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Introduction

Welcome to the ANGEL® 7.3 Instructor Quickstart Guide. This guide is designed to
provide instructors with a basic understanding of ANGEL and its primary tools.

ANGEL is a Web-based course management and collaboration portal that enables
educators to manage course materials and to communicate with students. ANGEL can
function both as a complement to traditional courses and as a site for distance learning.

With ANGEL, you can post documents online, such as your course syllabus; administer
surveys, quizzes, and tests; send and receive course mail; establish and monitor
discussion forums and chat rooms; receive and grade uploaded assignments using
online drop boxes; create teams for discussions or special projects; and more.

A significant portion of tobNGbBredtsspeeificwer | i es i n i
institutional needs. Please note that because your institution determines which tools are

made accessible, some parts of this guide may not apply to your use of ANGEL. Contact

your institut iifyoubave geastpns cegardinglANSEKL administration.

Special Features Used in This Manual

This document includes a variety of special feat
features and capabilities. Each feature is marked with an icon for easy identification. The
following table describes these features.

Special Features

Icon Name i Description

Tip T A Tip helps you apply the procedures described in the text to your
specific needs. A Tip may also suggest an alternative method for performing a
task, or may explain the benefits and capabilities of a feature.

@

Note T A Note calls your attention to information of special importance.

Reference i A Reference points you to another source of information.

D> & &

Caution i A Caution alerts you when an action could cause problems.

Introduction 4
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AN GEL Home

The ANGEL Home page (ANGEL Home) functions primarily as the log-in screen and
starting point for each ANGEL session.

ANGEL 7.3

Home  ANGEL 7.3 - Home

Power Strip icon 0 ‘il
Log On Today's Public Calendar
9 Username|:| « add |/ Drop Period ends Friday
Category: GeneralClass
Fam"‘l:l Course Adds / Drops must be completed by Friday.
@ Language | English {United States)
(Lean ] Public Announcements 1=
1 forgot my password
Regquest an account View: Pzst Present Al | Sorn Descending
Request @ Mentor Insight Window Thursday, February 14, 2008
account
@ Charity Event Registration -- stop by the student union this week to sign up for a community outreach
Pubiic Content Links e

Library Resources
Event Calendar
In the News
Public Surveys
Public Forums

Search and Help Links
Course Search
Community Search
People Search

Help &

Guided Tour &'

()

=
g
4

nowered hy the ANGFEL | M5 hd

The left edge of the ANGEL Home page is called the Power Strip; this area contains
basic system navigation tools. Other sections of the screen enable you to log into
ANGEL and access various resources.

Navigation Tools

There are three system navigation tools at the top of the Power Strip. These icons are
always available on the ANGEL Home page and when you are working in a course or a

group.

ANGEL Hom e 5
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The following table explains these navigation tools.

Icon Name - Description

Home 1 Returns you to your home page

Help i Displays ANGEL online help, guides, and resources

Log Off i Logs you out of the ANGEL environment

Public Resourc es

ANGEL Home offers a variety of public resources for instructors and students. To
access a resource, simply click its hyperlinked title.

% All these resources may not be available at your institution. Further, your
institution may offer additional customized resources.

Standard resources include the following:

e Library Resourcespr ovi des access your institutionés
electronic journals, catalogs, and databases.

e EventCalendarpr ovi des access to your includieg i t uti onéds
events, significant academic or training dates, and other entries.

e Inthe News keepsyouuptodat e on your institutionds | ate
e Public Surveys enables you to participate in public surveys at your institution.

¢ Public Forums lets you join public discussions at your institution.

o These resources are also available in the Toolbox section of your
'l personal home page.

Search and Help

The Course Search, Community Search, and People Search links enable you to find
and view any course, group, or user profile that is viewable by the general public.

i Log into ANGEL before performing this search to view a larger selection
3-,\5’5 of courses, groups, and profiles, including those that have been made
viewable only to authenticated ANGEL users.

ClicktheHelpli nk t o access documentation or to request
support desk. Take the Guided Tour to view highlights and features of the ANGEL
application.

ANGEL Home 6
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How to Log In to ANGEL

Before you can log in to ANGEL, you must have an ANGEL account, a username, and a
password. Your institutionds ANGEL administrator must

To log in to ANGEL:

1. Click in the Username box and key the user ID assigned to you by your
institutionds ANGEL administrator.

2. Click in the Password box and key your password.
3. Click the Log On button.

If your log-in is successful, the ANGEL home page is replaced by your personal home
page. (The personal home page is discussed in the next section of this guide.)

If your attempt to log in is not successful, contactyourinst i t uti onés ANGEL admin
for assistance.

ANGEL Home 7
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Personal Home

When you log into ANGEL, your personal home page (Home) appears. Home enables
you to access all the courses and groups in which you are enrolled. The page also
provides a variety of tools to assist you with your coursework.

G

ANGEL 7.3

\_Brad Koch | ¥
0 . Home
0 Edit Page Refresh
@ Courses Today's Calendar
Find 2 Course Add a Course Sort by: Date Secton Category | Show Notes
JFilm Appreciation Public Schedule
Role: Courss Administrator

@ Add | Drop Period ends Friday
Tasks: ] [# Category: GeneralClass

Toolbox My Announcements

Bookmarks

Keep & personalized list of bockmarks for essy sccess to your favorits stes,

Files

Upload files for easy access from amywhere.
Calendar

Keep track of important personal events.
Public Resources

View: Unread All | Mark 25 read

Thursday, February 14, 2008

@ Charity Event Registration -- stop by the student union this week to
sign up for @ community outreach program.

Community Groups

Access resources found on the logon page.

Find 2 Group Create 3 Group

1 EE

-]
o
=

To customize the selection and appearance of tools on your personal
home page, click the Edit Page link in the Home menu bar.

Navigation Tools

Your personal home page features a set of navigation tools, located in the Power Strip
along the left edge of the screen. These icons are always available on your personal
home page and whenever you are working in a course or group.

Personal Home
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fPower Stripdicons

UFilm Appred
Role: Courss

Tasks: +] | &

508 Accessibility & PDA mode
controls

The following table describes these navigation tools.

Icon Name - Description

@ Home i Returns you to your home page

? Help i Displays ANGEL online help, guides, and resources

(V) Log Off i Logs you out of the ANGEL environment

Personal Home
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Icon Name - Description

ePortfolio T Launches ePortfolio (only appears if your institution has
ePortfolio installed.)

":. Learning Object Repository (LOR) i Accesses your personal LOR

— Personal Preferences i Provides access to your user settings, such as
(W) your personal information, password, theme selector, system settings,
— and PDA agent

"] ANGEL IM i Opens the online ANGEL instant messenger

There are two additional accessibility-related icons at the bottom of the page that
function as illustrated and described below.

Icon Name - Description

508 i Allows you to create a profile that describes your particular needs
for accessing course material. If necessary, you can access an ACCLIP
for use with ANGEL.

@' The acronym ACCLI P stands for nACcC
Profile. 0 ANGELGs Accescsentd saveidry n
import ACCLIP profiles.

“ PDA'T Allows you to activate ANGEL in PDA mode. Page layout and
- navigation are customized to suit your selection.

Help

You can open ANGEL 06 shy dickihgithe Eelphicen (:';.,...»:).sz/ctefaudI,m
A N G E L dlise help system displays a searchable copy of this Quickstart Guide.

Personal Home 10
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prywm

|7 Conventions Used in This Manual
Introduction
Public Home
Personal Home
Course Overview

|7 Calendar Tab

|7 Lessons Tab

|7 Resources Tab

':Q Communicate Tab

|7 Report Tab
Common Tasks

A e S A
Thelefthandpane of

pane.

In the upper right corner of the window, three links let you access different parts of the

help system:

ANGEL 7.3 Instructor Reference

AMNGEL is a web-based course management and
collaboration portal that helps educators manage course
material and communicate quickly, easily, and effectively.
AMNGEL is designed to be used as a complement to
traditional courses and for distance learning.

With ANGEL, you can take surveys, quizzes and tests,
send and receive course mail, post to threaded
discussions and chat rooms, upload assignments using
drop-boxes, and more. Students can check their progress
and grades at any time during the course and can create
groups and teams for project or committee work.

A significant part of ANGEL's power is its ability to be
tailored to specific institutional needs. Please note that
because your institution determines which tools are made
accessible, some segments of this guide may not apply to

_‘fgurﬂ_s_g_ofﬂNGELi Q_ugtgﬂ_y‘t_n_urjnstWL{t-m_nj support QESE |

the Help window displ awhsen t he
youclickahel p theagingcdst he | eft pane, th

e The Online Help link returns you to the searchable Quickstart guide.

e The Guides hyperlink opens a list of guides that are available in PDF format,

which you can download and print.

e The Resources hyperlink provides accesstoyouri nst i tuti onds
available by your insti

can be made

Learning Object Repository (LOR)

Clicking the Learning Object Repository icon (:*) opens the Learning Object
Repository (LOR) window. You can use this window to store, tag, search, share, reuse,
and manage learning objects of various types. The Learning Object Repository is
discussed in detail later in this guide.

Personal Preferences

tuti

Clicking the Personal Preferences icon (':\-._.-:') opens the Preferences window. From this
window, you can customize the information about your profile and courses, change your

password (if applicable), adjust system settings, and further configure ANGEL to suit

your needs.

Personal Home
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% The Personal Preferences icon has changed to a silhouette image (@ )

from the previous wrench icon (®)_

ANGEL /.3

Home * Preferences

0 m Preferences
>

@ General User Settings

Tip: You can use the Personal Information Editor to enter ywour contact information and configure whe should be able to se= it

Personal Information
Update your personal contact information and set whe can ses it.

Change Password

Change your password oftan to ensure your privecy.
Theme Selector

Szlect 3 personal theme that suits your taste,
System Settings

Update system settings such as local drives,

The Preferences window contains the following links:

e Personal Information allows you to change your personal information and
determine who can view it.

e Change Password enables you to change your ANGEL password. As a
precaution, you must provide your current password and confirm your new
password before applying the change.

e Theme Selector allows you to select different ANGEL themes or even create
your own to change how the environment looks when you log in.

e System Settings lets you specify local media drives to map online course
material to CD-ROMs or other media for enhanced instruction. In the System
Settings window, you can also configure ANGEL to send a copy of all course
mail to your favorite e-mail account.

Inst ant Messenger

Clicking the Instant Messenger icon )I aunches ANiGIBdtadtMesbengen t
(IM) utility. This convenient tool enables you to communicate with other ANGEL users
online, in real time.

Personal Home 12
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] ANGEL Instant Messenger - Microsoft Internet Explorer uw
all Users | Hailey Longardner X
E Debbie Dillow to Hailey Longardner: b] @\ oOnline Users X
Hello, how's it going Hailey? - Hailey Longardner

Hailey Longardner to you:

ery well K
E Debbie Dillow to Hailey Longardner:

How do you think you did on the homework
assignment in the Web class?

Hailey Longardner to you:
1think I did well. It was a fun assignment.
Hailey Longardner to you:
How did you da?
E Debbie Dillow to Hailey Longardner:
I think I did ok - it was fun!

To: | Hailey Longardner

EB]

To converse with an online user, select a name from the To: drop-down list, type your
message, and click the Send button.

Courses

The Courses section of your personal home page gives you access to all the courses
for which you are enrolled, either as a student or instructor. To access a course, simply
click its name; information about the selected course appears on a hew page.

. Home

Edit Page

Find a Cowrse Add a Cowrse Th

UDocumentary Production
[Delete] Role: Instructor

D Film Appreciation
Role: Course Administrator W

Tasks:ﬂ +

O Journalism, Entertainment and News Reporting
[Delet=] Role: Instructor

ANGEL 6 s -relatad toslseare described in more detail later in this guide.

Personal Home 13
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Community Groups

The Community Groups section of your personal home page gives you access to all
the groups you have joined, either as a student or instructor. To access a group, simply
click its name; information about the selected group appears on a new page.

Find 3 Group Creste a Group

U Digital Media Group
[Delet=] Role: Instructor

OMedia in the Classroom
[Delzt=] Role: Instructor

DSoccer Club
[Delzt=] Role: Instructor

L S f .‘.-ﬂ L e
ANGEL 6 s -redptedtao|s are described in more detail later in this guide.

Toolbox

The Toolbox section features tools that can increase your productivity and further
customize your ANGEL environment.

Bookmarks
Keep a personalized list of bockmarks for ezsy
acoess to your favorite sites,

Files

Upload files for easy access from anywhers,
Calendar

Keep track of important personal events.
Public Resources

Access resources found on the logon page.

The Toolbox contains the following links:

e Bookmarks lets you place links to your favorite Web sites on your personal
home page. You can also sort your links by category, and set permissions for
individual bookmarks to make them accessible to other ANGEL users.

e Files enables you to set up folders and create text files, and to upload

documents and i mages for stor agmreHTMLYou

Editor to create new Web pages or edit existing ones with an easy-to-use word
processor-style interface.

Personal Home 14
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e Calendar lets you view or add personal calendar events or public institutional
events.

e Public Resources is your link to the resources found on the ANGEL Home
page.

Course Malil

The Course Mail section functions like most other e-mail programs: it enables you to
exchange e-mail messages with other ANGEL users.

5 View Inbox Quick Message
! View, read, and compose 'ﬂ Skip the inbox and and
Messsges start your message,

-?'.-L“
:.J Unread Messages
Film Appreciation (101) 0 messages

The Course Mail section contains the following three options:

e View Inbox opens the Course Mail application and shows all the messages in
your inbox.

¢ Quick Message lets you bypass the inbox and start composing a message.

¢ Unread Messages displays a count of unread messages in your inbox.

Personal Home

15
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Course Overview

ANGEL 6 s -relatad toslseenhance the instructional and collaborative experience
and make it easy to manage many aspects of your courses.

To access a course, click its name in the Courses section of your personal home page.
When the course opens, you can navigate the course-related information by using two
different sets navigation tools: the navigation tabs or the course guide. These navigation
tools are described briefly in the following sections.

Navigation Tabs

When you access a course, a set of navigation tabs appears across the top of the
ANGEL window. Click a tab to view a page containing one or more specific types of
information about the course. As you navigate through the tabs, the Breadcrumb frame
updates to show your current location within the course-related information.

Navigation tabs—
é Film Appreciation
[ ................................. 1 Calendar | Lessons | F— |Communicate‘ Report Automate Manage |

Home ® Course I ;
Bread crumbs—{" ‘
; o Film Appreciation 'i
. oexpand = collapse
?l Course Edit Page
- “Y? g A, e N L in il e s VAPt g MDAkt P

The following tabs are available for each course:

e TheCoursetabi s t he Adashboardod into your course.
page are the AAt a Glanced object, the Grade
and more than a dozen other optional items.

e The Calendar tab displays events that have been assigned Milestones within
the course (such as exams or assignment due dates).

e The Lessons tab provides access to all the lessons that have been created and
posted for the course.

e The Resources tab provides a set of helpful resources made available by your
institutionds aitemsicaninslude szllabg links toWeke sites
related to the course, institutional resources such as library records, a Web
search tool, and others.

e The Communicate tab displays tools that let you communicate with others in the
course via e-mail, live chat, and discussion groups. The tab also provides a
course roster and displays any course related news, events, or announcements.

e TheReporttabbs t ool s enabl e vy o wariduptypgseofreportat e and s«
related to the course, such as reports on student grades or course milestone
achievement.

e The Automatetabenabl es you to create and run servic
can perform specific tasks according to any schedule you set.

Course Overvi ew 16
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e The Manage tab features a console of tools that allow you to configure and
control various course-related items, such as a gradebook or course-related files.

These tabs and their functions are discussed in greater detail later in this guide.

Specify a custom start tab for your course by accessing the Tab Settings
0" tool (Tools >Tab Settings > Start Tab Settings). Users are redirected
g to the Start tab when they click the Continue button on the Welcome

page.

Course Guide

The Course Guide opens the same pages as the navigation tabs, but also provides
additional tools. To open and close the Course Guide, click the Guide bar located to the
right of the Home button.

Film Appreciation

f‘_“‘_—:‘ Calendar

Horme » Course

m evnand = colapse
hide/show guide |

“_ Calendar
-+ W Lessons

€/ Resources

Lessons | Resources | commu

f 0 Film Appreciatic

Edit Page

Open and Close
the Course Guide
by clicking on this
tab.

Logons
The AContentso
view of the Course
Guide.

&) communicate

20 ;
wp Report 0 ;
© Automate I -
@y Manage ol I ._

Fr Sa Su Mo TuWe §

Discussion Posts  §

< >
Contents
@ What's New
508 Tasks
SQ_EIEL

e

L —— |

In addition to the names of the navigation tabs, the Course Guide includes the following
tools:

e The Contents tool provides a course-at-a-glance view and one-click access to all
course content.

e TheWh at 0 s linkNdisplays a list of new mail messages, calendar items,
content items, and other items for the course.

e The Tasks link displays Milestones, Personal Tasks, Unread Mail, and Ungraded
Items as task items to be completed.

Course Overview 17



