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Introduction

This HOWTO explains how to make, edit, and delete course information.
Course information refers to classroom policies, materials, meeting times,
etc... Usually the stuff you cover on the first few days of class.

HOWTO

1) Login in
2) Click on control panel
3) Click on course announcements
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4) Note the course information page

Academic System
Courses | web Resources | Admin

COURSES = TECHNOLOGY INTESRATION » CONTROL PANEL * COURSE INFORMATION

(] course Information

(F= Add ltem | B2 Add Folder [§ Add Learning Unit

Current Location: Top

m 1 |v| Overview Remave
We will focus on the effective use of technology in the curticulum, basic technology HOWTO's, and technology professional developrnent.
Mare specifically:

Introduction to carmputers, Beginner and Advanced
Introduction to Windows, Beginner and Advanced
Introduction to networks, Beginner and Advanced
Introduction to printers, Beginner and Advanced
Micrsoft Word, Beginner and Advanced

Microsft Excel, Beginner and Advanced

Microsft PowerPoint, Beginner and Advanced
Microsft Publisher, Beginner and Advanced
Using web-based email, Beginner and Advanced
Using Edura, Beginner and Advanced

Using Blackboard, Beginner and Advanced

Using a wiki, Beginner and Advanced

Using a Smart Board, Beginner and Advanced
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Course information can be organized into folders and learning units. A
learning unit might contain several folders, each which contain many
discrete pieces of course information.



5) To add a piece of course information

5.1) click the add item button (= Add irem

. Academic System
| Web Resources | Admin

Courses

COURSES » TECHNOLOGY INTEGRATION = CONTROL PAMNEL » COURSE INFORMS

[Ed course Information

[P Add ltem | [E8= Add Folder Gt Add Learning Unit

Current Location: Top

D 1 |v/| Overview

Wye will focus on the effective use of technology in the curriculur

5.2) choose a category for the course item

COURSES » TECHWNOLOGY INTEGRATION » CONTROL PAMEL = COURSE INFORMATION > ADD CONTENT

[EE Add content

@ Content Information

Name: Syllahus >
Syllabus

or specify your own name: Ohvenviow

i Meeting Times

Choose Color of Name: Objactives
Frequently Asked Questions
Course Goals

Text:

Course Materals

Course Projects

Test Information
Grading Falicies
Aftendance Palicies
Other— Add Text Below

() St Taut () Dlain Tt () HThAI

You do not need to choose from the pre-selected list. If you want to make
your own piece of course information, feel free.



5.3) Choose a color for your course information.

@ Content Information

Name: | Siyllabus V‘

or specify your own name:

Choose Color of Name:

|
.

]

Text:

You needn't worry about this unless you have a bunch of information. If you
have a lot of course documents, it may be helpful to have them color-coded.

5.4) Enter in your text

COURSES » TECHHOLOGY INTEGRATION > CONTROL PANEL » COURSE INFORMATION > ADD CONTE

(£ Add content

@ Content Information

Name: | Course Goals V|

or specify your own name:

Choose Color of Name:

|
.

Text:

* recognize the desired reports from the various
accounting systems

>

* differentiate hetween how manual and automated
systems work conceptually

* recognize the impact of changing and new technologies
On accounting systems

* evaluate the overall design of an accounting system
for cost-effectiveness and functionality

<

* identify the source documents for gathering input for




5.5) If you want to attach a file (for example a Word document, or
perhaps a PDF) use the "Content Attachment”

@ Content Attachments @ Content Attachments

fileslmayibelatiachiediigiielboeliniomationClickihelE s et utionicles Files may be attached to the above infarmation. Click the Browse hutton to s
File to Attach: Browse... .

File to Attach: CADocuments and Settir
Mame of Link to File

) ) Marme of Link to File: Here is aword version
Special Actian: Create alink to this file A
Special Action: Create a link to this file v

Current Atached Files:

Current Attached Files:

5.6) Select and add options

€) Options
Do you want to make the content @ ves O Mo
visible:
Do you want to add offline content? Oives @ N

Do you want to track number of views? Ovag @ g

Do you want to add Metadata? Ovas @ Mo
Select Date(s) of Availability [ Display After

Sep || 14 »|| 2006 |+
01 [+||30 & |PM [+

] Display Until

Sep |14 »|| 2006 »
01 [+||30 & |PM [+

5.7) Click submit ' _Cancel ) _submit ) and your course material will
be availgble for your students.

3 v |Course Goals

Here is g wiord wersion ¢ 25840 Bytes)

After completing this course, you should be
* evaluate the controls of an accounting sys

*use various infarmation-gathering and doc
determine which technigques to use in variou



6) To modify a piece of course information:

6.1) Click on modify (meay) (Remeve) and edit whatever information
you want to change.

6.2) Don't forget to click submit when you are done! _Ganeel ) _submie )

Academic System
Courses | \Web Resources | Admin

COURSES » TECHNOLOGY [NTEGRATION * CONTROL PAKNEL » COURSE INFORMATION
[Ed course Information

[P+ Add item | £ Add Folder

Bk Add Learning Unit
Current Location: Top

Ij 1« |Frequently Asked Questions
Q: Where can | find help?

A http: Sfaniew. hohs hunter. cuny. edufstaff developrents
[™ |2 «|Course Goals Remove

7) To remove a piece of course information:

7.1) Click on remove (meany) (Remove) to remove (delete) whatever
you'd like deleted.

7.2) Don't forget to click submit when you are done!
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