Self-Service – Course Setup and Course Home Page

The Self-Service Course Setup and Course Home Page features allow instructors to track course-related information in Self-Service and make the course information and individual results available to students.   Items that can be tracked by instructors and displayed on the Course Home Page include:
Course Activities and individual results

Section Media - Syllabi and other course materials
Attendance
Announcements
Here are basic instructions on setting up each of these items and making them available to students via the Course Home Page
Course Activities:

The Course Activities feature of Self-Service can be used to track course requirements such as quizzes, exams, papers, and projects.
General information on Course Activities:

· Course Activities can be copied from one course to another .

· Activities can be weighted by Activity Type, by Points, Equally, or by specific activity.
· Facilitates automatic calculation of the letter grade at the end of the term

Instructions for adding Course Activities:

· Click on Add an Activity on the left side of the screen.
· Enter each activity (exam, quiz, paper, etc.), including the Title, Activity Type, and Description.  Note that the Activity Title cannot include any of the following characters:  ~, #, %, &, *, {, }, \, :, ?, /, <, >, |, or trailing space.
· Optionally you can also enter the activity’s Possible Points , Assigned and Due dates, Media, and several other options.  Click on Save when finished.
Enter student activity results:

· To enter individual activity results, go to Classes tab -> Grading -> Activity Grades.

· Select the Course, then enter the grades by Activity or by Student.
Section Media:
· Go to Classes tab -> Setup -> Manage Section Media.  Select Year, Term and Course.

· Click on View Media

· To add a document, click on Upload, then browse to applicable document.  Provide a description, then click on OK.
Attendance:
· Go to Classes tab -> Grading -> Attendance.  Select Year, Term and Course.

· Track student attendance by date or by student

· Ongoing attendance results for student appear on the student’s Course Home Page

Course Home Page:
The Course Home Page pulls all of these elements together on one screen.  Students can view the Course Home Page for the course and see all course media posted by the instructor, as well as their own attendance and activity results.  Additionally, instructors can post announcements directly on the Course Home Page.

Course Home Page Setup and Navigation:

· Select the Classes tab -> Setup -> Course Home Page.  Select the Course, then click on Create Site.  Note that it takes a few minutes for the Site to be created.  Once the site is created, simply follow this same navigational path to review the site.

· To add an Announcement, simply click on Add a New Announcement.  Enter the title and text of the document and, optionally, an expiration date.

· To exit the Course Home Page and return to Self-Service, click on Self-Service Home at the top right corner.

Access to Course Home Page:

· From the Classes tab, select Schedule, then Faculty or Student Schedule.  Locate the applicable course on the schedule, then click on “Go to Course Home Page”.  Note that access to a specific course home page is restricted to the course instructor(s) and students.

· To exit the Course Home Page and return to Self-Service, click on Self-Service Home at the top right corner of the screen.

Please refer to the attached screen prints to see a sample Course Home Page.

Instructor View of Course Home Page
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Student View of Course Home Page
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Activity list and Activity Detail





Note that if allowed by the instructor, assignments may be  submitted via Self-Service.
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Student’s Activity Results
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