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WELCOME TO MYCLASSES @ SALISBURY UNIVERSITY

Salisbury University Student,

Welcome to Salisbury University! We hope that your time at campus is filled with a multitude of
learning opportunities. Many of those learning experiences will take place inside your MyClasses
course. What is MyClasses and how will it benefit you? Great question!

MyClasses is the Course Management System used by Salisbury University for the delivery
of web-enhanced, hybrid and online courses. Each MyClasses course is unique, designed by
various faculty and staff members at the university. In each MyClasses course you're
enrolled, you may notice similarities and differences. Faculty can choose which of the
MyClasses tools they use inside their course. This manual will highlight each of those tools,
which could be present in your MyClasses course.

Enjoy your MyClasses experience,

Office of Instructional Design & Delivery




COURSE ICONS

Course Content (Homepage)
This icon will lead you back to your course homepage.

E@ Syllabus
This icon will link you to the course syllabus. The format that your instructor uploaded the course may vary.
(Word documents, PDF files or HTML webpage)

[

Announcements
The announcement tool will list all course announcements entered by your instructor. Some faculty members
also deliver announcements as pop-ups, so make sure that your pop-up blocker is turned off.

‘5@ Assignments

The assignment tool allows students to see available assignments, as well as previously completed
assignments. When you click on this icon you will be linked to the current list of available, uncompleted,
assignments. To view the assignment instructions, click directly on its name.

Assessments

The assessments tool is where all online quizzes and tests are located. When you click on this icon you will be
linked to a list of all available assessments.

=
. Calendar

The calendar tool allows you to look at all entries added by the instructor. You can click on links inside the
calendar, if they are present, which direct you to assignments and assessments.

’I :: Discussions

Discussion areas allow students to post messages and replies to prompts from the instructor. Depending on
settings, you will be able to reply to other students’ postings as well.

Q Chat

The Chat area of MyClasses allows students to communicate, in real-time, with their instructors and other
students enrolled in the course.

I,:é Goals

Goals for the course can be associated with course content, assessments, assignments to give students an idea
as to the purpose of the course work.
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@ Learning Modules

Contains files and information regarding that module of the course, numbered sequentially.

@ Mail

Tool for sending email messages.

=

Media Library

Access specific files like videos, audio and glossaries here.

ﬁ Roster

View the profiles of others associated with the course, i.e. other students, teaching assistants, and the

instructor.

‘5@' Search

Search html files that have been places in the course by your instructor.

@ Web Links

Links that are relevant to the course work.

E Who's Online

View a list of other students who are online in your course. From this tool you can initiate a private online
chat.

@ My Grades

All course-related grades can be viewed from this area. Instructors have access to releasing grade columns at

their own discretion.
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LOGIN TO MYCLASSES & CHECK BROWSER
1. Connect to the Internet, open your web browser (i.e. Internet Explorer), and type in the URL:
https://myclasses.salisbury.edu/

About MyClass:
j a\s“s‘e‘s‘ MyClasses is the
hybrid, and online
which faculty elect

2. The Log In area will prompt you to enter your User name and
Salisbury o)
Password. i

student who enrall
MyClasses course

Log In Browser Check

Students: Your MyClasses @ SU user name and password are the same || v= == Before logaing I |
as your SU GroupWise account user name and password. If you don’t Lox] bop-up Blocke]

. lasses sometin|
know your user name and password please contact the IT Helpdesk in s ot

Need Password Help? small windows as pl

pop-up blacker, tu

the TETC, room 113, by phone at 410.677.5454 or by email at e S
helpdesk@salisbury.edu. i s

. i i i A The application's digital signature has been wverified,
3. The first time you login, you will receive a pop-up Do you want torun the application?
message stating that “The applications digital signature

o] o
has been verified. Do you want to run the application?” ::m“ :J"::mm

You must click RUN to ensure Java will work properly in s oot et e

your browser. If you click cancel, you will NOT be able to — [ ] [
upload documents to the assignment, discussion or my i IR

files areas of your course.

4. You will now be at your personal MyClasses @ SU page. All courses in which you are associated
with in MyClasses will be listed in the middle column. Announcements regarding My Classes @ SU
(such as problems with the server or when it will be unavailable) will be displayed on the right.
Links to additional MyClasses and SU resources are available on the right under Campus
Bookmarks.

The Check Browser feature can be used to help troubleshoot issues you may have with the
functionality of MyClasses. More often than not problems with MyClasses stem from an improperly
configured web browser. The link for the browser check can be found in the upper right hand
corner of the MyClasses login page.

Check Browser Help

About MyClasses at SU
j -)) a\S\\S\e\S‘ MyClasses is the course management system for web-enhanced Jbrid, and online courses at
Salisbury University. Only courses in which faculty elect to use MyClaszes will be available
b 1 b threugh this system. MyClasses is using the Blackboard Legpffing System CE Enterprise product
d 15 UIW (previously known as WebCT Campus Edition §). Enrcllgeht in courses is updated & times daily.
For example: & student who enrclls in a course at 10:30am will have access to the My Classes
course at 12:30pm.

Browser Check

Log In Before logging in, it is highly recommended that vou perform a browser check to see if yvour
computer is properly configured.

User name:

Password:

Pop-up Blockers

M (Clazzes zometimes uszes =mall browser windows to deliver requested content. Scme |::C|: up
rare in rractls intaene-ob th mall einda, nonan nd k| e thorm T 1en)
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Below is an example of what the browser check should look like if your internet browser is setup
correctly.

Blackboard Learning Systam - CE Entarpriss Licanse (Releass CE 8.0) [18.0.0.135]
Browser Check Results

This browser check will ensure your browser is configured so the complete functionality of this application is available to you. For each area checked, mandatory or recommended
changes are indicated

For more information, see the Browser Tune-up Page.

Browser Check
This browser is validated for use with the Learning System.

It appears that you are using Microsoft® Internet Explorer 7.0 browser.

Cookies Check
Cookies are enabled.

=

The Learning System uses a cookie to keep track of your current session. You must have cookies enabled so we can maintain your current state as you navigate through the
application.

[— Javascript Check

Javascript is enabled.

Almost every part of the Learning System relies on Javascript for the ability to generate interactive web pages. You must have Javascript enabled.

— Pop-up Blocker Check

Pop-up blocker is turned off.

The Learning System sometimes uses small browser windows to deliver requested content.

Java™ Check

It appears you are using Java 2 Runtime Environment version 1.6.0_12 (Sun Microsystems Inc.)

Other Resources
You may also want to review the other browser resources available on www.webct.com/tuneu These links will help you

+ Step-by-step instructions to properly configure vour browser resolve any issues with the
browser check.

List of supported browsers

Troubleshooting browiser problems

» Check your system for plug-ins that may be required to view course content

Close this window

Alternatively, the IT Helpdesk is also available to help you with any browser issues you run into.
The helpdesk can be reached at (410) 677-5454.

If you receive an error message similar to the one below and have verified that you have entered
your password correctly you will more than likely need to reset your password by visiting
mypassword.salisbury.edu. Alternatively you can access the mypassword site by clicking the box
highlighted below.

Students who need further assistance with their password can contact IT Helpdesk at (410) 677-
5454.
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Check Browser  Help

ju)} CZCZSS@S About MyClasses at SU
MyClasse he course management system for web-enhanced, hybrid, and online courses at
~N Salisbury ity. Only courses in which faculty elect to use MyClasses will be available
bal]sbllr\,’ through this MyClasses is using the Blackboard Learning System CE Enterprise product
UNIVERSITY (previously known as WebCT Campus Edition 6). Enrollment in courses is updated 6 times daily.
For example: A student who enrolls in a course at 10:30am will have access to the MyClasses
course at 12:30pm.

You hav N } ) Browser Check

rou e ! Before logging in, it is highly recommended that you perform a browser check ta see if your
nams computer is properly configured.

Log In

User name:

Password: Pop-up Blockers
MyClasses sometimes uses small browser windows to deliver requested content. Some pop-up
oK blockers incorrectly interpret these small windows as pop-ups and block them. If you have
installed a pop-up blocker, turn it off while using the course management system.

Java Certificate & Applet

After logging in to MyClasses, you will be prompted to accept a Java Security Certificate. You
Need Password Help? must click Yes or Always to ensure MyClasses functionality, using Java, will work properly in your
Use the My Password page to reset or browser.

change your password. e

Course List Another message may appear to run a Java Applet, you should click Run to this message.
View course information for the current Warning: S g Cancel may prev r ability to upload and attach files to nments,
semester. mail or dis = az the My Comp will not display in the Content B

Students who need further assistance - contact [T Helpdesk at (410) 677-5454

COURSE CONTENT

Learning Modules are an organizational tool to deliver course content based on the professor’s
pedagogical style: Modules can be made based on course chapters, units, or however a professor
structures his or her course. Think of this tool as the backbone of the course! It structures the
online course content in a logic that mirrors the way content would be presented in class
instruction. This tool can organize course reading materials with other tools such as Discussions
and Chat, Assignments and Assessments, Media Library and Web Links. A green asterisk &3 will
indicate a new posting within the Learning Modules. You can click on the Learning Modules tool in
the course tools menu to view the course content.

v
@ Course Tools Your location: Learning Modules
i Learning Modules

I§ Announcements
&) Assessments @

Begin Here

&) Assignments @ Unit 1

Calendar To Kill A Mockingbird
&) Chat

3¢ Discussions

[_/9 Goals Click here to

@ Learning Modules access the
Learning Maodules

tool

Click on the course material you wish to see. Course materials should be structured in units
that are organized to follow class instruction.

The first page will appear. This will either be a table of contents of the Learning Module, or
the first page of content. Navigate through the table of contents to the content you wish to
view. You can click on other content from the Table of Contents side bar on the right, or
view other Learning Modules by navigating back to Learning Modules main page using the
breadcrumb links.
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Table of Contents for ¢ Your location: Learning Modules > Unit 1 > Introduction to Unit 1 S == Mavigate to other

Unit 1
- T - N . -~ TN Leaming Modules using
... 1Introduction to Unit 1 INTRODUCTION TO UNIT 1: TO KILL A MOCKINGBIRD the breadcrumbs links
About the Author SUMNMARY
ICharacters To Kill a Mock ¥ of Scout Finch and her brother, Jem. in 1930's Alabama Through their

4To Kill & Mockingbird Quiz eir father, forld isn't always fair and that prejudice is a very real aspect of their world]
....5To Kil & Mockingbird Paper Mavigate the Module contents by
The su

tDP:I?':I":P‘(JJI;I;ftgeol‘:?;ftsprln\]ﬁee?hg is ten_ they met Dill. a little boy who spent the summer with his aunt who I
become oF o itents can be both reading | Radley. the neighborhood recluse, come out of his home. Thev go throug
However, 1 materials, quizzes. paper |d ghost result in a tentative friendship over time and soon the Finch childrg

peace, sot  submissions and other course

-—

SR =EEEEEEEE o

Scout and Jem's God-like father _Atticus_is a respected and upstanding lawver in small Maveomb Countv_When he tald]

ANNOUNCEMENTS

The Announcement tool in MyClasses is used by your professor to share important information
with the class. Some announcements may pop when you enter the course, so be sure you have your
browser’s pop up blocker turned off.

In the case of the announcements tool, a green asterisk £3 will indicate a new class announcement.
You can click on the announcement tool in the course tools menu to view previous announcements.

/{ur location: Announcements

fr Course Content |¥| A" o ppguncements

&2 Announcements | 5  READ AUTHOR INFORMATION IN UNIT 1

Assessments @ B ctober7, 2008 2:16 P

) Assignments Students,

Calendar Make sure that you have opened and read the Unit 1 Learning Module and read the section on the author BEFORE our next class meeting!
) Chat
% Discussions a4
l—/ﬁ Goals Here you can view current

[ Learning Modules @ and previous class
: announcements.
£y Mail [*]

NAVIGATING ASSIGNMENTS 2 Course Too

. Course Content | ¥

I$ Announcements 6
Assessments 3
& Assignments a
[£) Chat

5% Discussions ¥

q
Goals a
3. Listed under Course Tools is a button titled Assessments. Click 2 :
3 Learning Modules & | 4

Assessments to find all your electronic Assessments. &y Mai

1. Log into MyClasses @ SU and select your course.

2. Your first view is of the Home Page of your course. At the left side of the
page, there is a toolbar titled Course Tools.

Note: A green asterisk box means there is something new in that section as the course.

MyClasses @ SU provides an assignment tool for the electronic submission of course work.
Files related to an assignment are typically created in Word, PowerPoint, etc. and then
uploaded to your course. Once uploaded, you can then submit your file(s) to your instructor.

ﬂfl yClasses ST Student Manual




Viewing an Assignment

1. Loginto MyClasses @ SU and enter your Your location: Assignments

course that has the assignment. Assignments

Click the appropriate link in your course Inbox | Submitted | Graded | Published
to go to the assignment area Inbox. The Inbox tab contains new assignments or submissions
returned to you for editing.
Note: This could be the Assignment link under @ Final Paper =

Status: Individual Mot Started (Due lanuary 31,
2007 12:00 PM )

Module. Make sure all requirements are satisfied before
submitting the final draft.

Course Tools or a link through a Learning

3. For each assignment listed you will see
the title of the assignment, dates the
assignment is available and possibly a
description.

4. When an assignment is available, click
on the title to view the due date,
maximum grade value and instructions
for the assignment.

Viewing an Assignment Related File

Your instructor may provide files that e Emss

are related to the assignment for you Read the attached guidelines and make sure all

to view and download. These files requirements are satisfied before submitting the final draft.
will be listed under the Instructions
section by Attachments. To view or

attachrnents: final paper guidelines.doc




save a file:

File Download

Do you want to open or save this file?

@ j Mame: Ffinal paper guidelines. doc

Type: Microsoft Waord Docurment, 23,5 KB
Fram:  webcks, salisbury, edu

1. Click on the filename.

2. A dialog box will appear
prompting you to either Open
or Save.

Open ] [ Save ] l Cancel

If you select Open, the file will [w] &ilways ask before opening this type of file
be opened by the appropriate

software on your computer. harm your computer. [F you do not trust the source, do not open or

@ Wwhile files fram the Intemet can be useful, some fles can potentially
zave this file. What's the risk?

If you select Save, follow the
instructions to save the file to
your desired location.

You will return to the
assignment details page.

Note: If you are saving files in the IT
computer labs, be sure to either save it
to your P: drive or to removable media.
Ifyou save it to the hard drive, it will be
lost as soon as the computer is logged
out.

Creating and Saving Files for the Assignment

1. Create your assignment using an appropriate software program. Your instructor may tell you how your
assignment should be prepared in the assignment instructions.

2. Save your assignment, making sure that the filename does not include any special characters, i.e. ~ & *.
Uploading and Submitting Assignment

Create your assignment using an appropriate software program, then when ready to submit the
file(s) to your instructor:
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1. Repeat steps for Viewing an
Assignment.

2. Under Submission, click Add
Attachments.

3. Find the file(s) for the
assignment from either your
computer or MyFiles (files
uploaded into MyClasses).
Select the file(s) for your
assignment and click OK.

Note: If the assignment is a written
assignment, you can compose your
submission in the text box provided or
by using the HTML creator. However,
MyClasses will expire after one hour
which may cause you to lose your
work. It is recommended that you
compose in another program &
upload your file.

4. If desired, you can write a
comment in the Comment
box with any questions or
concerns that you want to
express to your instructor.

5. Confirm that the files listed
are all the files that you want
to submit to your instructor.
Once submitted you typically
can not change your
assignment

Submission:

Enable HTML Creator

ClUse HTML |

add Attachrments

Submission:

Enable HTML Creator

Cluse HTML |

verfrerndungseffekt- breaking the fourth wall.doc Derno Student
- January 17, 2007 3:59 PM [

&dd Attachments

Confirmation

M Demo Student:
You have submitted your assignment{Demo Student).
Submitted Time: January 17, 2007 4:15 PM

6. Click Submit to send the file(s) to your instructor for grading.

7. Click OK to confirm that you want to submit your assignment.
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What happens next?

After you have submitted the assignment a confirmation of your submission will appear. The
assignment will then move from your Assignment Inbox to the Submitted tab, and from there can
be viewed. When the assignment has been graded and the instructor releases the grade, the
assignment will move to the Graded tab with the grade displayed underneath. The Publish tab is for
any assignment in which the instructor has enabled to be viewed by all students in the class.

Clicking on the assignment after it is graded will take you into the assignment for review, along with
any additional comments from the instructor. If you find the assignment has returned to the Inbox
folder with an (Attempt Two), the instructor has allowed a second submission of this assignment.

Publishing an Assignment for the Class to View

The following instructions will guide you through the steps in order to publish your submitted
assignments in MyClasses for viewing by the entire class.

1. Login to MyClasses and enter your course. Click on the Assignments tool under the Course

&1 Assignments

Tools menu bar.
If you have not yet submitted the assignment you wish to publish, you must do so before
continuing. Once you have submitted your assignment, you may view it under the
Submitted tab. To the right of the individual assignment’s title is an icon we call the action
link, it looks like this [],

Click on the action link and click Publish Controls.

Your location: Assignments

& Course Content | ¥ Assignments

5 Announcements

Inbox | Submitted | Graded | Published

Assessments
- The Submitted tab contains your submissions and any assic
&) Assignments 3

Calendar @ Research Paper: Drafté
© chat { Status: Submitted , Jung

% Discussions

[_/9 Goals
=

L oo R Lo

£ Publish Controls

4. A pop-up will appear that will alert you to submission publishing and when it is to be
published.
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Publish Controls for:
Research Paper: Draft

If you have multiple submissions, only the most
current submission is published.

Published on June 16, 2008 4:05 PM
UnPublished on June 17, 2008 10:34 AM

| | Publish || I:ancel |

5. Click Publish.
6. Your assignment should now be published for the class to see. To view your publication,
click on the Published tab.

&) Course Tools Your location: Assignments
&% Course Content | ¥ Assignments
§ Announcements .
& Inbox | Submitted | Gradefl | Published
&) Assessments

J Assignments
Calendar @ Research Paper: Draft 2

The Published tab contains submissions that yc

Published by Wright, Elizabeth

[£) Chat
@ June 17, 2008 10:37 AM
Discussions

ASSESSMENTS

Selecting Your Assessment

1. After entering the Assessments tool, you will
. . @ Course Tools Your location: Assessments
be able to view all your available Assessments. W B
Each Assessment has a Name, Start Date, and End  |£ Announcements - - : sz
Gr)j Assessments | View All Submissions H View Statistics

Date to let you know when it will be available. 3 Assigrmants Poem Ouiz
Q Chat Start: December 5, 2007 10:00 AM

. . . End: December 7, 2007 10:00 AM
2. If the assessment is currently available, click @ Discussions
on the title to enter the assessment.

Assessments

Beginning Your Assessment

1% » Poam Quiz

1. After clicking on the Assessment you wish to oo
take, you will be brought to the Begin Assessment |~
screen.

£ 5, 2007 10700 AM
2007 10:00 AM

rwid From whan you chck Bagin Assassemmnt ts when you chek Finish
you will not ba akle te s3ve any mors qUASHORE.

sansit quastions alter you have answered them,

2. This screen is very important!. It lets you know
the format of your Assessment, the duration, how PR ol

Grade: -/a0

many attempts you are allowed, and any other SR | [ e e
specific notes left by your instructor.

3. When you are ready to begin, click Begin Assessment.
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Taking the Assessment

Time 16:42:37

1. After clicking Begin Assessment, your Poem Quiz .

Remaining  00:11:43

assessment will open. Stared: Decenber 5, 2007 4:39 o
el Quaestion Status

1. Author Matchisents: 10.0) D Unanswered

0 Answer nat saved

2. At the right hand corner is a timer. The timer Match the Author to Thelr Work S i
may count down. The remaining time (in red) ¢ h &

Matching pairs

indicates how long you have left to take the "he Road Less Traveled” [~ Safect chorce -
assessment. "o Lsane® s
"Saban in Coray” 5 £ Comse ool

= & Course Content | ¥

3. Underneath the Timer is the Question Status oo s i o | (et Goed 3 Anmouncements
. . . . llab
area. It indicates how many questions are in the T L0 Sylabus
@ Assessments [*]

assessment, whether you have answered the o Discussions | ©

. Web Link:
question, and whether you have answered and saved. &) Web Links
=] who's Online

& My Tools
4. After entering your answer, be sure to Save the question by clicking

Save or Save and View Next.

1. You can return to any question at anytime but clicking on the
question number on the right hand side under Question Status. Change
your answer, if necessary and click

Save again.

Finishing Your Assessment

1. When all your questions have check-marks, they have all been answered and saved.

Poem Quiz: Submitted

2. When you are ready to submit your Assessment, click
Finish at the bottom of the quiz. ;iii — g
Note: If you have not saved and/or answered every ik view R 6 see o0t aree
question, you will be prompted before submitting. &) chat

5 Discussions a
{
|4 Goals a

3. It will then ask you if you are sure you want to submit [ teeming oduies S
the Assessment. Click OK.

[ You have successfully submitted your Quiz.
Submitted Time: December 5, 2007 4:53 PM

[*]
() Assessments 5]
£ Assignments a

4. There will be a confirmation message that your Assessment has been submitted. Some
professors provide additional info

VIEWING ASSESSMENT ATTEMPTS
Enter the course that you want to view assessments attempts

1. Click on Assessments
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Click on View All Submissions

Assessments 4
% | Assessments /

Wiew All Submissions || Wiew

3. You will then see a list of all the assessments that were made available to you. If you
completed an assessment, you will see the attempts located below each title. Click on the
Attempt to view the quiz, your responses and the correct answers.

CALENDAR

The calendar tool is where you can view upcoming assignments and other useful announcements.
You can also add your own entries into the calendar for to help keep yourself organized. When
creating your own event be sure to click the button at the bottom of the form.

@ Course Tools ¢ Your location: Calendar » View Month
&y Course Content |¥ calendar

IS Announcements
Assessments (] v | Add Entry || Create Printable View H Calendar Settings ‘

Assignments 1
@ J Month | Week Day To select a different month View: | This course + Personal v | $
Calendar .

© Chat & October 2009 % select it from the drop down
= menu and then click the
5 Discussions [ October v, [2009 |¥| ¥

L/Q Goals Sun [ Mon
[ Leaming Modules & L
= Mail [
{51 Media Library

o) Roster

Clicking on the link will
take you to the
& search assignment.

G Syllabus wi T f
& Web Links 235 20 27 28 29 30 31

M To Kill &
Who's Online W

Mackingbird Paper
Due
@ My Tools f—

[&] My Grades Entries in italic are private entries.
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To print a copy of the calendar, click on the “create printable view” button near the top of the
screen.

Create Printable View

Date Range To print the whole month, set the start
date as the first day of the month and
the end date as the last day of the
month.

* Start Date: 10/8/2000
* End Date: 10/8/2009
Start time between: @ 12:00 AM AND @ 11:59 PM

End time between: & [12:00 am AND & 11:59 PM

Filter Results

Only show entries whose Title and Description fields contain the text:

Course Selection

(3 Show entries from all my courses

& Only show entries from these courses: -+ Besure to SeleCt this option if )_,'OU
only want to print calander entries

Development - MYCLASSES ONLINE TUTORIAL from the current course.

Access Level

() Private entries only
(3 Public entries only

(& Both private and public entries

Continue Cancel

DISCUSSIONS

The Discussion tool offers a place for asynchronous communication with all participants of your
course. This tool provides the flexibility to send, read and search messages at times convenient to
your own schedule.

On the main Discussions page, there are three main functions. They are:

. All Topics - it displays any messages that

Discussions

have been posted within the topics and under what Al Topics ( 2 essoges / 1 mew ) g posts (1 essages )
thread the message is located, along with a link Plansts

% Earth (1 Messages / 1 Mew )

directly to the message. ) s G

Uncategorized Topics

. All My Posts - displays any posts you have P T —
made within the topics.

. Main Board: Where all the course topics are located and accessed with information about
the purpose of the topic.

Viewing Messages

From the discussion page, click on the topic name to display the messages under that topic.
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In the Threaded view, click the toggle box in front of a threaded discussion to collapse or expand

the related messages.

For each message listed, you will see the
subject, author and date/time of the message.
Unread messages are in bold and will show
(New) next to the heading. Any message that
includes a file will have a paperclip icon
displayed next to it under the Status column.

Above the column headings you will see
buttons that will allow you to control your
messages. You can either Expand All to

Create Message

Expand &ll || Collopse All
W Subject

[0 @ Water on Mars? (New) /&
Movie Night (Mew)

Create Message

Crplay:

8 Messages

pe: Threaded
o

4 Threaded

Author

v Mo

4 Unthreaded

Allow post and repky
tinn: Lises

r Hame

View Drafts

g Al iy Unread

Date &

2 ( 2 Unread ) Jameson Hamington & July 14, 2006 11:23 AM
Jameson Hamington % July 14, 2008 11:14 AM
L4 0 Mark as Read § g Mark as Unread | B Create Printabile Vies

expand all threaded messages or Collapse All to show the message that started a thread.

You can view messages by the entire discussion Thread or in chronological order (Unthreaded).

You can also use the All option to display all messages or the Unread option to quickly display only

the messages which you have not read.
Composing a Message

To compose a message:

1. Within the appropriate topic page, click Create Message.

2. In the Subject text box, type the subject of the message.

3. In the Message text box, type your message.

4. To preview your message before sending, click Preview. Click Post if you have no more
changes to make, or Edit to return to the main window.

5. Make any desired modifications.
6. To send the message, click Post.
7. To cancel the message, click Cancel.

Attaching a File

Prior to posting you can attach one or several files to your message. To attach a file:

Click Add Attachments.
Locate and select your desired file.

Click OK.

If successful, the filename should be listed below the Add Attachments button.
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5. Repeat these steps for each file you want to include with the message.

Reading a Message

To read a discussion message:

1. From the Discussions page, click on the topic for which you want to display messages.
2. Click in front of a message to expand the message thread.

3. Click on the subject of the message, which is a link, in order to view it. It will open up in a
new window.

If attachments are present, you can open or download the files by:
Click on the filename.

To open (recommended for .html, .doc and .txt files only) - select Open.
To download - select Save.

Save the file to your desired location.

Repeat this process for each desired file.

Once your have read the message, you can:

Click Close this window to exit the message.

Reply to the message. Replying to Messages

To reply to a message:
Read the message to which you would like to reply.
Click the button that corresponds to the way that you want to reply:
Reply - to post your message.

Forward - to send a copy of the message you read to someone else, i.e. your instructor or a
student in the course. This will not show up on the Discussions board, but send an email to the
recipient.

3. The Compose Message screen will appear. Type your response in the message text box.
4. If you want to include a file in the message, follow the Attaching a File directions.

Click Post to reply. If you are sending a forward to someone, click Send.
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Navigating Between Messages

When reading a message, you can quickly navigate to another message by clicking on Previous
Message or Next Message, located under the message box on the right-hand side.

If you are viewing one message but would like to read all of the messages of this thread at once,
click on Display Complete Thread. This option can also be achieved by clicking on a magnifying
glass icon to the right of a discussion thread on

the list of topics page. e

Subject: Water on Mars?
Author: Jamesen Harfndien %

What o you think?

Number of Messages in Thread

Reply || Forward

For each thread there is a Messages column that
displays the total amount of messages. If there
are any new messages, there will be a . = B i

Messages in the thread | Display Complate Thraad

July 14, 2008 11:37 AM

parenthesis listing the number of new unread
messages. [e.g. 4 Messages (1 Unread)]

CHAT

The Chat tool of MyClasses @ SU allows you communicate with the other participates in your class.
Unlike most tools in MyClasses, Chat is synchronous - meaning students must participate at the
same time.

The most important aspect of the Chat tool is to ensure that your browser is configured properly for
Java. See the Browser Configuration handout for more details.

Entering a Chat Room

In your course, locate the Chat tool and click on its link. Typically the Chat tool located on the
Homepage or on the Course Tools menu.

The Chat tool will appear as follows:

2 Course Too 1 vour location: Ghat
fiy Course Content | ¥ Chat

[S Announcerents
B} Learning Modules
ED Syllabus

k4p Goals

=) Chat
Calendar

Note: The first time you enter the Chat tool, you may be prompted to accept a security certificate
from Verisign distributed by CE 6. It is recommended that you click Yes to this prompt.

W

Q Common Foom =
(0 participants inside)

i




The Common Room is the default room just for the participants of your course. Other rooms can be
created for specific purposes by the instructor.

To enter a particular room, simply click on the room name.

Participating in the Chat Room

When the Chat window opens, you will see the following:

#* Winlcame 1o Chat
[ —
) yhambmar

Lwon Applet Wicioes

On the right side of the window, a list of everyone participating in the chat is displayed. The
synchronous communication occurs in the left portion of the window.

To add you own message to the entire group:

1. At the bottom left of the window under Enter your message below, type the message you
want to send.

2. Press the Enter key to display it.
To send a private message to one or several individuals:
1. Under Users Logged On, click on each name in which you want to see the message.

2. At the bottom left of the window under Enter your message below, type the message you
want to send.

3. Press the Enter key to display it.

4. To return to sending a message to the entire group, unselect each person’s name.
Sharing a web page

During you discussion, if you would like to share a web page for everyone to see:

1. Near the bottom right, click Send URL.

2. Next to Enter URL:, type the entire URL (including the http://) and click Send.
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3. A window will appear stating that you have received a URL. To view the shared web page,
click Okay.

A new web browser window will appear with the site information

MAIL

NAVIGATING MAIL

The mail tool in MyClasses is used to facilitate communication within a course and is separate from

your campus email account. You can use the mail tool to communicate with other students in your
class or to email the instructors.

*
&) Course Tools Your location: Mail » MYCLASSES ONLINE TUTORIALS
& Course Content |¥ Folders: Click the refresh

IS Announcements buiton to update your &

Mail: Inbox
(31 Assessments a .
£ Assignments &3 Inbox 1 (1) [] Auto-refresh
Calendar £3 sent mail 0 (0) Mark all as: Show: [ QAT | B Unread
2 Chat £3 Drafts 0 (0) [ Subject ! @) Author Date ¢

Discussions . .
2 ) Deleted Mail 0 (0) [] = ToKill A Mockingbird Assignment < Robin Hoffman % October 7, 2009 1:32 PM
l-/i Goals

@ Learning Madu E:‘% Create Printable V\ewl | % De\ete‘

. You can use the create 1 / 5

£ Ml folder button to make Move to: |- Select -] [3] | Copy to: |- Select - _[a][3] UfseeattSSeEt%VsntoOv:”rgaﬁ?r%}rgo
dia Library new folders and keep

& Me TEEr R the inbox to other folders.

8 Roster -

m

The €& symbol next to the mail tool indicates a new unread message. The Create Message button

will open a new window where you can compose and send emails.

Create Message

| Browse for Recipients... | <

. Click here to add
cC: recipients to your
Bcc- email.

*Subject:

*Message: [ High priority

Enable HTML Creatar

Cluse HTML Insert equation:| New V b

Attachments: % Add Attachments

allows you attach
[send ] | preview | | cancel | [ save as Draft | documents and files ta

* Required field your email.
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MEDIA LIBRARY

NAVIGATING THE MEDIA LIBRARY
The Media Library is where your Professor may put videos, glossaries, audio files or similar files. To
access these files, click the Media Library tool and navigate to the area you would like to visit.

Your location: Media Library
£ Course Content |¥ Media Library

IS Announcements 5 Glossar
&) Assessments @

&) Assignments a
Calendar

&) Chat

3 Discussions

|- Goals

[} Learning Modules

£y Mail

@ Media Library
42 Roster

& Search

ED Syllabus

@) Web Links

[=] who's Online

A 0O
[B] My Grades

ROSTER

The Roster shows the instructors and students enrolled in your class as well as any groups that
have been created by the instructor.

@ Course Tools Your location: Roster
&y Course Content |¥ Roster
IS Announcements

= [x] Print Page

&) Assignments [} To see the instructor or group |
= View Profiles fﬂr:l Instructors | Students | Groups | listings, select the approprite
Calendar button to the right.

) Chat il

3 Discussions
|- Goals First name:
3 Learning Modules
&y Mail

@ Media Lbrary | L7
4% Roster
42 Search First name:
GG Syllabus

) Web Links o
=] Wha's Online

@ My Tools
[E] My Grades First name: Jameson

Last name: Harrington

Last name:

Last name:

If you click the button you will be presented with the following window. Here you can change
the number of students shown per page. Clicking the print page button will print the current page
so it suggested that you change the number of items to a larger number then ten.
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‘€ Configure Paging Options - Windows Inte... E]@

Edit Paging

Number of items per page: 1o

Displaying more than 999 items per page may result
in poor performance.,

SEARCH

The Search Tool in MyClasses allows you to search for terms, names or other information inside

your course. Just fill out the required fields and hit the search button.

@ Course Tools Your location: Advanced Search
% Course Content |¥

Announcements

Search
*Search for:

Assessments a |

5
&) Assignments

Search area:

O Title [0 author [ subject [ Full text
If none of the above areas are selected, all areas will be searched.

Calendar

&) chat

% Discussions a4
L4 Goals

B} Learning Modules @
& Mail [x]
Media Library © Specify date range
48 Roster /

/D Search

ED Syllabus

@) Web Links
[E| Wha's Online

Search tool:

All searchable tools |
+— Search Tool lets you
search through a certain
Course toal such as

Assignments or Mail.

Date:
@® Any date

Sort results by:

Relevance | v

& My Tools

[B] My Grades
L

* Required fields

“-———

Select a Search Area if you
would like to filter your
results by a certain criteria

Here is what a typical search result will look like:

Your location: Advanced Search

Your search for Mockingbird in MYCLASSES ONLINE TUTORIALS returned 4 result(s].

Title

1 To Kill A Mockingbird Assignment, (Mail Message)
Date Wed Oct 07 13:32:55 EDT 2009
Subject To Kill A Mockingbird Assignment
Author Robin Hoffman
Description Jameson, Please don't forget to submit your "To Kill A Mockingbird
Assignment" Paper before midnight tonight.

2 To Kill A Mockingbird Paper, {Assignment)
Date Wed Oct 07 11:26:38 EDT 2009
Subject N/A
Author Robin Hoffman
Description Not Specified

3 About the Author, (File)

Date Wed Oct 07 11:21:39 EDT 2009
Subject N/A

Author Robin Hoffman

Description Not Specified

4 Introduction to Unit 1, (File)
Date Thu Jul 23 15:34:25 EDT 2009
Subject N/A
Author Robin Hoffman
Description Not Specified

Sort results by:

Relevance v| &

Relevance
480

Advanced Search

Note: These advanced search options can
be used to expand or narrow your search
results.

® New search
C search within these results

*Search for
Mockingbird

Search area
O Title [ Author
[ subject [ Full text

Search tool
All searchable tools |+

Date
& Any date

) Specify date range

Search Results
Sort results by: |Relevance |+

*Required field

d}-’CZ(ISWS S{J Student Manual




WHO’S ONLINE
The Who’s Online tool allows students to see a list of participants currently inside of MyClasses.
Fromt his menu you can initiate an online private chat or send an email message.

@ Course Tools Your location: Who's Online
fy Course Content | ¥| | who's online To be seen by others change Refresh now will update the

& Announcements My Status:  Invisible v your status to visable and list of anline users.
Assessments & click update.

&) Assignments [+] Number of users online in MYCLASSES ONLINE TUTORIALS : 2 [ auto-refresh
Calendar
) Chat

% Discussions
l_/ﬁ Goals [] Robin Hoffman % Section Designer , Section Instructor Yes October 7, 2009 12:55 PM -- 1 min

@ Leamning Modules &

ey Mail

B Media Library To send a chat invetation click the

box next to thier name and click
Send Chat Invitation.

Name i Role Available Online Since Busy Idle Time

[] Jameson Harrington % Section Designer , Section Instructor Yes October 7, 2009 12:42 PM -- 12 min

hy Roster
49 search
ED Syllabus
¢ Web Links
[=] wha's Online &

\ha's Online

@ My Tools
[&] My Grades

My status has three options: Invisiable, Visiable/Avaliable, and Visable/Unavalible. You will only be
able to send a chat invitation to a user who is online and Visable.

|: Jameson Harrington = ‘ Sect

[] Robin Hoffman % B Send Mail

—— & View Profile
| & Send Chat Invitatider

If you click the action link next to someones name you will be givin the option to send them an
email or view their profile.

MY GRADES

The My Grades tool in MyClasses is used by your professor to share their course grade book with
students. Any assignment or assessment grade that is available to view online will be hosted here.
Make sure to ask your professor as to whether they will be using this tool to communicate grade
results to you if you are unsure.

Any new grades posted to My Grades by a professor in any course will all be posted to the Main
Page of MyClasses @ SU under the My Grades Tab, located on the right side of the screen under
Calendar Day You may click on this to view a specific grade, or you may access from the course by
entering your desired course and at the bottom right under My Tools click on the My Grades button
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Salisbury Himd
UNIFERSITY i

MyClasses at SU Content Manager

Welcome, Elizabeth Wright. Today is October 9, 2009 10:49 AM EDT.

Course List

2009 Fall - ENY~ ENTAL SENIOR SEMINAR
Section Instrug Any new grades posted
g@‘ under My Grades from
all courses will be
72009 Fall - HIS listed here ONMENTAL HISTORY

Section INStruCrommmemasmesmrsm—

Grades posted may be either numeric or letter grades, depending on the professor’s preference.
They may also provide statistics which match up your grade against the class average, and any
additional comments the professor may have. Note that (XX) indicates a grade that is partial or not
complete. If a professor has posted grades and you are not seeing yours, do not worry! First contact
the professor to report your concerns.

I &) Course Tools cation: My Grades
fr Course Content |¥ My Grades
[3' Announcements October 9, 2009
Assessments Student: Elizabeth Wright (ew04031)

& Assignments | Course: Development Courses
E Calendar | Section: MYCLASSES OMLINE TUTORIALS
&) chat Section Instructor: Robin Hoffman

% Discussions D. ‘l Item Statistics Comments
L Goals | q | |Test1:
@ Leaming Modulas &
&y Mmail

@ Media Library

Assignment #1:
Assignment #2 1:

- Lesson 1 Discussig Here you can
ster .
5 | . view grades posted
D Search CASE STUDY: :

online.

ED Syllabus | Assignment
@) Web Links | i i i iz: 4,00 (out of 5.00)
[E] whe's Online

Il A Mockingbird Paper:

| 6 My Tools XX) - Indicates a grade that is partial or not complete

PYSC 2.0 CONTENT (Only for students enrolled in Psyc-101)
1. Log into Myclasses and select your Psych 101 course

2. On the course Content screen, select “Open your access to Psych 2.0”

& Co e Too Your location: Home Page

w

By Course Content | %

& Announcements Mc ]! ‘ WAL “ |
Calendar Hil J hy il r e
Welcome to General Psychology

Open your access to Psych Psvch Lab Activities

2.0 3\ b
This needs to be done each 2 >
time you enter the course 17’;/

Next should appear the login screen.
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3. Click on the register now link if you have not already registered. If you have, go ahead and log-in.

Your location: Home Page * 1

Help | Feedback

Information Center
L

Registration Required

You have attempted to access content or a feature that is only available to
registered users. If you are a student,|reqister now|to access this feature.

If vou have already registered for this site (Student or Instructor), enter yvour
username and password below. If you are an instructor and vou have the account
. s your sales representative provided, enter the username and password. You will then

Student Edition be able to register and create your own unigue account.

Instructor Edition
If you are an instructor and you have an Instructor Preview Code from your sales
representative, please click on the reaister now link and yvou will be shown how to
use this code to register.

*Username:
*Password:

Forget vour password?

4. After logging and reaching the conformation screen, go ahead and click on the course content

Iaﬁ Course Content I¥|
button under course tools.

5. Now you may click on the Psych lab activities link.

Psyvch Lab Activities

a

Ly

Remember, you will need to do this each time you access the course.
If you run into problems with internet explorer, the following steps may help resolve the issue.

1) Open IE and select Tools, Internet Options and the Security Tab. Select Trusted Sites and the
click Sites.
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7x)

General | Security | Privacy || Content | Connections || Programs | Advanced

Select a zone to view or change security settings.

@ W[/|O

Internet Local intranet | Trusted sites|  Restricted
sites

Trusted sites
This zone contains websites that you

trust not to damage your computer or
your files,
You have websites in this zone,

Security level for this zone

Custom
Custom settings.
- To change the settings, dlick Custom level.
- To use the recommended settings, click Default level,

[ Custom level... ][ Default level ]

[ Reset all zones to default level ]

OK H Cancel ]

2) In the prompt box following Add this website to the zone: Type

* mcgraw-hill.com.

Be sure that the small box "Require server verification (https:) for all
sites in this zone", just below the "Websites:" box is NOT checked. Then
click the Add button. You should now see this entry in the list of

Websites. (Make sure it does not start with http://.)

Click Close and then OK.
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RESPONDUS LOCKDOWN BROWSER

Respondus LockDown Browser is a secure browser for taking assessments in MyClasses. It
prevents you from printing, copying, going to another website, or accessing other applications
during an assessment. If a MyClasses assessment requires that Respondus LockDown Browser be
used, you will not be able to take the assessment with a standard browser. Respondus LockDown
Browser should only be used for taking MyClasses assessments. It should not be used in other areas
of MyClasses.

Installing Respondus LockDown Browser

1. Loginto MyClasses as you normally would, using Internet Explorer or Safari (for Macs).
2. Navigate to the course that has the assessment you are going to take.
3. Go to that assessment as you normally would. You will now see a message on the screen

that says “You must complete this assessment in the Respondus LockDown Browser”
TEST ASSESSMENT

(&) Description
You must complete this assessment in the Respondus LockDown Browser. Download Information
Available starting: March 26, 2008 12:57 PM

Available until: Unlimited

Duration: 1 Hour(s)
Note: your completion time is measured from when you click Begin Assessment to when you click Finish.

Question delivery: All at once
Note: questions can be answered in any order. You can revisit questions after you have answered them.

Attempts allowed: 1
Attempts completed: 0
Grade: -/30

4. Click on Download Information.

5. You will be taken to a new website. You will want to choose the operating system that your
computer is currently using. In most cases the choice would be Windows, and then click on
‘Your Own Computer’. This will then give you the option to download the program. Click
Download Installer, and then click Run. (On Macs you will be asked to run a Java
Application, click Yes when prompted).

Once the program has been downloaded you will see another window. Click Run.

7. The next window will open, click Extract (if prompted).

8. The software will then ask you if you wish to run the setup application. Click Yes.

9. Finally, click Finish once the installation is complete.

Taking an Assessment

Close ALL programs.

Locate the “LockDown Browser” icon on your desktop and open it.

Log into MyClasses.

Navigate to the assessment and select Begin Assessment.

Once the assessment has been started the Respondus LockDown Browser, you cannot exit
until the Finished button is clicked.
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SAFEASSIGN

1. Inyour course, go to the Safe Assign submission icon, which may be
labeled differently in each course, but should share the same icon.

Once you are in the SafeAssign submission area, click on the
assignment (under Available Assignments) that you wish to upload your paper.

You will see a screen that is similar to the image below. At this point you will click
on the Browse button to locate the document you wish to upload for this
assignment.

Fsubmission:

enlthce [odkl) THT f BTF § HTML § POF formats only. Phease DO WOT uphoad fes in any

U Toyree W submil my poper Lo e Glubal Relerence Dolabose,
Add Commenl:

To avoid

Submit | Ganced

problems, file names should not contain any spaces or special characters such as #,
&, etc. Papers uploaded to SafeAssign cannot be more than 10MB in size or contain
more than 5000 sentences.

Check the box under Global Reference Database, that says “I agree to submit my
paper to the Global Reference Database”. After your paper is submitted, it will be
included in future plagiarism checks for every university using SafeAssign. If you do
not check the box, your paper will still be included in the institutional database,
meaning that it will be used in any SafeAssign checks through Salisbury University’s
MyClasses courses.

Click Submit to send your assignment to the SafeAssign databases.

To check to make sure your assignment's been submitted, go to My Grades. If there
is an exclamation point (!) where your grade should be, that means your assignment
has been received. When your instructor grades your assignment, that exclamation
point will be replaced by a grade.
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