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1 Navigating and Understanding
Your Course

Overview

Once you log into your MyStudentSuccessLab, it will look similar to the graphic
below:

Hello,

MSSL Training

modify setiing: B4 x

modify 2

StudentSuccess

Course Home

BExpang Al
Announcem®

B £ Welcome NMSSL 2011 Miranda Smith 8/11/2011 12:00 AM
Learning Path B & Leaming Path P 8/11/2011 12:00 AM

modify &

Course Home

Doc sharing
Submitter Date/Time

Assignment Calendar

Test is due Miranda Smith

“nouncements

DCollapse Al Click Expand All to see the entire Announcement

Announcement Submitter Date/Time

My Results B 1 Check out the Studg

Pearson eText

Student Resources Welcome to © & welcome to MSSL 2011 Miranda Smith 8/11/2011 12:00 AM
MyStudentSuccessla  eicome to MystudentsuccessLab!

P FinishStrong247
© & Learning Path Pre Test is due Miranda Smith 8/11/2011 12:00 AM
i MyStudentSuccessLab is
P Communicate designed to help you develop Don't forget your pretest is due next Friday
the skills you need to succeed
Student Help in college, your career, and © & Check out the Student Resources Miranda Smith 8/11/2011 12:00 AM
Iife. Each of the t
e Student Resources are a helpful way to test your knowledge!
P Instructor provides opportunities for you

to develop skills for time
management, critical thinking,
problem solving, test taking
plus many more.

Once you learn and test your
knowledge of 3 topic using a
learning path, you wil then be
able to apply these skills in a
personal and meaningful way.

Step by step you will build a
portfolio of skills that will nat

only earn you credit hours in
college but will also help you
achieve your persenal and

Table 1-1 What’s on your Home Page?

Callout Description

1 Left Navigation Links-Use these links to navigate through the
different MSSL features.

2 Announcements-You can use the Announcements section to leave
important messages for your students.
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Navigating and Understanding Your Course

Callout Description

3 Account Link-Use this link to review and in some cases change your
account information.

4 Help&Support-Use this link to find additional help for items not found
in this User Guide or the MSSL tutorials.

5 Sign Out-Use this link to end your MSSL session.

6 Instructor Links-Use these links to set up and monitor your course.

Instructor Only Links

It is important to note that most of your Home Page is identical to your students with
the exception of a few items:
* Modify Buttons: modify# - The Modify buttons allow you to change the
appearance and features within MSSL. Your students will not have access to the
Modify buttons.

* Instructor Navigation Links:
these links allow you to keep your class running smoothly.

¥ Instructor

throughout this User Guide. vorice anything | ez W0 =
with an instructor Toure & Temining
outline is o e T
instructor specific e e £
functionality.
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Navigating and Understanding Your Course

Modifying Your Home Page

Overview
As mentioned earlier, anything on your page that contains a Modify button, m°¢"*
means you have access to functionality that is not available to your students.
Now, let’s talk about where and how to use the various Modify sections.
Modify Course Menu
Notice, there is a Modify button location directly on top of your left hand navigation
menu. When you click this button, you open the Modify Course Menu window.
Course Home ‘“
Modify Course Menu
Doc Sharing Arrange |Add Style Restore
Assignment Calendar # Course Home v = B
Z Dot Sharing L4 = [~
Learning Path # assignment Caleniar v Y
# Learning Path « = =
My Results # My Results v = B
7 Pearson eText v = [ I
Pearson eText # Student Resources ' = @
Student Resources P ST 7 - Ed
b 4 Communicate < = [@
# Student Help < = B @
Arrange

Arrange allows you to change the order and style of the left handed navigation.

Modify Course Menu -]

Arrange | Add Style Restore

Rename Show to Student | Mowe | Archive

Left Handed Navigation links.

& Student Resources

» & FinishStrang247

lYou can use the Archive

¢ Course Home | — o= = @
The Green arrow indicates your

¢ Doc Sharing ktudent can see and use the item on i SNE
4 Assignment Calendar the left. Click on the arrow to hide L4 = [
# Learning Path the item from your students view v = B
4 Wty Results You can use the Move to < = [
# Pearson eText change the placement of the__w» |E| =

4 [=

4 [=

L4 =

< Communicate
to remove an item.

i
3

< Student Help

2.0, October, 2011 Pearson Higher Education- Proprietary 1-3



Navigating and Understanding Your Course
Add

Adding Items to the Course Menu

If you wish to Add items to your Students menu, click the Add tab.

Modify Course Menu L]

Arrange Stvle Restore

Menu Item Type  cojact Menu Item Type

Menu Item Name

Add To

Course Home

Doc Sharing
Asgsignment Calendar
Learning Path

My Results

Pearson eText

7 Hide from students

Save Save and Add More Items

Cancel

1. Select your Menu Item Type from the dropdown:
Menu Item Type  cgloct Menu Item Type v
Select Menu Item Type
Menu [tem Name
Content Page
Add To [RThreaded Discussion
EUploaded Content
Assignmen; Calendar
Content Page

Selecting Content Page allows you to build a new page into your students navigation.

Menu Item Type  Threaded Discussion

Select Menu ltem Type

Fontent Page

Add To |IThreaded Discussion
EUpInaded Content

1enu Item Name

Example: Suppose you would like to add a list of contact information for all of the
students in your class.

Pearson Higher Education- Proprietary 2.0, October, 2011



Navigating and Understanding Your Course

1. First you would name your Content Item and then select a location. For this
example, we’ll name it "List of Student Contacts”, and keep it located within
the Main navigation.

Menu Item Name |Student Contacts

Add To

Course Haorne =

Doc Sharing

Assignment Calendar

Learning Path

My Results

Pearson eText A

" Hide from students

Save  Save and Add More Items  Cancel

2. Next click Save.

Result: The item is added to the Course Navigation links, but it is not yet set up.
MSSL_Training

modify sefiings #

modify # ! List of Student Contacts

Course Home The content for this item is not yet completed.
Doc Sharing
Assignment Calendar
Learning Path

My Results

Pearson eText
e — Clicking on the Content

Item, opens a blank
page

v

FinishStrong247

v

Communicate

Student Help

v

Instructor

List of Student

Contacts

3. Click the Modify button to set up the new Content Item.

2.0, October, 2011 Pearson Higher Education- Proprietary 1-5



Navigating and Understanding Your Course

Result: The page is blank. You must click Modify/Manage (located on the top right
corner of the page).

modify
% Wiew
Chan Mana
Make sure save your changes before leaving this page.
B st mes - F- BEx Y 0- 80 0 [A O vedn -|se-|B I U|==== =&
/" Design | ¢» HTML 0\ Preview C‘, i
Visual Editor | Plain Text Editor

4. From here, you can add content to your page. You can use the Design, HTML,
and Preview to build and see what your page will look like when you are
complete.

5. Once you Save your design, your students will see it from their navigation
menus.

6. You must click the Modify button again to close the editor.
MSSL_Training

modify seftings ¥

modify DList of Student Contacts

Threaded Discussion

Use the Threaded Discussion Menu Item Type to create a Discussion topic that you
and your students can use.

Menu Item T¥Pe  Throaded Discussion v

Select Menu ltem Type
1enu Item Name
Content Page

Add To Il'hreaded Discussion
EUpInaded Content
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Navigating and Understanding Your Course

Upload Content

Use the Upload Content Menu Type Item to add your own content to the course.

Menu Item Type  Throaded Discussion A
Select Menu ltem Type
1enu Item Name
Content Page
Add To rThreaded Discussion

ploaded Content |

Example: Suppose you have additional reading materials you would like your student
to view while using MSSL. You can upload those materials by selecting Upload
Content, selecting a location, and clicking Save.

Mocify Course Menu L

Arrange Add Style Restore

Menu Item Type  |pigaded Content hd
Menu Item Name Additional Reading Materials 2

Add To

Course Home

Doc Sharing

Assignrment Calendar

Learning Path

My Results

Fearson eText ~

[" Hide from students

Save and &dd Mare Items  Cancel

Result: After selecting Uploaded Content, naming it, selecting the location and Save,
your page refreshes.

* You must upload the content by:

First click on the on the menu item.

Click the Modify button.

Select then select the type of content you want to upload.
Select the File.

Click Upload File.

Course Home
madify

Doc Sharing View

\> Upload Content (PDF, HTHL, etc
Assignment Calendar

Upload MS Office File

ke

modify

Learning Path
My Results
Pearson eText

Student Resources

v

FinishStrong247

%" it Reading Materials modify

v

Communicate

Student Hel|
i (Al once you click Upload File, please refrain from closing your browser or navigating away from this page. The screen will refresh once the file has uploaded
File uploads must complete within 90 minutes before the action will timeout - file size limits vary based on connection speed.

v

Instructor

. Click Browse to select the file that you want to upload:
List of Student

Contacts Select fle

Addition 1l Reading

Materials Upload File

2.0, October, 2011
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Navigating and Understanding Your Course

Style and Restore

Style
You can use the Style tab to change the colors of your MSSL.
Save
Restore

If you have archived any menu items, you can click on the Restore tab to either
permanently delete those items, or restore them to the Navigation menu.

1-8 Pearson Higher Education- Proprietary 2.0, October, 2011
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Adding and Modifying Announcements

Your Announcements section allows you to add, modify, and delete announcements
on your students Home Page. Follow these steps to work with Announcements:

1. Click the Modify button, and select Manage:

: Course Home modify
Announceihents s
¥ Expand Al
Announcement Submitter Date/Time
B £ welcome to MSSL 2011 Miranda Smith 8/11/2011 12:00 AM
B £ Learning Path Pre Test is due Miranda Smith 8/11/2011 12:00 AM
B £ Check out the Student Resources Miranda Smith 8/11/2011 12:00 AM

Result: The Announcements and Welcome section open as editable items.

Announcements ick to Create an Announcement.
:
[PExpand All
Announcement Submitter Start Date End Date* = e
B Welcome to MSSL 2011 Miranda Smith 8/11/2011 12:00 AM 5/6/2012 11:59 PM B ® ‘ .
B> Learning Path Pre Test is due Miranda Smith 8/11/2011 12:00 AM 5/6/2012 11:59 PM & [ ]
B> Check out the Student Resources Miranda Smith 8/11/2011 12:00 AM 5/6/2012 11:59 PM B @
Use these buttons
* Times are displayed in (GMT-07:00) Mountain Time (US & Canada) to edit or delete
Course Introduction an existing

| savechangss_a@NNouncement.

Fan tbadatyv-o- 8@ ya-B0 M
A Orv FontNsme ~|Szer B 7 O E T
MyStudentSuccessLab ~

MyStudentSuccessLab is
designed to help you develop
the skills you need to succeed in
college, your career, and your
life. E

in

v
./ Design | €3 HTML 9 Preview 8| Zoom~
Visual Editor | Plain Text Editor

Save Changes

* Click The Edit button next to any of the Announcements to change the text of
an existing Announcement.

* Click the Delete button next to any of the Announcements to delete the
Announcement.

2. Click the Add Announcement link to create a new Announcement.

2.0, October, 2011 Pearson Higher Education- Proprietary 1-9
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Result: The Add Announcement page similar to the one below opens:

Announcements

Add Announcement

Add Announcement ‘ Cancel |

Subject: *  [[{ A - &~ B I U |

FEErEEEEETE

| A~ & [Fonteme  -|size-

./ Design | €2 HTML € Preview 2 Zoom~

Display Dates: L™ Ta/16/2011 |[@ | 12:00 AM v 5
End:  [5/6/2012  |[@ |11:50 PM v

* Indicates a required field Add Announcement ‘ | Cancel
|

3. Enter a Subject for your Announcement.
4. Enter your Announcement text.

5. If you would like the Announcement to be available during a specified time
period, use the Start and End date fields to select the dates.

6. Click Add Announcement when you have finished.

Result: A new Announcement displays to you and your students.

1-10 Pearson Higher Education- Proprietary 2.0, October, 2011



Navigating and Understanding Your Course

Navigation Links

Overview

The Navigation links on the left side of your page navigate you to different parts of
MSSL, as well as allow you to perform some Instructor functions that your student can’t
see.

First, let’s go over the links common to both you and your students:

Course Home

Doc Sharing
Assignment Calendar
Learning Pati[b
My Results
Pearson eText
Student Resources

P FinishStrong247

P Communicate

Student Help

Course Home
Course Home is your MSSL Home Page. You can click this link anywhere in the course
to return to your Home Page.

Assignment Calendar

Once you have your course up and running, your students will click on the Assignment
Calendar link to keep track of Assignment due dates and important Announcements.

Sunda Monday. Tuesday Wednesday Thursda Frida Saturda

Announcements (Viewal )

What should I do today?

Welcome to the MyStudentSuccessLab Learning
Build your Learning Path. Path!

Before you get started, run Browser Check to make

sure you can view course materials.
skills

(4 == Access your Learning Path. I Pre-assessment |

2.0, October, 2011 Pearson Higher Education- Proprietary 1-11



Navigating and Understanding Your Course

Learning Path
The Learning Path provides the full MSSL Course Pre-Assessment, Post-Assessment,
Extra Practice, and lists of the modules available. The Learning Path is where your
student will focus the bulk of their efforts in MSSL. Using and Assigning items in the
Learning Path will be covered in detail later in this User Guide.
(J__; Complete the Pre-assessment to see which modules are on your learning path
{2__; Complete your learning path modules
# Needs Study: 15 Mastered: 0
N 2 e
fl :,’I rd : ” rd : l’ rd :
| AFirst Step: Goal Setting i T f’ T f’ .
] | Communication [ | Critical Thinking [ | Financial Literacy 1
i i i 1 i
i : i i i
! Topics: oof1 I ) & i‘ ) 1 i‘ )0
1¢ ’:‘ ‘/' i \’l' i \’)'
i :Act\wt\es: Dofs ",'A-----------------_’_“: ----------------- g L —— "
{’i Take a Post-assessment to demonstrate mastery.
My Results
My Results displays information to your students about how they are doing within
MSSL.
My Results
Course Home | Skills Learning Path ; Completed Work
Completed Work Provides students with an up —
Show Overall Scors to date overall course score.
|\':|P3512Wesks‘:| Past monih 7] Entire course to date ) |
(s owsruezessep 9] (G0)
Results from 07/17/11 - 08/16/11
Results from the past month Correct/ Total Score Time Spent Date Worked
There are no results for the past month in the course you selected. See all results.
Students can also change
v 2003 Peatoon Eivenoncces120 their view to the Past Two
Weeks, or Month.
1-12 Pearson Higher Education- Proprietary 2.0, October, 2011



Navigating and Understanding Your Course

Pearson eText

Students can access their textbook or purchase their textbook associated with this
MSSL by clicking on this link.

il
Pearson eText

The Pearson eText lets you access your textbook anytime,
L— anywhere, and any way you want. Download the Pearson etext
_-[I. iPad™ app or access it online through your web browser.

The Pearson eText is customizable. You can:

« highlight

e take notes

« bookmark pages

¢ search within the eText

Click to see a list of titles available for purchase with this course
and get started today.

Student Resources

Student Resources provides your students with links to several valuable resources
(such as YouTube videos, reflection Journals and even the Pearson Facebook page.)

k i Student Resources

Pearson Students Facebook Page

Want to earn more money, develop leadership skills, gain professional
experience or share views and ideas on products? On Facebook, Pearson
reaches out to you in all these ways to provide a more engaging
educational experience. 'Like' this page now for the latest learning and
earning opportunities!

FinishStrong247 - YouTube

Not sure how to use all this information in your daily life? Go to our
YouTube channel "FinishStrong247" to gain ideas and tips on how to
finish strong 24/7 with all that you have learned in your course.

— MySearchLab

l Need help getting jump started on your research assignment? Pearson's
MySearchLab™ gives you extensive help on the research process and

four databases of credible and reliable source material.

MySearchLab™ helps you quickly and efficiently make the most of your

research time.

Longman Dictionary of Contemporary English Online

Search any word using the power of the Longman Dictionary of
Contemporary English - the quickest and easiest way to look up any
word while you are working on the Web.

Understanding Plagiarism Guide

While every school is unigue and has its own guide, this tutorial is
designed to help you understand what plagiarism is and give you
strategies for how to avoid committing plagiarism.

2.0, October, 2011 Pearson Higher Education- Proprietary 1-13



Navigating and Understanding Your Course

Finish Strong247

The Finish Strong Link opens a menu that provides your students with a list of
comprehensive YouTube videos that correspond to each module within MSSL.

FinishStrong247

AFirst Step: Goal Setting
Communication

Critical Thinking Not sure how to use all this information in your daily life? Subscribe to our YouTube channel "FinishStrong247” and gain ideas and tips on ho
with all that you have learned in your course.

Finandial Literacy
There are playlists corresponding with each module in this course:

Information Literacy

A First Step: Goal Setting

Communication

Critical Thinking

Financial Literacy

Information Literacy

Learning Preferences

Listening and Taking Notes in Class

Majors and Careers

Memory and Studying

Memory and Studying 10. Problem-Solving

i_

ENOmpWN

Learning Preferences

Listening and Taking
Notes in Class

Majors and Careers

11. Professionalism
Problem Solving 12. Reading and Annotating

13. Stress Management
Professionalism 14. Test-Taking Skils

15. Time Management
Reading and Annotating

Each module’s playlist can be accessed via the links in the menu on the left.
Stress Management

Test-Taking Skills

Time Management

Communicate

Students can use the Communicate link to:

1. Take Part in a Class Discussion.

Email you or other students.

Take part in a live chat with you or other Students.

H W

View the Course Syllabus.

1 Discussion

2 Email

3 Chat & ClassLive
4

Syllabus

1-Discussion

As the instructor, you must initiate the class discussion in order for your students to
be able to participate.

1-14 Pearson Higher Education- Proprietary 2.0, October, 2011



Navigating and Understanding Your Course

1. To begin, click the Modify button and select Manage.

Discussion Manager

modify
Tnteaductary Tavt & Topics

Wanage

BEdit

Introductory Text (appears above all topics)

Topics Edit Delete
>Time Management a @

Reorder

Time Management

Give an example where you have applied something you learmed in the Time Management topic.

PRespond

BExpand Al DPrint View  »Show Options
Responses

1 Response ~

Author Date/Time™

No one has responded to this topic. To be the first respondent, click the Respond link below the topic

2. Once the Discussion section expands, click the Add Topic link.
Result: The Add Topic page opens:

Discussion Manager

modify #

Add Topic Cancel
Title: ™

A - Iy~ FontName ~|Sizer| B Z U

./ Design | €% HTML  © Preview

2}

2 Zoom-

Attachments: [l Add/Remove

* Indicates a required field

Add Topic Cancel

3. Enter the Title of the Discussion Topic and the text of the topic.
4. Click Add Topic.

Result: You successfully initiate a Discussion between you and your students.

2.0, October, 2011 Pearson Higher Education- Proprietary
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Navigating and Understanding Your Course

2-Email

Clicking on Email opens the MSSL email application. From here you can email some or
all of your students.

Email

Send Message

Select recipients: Recipients:

(All Class Members)
Instructor: Smith, Miranda

olsson, sandy add
Smith, Kevin

Zucco, Danny

Teaching Assistant: Caufield, Holden m

[J po not disclose recipients (bec)

Cc: |
(Instructor Only)

Subject: Master:l

Attachments: il Add/Remove

Fan san@®m@E8 9 -¢-8%a-50 0-|A-&-[rorNm -[se|B z D

3-Chat & Class Live

You and your students can use the Chat and Class Live link to hold a live chat with each
other. As the instructor, you must initiate the Chat session by clicking the Lead

Session link.
Chat & ClasslLive

Chat ClassLive

ClassLive
Join Session Click a link to the left to lead or join a ClassLive session.
Note: Only one instructor can lead a session.
Session Date Title Start Time * Duration Session Leader Delete

* Times are displayed in (GMT-07:00) Mountain Time (US & Canada)

NOTE: The first time you initiate the Class Live link, you will be asked to install
software. Click Run to continue.

1-16 Pearson Higher Education- Proprietary 2.0, October, 2011



Navigating and Understanding Your Course

Once you install the necessary software, the class live session will connect and open in

Elluminate.
W= - o
L Participants # Whitehoard - Work Area (Scaled 89%)
Participants - M A bl [Private Soreen | v
-~
‘.
v
A A
ce
Ol
NR
~ o ]
]
Chat
L34
o 34
-
E o
v
to
£ audio
| T o
]

Click the Help link for more about using Elluminate.

2.0, October, 2011 Pearson Higher Education- Proprietary 1-17
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4-Syllabus

Students click the Syllabus link to view the course Syllabus. You must complete the

Syllabus in order for the students to view it properly.

1.

Result: The Manage Syllabus page opens.

MSSL [Training

Begin by clicking the Syllabus link and then clicking Modify/Manage.

modify setings 7

modify 7

Syllabus - Manage Syllabus

Course Home Add Syllabus Items

Doc sharing
® Compose Text Item (Visual Editor) O Upload Microso ft Word Syllabus (.doc)
Assignment Calendar

Learning Path

Order  Syllabus Items

My Results Instructor Information

Pearson eText

Student Resources
Sample Syllabus

» FinishStrong247 To help get you started, a sai

¥ Communicate

Discussion

Email

Chat & ClassLive

Syllabus

Student Help

StudentSuccess

modify #
View Syllabus
Wanage Syllabus

Add

Delete

P Instructor

List of Student
Contacts

the Syllabus, or you can upload the Syllabus from
already created.

Add Syllabus Items

Select the format of the Syllabus. You can either use the built in editor to compose

a Word document you have

® Compose Text Item (Visual Editor)

O Upload Microsoft Word Syllabus (.doc)

Add

Click Add.

the Text Editor.

If you choose to create the Syllabus within MSSL, complete the Syllabus using

NOTE: If you are using this option, you will add items individually clicking Add Item

each time you have completed an entry, and then re-o

pening the editor to add another

item. Use the Sample Syllabus to help you create your Syllabus.

Title: = |

Add Ttem Cancel

/ Design | €3 HTML @ Preview

B Zoom~

Visual Editor | Plain Text Editor

* Indicates a required field

Cancel

Add Item

1-18
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» If you choose to upload your Syllabus, find your syllabus and add it to your
course. Your course will convert the Word document to HTML and will display
when it is finished.

I| (X1 The file is in the process of being converted to a web format. When it is complete, the syllabus wil be available in the course view. ‘ |

Once you return to the Manage Syllabus page, you can move the order of the items,
and click Save when finished.

L]
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Instructor Navigation Links

As mentioned earlier, you have a set of Instructor links that your student will not be
able to see. Let’s go over each of these links and how to use them.

P Instructor
1 Implementation Guides

2 Tours & Training
3 Learning Path Manager

4 Activities/Assessments
Manager

5 Gradebook
6 course Settings

7 Course Roster

1-Instructor Implementation Guides

The Instructor Implementation guide opens links to step by step tips and instructions
to help you to set up and manage your course.

v

¥ Instructor
Implementation Guides

Majors and Careers.
Memory and Studying
Prablem Solving

Professionalism

Test-Taking Skils

Time Management

Tours & Training

2-Tours and Training

The Tours and Training link provides you with electronic version of the MSSL User
Guide as well as the corresponding training video tutorials.
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3-Learning Path Manager

The Learning Path Manager lets you customize the requirements for demonstrating
mastery of a topic.

Learning Path Manager |

MSSL_Training [3] ¥ | / Learning Path Manager

Learning Path Manager

The Learning Path settings for this course are shown below. Click Edit if you wish to make changes.
View a summary of the assessments and mastery types used to customize your students’ Learning Paths.

Learning Path Customization

» Edit
Content area assessment Optional, students can start work without it.
Module assessment Optional, students can start work without it.
Mastery Requirements P Edit

Default mastery score 80%

Basis for topic mastery Achieve mastery score on topic assessment

Subsequent attempts can reset mastery No

This course is based on MyStudentSuccessLab
Copyright 2011 Pearson Education

4-Activities and Assessments Manager

This link lets you create and manager your assignments and custom questions. You

can create or edit homework, tests and quizzes as well as offline items that represent
work your students do off line.

We will talk about how to use this page in the Activities and Assignment Manager
chapter. For now, let’s go over the different components available to you within this

2.0, October, 2011 Pearson Higher Education- Proprietary
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page.

/ Activities and Assessmerfts

Leaend

(_Create Assignment v )| 3 Change Dates & Assign Statws | (@ Sex prerequisices | More Assignment Tools

|(s¢wwA | Homework | Quizzes & Tests | Other ) | -

Skills. MyStudentSuccessLab v [ Go) [ Topics - 6

Q
o
[
o
[S=%

[a—y
<—u

Order Course Assignment Name Category assigned start © Due Actions

1 | skils | A Full Course Diagnostic Pre-assessment & v e (Go)
2 Skills 4 Full Course Diagnostic Post-assessment 0 v 08/10/11 @
3 | skils | A Pre-test: A First Step: Goal Setting & v osr10/11 (Go)
a A Ouerview: A First Step: Goal Setting (MA) [ v 08/10/11 (%)
s Skils | A Video: Goal Setting-Student Views (12:03) v 08/10/11 (Go)
s Skils | A Practice 1: A First Step: Goal Setting (MA) [ v 08/10/11 (Go

7 skils 4 Practice 2: A First Step: Geal Setting (MA) (1] v 08/10/11 @
8 Skills A Practice 3: A First Step: Goal Setting (MA) (1] v 08/10/11 @
L Skills A Activity 1: Essay A First Step: Goal Setting (MA) [+] v 08/10/11 "Go )
10 Skills A Activity 2: Journal A First Step: Goal Setting v 08/10/11 @
11 skils | A Posttest: AFirst Step: Goal Setting & v 08/10/11 (Go)
12| skills | A Pre-test: Communication & ) 08/10/11 (%)
13 skils A Overview: Communication (MA) [ v 08/10/11 Go)
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Table 1-2

Callout
1

10

11

12

13

Navigating and Understanding Your Course

What’s in your Activities/Assessments Manager

Description

Create Assignment dropdown-provides you of a list of the
types of assignment you can create. See LINK

Change Dates and Assignments link-opens a page which
allows you assign and unassign items, and add dates to those
assigned items. See LINK

Set Prerequisites link-opens a page which allows you to add
prerequisites and score requirements. See LINK

More Assignment Tools dropdown-Allows to choose other
available tools to modify assignments. See LINK

View options-Clicking on any of these buttons will display the
desired assignment type in the menu below.

Topics button-allows you to filter the list of assignments from
the menu below.

Order-Shows the position of the assignment in the list. Your
students see assignments organized by topic in the same order
they appear on the page. Any assignments you add to a specific
topic appear at the end of the list of activities for that topic. (you
cannot re-order these items)

Assignment Name-Shows the name of the assignment and in
some cases qualifying information. (MA-media assignment
(video), Offline-work is done offline, * indicates it is preloaded
into the course.)

Category-Shows the type of assignment (T=test, H=Homework,
Q=Quiz)

Assigned-Indicates the item is available to your students. See:
“Activities and Assessments Manager” (3-33)

Start-Shows the date and time when the students can begin
working on the assignment.

Due-Shows the date and time when the students can no longer
access the assignment.

Actions-Provides a dropdown list of assignment tools for
functions you can perform on each listed assignment.

2.0, October, 2011
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5-Gradebook

The Gradebook link allows you to:

Change your view to monitor students and class results
View a student’s completed work page

Communicate with individual students

Add offline items

Export Grade Data

We will discuss how to use and manage your Gradebook in more detail in the
Gradebook chapter. For now, let’s go over the different components available to you
within this page;

“: Grg

Ski

WSSL _[Training [3] [ | / Gradeboo

Gra* book v

(Export Data ) | I Manage Incompletes | v Change Weights | & Edit Roster | WMore Gradebook Tools A

This course is based on MyStudentSuccessLab
Copyright 2011 Pearson Education

Gradebook Views
» Learning Path » All Assi »Overview By Student |, Performance by
Learning Path Detailed assignment Student averages for Course
mastery status per results gradebook categories overall class 6
student o performance for g
s beok courses
Quizzes
Tests
Other
(Rename this category)
Class Roster All Students  A-E  F-1 KO BT -Z

1-24
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Callout

Navigating and Understanding Your Course

What’s in your Gradebook Page?

Description
Export Data button-allows you to export your Gradebook data.

Manage Incompletes link-opens a page allowing you to
manage any incomplete turned in assignments.

Change Weights link-opens a page that allows you to change
the weights of assignments.

Edit Roster link-opens a page which allows you to edit your
student roster.

Gradebook Tools dropdown-opens more options to filter and
manage your Gradebook.

Gradebook Views-allows you to filter the views of your
Gradebook, by Learning Path, Assignments, Students and
Performance.

Class Roster-Lists all of your students and any TAs or section
instructors enrolled in the class.

2.0, October, 2011
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6-Course Settings

The Course Settings links allows you to modify various settings throughout MSSL.We
will discuss how to use the page in the Course Setting Chapter. For now, let’s go over
what’s available to you on this page:

|‘ 3 Caurse Settings

MSSL_Training (3] ¥| / Course Settings Summary

Course Settings Summary

Course name MSS5L_Training

Book MyStudentSuccesslab
General Settings P Edit
Course type 1 Standard course
Course name MSSL_Training
Book MyStudentSuccesslab
Availability P Edit
Course Start & End 08/10/11 - 05/06/12
Time Zone 2 (UTC-05:00) Eastern Time (US & Canada)
Adjusts automatically for Daylight Savings Time
Current course time: 2:30pm
Course Access b Edit
Primary instructor Miranda Smith
Section instructor access 3 Section instructor
Other restricted access privileges None
Coverage P Edit
Content areas Skills
Coverage details 4 Skills: 1 of 1 courses
15 of 15 modules
124 of 124 objectives
Learning Aids and Test Options P Edit
A% Ask My Instructor 5

1. General Settings- Allows you to modify the type of course, name and the book
you are using for the course.

2. Availability-Allows you to define the course start and end dates as well as specify
the time zone.

3. Course Access-Allows you to define the settings of the levels of access granted to
section instructors in your course or course group. You must be the coordinator
instructor to change these settings.

4. Coverage-Allows you to specify the list of content areas, modules and topics
covered in your course.

5. Learning Aids-Allows you specify the learning aids that are available to your
students.
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7-Course Roster

Clicking on the Course Roster link will open your Course Roster in a separate

(- Course Roster Ul - Windows Internet Explorer J =1 E3
s ot g o s u|
bPage » (3 )
Course roster for: MSSL_Training
Name Email Role Status
List of Student olsson, sandy tammy031375@yahoo.com ‘ Student " ‘ ‘ e o |
Contacts
Smith, Kevin tammy031375@yahoo.com ‘ e . ‘ ‘ Em - |
Additional Reading
Materials Zucco, Danny tammy031375@yahoo.com ‘ Student - ‘ ‘ o |
Done @ Ireermet LRTITA

From this window you can manage the Role and Status of your students.
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Overview

The Learning Path Manager lets you customize the requirements for demonstrating
mastery of a topic.

Learning Path Manager |

MSSL_Training [3] ¥ | / Learning Path Manager

Learning Path Manager

The Learning Path settings for this course are shown below. Click Edit if you wish to make changss.

View a summary of the assessments and mastery types used to customize your students’ Learning Paths.

Learning Path Customization

Content area assessment Optional, students can start work without it.

Module assessment Optional, students can start work without it.

Mastery Requirements
Default mastery score 80%
Basis for topic mastery

Achieve mastery score on topic assessment
Subsequent attempts can reset mastery No

This course is based on MyStudentSuccessLab
Copyright 2011 Pearson Education

Learning Path Customization Menu

This section of the Learning Path Manager allows you to elect that your students

complete the pre-course skills assessment prior to gaining access to the content
modules.

Learning Path Customization

Content area assessment Optional, students can start work without it.

Module assessment Optional, students can start work without it.

By default, your students can access the modules without taking the pre-course
assessment.

You can change this by:
1. Click the Edit link to open the Customization Settings.

2. Select the Required for students to access course content radio button.

2.0, October, 2011

Pearson Higher Education- Proprietary 2-29



Learning Path Manager

3. Click Update.

!ulSSL_TralR{Swg 31 v

Customization

Customization Settings eqend

Make selections below to determine if your students can access course content without taking content assessments.

E;"(‘Itlfs")‘ area assessment [©Jrequired for students to access course content

& optional

CanceliDone Update

Result: A confirmation message displays
4. Click OK.

5. Click Cancel/Done to return to the Learning Path Manager page.

Result: Students are required to take the pre-course assessment before they can
access any of the course content.

Learning Path Customization

Content area assessment Required before students can start working

Mastery Requirements

By default, your students must receive a score of80% before they can move forward
to the next Learning Path Module.

You can change this requirement by:

1. Click the Edit Link to open the Mastery and Completion Requirements

Mastery Requirements

Default mastery score 80%
Basis for topic mastery Achieve mastery score on topic assessment
Subsequent attempts can reset mastery Mo

settings.

1. Enter a new score in the Mastery score text box:

Mastery score .
¥ Minimum score needed for master %%

Basis for topic mastery

® Students must achieve mastery score on topic assessments
Lower score on |later attempts should not dismiss mastered state.

(O students must complete all topic activities with a mastery score

2. While on this page, you may want to change the default options for the Basis for
topic mastery.

You have two options:
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+ Student must achieve the Mastery score before moving forward-This
means your students must take a topic Post-test and receive a Mastery score to
demonstrate mastery of the topic.

* Students must complete all topic activities with a same Mastery Score-
This means your students must complete all topic activities and receive a
mastery score on each to demonstrate the mastery of a topic. If you select
this option-your student is not required to take the Post-test.

NOTE: You must make these modifications before your course has any posted module
results.

3. Click Update after making your selections.

Result: A Confirmation message displays.
4. Click Ok.

5. Click Cancel/Done to return to the Learning Path Manager page.

NOTE: The Learning Path and Mastery States will be discussed in more detail in the
Working with the Learning Path section.
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Overview

Activities and Assessments
Manager

The Activities/Assessments Manager allows you to create and manage your
assignments and design customized questions. You can create or edit homework, tests
and quizzes as well as offline items.

1 Activities/Assessments Manager

~
Skills

ab_Training [0] ¥ / activities and

Manage Course List

Activities and Assessments

(_Create Assignment v J| @ Change Dates & Assign Status | [ Set Prerequisites | [More Assignment Tools ~]

(- ShowAll | Homework | Quizzes & Tests | Other )

1

2

3

a

Order Course

Skills

Skills

skills

Skills

skills

Skills

skills

skills

Skills

skills

Skills

Skills

skills

Skills

Skills. MyStudentSuccessLab v | [ Go ) ( Topics

Assignment Name

Full Course Diagnostic Pre-assessment

Full Course Diagnostic Post-assessment
Pre-test: A First Step: Goal Setting
Overview: A First Step: Goal Setting (MA)
Vvideo: Geal Setting-Student Views (12:03)
Practice 1: A First Step: Goal Setting (MA)
Practice 2: A First Step: Goal Setting (MA)
Practice 3: A First Step: Goal Satting (MA)
Activity 1: Essay A First Step: Goal Setting (MA)
Activity 2: Journal A First Step: Goal Setting
Post-test: A First Step: Goal Setting
Pre-test: Communication

Overview: Communication (MA)

Video: Communication Student Interview (07:32)

Category

000006499

R

)

LS S S O U T U N U S S R N (C

Start
08/10/11

08/10/11
08/10/11
08/10/11
08/10/11
08/10/11
08/10/11
08/10/11
08/10/11
08/10/11
08/10/11
08/10/11
08/10/11

08/10/11

Due Actions

Leqend

owee- % (a0
Ee—)
Ere— )
)
e— )
(0,
e—l)
Ere— )
)
e— )
e — )
Ee—)
Ere— )
)

L]
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Creating Assignments

The First button available to you within the Activities & Assessments page is Create
Assignment.

| i Create Assignment le

Clicking on this button opens a drop-down that allows you to create several different
types of assignments.

Create Assignment v | | & Change Dates & Assign St
Create Homewaork

Create Quiz

Create Test

Create Media Assignment

Add Offline Item

Import/Copy Assignments from ancther course
Copy and Assign Sample Assignments

Create Custoem Question

Let's go over each of these assignment types in detail, and how to use them.
Create Homework

1. Select Create Homework from the Create Assignment drop-down menu.

Result: The New Homework page opens:

Activities/Assessments Manager
MyStudentSuccesstab_Training

New Homework

1 Start (2)Add/Remove Content (3) Choose Settings

Book MyStudentSuccessiab K
eoTy

Homewor} kName

[Would you like this homework to be personalized based on student test or quiz results?

[es, omit questions from objectives that were mastered in test/quiz:

Thi sed on MyStudentSuccesslab
Copyright 2011 Pearson Education

2. Enter a name for the homework.

3. If you would like to omit already mastered questions, select yes and choose
the questions from the drop-down.

4. Click Next.
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Result: The Add/Remove Content page opens:

(1) start 2 Add/Remove Content (3) choose Settings

lame MSSL Homework Te

ook MyStudentSuccessl ange.

ourse Skils. MyStudentSuccessLab v

lodule Al Modules v

Dbjective All Objectives v

pvailability | Al questions v %

Vallable QUestions (1151 iy Selections (0) ¥ Vlew question details Questions on homework: 0
[ Question 1 #  Question ID Objective Points on homework: 0
[ =
[ skills.1.03 5

Skills.1.07 = —
g Ed ( », . . .
[ skills.1.011 = Checse questions on the left and dlick Add to include them in this assianment.
BE = 5 (4
EEEE ¥
[ skills.1.018 =
Skills.1.071 =
g 7 Select questions and use
[ skills.1.023 =
Dsatez 0 Add to move questions to
=
) . .
this side,
5
—akille 2 A1 = e
[ Preview & Add )i ) ) (@) &) @)
Cancel 4« Back| [ Next

5. Select the:

Corresponding Module from the drop-down.

The Corresponding Objectives from the drop-down.
The Question Source.

Availability of the questions.

Result: Based on your selections above your page refreshes and provides a list of
available questions.

6. Choose the questions you wish to add by clicking on the checkbox next to the
questions, and clicking Add.

NOTE:

Once you add questions, you can change the point values of the questions; or leave

the default.

You can use the buttons at the bottom of your page, to preview and sort the selected
questions as needed.

) T ey} O

You can also select View question details to modify specific details of any selected

question.

7.

¥ View guestion details

Click Next.
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Result: The Choose Settings page opens:

Availability Options
5 - Jez: . 2y Current course time: 4:41pm
Available |8’25’2011 | =] |12'UU AM ‘ < Time zone: (UTC-05:00) Eastern Time (US & Canada) Change...
e £
Due | | j | ‘ "J
Course/Module association Display with this course and module: A
Course: | Skills. MyStudentSuccesslab
Module: | Module Skills.3: Critical Thinking v
Scoring Options B
Late submissions r
r | d
r
r
Partial Credit [] Allow partial credit on questions with multiple parts
Access Controls
Prerequisites None Change... C
Attempts per question [ Limit number of times students can work each question to
Presentation Options
Lock Correct Answers [ indicate and lock all correct answers after each Check Answer
Save Values Save question values and student answers
Printing [#] allow students to print this homework assignment
Learning Aids Ask My Instructor, Instructor Tip Change....
[ show in Review made only
Graphing r
Learning Path
Mastery Score Minimum scole for mastery % E
Other
Importing [ Allow other instructors to import this assignment F

8. Modify the settings as needed.

NOTE: From this page you can:
a. Assign a Due date-located in the Availability Options section.

b. Allow late submissions-located in the Scoring Options section.

c. Set the limit for how many times the student can work on each question-
located in the Access Controls section.

d. Allow students to print the assignment or indicate correct and incorrect
answers-located in the Presentation Options section.

e. Change the Mastery Score-located in the Learning Path section.
f. Allow other instructors to use this assignment in their courses-located in the
Other section.

9. Click Save & Assign.

Result: You successfully create and assign homework.
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Create Quiz

1.

The New Quiz, page opens:

Activities and Assessments Manager

Select Create Quiz from the Create Assignment drop-down menu.

MyStudentSuccessLab_Training

New Quiz
1 Start @Add/Remuve Content @ Choose Settings
Book MyStudentSuccesslab

Gradebook Category | Quiz

Quiz Name [

Quiz Type

How would you like to create your quiz?

@ Create using the enline test bank
(2 Upload an existing test created in TestGen

[ cancel )

This course is based on MyStudentSuccessLab
Copyright 2011 Pearson Education

1 Activities / Assessments Manager |

2.

Name your Quiz, and select the Quiz Type from the drop-down.

NOTE: Your quiz choices are either a pre or post assessment, an activity or module

quiz.

3. Select the Create quiz using the online quiz bank radio button.

4. Click Next.

Result: The Add/Remove Content page opens.

—

MyStudentSuccessLab_Training

New Quiz Legend

(1) Start 2 Add/Remove Content (3) Choose Settings

Name Sample Quiz_MSSL Question Source

Book MyStudentSuccessiab Change Show publisher questions

Course ED ab | Show custom questions (+) for this book

Module  [Alsdies ¥ | [0 show other custom auestions fefine Selecton .

Objective | Al Objectives. ¥ | ¢+ create my own questions

Availability | Al questions v

hvailable Questions (1067) My Selections (0) »Pooling options ¥ View question details Questions on quiz: 0

[T ouesionin. []# Question D Objective Points on quiz: 0
s L.Pre -~

FSkills. . Pret

!

] Skills. LPres

i

] skills. LPres

Choose questions on the left and click Add to include them in this assignment.

to use this feature.

] Skille. 1pres

[ skills. LPrei0

e e e

[ skils.ipreis

———

or, you can pool multiple questions into one question, so that students see one question randomly selected from the pool. You must go to Eooling options and enable pooling
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5. Select the:
* Corresponding Module from the drop-down.
* The Corresponding Objectives from the drop-down.
e The Question Source.
* Availability of the questions.
Result: Based on your selections above, your page refreshes and offers you a list of
available questions.
6. Choose the questions you wish to add to the assignment by clicking on the
checkbox next to the questions, and clicking Add.
NOTE:

Once you add questions, you can change the point values of the questions. or leave
the default.

You can use the buttons at the bottom of your page, to preview and sort the selected
questions as needed.

) FrvanaHarors) (e metiommes) eyl

You can also click Pooling Options to enable or disable question pooling, and View
question details to modify specific details of any selected question.

7.

PPooling options  * View question details
Objective

Click Next.
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Result: The Choose Settings page opens:

Activities and Assessments Manager

(1) start

Name testing

@Add,ﬂ'Remnve Content 3 Choose Settings

Book

Availability Options

|8:25»’2011 |3 ‘lZ'UGAM | ) Current course time: 6:44pm
Availabl : :

| & | | @

oue |

Scoring Options

Partial Credit  [#] allow partial credit on guestions with multiple parts

Access Controls

Password [Jrequired password

Prerequisites  pgpe Change...
Number of

Attempts [CJLimit number of attempts to

Incomplete

@ Student can access and continue on his or her own
Attempt

O Instructor must enable access

Presentation Options

Time Limit [ Quiz time allowed (minutes):
-
Jrstton [scramble question order for each student

Learning Aids Instructor Tip Change....

[I'show in Review mode only

Graphing r

Review Options

Reviewing

@ Define Competency Mapping

MyStudentSuccessLab >

Time zone: (UTC-05:00) Eastern Time (US & Canada) Change...

quiz Student can review quiz any time after submitting v

Print [ allow students to print the test with the correct answers and their answers while reviewing
Other

Importing [ allow other instructors to import this assignment F

A

B ks

E

8. Modify the settings as needed.
NOTE: From this page you can:

a. Assign a Due date-located in the Availability Options section.
b. Allow partial credit-located in the Scoring Options section.
c. Require prerequisites, or enter a number of allowable attempts-located in the

Access Controls section.

d. Enforce a time limit for the quiz-located in the Presentation Options section.
Change the Review Options-located in the Review Options section
f. Allow other instructors to use this assignment in their courses-located in the

Other section.

9. Click Next.
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10.

11.

Result: The Define Competency Mapping page opens:

New Qiiiz

Name testing
Book MyStudentSuccessLab

(1) Start (2) Add/Remove Content (3) Choose Settings 4 Define Competency Mapping

Select criteria for setting content to Needs Study. If you wish to remove content from the student's Learning Path but keep it available in Extra Practice, choose Hide from Learning Path. If a
content area is not covered in your course, you can leave its criteria blank.

Criteria for setting to

Lille Mst b

Madule Sille 14 Tect Tal il

" Module Topic Covered on Test Needs Study Score
- Choose — i %

Apply o Apply o

‘ Selacted | Sel

[  Skills. MyStudentSuccesslab Module Skills.1: A First Step: Goal Setting v — Choose — =
[ Skille, MyStudentSuccesstsb | Module Skills.2: Cammunication Choose— o
[ | Skills, MyStudentSuccesstab  Module Skills.3: Critical Thinking — Choose— =
[ Skills. MyStudentSuccesslab  Moduls Skills.4: Financial Literacy ~ Choose — %
[ Skills. MyStudentSuccesstab  Module Skills.5: Information Literacy — Choose — =
[ Skills. MyStudentSuccesslab  Module Skills.8: Learning Preferences — Choose — %
[  Skills. MyStudentSuccesslab  Module Skills.7: Listening and Taking Notes in Class — Chaose — o
[ Skills. MyStudentSuccesstab | Module Skills.8: Majers and Careers Choose— %
D Skills. MyStudentSuccessLab Module Skills.S: Memory and Studying - Choose — %
D Skills. MyStudentSuccessLab Module Skills.10: Problem Solving - Choose — %
[ Skills. MyStudentSuccessisb  Maduls Skills.11: Professionalism Choose — o
[ Skille, MyStudentSuccesstab | Module Skills.12: Reading and Annotating — Choose — o
[ Skills. MyStudentSuccesstab | Module Skills.13: Strass Management — Choose — %

You can modify the criteria for “needs study” questions on this page but it is not

mandatory.

Click Save & Assign.

Result: You successfully create and assign a quiz.

Pearson Higher Education- Proprietary
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Create New Media Assignment

1.

Reference: The New Media Assignment page opens:

Activities and Assessments Manager

Select Create New Media Assignment from the Create Assignment
dropdown.

11 Activities / Assessments Manager

MyStudentSuccessLab_Training

New Media Assignment

1 Start @Select Media and Questions

Book MyStudentSuccesslab
Gradebook Category Homework

@ Choose Settings

Assignment Name Test media

[ cancel )

This course is based on MyStudentSuccesslab
Copyright 2011 Pearson Education

Enter an assignment name and click Next to continue.

2. Name the Media Assignment and click Next.

Result: The Add/Remove Content page opens

. Activities/Assessments Manager k

New Media Assignment

MyStudentsuccessLab_Training

(1) start 2 Select Media and Questions (3) Choose Settings
Name Media Asignment Media Type
Book MyStudentSuccessiab Bl B
Course |suk a v | Bloverien m
Module [aumoaues ¥ | Elvideo

Add my gwn media
Objective | AlObgctives ] | () Addmyoun media

[anquestons v

( Media | Questions

Available Media (87) My Selections (0) Questions on assignment: 0
#  Question ID / Media Module / Book Association Paints on assignment: 0

[ Media Title l

DAC{M({ 1: ESSAV .. B -~

Legend

[]Querview: A First.. [

[ Video: Values/Go... [
[ Activity 1: Essav . [
o

K Click Media to select media files. Click Questions to select questions to associate with the media. Click Add to include

[]Bractice 1: A First. [ o
[]Bractice 2: A First... ;5
selected media or questions in this assignment.
lected med t th t
[Practice 3: A Firsto g - )

3. Select the:

Corresponding Module from the drop-down.

The Corresponding Objectives from the drop-down.
The Media type.
Availability of the media.

2.0, October, 2011

Pearson Higher Education- Proprietary



Activities and Assessments Manager

Result: Based on your selections above your page refreshes and offers you a list of
available media items.

4. Choose the media you wish to add to the assignment by clicking on the checkbox
next to the questions, and clicking Add.

5. Click Next.

Result: The Choose Settings page opens:

Availability Options

1257 s . 2y Current course time: 4:41pm
avaitable [ | 2 00 aM | e e e e ern Time (US & Canads) Chanas..
- s
Due | | J | ‘ Lj
Course/Module association Display with this course and module: A
Course: | Skills. MyStudentSuccesslab
Module: | Module Skills.3: Critical Thinking v
Scoring Options B
Late submissions -
r m 3
r
r
Partial Credit [¥] allow partial credit on questions with multiple parts
Access Controls
Prerequisites None Change... C

Attempts per question [ Limit number of times students can work each question to

Presentation Options

Lock Correct Answers [ indicate and lock all correct answers after each Check Answer

Save Values Save guestion values and student answers

Printing [] Allow students to print this homework assignment
Learning Aids Ask My Instructor, Instructor Tip Change....

[Ishow in Review mode only

Graphing r

Learning Path

Mastery Score Minimum sc:ole for mastery % E
Other

Importing ] Allow other instructors to import this assignment

6. Change the settings as needed.

NOTE: From this page you can:

a.
b.
C.

Assign a Due date-located in the Availability Options section.
Allow late submissions-located in the Scoring Options section.

Set the limit for how many times the student can work on each question-
located in the Access Controls section.

Allow students to print the assignment or indicate correct and incorrect
answers-located in the Presentation Options section.

Change the Mastery Score-located in the Learning Path section.

Allow other instructors to use this assignment in their courses-located in the
Other section.
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7. Click Save & Assign.

Result: You successfully assign a media item.

Add Offline Item

If you have an assignment that is not part of MSSL, but you would like to add it to the
MSSL online gradebook, use the Add Offline menu option.

1. Select Add Offline Item from the Create Assignment dropdown.

Result: The Add Offline Iltem page opens:

Add Ofigine Item

1) Start (2) 1tem Info

@ Enter Scores
Book

MyStudentSuccessLab

How would vou like to create your offline item?

(%) Add an offline item to any category in your gradebook.

() Follow instructions or use a template to format and upload a .csv spreadsheet for multiple offline items and their scores.

2. Select the radio button for the type of offline item you are adding.

Select Add an offline item to any category in your gradebook, if you are
adding one item to a desired section of your gradebook.

Select Follow instructions or use a template to format and upload a .csv

spreadsheet for multiple offline items and their scores-if you would like to
import several items at once.

3. Complete the subsequent pages depending on your selection from the step above.

Result: You successfully add one or more offline items to your gradebook.
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Change Dates & Assign Status

| # change Dates & Assign Status |

Clicking on the Change Dates & Assign Status link opens the Change Dates &
Assign Status page.

Activities/Assessments Manager

Skills

Lab_Training [0] ™| / Activities an

ments / Change Due Dates & Assign Status
Mana, e List

Change Due Dates & Assign Status Legend

(‘ShowAll Quizzes & Tests
Stills. WyStudentSuccessLab v | (G0 ) (Topics

® Use Calendar for Dates O Use Add/Subtract Days for Dates  (_CancelDone ) ( Update all settings ) { Update changes only )
Course  Assignment Category  Assign Start Due HW / Media Assignment Access Test/Quiz Access
O ed / Medi /
Multiple Assignment Settings O nssigned seont |0 T3 | [ Allow students to werk and chang Passwor: 4 (optional)
® o | [z ] ]
u -
o m 9D
Aeplyto Apoly o Appiy 0 Aoply Aoplyto
|__selecied |__sélected | sélected |__sflcted |_stiected
O skl t & © assigned I =] Passwor: 4 (optional)
1z00am |2 ]
O Unassigned
O skl t & © nssigned ot | = Passwor: 4 (optional)
1z00am | & <]
O unassigned
O skl & © Assigned ot | = Passwor: 4 (optional)
12z00am | & ]
O unassigned
O | skie Q © assigned osnont | H ]
4 2l 1200m | & D
O unassigned = A

This page allows you to assign any items available to your students within MSSL. You
can also change the dates of already assigned items.

Working with this page

1. When you open this page, all of your available assignments display by default. You
can filter the assignments by clicking on Homework, Quizzes & Tests, or
Topics an selecting Topics from the dropdown.

~ Show Al | Homework | Quizzes & Tests J

Skills. MyStudentSuccessLab v |[Ge
All Modules v | [ Ge

Result: Your filtered results display.

2. Begin adding and editing assignments as you need.
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Follow this graphic to modify ONE assignment

|1 course Assignment Category Assigned Start Du:

e HW / Media Assignment Access Test/Quiz Accf
] skils | A Full Course Diagnostic Post-assessment & O ’ o1 | = Password (optional)
D Assign
s 1200am | B ]
O unasiled 1 ‘

1. Select the checkbox next to the item you are assigning.

2. Select Review Individual, or Student Settings if you’'d like to assign the
item to some but not all students.

3. Select Assigned, if it isn‘t already selected.

4. Enter the Start date and the Due Date. (time defaults to 12am if you do not
select a time).

5. If you'd like, select the option allow students to turn in work and change
the score after the due dates. Click Apply to Selected.

6. Optionally, enter a password.

Follow this graphic to modify a GROUP of assignments:

[0 course Assignment Category Assigned Start Due HW / Media Assignment Access. Test/Quiz Access.

Wultiple Assignment Settings @ assigned ossont | [ T O Allow students to work and change score after due date. Password (optional)
ou , | [zsem D ]
N ) Unassigne o )
© o ©
N = | sdlepen I = - =] | solect
1 1 |

Select the checkboxes next to the items you are assigning.
Select Assigned, if it isn't already selected. Click Apply to Selected.
Enter the Start date. Click Apply to Selected.

Enter the Due Date. Click Apply to Selected.(time defaults to 12am if you do
not select a time).

W=

5. If you'd like, select the option to allow students to turn in work and change
the score after the due dates. Click Apply to Selected.

6. Optionally, enter a password. Click Apply to Selected.

3. Click Update all settings or Update Changes only buttons listed above the
table.

[ Update all settings | [ Update changes only )

NOTE: You can also click the Cancel/Done button, if you’ve made a mistake.
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Setting Prerequisites

MSSL provides you with the option of setting prerequisites for assignments, quizzes,
and tests. Open this page, but selecting the Set Prerequisite link.

Activities and Assessments

[ Create Assignment v ) | & change Dates & Assign Status| Set ’-'e-'quisite5| More Assignment Tools hd

/ T T T i
¢ Activities / Assessments Manager /

Skills
MSSL_Training [3] 1 | / Activities and Assessments / Set Prerequisites
Manage Course List 2 4
Set Prerequisites
Select prerequisites for the assighments listed below. + 3 * 5 > » Review Due Dates & Assigned Status
{ show All [ Homework | Quizzes & Tests ) @ Basic Settings () Advanced Settings

Skills. MyStudentSuccessLab v || Go

These are prerequisites: For these assignments:

Minimum Score
Prerequisite Ttem (Optional) Course Assignment
None Change... % skills A Practice 1: A First Step: Goal Setting
None Change o Skills 4 Practice 2: A First Step: Goal Setting
None Change... o Skills 4 Practice 3: A First Step: Goal Setting
None Change o Skills A4 Activity 1: Essay A First Step: Goal Setting
None Change... P Skills 4 Overview: Communication
None Change o Skills 4 Practice 1: Communication
None Change... % Sskills o Practice 2: Communication
Non o Skills 4 Practice 3: Communication
None Change... % skills A Activity 1: Essay Communication
None Chanae. % Skills A Overview: Critical Thinking
None Change... o Skills 4 Practice 1: Critical Thinking

Add PrereQuisites Legend

Select prerequisite(s) for assignment: Practice 1: A First Step: Goal Setting

((Show an [ Homewor [ uizzes |

Skills. MyStudentSuccessLab v (Go ) (Topics
Minimum Score
Prerequisite Item (Optional)
—None— v %
[_cancel J[ oK

1. You can filter this page exactly like you filter the Activities/Assessments
Manager page, by clicking on the filter buttons, and Topic button.

2. Your page defaults to Basic Settings; which do not include a “per attempt”
option.

3. Click the Activities and Assessments link to return to the Activities &
Assessments Manager page.
4. Click Advanced Settings if you want to add a “per attempt” option.

5. Clicking the Review Due Dates & Assigned Status link opens a window with the
listed due dates of any paired prerequisite items. (NOTE-this list will be blank if
you haven't added prerequisites.)
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6. Click Change in the Prerequisite Item column to add a prerequisite. (You will need
to find the item in a dropdown list, and optionally enter a minimum score.

7. You can enter a minimum score for any of the set prerequisites, but it is not
mandatory.

8. Lists the type of item.
9. The name of the assignment that will have the attached prerequisite.
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More Assignment Tools

The More Assignment Tools drop-down provides you with a list of other available
tools you many find useful.

e | Mare Assignment Tools iﬁ
g

Delete Assignments

Reorder Assignments

Change Categories

Change Settings for Multiple Assignments
Change Assignment Settings
Auto-assign Prerequisites

Auto-assign Attempts

Individual Student Settings

Manage Custorn Questions

The available tools are:

Delete Assignments-allows you to delete several assignments at once.

Reorder Assignments-allows you to change the order of the assignments, by
providing you with a "moveable” list when you select this option.

Change Categories-allows you to change the category for selected
assignments).

Change Settings for Multiple Assignments-allows you to change several
assignment settings at one time.

Change Assignment settlings-Allows you to change the settings of a selected
assignment.

Auto-assign prerequisites-assigns prerequisites based on the types of
assignments and questions within a topic.

Auto-assign Attempts-assigns the number of attempts per selected
assignments.

Individual Student Settings-allows you to modify settings on a per student
basis.

Manage Custom Questions-allows you to modify and add your own questions
to assignments.
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Assignment Table

The Assignment Table provides information on the preloaded-preassigned
assignments in the category, content area and module you selected. You can also
perform certain actions on an assignments using the Actions drop-down menu.

Course
Skills

Skills
Skills
Skills
Skills
Skills
Skills
Skills
Skills

Skills

Assigned
Assignment Name Category Start Due -
A Overview: A First Step: Goal Setting (MA) v 08/10/11 | — Choose — v (Go |
4 Practice 1: A First Step: Goal Setting (MA) v 08/10/11 — ChoWe — v (Go
A Practice 2: A First Step: Goal Setting (MA) ] 08/10/11 — Choos&\— w GOJ
adions
A Practice 3: A First Step: Goal Setting (MA) 08/10/11 —
& Ghor | "% Ghoose - |
A Activity 1: Essay A First Step: Goal Setting (M) v 08/10/11 _Chor
. - Unassign |
A Overview: Communication (MA) - 08/10/11 —cho | |Egit 9
A Practice 1: Communication (MA) v 08/10/11 _ Chan Copy... I
Delete
A Practice 2: Communication (MA) v 08/10/11 —Chor | |Settings for Class |
. Setftings per Student
4 Practice 3: Communication (MA) v 08/10/11 —Char |
A Activity 1: Essay Communication (MA) v 08/10/11 Cho, | |Preview |
List Questions
Print.. |

For more informaiton see:“Navigating and Understanding Your Course” (1-1)

Actions

To use an Assignment Action, select the Action from the drop-down and click the
Go button.

The available actions are:

Unassign-by default all preloaded assignments are assigned but with no set
due date. You can use this option to unassign an item.

Edit-opens the Edit Assignment page, which allows you to edit the questions,
and settings of the assignment. For more informaiton see: “Creating
Assignments” (3-34)

Copy-opens the Copy Assignment page. This page allows you to create a
different yet similar assignment by editing the questions, media items, or even
settings. See: "More Assignment Tools” (3-48)

Delete-Removes the item from the Assignment Table.

Settings for Class-opens a page that allows you to edit the class settings for
the item.SeeK “More Assignment Tools” (3-48)

Settings for Student-Opens a page that allows you to edit the settings for one
(or more) selected students.

Preview-Opens the item as your students see it.
List Questions-Opens a list of questions contained within the item.
Print-Allows you to print the item.
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4 Gradebook

Overview

The Gradebook page helps you track and manage your students progress.

Within the Gradebook, you can:

* Use the Gradebook Views to view your student and class results.
* View a student’s completed work page.

* Use the Item Analysis Tools.

+ Communicate with individual students.

* Modify student scores.

* Add offline items.

* Export gradebook data.

Your Gradebook home page contains many valuable tools which you will use often
throughout your course.

. Gradebook
—

ms{_Training [3] v| / Gradebook
Manage Course List

Gradebook

( Export Data v ) | I Manage Incompletes | g Change Weights | 22 Edit Roster | | More Gradebaok Tools b

Gradebook Views

¥ Learning Path » All Assi * Overview By Student | Performance b
Learning Path Detailed assignment Student averages for Course
mastery status per  results gradebook categories overall class
student performance for

Hom

book courses

Class Roster  All Students AE F1 kO DT U7

olsson, sandy
Smith, Kevin
Zucco, Danny

This chapter covers the features of the Gradebook page.
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Gradebook Views

Your Gradebook provides you with several views on how your students individually,
as well as your class as a whole are doing.

lanage Course List
anage t

Gradebook

( Export Data v ) | T Manage Incompletes | st Change weights | Edit Roster | | More Gradebook Toals b

Gradebook Views

» Learning Path » All Assignments > Overview By Student | Performance b
Learning Path Detailed assignment Student averages for Course
mastery status per results gradebook categories Overall class
student performance for

book courses

Class Roster All Students A E F1 KO PT  UZ

Learning Path Gradebook View

The Learning Path Gradebook view provides you with the mastery status of your
students and course based on their progress within the Learning Path. You can view
this either by the course as a whole, or specific modules.

All Assignments Gradebook View

The All Assighments Gradebook view provides you with specific student and class
average data on either all assignments-or assignment types if you select on a specific
type from the list.

Learning Path Summary

[ Export Data 'J | T Manage Incompletes | s Change Weights | Edit Roster | Wore Gradebook Toals 4

\' Learning Path | All Assignments w| Overview By Student ‘ Performance by Gourse _J
AY

® courses O Modules \4 | All Msignmenlsﬁ| Overy

All Assignments

All Assignm
Homewaorlk L< (1)
Quizzes
Class Roster Tects Completed Still Needs Study
olsson, sandy Other o 1
Mast|
Practice 1: A Practice2:A  Practice 3: A Activity 1: Overview: Practice 1: Practice 2:
First Step:... First Step:... First Step:...  Essay A First.. C ication  C: c
05% 05% 5% 0.5% 05% 0.5% 05%

iew-of All Homework Assignments -

Homework 1 - 7 of 65
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Overview by Student

Overview by Student displays course progress by student.

Overall
Class Roster Score Homework Quizzes Tests
- 30 pt 20 pt 50 pt
Class Average 11.5% | 33.3% 35%
34.5% = 39 35!
0% =

0% -

This course is based on MyStudentSuccessLab
Py s

Performance by Course

Performance by Course displays the average for the entire course.

Note: The test, quiz, and homework scores below are based on the number of questions on which students received full credit from each content area for all attempts on all assignments. The
Extra Practice scores are an average of student scores for each content area.

Book Contents.

Homework Quizzes Tes Extra Practice
(all attempts) (all attempts) (correct/worked)
Course Skills. cesslab 33.3% 35%
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Exporting Gradebook Data

The Export Data button allows you to export your gradebook data to a .csv file, that
is compatible with MS Excel.

Gradebook

( ExportData v ) | T Manage Incompletes | st Change Weights | & Edit Roster ‘ ‘More Gradebook Tools b

| Bxport Data ¥

| I Manage Incomple

Quick Export
Advanced Export

When you click on this button, you have two options:

Option 1: Quick Export:

The Quick Export option allows you to pick a type of Data to export, set up limited
options and then export that data to an Excel spreadsheet.

17 Gradebook
—

[ MSSL_Training [3] | / Gradebook / Quick Export
Manage Course List
Quick Export Leaend

Select the data set you wish to export.  Your data will be exported in a .csv file using this delimiter: comma Change delimiter...

To export additional gradebook data, select Advanced Export,

Data Set

3

Cancel ) [ Download Data

This course is based on MyStudentSuccessLab
Copyright 2011 Pearsen Education

This course is based on Mys| Other
Copyright 2011 Pearson EdyL&amning Path Summary
Overview of student average:

Data Set
Assignments @an Assignments
© Choose... (Al assignments selected)
Courses @ All Courses
© Specific Course Choose... (All Skills Courses Selected)
Scores

© Scores from all attempts

@ Included attempt only
Currently set to Best Score (Score Settings)
Score Format @ Export percentage scores formatted as decimals b

© Export percentage scores formatted as percents

Date/Time worked (available if "all attempts” is selected)

1. Select the Data Set you with to Export.

Result: Once you choose a Data Set, additional export options display.

2. Modify the options as needed.
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3. Select Download Data.

Result: Download instructions display:

Gradebook

& | http: /v, mathix, comyInstructorfiGradeBookExportHandler, ashx?&showuserr ¥

Instructions

(Metscape).
Choose the directory in which to save the file.

W

default.)

Detailed Quiz Results.csv

1. Click on the link below, and then click Save (Internet
Explorer), or choose Sawve it to disk and then click OK

After saving the file, open Microsoft Excel or a similar
program, and go to the File menu. Select Open.

4, Locate the directory where the file is saved and double-click
the filename (the file is named Detailed_Quiz_Results.csv by

Click on the .csv link to retrieve your export.

Option 2: Advanced Export:

The Advanced Export options offers you a more robust set of options for your
selected type of export.

[MssL_Training [3]

| / Gradebook / Advanced Export

Manage Course List

Export Name

Export Type

Advanced Export

Select the data set you wish to export.

Your data will be exported in a .csv file using this delimiter: comma Change delimiter...

2\ pdvanced exports require extra time for processing. Your data will be generated from data current as of 09/07/11 11:58am. To export gradsbook data immediately, select Quick Export.

(example: math150) T

‘—Chaose—

=

Export Type\

2 Student Mastery Status
Student Assignment Results

Student Performance by Course

Spreadsheet Layout

Students

Content Areas

Courses

Legend

Advanced Export Status

Available

There are no advanced exports
available.

In Progress

There are ne advanced exports in
progress.

4

-

@ Student Summary only
O Content Summary anly
© student and Content Detail

® Al Students

O specific Students Choose... (All students selected)

® All Content areas

O specific Content areas Choose... [l content areas selected)

® All Courses

© Specific Course Choose... (All Courses selected)

[l 1nclude mastery status by Course

1. Enter a name for you Export.

2. Select the Export Type from the dropdown.

Result: Depending on your selection, more export options are available.

3. Select your export options as needed.

4. Click the Submit Request button.
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Result: You receive a confirmation email when your export is finished.

5. Once you receive the confirmation email, you can retrieve your export by selecting
the Retrieve Advanced Exports option located under the Export Options
menu.

((ExportData ¥ ) | 1 Manage Incomple
Quick Export
Advanced Export

Retrieve Advanced Exports
W men

I asrninn o=th Matailad secinne
Retrieve Advanced Exports Legend

Check the status of your advanced exports below. If an export is available, click the link to open or download the .csv file. If an export is in progress, you will receive an email when it
becomes available.

1\ Advanced exports are removed 30 days after they become available.

Export Name Status itted on Data Current as of Will be Removed on
TEsting Export (1) In Progress 09/07/11 Re
TEsting Export In Progress 09/07/11

This course is based on MyStudentSuccessLab
Copyright 2011 Pearson Education
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Managing Incompletes

Your Gradebook page allows you to manage any items that are incomplete. To access
and use this feature:

1. Click on the Manage Incompletes link located on the Gradebook menu.

Gradebook

[ ExportData w

I Manage Incompletes | Tz Change Weights | 2& Edit Roster | WMore Gradebook Tools b

Result: The Manage Incompletes page opens:

:2 Gradebook
Skills.

MSSL_Training [3] V| / Gradebook / Manage Incompletes

Manage Course List

Manage Incompletes Leaend

To submit zeros for students who do not have scores on an assignment, select the assignment below, or click on the assignment name to view and select from a list of students without results.

eso
(Show All | Homework | Quizzes | Tests | Other ) <— 1
Skills. MyStudentSuccessLab v/ [ Go (_Select All Past Due ) Clear All
2 3 < Styden
O Assignment Cateqory Due @ without results
T TP Course & 3
M © A Full course % 0 5]
r 0 2
r 3
a | 4 @ :
r Q 3
[T @ 4 Full Course
r Q 3
olsson, sand
r r - 4 Q 3
™ Smith, Kevin
r ™ Zucco, Danny
I © A Post-test: A First Step: Goal Setting

5 6 7

1. Use the Filter buttons to display desired types of assignments in the Assignment
Table.

2. Click Select All Past Due to show only past due items in the Assignment Table.

3. Select Clear All to clear all past due items.

Click on any of the assignments to see which students have not completed the
assignment. Click directly on the student to change the past due assignment, or
leave them all checked to clear them all.

5. Displays the Assignment Category.
6. Displays if the item has been assigned a due date.
7. Displays how many students have not completed the item.
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Changing Weights

MSSL, by default has all preloaded assignments weighted. You can change these
weights by:

1. Click on the Change Weights link located on the Gradebook menu.
Gradebook

(_Export Data v | | T Manage Incompletes | 5 Change Weights | Ik Edit Roster | WMore Gradebook Tools b

Result: The Change Weights page opens:

2 Gradebook
Skills

WSSL_Training [3] ¥| / Gradebook / Change Weights

Manage Course Lis

Change Weights

To specify how your students’ Overall Score is calculate,

Category Weighting

Homework  Quizzes Tests Other Study Plan Total
Renam

30 lpts 20 |pts S |pts 0 lpts 0 lpts 100 points.

Assignment Weighting

| ((Show il | Homework [ Quizzes [ Tests | Otner ) 4— 4

Skills. WyStudentSuccessLab v | [ Go

Assignment _Percentof  Omit
Course i Name. Weight  Course Score Results

skils | & Full Course Diagnostic Pre-assessment 0 |pts 16% [m]

Skils | & Full Course Diagnostic Post:

s 1.6%

99

Skils | & Pre-test: A First Step: Goal Setting p: 1.6%

5 10 pts
iews (12:03) ‘ 10 |pts 0.6%
0.5%

Skils | & Practice 1: A First Step: Geal Setting pts
pts 2

1. Selecting this radio button will allow you assign weights by Category (i.e.
homework, quiz...etc)

Skills

0.5%

e

Oooooo

skille | & Practice 2: A First Step: Goal Satting

e

2. Selecting this radio button will allow you to only assign weights to selected
assignments from the Assignment table below.

3. Enter weights into the Category text boxes-to assign weights to an entire
category.

4. Click the filter buttons to filter the Assignment types in the Assignment table
below.

Specific Assignments listed in the Assignment table.
Use the Assignment weight boxes to enter a weight for a specific assignment.
Lists the percent of the course score based on the weight.

Select this box if you wish to omit the results of the assignment from the course
score.

® N o wu

4-58 Pearson Higher Education- Proprietary 2.0, October, 2011



Gradebook

Editing the Roster

The Gradebook allows you change a Section Instructor to a student. You can do this
by:

1. Click on the Edit Roster link located on the Gradebook menu.
Gradebook

More Gradebook Tools A

o
El
N
o

Manage Incompietes Change Weights
Export Data v I Manag Change Weig

Result: The Edit Roster page opens:

1 2

Edit Roster

W3 Add / Edit Student IDs | #e View / Edit Custom Access Settings

I:Ishnw Section Instructors in student list |

Students Login Name Student ID Section Instructor Access
© Active Students

olsson, sandy tammy031375 Student

Smith, Kevin billo411 Student

Zucce, Danny holden1205 Student

Caufield, Holden luke112172 Section instructor v

This course is based on MyStudentSuccessLab
Copyright 2011 Pearson Education

1. If you need to add or edit a Student ID, you can click the Add/Edit Student
IDs link.

2. Click this link to View and Edit Custom Settings.
3. Use this dropdown to change the access of the Section Instructor.
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More Gradebook Tools

The More Gradebook Tools menu provides you with additional features you may find
useful in your course.

Maore Gradebook Tools 4

Add Offline ltems
Add/Edit Student IDs
DCelete Results
! Drop Lowest Scores
Enable Access
4Manage Offline ltems
:SearcthmaiI by Criteria

Set Scoring Options
ShowHide Assignments

Add Offline Item

Selecting this option allows you to add assignment grades to your gradebook for items
which were taken by your students outside of MSSL; but that you would like to be
included in their overall grade.

Add/Edit Student IDs

Selecting this option opens the Student IDs window, which allows you to edit and add
Student IDs as needed.

0ls
Add / Edit Student IDs Legend
[Jshow Student IDs in Gradebook *Uoloal
[Jorder Students by Student 1D
Students Login name Student ID
olsson, sandy tammyD31375
Smith, Kevin billo411
Zucco, Danny holden1205
[ cancel [ ok

Delete Results

Selecting this option opens the Gradebook Delete Results page, and allows you to
select and delete graded items as needed.

Delete Results Legend

[

i\ Deleted resuits cannot be restored:

(_Show Al | Homework | Quizzes | Tests | Other )

Skills, WyStudentSuccessLab v (Go)

Current #
Category of Results Last Deleted

m)
= & 0
o ¢ 0
o ¢ 1
[m} 0
[m} o
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Drop Lowest Scores

Selecting this option opens the Drop Lowest Scores page. From there, you can select
to drop the lowest score from your student’s final grade, or you can select to drop
Categories of lowest scores, as well as how many scores to drop.

Drop Lowest Scores

, ensure that the Gradebook is up to date. Lowest scores are based on student results at the time when you drop the scores. Future low scores will not be dropped

Cancel/Done ) | Drop Lowest Scores

Enable Access

Selecting this option allows you re-enable access to an item, you may have restricted
earlier.

Manage Offline Items

Selecting this option allows you to manage any offline items you have added to the
gradebook.

Search/Email by Criteria

Selecting this option opens the Search/Email by Criteria page. From there you can
choose to email a set of students based on selected criteria.

Search/Email by Criteria
1 Start Select Students (3) send Email
Content area to search @ skills O Al
Find Students based on |~ Choose —
Overall scare
pr— Category averages
= Acsignment perommznce
Work activity
This course is based on MystNAME
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Course Settings

Course Settings Overview

Refer to the picture below, to learn how you can use your Course Settings page to

modify settings.

2 Course Settings

| M8sL_Training [3] %] / Course Serings Summary
Manage Course List
Course Settings Summary 1

Course name MSSL_Training
Book MyStudentSuccessLab
General Settings 2
Course type
Course name
Book
Availability 3
Course Start & End

Time Zone

Course Access
Primary instructor 4
Section instructor access
Other restricted access privileges
Coverage

Content areas 5

Coverage details

Learning Aids and Test Options 6

Standard course

MSSL_Training

MyStudentSuccesslab

08/10/11 - 05/06/12

(UTC-05:00) Eastern Time (US & Canada)
Adjusts automatically for Daylight Savings Time
Current course time: 4:57pm

Miranda Smith

Section instructor

None

skills
Skills:

¥ Edit

1 of 1 courses
15 of 15 modules
124 of 124 objectives

1. Course Setting Summary-Provides you with the details of your MSSL course

along with the associated literature or book.

2. General Settings-Allows you to change the type of course, name and book.

W

Availability-Allows you to define the course start and end dates and the time zone.

4. Course Access-Allows you to define the level of access granted to section
instructors in your course or course group. (you must be a coordinator to change

these settings.)

5. Coverage-Allows you to specify the list of content areas, modules, and topics that

are covered in your course.

6. Learning Aids-Allows you specify the learning aids that are available to your

students.

7. Edit Link-Click this link to use any of the sections of the Course Settings Page.
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Changing your Course from a Coordinator to a Standard Course

NOTE: You can only alter your Course General Settings if you are the Course
Coordinator.

1. Click the Edit link in the Course Setting Summary section of your page.
|:> Course Settings
[mssL_Training [3)

Manage Course List

| / Course Sevings Summary
Course Settings Summary

Course name MSSL_Training

Book MyStudentSuccessLab
General Settings

Course type

Standard course
Course name MSSL_Training
Book MyStudentSuccessLab

Result: The Edit Course page opens.

i Course Settings

Edit Course

Legend
1 Start (2) Availability (3) Group Admin (3 Course Acce: (5) Coverage (8) Learning Aids and Test Options
Type of course to create egen af] | COOTdinator e
Course name M55L_Training.1 — Choose -
Book MyStudentSuccesslab Standard
| Coordinator __ Balg
(cancel ) ([ mextr)| save )

2. Use the Type of Course to create drop-down if you’d like to change your course
from a Coordinator Course to a Standard Course.

3. Click Next to continue Modifying your course settings, or Save if you are finished.

Pearson Higher Education- Proprietary
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Modifying your Time Zone

Follow these steps to modify the Time Zone of your course.

1.

Availability

Click the Edit link in the Availability section of your page.

» Edit
Course Start & End 08/10/11 - 05/06/12
Time Zone (UTC-05:00) Eastern Time (US & Canada)
Adjusts automatically for Daylight Savings Time

Current course time: 4:57pm
Course Access

> Edit
Primary instructor

Miranda Smith
Section instructor access

Section instructor
Other restricted access privileges

fo »Edit
Result: The Edit Course Availability page opens.
Course Settings
Edit Course Legend
(1) start 2 Availability (3) Group Admin (4) Course Access (5) Coverage

(6) Learning Aids and Test Options
Type of course to create  Coordinater

Course name

Book

MSSL_Training.1
MyStudentSuccessLab

Availability This course is not available to students

Time Zone

(UTC-05:00) Eastern Time (US & Canada)

~ | [F adjust Autbmatically for Daylight Savings Time

Current course time: 3:03pm

[ Cancel (4 Back J[ Next»)[ Save

2. Select the correct Time Zone from the Time Zone dropdown menu.

3. Click Next to continue modifying your Course Settings, or Save if you are
finished.
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Modifying your Course Access

Follow these steps to modify your Instructor’'s Course Access settings:

1. Click the Edit link in the Course Access Section of your page.

Availability P Edit
Course Start & End 08/10/11 - 05/06/12
Time Zone (UTC-05:00) Eastern Time (US & Canada)

Adjusts automatically for Daylight Savings Time
Current course time: 4:57pm

Course Access

Primary instructor Miranda Smith
Section instructor access Section instructor
Other restricted access privileges None

Result: The Edit Course Settings Course Access page opens.

Edit Course Legend
Start @Ava\lab\hty 3 Course Access @Cuverage @ Learning Aids and Test Options

Type of course to create  Standard

Course name MSSL_Training

Book MyStudentSuccessLab

Primary instructor Miranda Smith

:Ei‘:; instructor Select below to choose a course level access setting. Go to Edit Rl
@ Grant full instructor access. a Define Custom Access
O Restrict access to the following access type:
- b Section instructors with custom access privileges can do the following:
I ~ C [JManage student results [Jchange class assignment settings
A — I I [J change individual student assignment settings [ create and edit own assignments
o [J Add anneuncemente [JEdit all assignments in their course
gi‘;s:;iﬁcﬁ;‘:s [ edit Ask My Instructar email address [ change gradebeok setings %
[edit course roster Cancel "ok
Done € Internet # 100%]
Cancel l 4 Back ) Next b | Save J

2. Use the Section instructor access section to modify the section instructors access.

a. Select the first radio button to allow instructors Full access. (You must be a
coordinator to change these settings). Granting Full Instructor access allows
section instructors the same access level to their member courses as the
coordinator has. (with the exception of editing access settings)

If you want to restrict member access within their courses use one of the following
selections:

b. Section Instructor-This means they can post course announcements,
perform all Gradebook related tasks (except edit the roster), and perform all
assignment related tasks except adding their own questions.

c. Read Only to limit all access-This means Section Instructors can only view
student results and send email. They are prohibited from making any changes
to the course.

d. You can also choose Custom and define the options in the pop up menu to
customize access.

3. Selecting Edit Ask My Instructor email address means Section Instructors can
change the email address used for course communications-such as the Ask My
Instructor em ails sent by students. Section Instructors with full access
automatically have this capability.
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4. Selecting Edit Course Roster permits Section Instructors to make changes to the
course roster (for example, designate a student to be another section instructor
add student IDs etc.) Section Instructors with full access automatically have this
capability.

5. Click Next to continue modifying your Course Settings, or Save if you are
finished.
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Modifying Included Course Content

Updating Coverage if your course does not have results

If you course does not have results, you are given an option to update your
assignments. If you choose to do this:

* Any changes you have made to the preloaded assignments settings are over-
written.

* Prerequisite chains are updated and restored to their original configuration. If
you added a prerequisite minimum score to a preloaded assignment, it is
removed, the chain is reconstructed to hook up the two assignments that were
linked to the removed assignment.

» If you have created assignments in the course they are retained without change
when you update coverage.
Example: If you have created an assignment and specified another assignment
as it's prerequisite, the assignment you created is retained. The prerequisite
specification is also retained unless the other assignment is removed in the
coverage update. If the other assignment is removed, the prerequisite is also
removed.

Updating Coverage if your Course has results

You can update coverage even if you have modified preloaded assignment settings,
created assignments or created results in the course.

If you course has results, you see a warning and none of the activities or assessments
in your course are updated. However, the content items you specified are removed
from the course navigation which means the activities and assessments are not visible
to students.

You may have unintentionally generated results in your course by accessing a
homework or media assignment to look at the overview or by starting a test. It is
important to delete these unintentional results using the Delete results page BEFORE
changing the coverage of your course, If you do not do this, none of the activities or
assessments in your course are updated to reflect your coverage changes.

Follow these steps to change the default course content.

1. Click the Edit link in the Coverage section of your page.

Course Access 3

Primary instructor Miranda Smith
Section instructor access Section instructor

Other restricted access privileges None

coveraas
Content areas Skills

Coverage details Skills: 1 of 1 courses
15 of 15 modules
124 of 124 objectives
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Result: The Edit Course Coverage page opens.

i Course Settings

Edit Course

(1) start

Type of course to create

@Ava\lab\lity

Standard
MSSL_Training

@ Course Access 4 Coverage @ Learning Aids and Test Options

Course name

Book MyStudentSuccesslab

The fellowing centent areas are automatically included in your course. Uncheck any bex to omit the selected content from the students’ Learning Path.
Content areas

[ skills

Detailed coverage selections

fEtick course and module link to expand and collapse

P

kil MyStudentSuccesslab

[ Cancel )

(4 Back )| Next»)[ save )

2.

Expand your course content by clicking on the plus sign next to the Skills,
MyStudentSuccessLab link.

3. The Skills expand to list all modules. You can continue drilling down to specific

content by clicking the plus signs.

Detailed coverage selections
[Etck course and module link to ex 7o~ =
kills. MyStudentSuccesslab V3 Module skills.1: A First Step: Goal Setting

14 [f® Module Skills.4: Financial Literacy

@ E / [¥ b Identifying necessary and unnecessary spending. j
v [ b Evaluating and developing strategies for reducing spending.
[ W » Analyzing the cost of credit.
2 ¥ b Evaluating and creating strategies for reducing borrowing on credit.
~ ¥ » Planning a menthly budget.
14 ¥ » Monitoring your expenses for a month. k
I ¥ » Comparing your estimated budget with your actual one.
,Z ¥ b Evaluating yeur budget.
=1 [/ b Reflecting on yeur spending and credit use and setting a long-term financial goal.
V'@ Module Skills.14: Test Taking Skills [¥€3 Module Skills.5: Information Literacy
V'O Module Skills.15: Time Management

4. Click on the checkbox(es) of any of the content you wish to exclude from the

course. If you select a checkbox at the module level; all content within that
module will also be excluded.

P Evaluating™ana o

B Analyzing the co
P Evaluating and ¢
» Planning a mont|
P Monitoring your
» Comparing your
B Evaluating your

» Reflecting on yoi

Selecting All

[¥ @ Module Skills.4: Financial Literacy (partially included)
[¥ b 1dentifying necessary and unnecessary spending.

. - . . [ P Evaluating and developing strategies for reducing spending.
[T® Module Skills.4: Financial Literacy
[V b Analyzing the cost of credit.

I » Identifying necessary and unnecessary spending.
Evaluating and creating strategies for reducing borrowing on credit.

™ b Evaluating and developing strategies for reducing spending.
¥ ¥ Planning a monthly budget.

™ b 2nalyzing the cost of credit.
[¥ » Monitoring your expenses for a month.

@{
[V P Reflecting on your spending and credit use and setting a long-term financial goal.

Selecting Specific Content Items

™ » Evaluating and creating strategies for reducing borrewing on cre
Comparing your estimated budget with your actual one.
™ » Flanning a monthly budget.
Evaluating your budget.
I » Monitoring your expenses for a month.

™ » Comparing your estimated budget with your actual one.
I b Evaluating your budget.

I b reflecting on vour spending and credit use and setting a long-term financial goal.

NOTE: When you remove an entire Module, or content Area the assignments within
that are removed as follows:

Assignments you have created are not removed.
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Assessments using competency mappings are not removed. They still appear in
the Gradebook in the Assignments view and in the Advanced Exports list.

Activities and Assessments using direct mastery are removed based on their
coverage. This means if any activity covers two topics, the activity is not
removed unless both topics are removed.

5. Click Next to continue modifying your Course Settings, or Save if you are
finished.
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Modifying Learning Aids and Test Options

Follow these steps to modify the Learning Aids and Test Options you want available to
your students.

1. Click the Edit link in the Learning Aids and Test Options section of your page.

15 of 15 modules
124 of 124 objectives

Learning Aids and Test Options

Result: The Edit Course Learning Aids and Test Options page opens.

Course Settings

Edit Course Legend
@ Start @Ava\labi\ity @ Course Access @ Coverage 5 Learning Aids and Test Options

Type of course to create  Standard

Course name MSSL_Training

Book MyStudentSuccessLab

Lockdown Option [Juse = lockdown browser in this course Learn about lockdown browsers

TestGen [JRequire the TestGen plug-in in this course

Multimedia Learning Aids Choose the multimedia learning aids that are available in this course.

Learning Aids

[0 B Caleulator

View Sample
ko Ask My Instructor Edit Email Address View Sample
| Cancel |4 Back )| Save

2. Select the Lockdown Option if you want to lock the student’s browser while they
are in your course.
NOTE: Lockdown browsers are used to prevent students from navigating away
from their current assignment window, opening other browser windows, or
accessing any other applications from their computer.

3. If you are using the TestGen plug in, select this option. If your course offers a
Browser Check you can choose whether the Browser Check offers to install
TestGen for your students.

4. You can show or hide specific Learning Aids for individual assignments as long as
the learning aid is enabled for the course.
Example: When creating a quiz, you could specify that the online glossary be
available to students. But, if you remove the online glossary from the Learning
Aids on this page, it is not available for inclusion in any individual assignments.

5. If You have permission, you will see the Edit Email Address link for the Ask my
Instructor learning aid. Click this link to enter a different email address.
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6. Click Save when you are finished.
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Appendix A: Grades and Doc Sharing

Overview

If you have assigned an item to your students that requires manual grading (such as
essay questions or journal entries), then you will need to follow these steps to retrieve
and enter a grade for that assignment.

Before you begin-Add Categories

Follow these steps to add categories on your Doc Sharing page. You will want to
complete these steps before your students are ready to upload any of their
assignments.

NOTE: Adding Categories are not mandatory, but this is a best practice. Think of
adding categories, like building a folder structure. The more organized your folders are,
the easier it will be to access documents.

1. Open your Doc Sharing page.

Document Sharing Categories
Doc Sharii fiadd Category
Assignment Calen
Categories Edit Dele

Learning Path
> Master: MSSL_Training

My Results

Note: Only Custom Categories can be renamed and deleted.
Pearson eText
Student Resources

P FinishStrong247

Master: MSSL_Training
» Communicate
‘FlUpload Document Download Documents
Studant Heln
[ File Name/Description Owiner Date/Time™ v Size Share Downloa

O MSSL Trainig Topics.doc
Activity 1 Communication Answers

sandy olsson 10/6/2011 12:33:43 PM 30K Instructor Only (]

2. Click the Add Category link.
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Result: The Add Category page opens.

Category Title: * \

Assign Category to: Entire Class ¥

Add Category

“ Indicates a required field Add Category Save and Add Another Category Cancel

3. Enter a title for the Category and click either Add Category, or if you are adding

more then one category click Save and Add Another Category.

Result: Now, when your students upload their completed homework, they can place it
in categories folders, which will make for easier uploading for them, and retrievals for

you.

Retrieving and Grading Homework

Follow these steps to grade your students uploaded assignments.

1. Click on the Doc Sharing link.

2. If you have created Categories, click on the appropriate Category folder.

3. Find the homework you wish to download and click on the checkbox(es) next to it,

and then click the Download Document(s) link.

GAdd Category

Categories Edit

Master: MSSL_Training
> Activity 2 Answers

Activity 1 Answers

Note: Only Custom Categories can be renamed and deleted.

Activity 2 Answers

‘Flupload Document | B Download Documents

File Name/Description Owner Date/Time™ v Size  Share

Answer 2 activity key.doc

Activity 2 Answers sandy olsson 10/6/2011 12:47:26 PM 19K Instructor Only

= Times are disnlaved in (GMT-05:001 Fastern Time (1S & Canadal

Edit  Delete

@

Result: The Download dialog box opens.

4. Select open if you'd like to view the assignment immediately, or save, if you will

be grading it later.

5. Grade the assignment as needed.

6. If your student scored less then 100%, you will need to change the grade. If your

student scored 100%, you can stop here.

7. Click Gradebook located in the left handed Instructor navigation links.
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Learning Path e e——
ExportData ¥ ) | I Manage Incompletes
My Results

Gradebook Views
Pearson eText

» Learning Path »All

& Change Weights | 2 Edit Roste!

» Overview By Student

More Gradebook Tools

Student Resources Learning Path
mastery status per

tudent
P FinishStrong247 studen H k

Detailed assignment
results

P Communicate

Student Help

¥ Instructor Class Roster All Students  A-E ] KO

olsson ndy

P Instructor
Implementation Guides

Tours & Training

Learning Path Manager

This course is based on MyStudentSuccessLab
Activities/Assessments Copyright 2011 Pearsen Education

Manager

Gradebook

Student averages for
gradebook categories

, Performance b
Course
Overall dass
performance for
book courses

|‘F’
I
c
Iy

~

8. Click on the name of the student.

Result: The selected student’s results display.

9. Find the grade you are changing in the list, and select Change Score from the

Actions dropdown.

Correct/ Time Date

Total Score Spent Worked
2/2 100% 1m 51s | 10/06/11
12:31pm

16/20 80% 7m 14s | 09/12/11
2:12pm

19/20 95% 41m 28s | 09/12/11
2:03pm

/1 100% 3m 10s | 09/12/11
1:18pm

Actions
Change Score ¥ [ Ge
— Choose — )

Email Student Go
Feview

Itern Analysis (Go
Settings Per Student e
Omit o
Nalata

Result: The Change Score dialog box opens.

Change Score

Points Correct

Points Total

be able to work the assignment.

Homework: Activity 1: Essay Test-Taking Skills

/¥ If you change this homework to a nun[%eru score, your student will no longer

Legend

Student: olsson, sandy

| Cancel/Done ] OK ]

10. Enter the new score and click OK.

Result: You successfully change the grade.
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Correct/

Time
Total Score Spent
1.5/2% 75% im 31s
16/20 80% 7m 1l4s

Date
Worked

10/06/11
12:31pm

09/12/11
2:12pm
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