o 1o No messages
=i le One exercise discussions will take place in this forum. messages

(@) Module Two o b No messages
= all module two exercise discussions will take place in this forum. messages
Other
(5) General Class Discussions 8 Mo N messagas
"= Use this forum for any questions, concerns or issues you may have about course topics. messages

@) new Messages Mo new messages (@) Read Only

(©) reply only (@) select Groups ®) peny Access
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Click the button for "New topic".

Discussion and Private Messages

& piscussion Home @ search (@ Recent Topics ([E Member Listing (£ Manage
(8 My profile DMy Bookmark (@ private Messages @Mark All As Read

Module One
(& new ) Discussion List -> Module One
— /) Mark Topic As Read
Topic Answers Author Last message Check All :: Uncheck All

Delete Move | Lock Unlock | check All :: Uncheck all

] Mark Topic As Read

(@repior)  discussion List -> Hodule ane

o tor [Select a forum v _Go
@ vew messages @) No new messages @ Announce
(@) Wew messages [ hot ] @) Mo new messages [ hot 1 sticky

(@) Hew messages [ blocked 1 (8) No new messages [ blocked ] (&) Task

the message. Click "Submit" when done.

(&) my Profile DMy Bookmark [ Private Messages Mark all As Read

Discussion List -> Module One

New Topic

Subject [READ Me FIRST
Message body

: = Souce | [& © BB oiB 1 U a|x 2
== £ G i@ ianisye -
_|i Fomat ~ Font - Size iy -il)
> Important directional information about Module One exercise: 0000

[ Disable HTML in this message
Append Signature ( Signatures can be modified on "My Profile” page )
[ Notify when a reply is posted

Set topic as: @ Normal  Osticky O announce O Task

Options

> Sulpuit [{ attach Files

@ Enter a Subject title such as "Read me first", continue to use the HTML editor to type up

The following are student views of the Discussion and Private Messages area that has 2

Categories (Modules and Other), plus 3 Topics (Module 1, Module 2 and Student

Lounge).

For a student to view a posting click on the forum topic "Module 1".

Discussion and Private Messages

@& piscussion Home @ search (@ Recent Topics & Member Listing

[ my profile DMy Bookmark @ Private Messages [Mark all As Read
You last visitad on: 03-24-2008 10:06:08
The date and tima nou is: 03-24-2008 10:09:34
Discussion List

Discussions Topics Messages Last Message
Modules
(@) Mogule 1 g o 03-24-2008 10:09:11
< AR Jdule 1 exercise answers will take place here... Linda Mccannell 40
@ Module 2 o No messages
= Use this forum to participate in class discussions. messages 2
Other
() Student Lounge o Mo A
= Use this forum for other questions/topics amongst yourselves. messages

@ vew vessages (@) o new messages (@) Resd Only

(©) reply only (@) select Groups @) oeny Access
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Click on the message title.

Discussion and Private Messages

& piscussion Home @ search (@ Recent Topics [E Member Listing
&) tay Profile DMy Bookmark (@ Private Messages (JMark All As Read

Module 1
(& newtopic ) piscussion List -> Module 1 @ Mok Topic As Read
Topic Answers Author Last message Check All i Uncheck All
a) Y 03-24-2008 10:09:11
@ re Al){g FIRST ° Linda Meconnell =G 4 onnell =0 (]

Check All :: Uncheck All

7] Mark Topic As Read

Go to: [Selectaforum v | Go

Unread messages have a pinkish background. To reply to the message, one can choose to
"Post Reply" OR "Quote". Post Reply will list the reply in a linear fashion at the end of
the message thread. Quote will also post the reply at the end of the message thread but
references the message being quoted by embedding the quoted text above the body of the

ncw message.

Discussion and Private Messages

& Discussion Home @ search (@ Recent Topics [ Member Listing
& my profile DMy Bookmark (@ private Messages Mark all As Read

READ Me FIRST

(Bpostreply) piscussion List -> Module 1 8 Watch @ Bookmark itt (7 Mark Topic As Read
Author Message
D03-24-2008 10:09:11 Subject: READ Me FIRST (R quote) (8)

Linda Mcconnell
To answer Module One Excercise question do the following: xxxxxx
Joined: 10-26-2007
08149145
Messages: 1

(Eprorie) €& pm)

(Qpostreply) piscussion List -> Module 1

@) Quick Reply

/I Mark Topic As Read

Goto: [Selectaforum v _Go

Type the reply using the HTML editor. Students can alter the subject header to better fit

their response and click "Submit" when done.

(& Discussion Home @ search (@ Recent Topics (B Member Listing
[E my Profile DMy Bookmark @ Private Messages Mark All As Read
Discussion List -> Module 1
Reply to "READ Me FIRST"
Subject [Re:module one response (roliver)
Message body [t (=1 Souce | & BR&® © a4 GBI U &|x <
= = i $ i@ 8ok ~
|¢ Fomat ~ | Font ~| Size - T -1 03)
This is my response: 0000
[] Disable HTML in this message
Options Append Signature ( Signatures can be modified on "My Profile” page )
[ Notify when a reply is posted
Su%mit Attach Files
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To better track unread/read messages, users need to click "Mark Topic as Read" to reset

the message posts to zero.

Discussion and Private Messages

(& Discussion Home (@ Search [0 Recent Topics [ Member Listing
[E) my profile DMy Bookmark @ Private Messages Mark all As Read

READ Me FIRST
(Qpestreply) piscussion List -> Module 1 8 Watch (@ Bookmark itt | prark Tn@iz as Read

Author

Rachael Oliver
This is my response: xxxxxx
sustar
Joined: 11-01-2007
108

Messages: 1
(& profile) (E& pm

(Qpestreply) piscussion List -> Module 1

<

Message.
Do03-24-2008 10:09:11 Subject: READ Me FIRST (Rquote) @
Linda Mcconnell
To answer Module One Excercise question do the following: xxxxxx
Joined; 10-26-2007
08:43:45
Messages: 1 =~
(Eprofiie) (BE pm)
Do03-24-2008 10:12:03 Subject: Reimodule one respanse (roliver) (Rquote) Bk edit) @

Once the messages have been marked as read, the background becomes white.

Discussion and Private Messages

& piscussion Home @ search (@ Recent Topic: Member Listing
El my profile DMy Bookmark @ private Messages [Mark All As Read

READ Me FIRST

Rachael Oliver
This is my response: xxxxxx
avatar
Joined: 11-01-2007
12:11:08
Messages: 1

(@profie) (€& )

(@postrerly) piscussion List -> Module 1

(B post ) Discussion List -> Module 1 83 Watch @ Bookmark it | Mark Topic As Read
Author Message
D03-24-2008 10:09:11 Subject: READ Me FIRST X quote) (8)
Linda Mcconnell
To answer Module One Excercise question do the following: xxxxxx
Joined: 10-26-2007
08149145
Messages: 1 p -
(&profite) (B8 pm
D03-24-2008 10:12:03 Subject: Reimodule one respanse (roliver) R quote) (X eait) (&)

Returning back to the instructor view of Discussions and Private Messages, once a reply
has been posted this area will indicate new unread messages by a colored paper icon next

® to each forum. Click on the forum to enter.

Discussion and Private Messages
{iBiboussibn Hors @enrcts: @iocortfopies 1B Horberiibing, Witinage
&) my profile DMy Bookmark @ Private Messages Mark all As Read
You last visited on: 03-24-2008 10:07:37
The date and tima now is: 03-24-2008 10:13:12
Discussion List
Discussions Topics Messages
Modules
_» (@) Module 1 i 5
= ail{Mdule 1 exercise answers will take place here...
@) Module 2 . No.
= Use this forum to participate in class discussions. messages
Other
(@) Student Lounge o o
= Use this forum for other questions/topics amonast yourselves. messages
@) New Messages (@) Mo new messages (@) Read only
Onreplyonly @ selectsroups (@) Deny Access

Last Message

No messages

No messages
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Since the reply is threaded to the original posted message, click on your original post.

Discussion and Private Messages

Member Listing (£ Manage

7] Mark Topic As Read

¥ Mark Topic As Read

& bisc Rec
® ) priv Wimark all As Read

Module 1

3 new ) Discussion List -> Module 1

Topic Answers Author Last message Check All :: Uncheck All
@ re N{'jk FIRST o Linda Meconnel L) 02 23:2008 0082003 ]
Delete | _ Move |  Lock | _ uUnlock | check All :: ncheck all
Qnewtopic)  Discussion List -> Module 1

Goto: [Selecta forum v _Go

Just like a student, unread messages will be shown with a pinkish background.
Remember to click on "Mark topic as read" to alter the unread messages to read and

change the pinkish background to white.

To respond to a student choose to either "Post reply" OR click on "PM".

Post reply will send a message to the forum area and post it in a linear manner at the
bottom of the message list, while posting to "PM" will send a message directly to just the

student via "Private Messages'".

Discussion and Private Messages

@ iscussion Home @ search [@ Recent Topics [ Member Listing ( Manage
Elmy profile DMy Bookmark @ private Messages ©Mark All As Read

READ Me FIRST

ssion List -> Module 1

(@postreply) piscu: @3 Watch @ Bookmark it! ) Mark Topic As Read 4

Author Message

D03-24-2008 10:09:11 Subject: READ Me FIRST

Linda Mcconnell

(W auote) G eat) @ @

To answer Module One Excercise question do the following: xxxxxx
Joined: 10-26-2007

08149:45
Messages: 1 = =4
(@ profite) (B8 pm)

(Rquote) ({3 eaif

D03-24-2008 10:12:03 Subject: Raimodula ona respansa (rolivar)

This is my response: xxxxxx

Joined: 11-01-2007
12:11:08
i

You also have the option to "Quote"
which will place the reply directly under
the students posted message.

sssssss

&8 om)

(& profile) (£33 pm )

(Qpostreply) piscussion List -> Module 1

Either method you choose to use for reply, type the text in the HTML editor, click

"Submit" when done.

Discussion List
New Private Message
To user [Oliver, Rachael v
Subject [Module One Respanse
Message body = WEGIB 7 U |x
[ S R R R &
Format ~ Size < T -1

Excellent Job.

[ Disable HTML in this message
Append Signature ( Signatures can be modified on "My Profile” page )

s l%mil

Options
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If need be, to return back to Discussions, click on "Discussion List".

Discussion and Private Messages

& piscussion Home @ search (@ Recent Topics (& Member Listing (£ Manage
& my profile DMy Bookmark @ private Messages [iark All As Read

Information

Your message was successfully sent. Click here to go back to your inbox.

Dls(usflnn List

To manage discussions and private messages you can click the "Member Listing" link.

Discussion and Private Messages

T

@ piscussion Home @ search (@ Recent Topics [ Member Listing

(8 my profile DMy Bookmark @ Private Messages [Mark All As

sited on: 03-24-2008 10:07:37
03-24-2008 10:16:25

Discussions Topics Messages  Last Message
Modules

@) Module 1 % A LS 03
© i module 1 exsrise answers will take place here... ]
(@) Module 2 o Ho o me.

© {52 this forum to participate in class discussions messages )
Other
(@) Student Lounge © No Trrtr )

= Use this forum for other questions/topics amongst yourselves. messages

This area only shows how many messages a student posts. It also is a central location to
sent out private messages OR if a student entered "My Profile" info, send an email.

Discussion and Private Messages

(& Discussion Home (@ Search (@) Recent Topics [ Member Listing (£ Manage
(& my Profile DMy Bookmark (@ private Messages WiMark All As Read
Discussion List
Name

Private Message From

~mai Registration date
Kaneshige, Sandra &85 (A email 10-26-2007 12:48:11
Kondo, Sylvia &8 pm 03-24-2008 10:09:12
Meconnell, Linda &8 pm 10-26-2007 08:49:49
Oliver, Rachael &8 pm 11-01-2007 12:11:08
Parcon, Matt 88 pm 10-26-2007 13:20:22

Messages

0

0
1
1
0

Forums tool:

Forums can be used in place of Discussion and Private Messages. As with Discussion and
Private Messages, Forums can also be used to set up discussion sections and post

messages based on course content.

Once Forums has been added to the course, click on Forums in the Course Menu.

? Laulnmag ity food pach; 0 work ogbihe

The Learning & Collaboration Server for the University of Hawaii Community

Home Course Information

Options

Welcome to the course.

Linda Meconnell
Rachael Olfver
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The Forum tool uses "Forums" for what we have been referring to as Categories in the

other Discussion tool. To add a new Forum, click on the "New Forum" text link.

= Forums

News Forum | Organize | Template Settings | Statistics

Forums

Enter a Forum title, such as Module Discussions and enter a "Short Description"...no

longer than a sentence or two.

& Forums

Forum Settings

Required items marked with *

* Forum Title Madule Discussions

Short Description Allmodule exercise discussions will take place in
this Forum area.|

Description

Scroll down the page to Permissions, click on "Student" in the list and verify that only
"New Response", "Response to Response", "Read" and "Mark as Read" are checked.

Click "Save Settings & Add Topic".

Forum Posting

O Yes
Lock Forum (Disable forum postings) ® No
O v

Moderate Topics in Forum = NES
© No

v Permissions

Instructor (Owner)
Student (Contributor)

s Teaching Assistant (Contributor)
Permission Level Contributor v
New Forum [J Change Settings
[J New Topic Read
New Response Mark as Read
Response to Response Moderate Postings
[ Post to Gradebook
© None
Edit Postings O Own
O an
© None
Delete Postings O Own
O Al
Gradebook Assignment Select an assignment v

[ save Dratt | [ Save Sen\k@;g 2 Add Topic | [_Cancel |
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The Forum tool uses "Topics" for what we have been referring to as Forums in the other
tool. Enter a Topic title, such a "Module One", enter a short description of what will take

place in this specific topic area.

& Forums

Topic Settings

Required items marked with *
* Topic Title

Short Description

Description

Modiule One

Click on the Module One topic to enter, select the
message READ ME first to view module response
instructions.

Scroll down to Permissions, click on "Student" in the list and verify that "Response to
Response", "Read" and "Mark as Read" are checked. Click "Save Settings" when done.

Topic Posting

Moderate Topic

v Permissions

Role

Permission Level

New Forum
[ New Topic
[ New Response
Response to Response
[ Post to Gradebaok

Edit Postings

Delete Postings

Gradebook Assignment:

Lock Topic (Disable topic postings)

O Yes
© No
O Yes
@ No

Instructor (Owner)

Teaching Assistant (Contributor)

Custom N

[ Change Settings

Read

Mark as Read
Moderate Postings

@ None
O own
O Al
© None
O own
(o]

Save[%enings [ Save Draft [l Save Settings & Add Topic H Cancel ]

To create the initial message in a topic area click on the topic title.

£ JForums
New Forum | Oraanize | Template Settings | Statistics
Forums

Module Discussions

All module exercise discussions will take place in this Forum area.

Module Two {0 message - 0 unread )

Mml@e One (0 message - Ounread )

Click ah the Module One topic to enter, select the message READ ME first to view module response instructions
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Click on the link for "Post New Thread".

% Forums

Post New Thread | Display Entire Message | Topic Settings | ()

Forums / Module Discussions / Module One <Previous Tapic | Next Topic >

Click on the Module One topic to enter, select the message READ ME first to view module response instructions.

» Thread Authored By Date

Enter a Title such as "Read Me First", type up the message in the HTML editor.

% Forums

Compose Forum Message

Module Discussions - Module One
Click on the Module One topic to enter, select the message READ ME first to view module response instructions.

Required items marked with +
+ Title READ ME FIRST

Message
BRGE S Yio o |[M%in 7 umn 2
LR N - R = R

ormat | Font ~ | Size ~i@

|: swle

Module directions: x000000¢

Click "Post Message" when done.

Attachments

No Attachments Yet

Add Attachment

(Fiezeaae ) (Caneal)

To return back to Forums, click on "Forums" above the message list.

& Forums

Foqums / Module Discussions / Module One < Previous Topic | Next Topic >

Click on the Module One topic to enter, select the message READ ME first to view module response instructions.

» Thread Authored By Date
READ ME FIRST #econnell, Linda Mar 24, 2008 9:40 AM

Page 20



To move Forums/Topics to correct positions click on "Organize".

& Forums
HNew Forum | g,.w;; \14 — TR
Forums

Module Discussions

All module exercise discussions will take place in this Forum area.

Module Two (0 message -0

unread |

Module One (1 message - Dunread |

Click on the Module One topic to enter, select the message READ ME first to view module response instructions

Use pull down menus to choose correct position number, click "Save Settings" when
done.

& Forums

Organize Forums and Topics

1 %| Module Discussions

2 v| Module Two

Cancel

The following are student views of the Forums area that has one forum (Modules
Discussions), plus two topics (Module One and Module Two).

For students to view postings, click on the Topic title.

& Forums

Forums

Module Discussions

All module exercise discussions will take place in this Forum area.

Modyle One { 1message - 1unread )

Clickwh the Module One topic to enter, select the message READ ME first to view module response instructions.

Module Two (0 message - 0 unread )

To view the message, click on the message title.

= Forums

Display Entire Message | (=)

Forums / Module Discussions / Module One

< Previous Topic | Next Topic >

Click on the Module One topic to enter, select the message READ ME first to view module response instructions.

> Thread Authored By

READ IIIIE FIRST [ Mcconnell, Linda

Date

Mar 24, 2008 9:40 AM
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Click on "Reply".

& Forums

3 mark all as Read | (&)

Forums / Module Discussions / Module One / READ ME FIRST

View | Thread b

READ ME FIRST - Mcconnell, Linda (Mar 24, 2008 9:40 AM) [

Module directions: 00000

< Previous Thread | Next Thread >

s 4—@

Students can alter the Reply Title to better fit their response and type up the message

using the HTML editor.

= Forums

Reply to Forum Message
Module Discussions - Module One

Required items marked with *

+ Reply Title Re: this is my reply (roliver)

Wessage

Insert Original Text

LB I U sk x <

ReO=0 &

v | Size

Click on the Module One topic to enter, select the message READ ME first to view module response instructions.

This is my reply to Module One Exercise: 0000

R

Click "Post Message" when done.

Attachments
No Attachments Yet

‘Add Aftachment

Replying To

From Mcconnell, Linda (Mar 24, 2008 9:10 AM )
Subject  READ

IRST

Module directions: xxxoo

cssoge | (Cancel

As with the previous discussion tool, click "Mark All as Read" after reading messages

contained in a Topic area. This will zero out the unread indicator.

& Forums

2 Mark all a5 Read | &
Forums / Module Discussions / Module One / READ ME FIRST
View | Thread v

Module directions: xx000x

Re: this is my reply [roliver] - Oliver, Rachael (Mar 24, 2008 9:45 AM)

This is my reply to Module One Exercise: xxxxx

< Previous Thread | Next Thread >

SReply
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There are now 0 unread messages.

~ iForums

Forums

Module Discussions

ill take place in this Forum area

Module One (2 messages -0 unread )
Click on the Module One topic to enter, select

message READ ME first to view module response instructions.

Module Two (0 message - 0 unread )

Returning back to the instructor view of Forums, once a reply has been posted this area
the unread indicator will show how many unread messages are available.

® To view the message, click on the Topic title.

& Forums

New Forum | Organize | Template Settings

Forums

Module Discussions New Topic | Forum Settings

All module exercise discussions will take place in this Forum area.

—. Mo_“[wg«rneumc;;ags: 1unresd )

Click'sh the Module One topic to enter, select the message READ ME first to view module response instructions.

Module Two (0 message - 0 unread | Topie Seftings

Use the arrow by the original message to open the message thread.

> Forums

Post New Thread | Display Entire Message | Topic Settings | &)

Forums / Module Discussions / Module One < Previous Topic | Next Topic >

Click on the Module One topic to enter, select the message READ ME first to view module response instructions.

> Thread Authored By Date
Meconnell, Linda Mar 24, 2008 9:40 AM

® Click on the message title.

& Forums

Post New Thread | Displ

Forums / Module Discussions / Module One < Previous Topic | Next Topic >

Click on the Module One topic to enter, select the message READ ME first to view module response instructions.

» | Thread Authored By Date
Meconnell, Linda Mar 24, 2008 9:40 AM

. Re: this is m% reply (roliver) 7 Oliver, Rachael Mar 24, 2008 9:45 AM
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To reply to this message click on "Reply to Message" text link or click on Forums to
return to the main forum area.

& Forums

—> Forums / Module Discussions / Module One / READ ME FIRST < Previous Thread | Next Thread >

Click on the Module One topic to enter, select the message READ ME first to view module response instructions.

G Reply to Message @ Reply to Thread E@Delete Bledit ¥ Grade
Subject Re: this is my reply (roliver) < Previous Message | Next Message >
Authored By Oliver, Rachael (Mar 24, 2008 9:45 AM )

This is my reply to Module One Exercise: xxxxx

To manage student messages, click on the "Statistics" text link.

% [Forums /

New Forum | Organize | Template Settinas

Forums

Module Discussions

All module exercise discussions will take place in this Forum area.

Module One (2 messages - 0 unread | Topic Settings

Click on the Module One topic to enter, select the message READ ME first to view module response instructions.

Module Two (0 message - 0 unread | Topic Settinas

Statistics will show how many a student authored, read and how many they have yet to
read.

® Click on a student name.

& Forums

Forums / Statistics

Authored Read Unread Percent Read
0 o v o%
0 o 2 o%
} f 2 0 100%
1 2 0 100%
0 o v o%

Review how many replies a student posted to a specific topic.
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> Forums

Forums / Statistics

Forum Authored

Forum Title

Module One

Forum Read
Forum Title
Module One
Module One

Oliver, Rachael

Date

Mar 24, 2008 9:45 AM

Date
Mar 24, 2008 9:45 AM
Mar 24, 2008 9:40 AM

Subject

Re: this is my reply (roliver)

Subject
Re: this is my reply (roliver)

READ ME FIRST
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