Introduction

Paradigm Publishing
Paradigm understands the needs of today’s educators and exceeds the demand by offering the latest
technological advancements for coursework settings. With the success of programs such as SNAP, Paradigm is recognized as a leader in textbook publishing.

SNAP for Microsoft Office 2010
Regardless of delivery method—whether a course is taught entirely in the classroom, taught as an
online-classroom hybrid course, or taught completely online—SNAP for Microsoft Office 2010 provides
instructors with an easy-to-use learning management system and students with sophisticated and innovative learning tools.
SNAP is an online training and assessment courseware that gives you tools to enhance your students’
learning, assess their success in understanding the skills being taught, organize and view their assessment results, and easily communicate with them.

SNAP for Our Digital World
Our Digital World (ODW) content within SNAP is grouped and scheduled by function (file upload, concept exam, Flash animation, etc.) The CORE content is placed appropriately throughout the course duration, with additional content scheduled based on the course length. There is more ODW content
available than can be expected to be used in a single course. It is up to instructors to decide which activities should be included.

Getting Started - SNAP 2010
Fully Web-Based
l
l
l

Instructor and student access to SNAP is 24/7
Easy-to-use configuration wizard checks for required software
Course builder creates a pre-built course based on the number of weeks in your class

Complete Learning Management System
l
l
l
l
l
l
l
l

Create courses, set up course sections, and manage course access
Add your own course material or use existing items
Schedule tutorials and assignments
Create exams from question bank or add your own questions
View course activity and student interaction
Customize the grade book
Create access and grade reports
Communicate with students and provide feedback

Innovative Assessments
l
l
l
l

Thousands of in-application skill assessment
Hundreds of tutorials
Hundreds of in-application document assessments
Thousands of concept assessments

System Requirements
What You Need on Your Computer to Run SNAP 2010
The following are the minimum system requirements for using SNAP 2010 on your computer:
l
l
l

l
l
l
l
l
l
l

l

Operating System: Windows XP (SP3), Windows Vista (SP1), or Windows 7
Broadband Internet Connection: Minimum 128kbps connection to the Internet
Web Browser: Internet Explorer 7 or higher (32-bit version only), Firefox 3.6 or higher, Chrome 11 or
higher
Any popup blocking software disabled for http://snap2010.emcp.com
JavaScript enabled
Cookies enabled
Security: Firewall(s) configured to allow data transfer to and from http://snap2010.emcp.com
Screen Resolution: 1280 x 800 with 16 bit color
Tutorials: Adobe Flash Player Version 9 or higher
Skill Exams and Performance Evaluations:
l Microsoft Office 2010 with Word, Excel, PowerPoint, and Access (not Office Web Apps)
l Microsoft Office 2010 Service Pack 1 (SP1)
l .NET framework 3.5.1
l SNAP skill exam player (installed by Check Configuration utility)
Document Assessments:
l Microsoft Office 2010 with Word, Excel, PowerPoint and Access (not Office Web Apps)

Microsoft Office 2010
The SNAP skill exam items and document assessments require the Microsoft Office 2010 with Word,
Excel, PowerPoint and Access applications to be installed on your computer. This product is available
for college students to purchase online at a significant discount. To purchase the Microsoft Office Professional Academic version online click here.
NOTE: Office Web Apps, the Microsoft Office 2010 browser-based application is not supported by SNAP.
It lacks most of the features found in the desktop version of Office and will not work with SNAP skill
exams and assessments.
Microsoft .NET 3.5
The Microsoft .Net 3.5 Framework is a utility required by the SNAP product for skill exams. Most computers will already have this installed. If your computer does not, running the SNAP Check Configuration
utility should install it. Click http://www.emcp.com/net to view the version(s) of .Net installed on your computer. Or you can download and install it yourself for free by clicking here.
Disclaimers: While every effort will be made to support future browser platforms and computer operating systems, Paradigm Publishing cannot guarantee future compatibility.

Check Configuration Utility
1. Go to the SNAP portal website http://snap2010.emcp.com/.
2. Click the Check Configuration button on the SNAP login page to install the SNAP Player
(required for Skill Exams and Performance Evaluations).

The configuration wizard will:
l
l

Check for Microsoft .NET Framework 3.5 SP1 and install if not found.
Install the SnapPlayer.

3. Click the Run button when the File Download box appears.

4. Click the Run button when the security warning is displayed.

5. If Microsoft .NET Framework 3.5 SP1 is not installed, the following notification will be displayed. If
prompted, click the Install button.

6. Click the Next button when the Install Wizard is displayed.

7. Click the Install button on the next screen.

Note: You will now be prompted for Administrative privileges to install the SNAP Player. If you do
not have Administrative privileges, please contact your computer or lab administrator.
8. When the Install Wizard is finished, click the Finish button to exit the configuration wizard.

Access Your SNAP Account
When an instructor has made the decision to try SNAP, a sales representative will create an instructor
profile and send an email containing the SNAP Login Name and Password.

Login to SNAP
1.
2.
3.
4.

Go to the SNAP website: http://snap2010.emcp.com/.
Enter your login name.
Enter your password.
Click the Go button.

Student Registration
To register with the SNAP website, students use the activation code provided with their textbook purchase and an enrollment key that is provided by the instructor. The Enrollment Key for a course or section can be found by clicking the Administration tab and the Sections link in the course navigation
pane.

SNAP Navigation
Once you are logged in, you'll be brought to your SNAP home page. The last course you modified will be
the default course shown.

The page can be broken down into 5 sections.
A. At the very top of the SNAP portal are three links: Help, Logout, and Account.

l
l
l

Help: The Help page contains help manuals and videos for the SNAP website.
Logout: Clicking the Logout link will log a user out of the SNAP website.
Account: The Account section includes features that enable instructors to view and edit contact information, view recent forum posts and blog entries, and view activity reports. See the
Account Maintenance section for information on how to manage your account.

B. Below your name, there are four tabs at the top right corner of each page: Home, Scheduling,
Grades, and Administration.

C. The left pane, which is referred to as the Course Navigation Pane, displays courses you are
enrolled in, whether it be as an Instructor or a Student.
D. The center of the page is where course content is displayed. This content is dependent on which
tab you are viewing (see bullet point B).
E. At the bottom of the page, you see links to the Instructor User's Guide, Student User's Guide
and a link to FAQs & User Guide PDFs.

Home Tab
The Home page displays scheduled assignments and added resources for a course.
Students see activities on the Assignments page in three different font colors based on attempts remaining.
l
l
l

Titles in blue have not been attempted.
Titles in green have been attempted and have at least one attempt available.
Titles in black have been attempted and have no remaining attempts.

Note: If you are teaching more than one course, the course navigation pane will contain a course header
for each course. Clicking a course header will display content specific to that course. In the image below,
the course "Office Applications" has been selected, and links related to that course are being displayed.
When located on the Home tab for a course, the course navigation pane displays the following links:
l

l
l

l

l

l

All Tutorials: Displays all of the tutorials that are available for the
course.
All Activities: Displays all scheduled activities for the course.
Always Available: Displays activities that have been set to always be
available to students.
Current Activities: Displays the activities that are scheduled and available to the students for the current week.
Future Activities: Displays activities that have been scheduled for
future weeks.
Past Activities: Displays activities that were scheduled for previous
weeks.

Scheduling Tab
The Scheduling section displays scheduled activities and contains functionality to add or schedule
course content.
Note: If you are teaching more than one course, the course navigation pane will contain a course header
for each course. Clicking a course header will display content specific to that course. In the image below,
the course "Office Applications" has been selected, and links related to that course are being displayed.
When located on the Scheduling tab for a course, the course navigation pane displays the following
additional links:
l

l

l

l

l

l

l

Tutorials: Displays all of the tutorials that are available for the course
and provide functionality for scheduling tutorials.
Skill Exams: Provides the functionality for scheduling an existing Skill
Exam, adding a new Skill Exam, or copying an existing Skill Exam.
Concept Exams: Provides the functionality for scheduling an existing
Concept Exam, adding a new Concept Exam, or copying an existing
Concept Exam.
Document Assessments: Provides the functionality for scheduling an
existing Document Assessment or creating a new Document Assessment.
Performance Evaluations: Provides the functionality for scheduling an
existing Performance Evaluation.
Assignments: Provides the functionality for scheduling an existing
assignment and adding a new assignment.
Home: Displays the content and menu options visible on the Home tab.
o

Always Available: Displays activities that have been set to
always be available to students.

o

All Activities: Displays all activities that have been scheduled for
the course.

o

Current Activities: Displays the activities that are scheduled and
available to the students for the current week.

o

Future Activities: Displays activities that have been scheduled
for future weeks.

o

Past Activities: Displays activities that were scheduled for previous weeks.

Grades Tab
The Grades section displays grades for a course and contains functionality such as editing grades,
organizing grades into categories, specifying the weight each grade category contributes to the final
grade, setting up the grade letter schema, and managing assignments.
Note: If you are teaching more than one course, the course navigation pane will contain a course header
for each course. Clicking a course header will display grades specific to that course.

See the Grades section for more information.

Administration Tab
The Administration section includes functionality to manage SNAP courses, such as adding courses
and sections, enrolling participants, and viewing activity reports for a course or section.
Note: If you are teaching more than one course, the course navigation pane will contain a course header
for each course. Clicking a course header will display content specific to that course. In the image below,
the course "Office Applications" has been selected, and links related to that course is being displayed.
When located on the Administration tab for a course, the course navigation pane displays the following
options:
l

l

l

Course: Displays information about the selected course, such as
course title, course duration, and course textbook(s), and provides the
functionality to add, copy, or delete a course.
Sections: Displays course sections for a selected course and the enrollment key for each section. Provides the functionality to change the
enrollment key and to add, copy, or delete a section.
Participants: Displays available roles, how many are assigned to each
role, and provides the functionality to enroll existing users in the SNAP
system to a course or section.
l

l

Message Students: Displays a list of students, with the option to
send them a message (to their SNAP registered email account).

Reports: Provides the functionality to create and download various
reports for a course or section.

SNAP Help Information
SNAP provides you with a variety of sources to get help and information.
l
l

l

l

l

Many How-Tos and Video Demos can be found here.
Click Help in the upper right corner, next to Logout and Account, to display the SNAP Help
page.

Click the
the page.

information icon to display Help information about a particular section or function on

Click the Instructor User’s Guide link at the bottom of the page to display a comprehensive
Instructor User's Guide.

Click the FAQs & User Guide PDFs link at the bottom of the page to display a list of Frequently
Asked Questions with answers.

Account Maintenance
On the Account section of the SNAP portal, instructors can view and edit profile information, view and
edit recent forum posts, manage blog entries, and view activity reports. An intuitive interface enables
quick and easy editing of contact information and a way to change the assigned password.

View Profile
To view the current Profile settings, click the Account link in the upper right corner of the page, next to
Help and Logout.

The Profile screen is displayed.
The information displayed includes:
l
l
l
l
l

Contact information and email address.
Course enrollment.
Textbook(s) that is used for each course.
Most recent access date and time to the SNAP webpage.
Course membership.

Change Password
To change your password, complete the following steps:
1. Click the Account link in the upper right corner of the page, next to Help and Logout.

2. Click the Change password button.

3. On the next screen, enter the current password.
4. Enter the new password.
5. Enter the new password again.

6. Click the Save changes button.

Unenroll From a Course
Note: If you unenroll from a course, you will no longer be able to access that course.
Unenroll from a Course by completing the following steps:
1. Click the Account link in the upper right corner of the page.

2. Click the Unenroll me from (course name) button.

Edit Profile
Complete the following steps:
1. Click the Account link in the upper right corner of the page.

2. Click the Edit Profile tab.

3. Edit the profile information.

Note: Name and email address are not editable fields. Please contact support@emcp.com to
make these changes.
4. Click the Update profile button at the bottom.

Building a Course
SNAP 2010 offers two methods to build a course. The Course Builder can automatically schedule
course content for you based on your chosen texts and course length, or you can elect to start with a
blank template and schedule your course content yourself.
In this section you will also be shown how to Copy an Existing Course, where to find your Enrollment
Key, and how to Enroll Participants.

Creating Your First Course
After logging into your Instructor account for the first time, you'll want to build your first course. This section will show you how to utilize the Course Builder to automatically schedule your course content for
you, and will explain how to organize your course content yourself.
The very first time you log into your SNAP account, assuming your Account Manager has not created a
course for you, you will see the message below.

Course Builder
SNAP 2010 has a feature named Course Builder that can save you a lot of time when it comes to building a course. The Course Builder allows you to choose what books you are using, and schedules material based on your course length.
To start the Course Builder process, complete the following steps:
1. Click Administration on the far right.

2. Click New, located in the top center part of the page.

3. In Step 1 of 3 of the Course Builder, you are asked for the course title, course short name, course
start date, and the name(s) of your section(s).

The course title is the text that appears in the left pane when viewing your SNAP account, and the
course short name is the text that appears in the folder tab icon just to the left of the course title,
when viewing a specific course. In the below example, Marquee Office 2010 is the course title, and
mo2010 is the course short name. Both are visible to Instructors and Students.

To add a section, click the Add button, and enter the next section name.
When you are satisfied with your settings, click the Next button at the bottom of the page.
4. In Step 2 of the Course Builder, you are given the option to choose what text(s) your class utilizes.
Select the box next to the appropriate text(s), then scroll down and click the Next button.

Note: In the above screen capture, Benchmark Office 2010 and Our Digital World are selected texts
for this course. Some combinations of texts are not available.
5. In Step 3 of the Course Builder, you are asked to choose a course length, and also to decide if you
want the Course Builder to schedule your course content for you, or if you wish to schedule the
content yourself.

If your course length is not one of the options, choose the length closest to the actual length. You
can make adjustments later.
When you are satisfied with your selections, click the Create Course button in the lower right
corner.
Note: If the option to allow the Course Builder to schedule your content for you is grayed out, it
means that the combination you have chosen is not compatible with this feature. This might be
because you have chosen a book with a large amount of content, and a short course length.
6. You will now be asked to confirm your course settings. Look them over, make any necessary
changes, then click the Continue button.

7. Depending on your settings, the Course Builder will take a minute or two while it builds your
course. When it is finished, you will see a confirmation message on your screen.

Click Continue. Your new course will now appear on the left pane.

Scheduling Course Content Yourself
If you can't find the course structure you are looking for with the Course Builder, scheduling content yourself is a great option.
For example, if you are teaching an open enrollment course, where students come and go, and work at
their own pace, you might consider scheduling every item as Always Available, and grouping scheduled
items into modules or topics.
See the following sections for more detailed information on how to schedule individual items.
1.
2.
3.
4.
5.
6.
7.

Scheduling Tutorials
Scheduling Skill Exams
Scheduling Concept Exams
Scheduling Document Assessments
Scheduling Performance Evaluations
Scheduling My Assignments
Computer Concepts Content

Here are other useful links to customize your course.
1.
2.
3.
4.
5.
6.

Organizational Features
Forums
Adding Labels
Composing a Text Page
Linking to a File or Web Page
Compose a Web Page

SNAP 2010 also has a feature available to help speed up the scheduling process. Group Scheduling
allows you to quickly modify a group of scheduled items at once.

Copying an Existing Course
You may wish to copy an existing course, which can be a huge time saver. This procedure is detailed
below.

View Demo: How to Move a Student from One Section to another Section
On the left pane, choose the course you wish to copy.
1. Click the Administration button on the far left.

2. Click the Copy button in the top center part of the page.

3. Select the activities from this existing course that you wish to copy over to your new course.

When you are satisfied with your selections, scroll down to the bottom and choose Continue. The
Course Files drop-down option should be left at No.
4. You will now be asked to update your course settings. Change the course name if you would like
and then change the course start date if the date is different. Finally, choose your course duration.

When you are satisfied with your settings, click Continue at the bottom.
5. SNAP will now take a moment or two to copy your course. When the course copy is complete, you
will see a confirmation message.

The copied course will now appear on the left pane.

Course Management
In this section you will learn about the many organizational features of SNAP, as well as information
you'll need to successfully administrate your course.

Course Administration
On the Administration pages, instructors can view and edit details about their courses, such as course
title, start date, course duration, and course textbook(s). The Administrative section also enables instructors to add, copy, and delete courses and sections, to enroll participants into sections, and to view activity
reports for course sections.

Courses
Add a Course
Please see our Building a Course section for information on creating a new course using the Course
Builder, or Scheduling Course Content Yourself

Copy a Course
Please see our Copy an Existing Course section for more information on how to copy a course.

Delete a Course
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Administration tab.

2. Click the Delete tab.

l

A warning message is displayed.
To continue with the course deletion, click the Yes button.
o To cancel the course deletion, click the No button.
o

Sections
Add a Section
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Administration tab.

2. Click the Section link in the course navigation pane.

3. Click the New tab.

4. On the next screen, enter a name for the section.
5. Make note of the Enrollment Key, or change it to something more relevant to your course.
6. [Optional] Choose a section to copy the settings from. By default, this option is left at None (do not
copy).

7. Click the Create section button.

Copy a Section
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Administration tab.

2. Click the Section link in the course navigation pane.

3. Click the Copy tab.

4. Select the section you wish to copy, then enter the name of the new section you are creating, and
create the Enrollment Key (or leave it as the automatically generated key).

5. Click the Create Section button.

Delete a Section
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Administration tab.

2. Click the Section link in the course navigation pane.

3. Click the Delete tab.

4. On the next screen, select a radio button next to an existing section.
5. Click the Delete Section button.

Recover a Deleted Section
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Administration tab.

2. Click the Section link in the course navigation pane.

3. Click the Recover tab.

4. If you have a previously deleted section that can be recovered, you will see a list of sections available to be recovered. If you have not deleted a section, you will receive a message stating there are
no sections to recover.

Note: The name of the section will appear as "Recover group #." This field is editable. Change this
to your desired section name.
5. Select the check box next to the section you wish to recover, and click Recover.

Enrollment Key
In order for your students to enroll in your course, they will need their unique Enrollment Key. This key is
unique to each SNAP section. If you have a course with two sections, each section will have a unique
Enrollment Key.

How to Find an Enrollment Key
To find your Enrollment Keys, click on the course you wish to look up the key for. Then:
1. Click on the Administration button on the far right.

2. Click on the Sections link in the left pane.

3. The table you see in the middle of your screen will show you the name(s) of your section(s) and the
corresponding Enrollment Key(s).

In this example, the Enrollment Key is example-enrollment-key. Your students will use this, along
with their Activation Code, to register for your class.

How to Change an Enrollment Key
If you wish to change your Enrollment Key, to something easier for you and your students to remember,
follow the steps to Find your Enrollment Key above, then:
1. Click the section title link, or your unique Enrollment Key link. Either will take you to a screen where
you can edit your Section Title and Enrollment Key.

2. Make any necessary changes, and click Save changes.

Enroll Participants
It is easy to enroll a participant into a course or section. This feature is particularly useful to provide more
advanced privileges to graduate students, to enroll non-editing instructors, when a student changes sections, or when a student is enrolled in more than one SNAP course. Note, however, that the participant
must already exist in the SNAP system to be enrolled into a section.

View Demo: How to Move a Student from One Section to another
Section

View Demo: How to Move a Student from One Course to another
Course

Enroll Students
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To enroll students to a course or section, complete the following steps:
1. Click the Administration tab.

2. Click the Participants link in the course navigation pane.

3. Click one of the role links in the Role column.

l

The options for course roles are Instructor, Non-editing Instructor, and Student.
l Instructors have full control over the course, and can make any changes, including changing
schedules for activities and editing grades.
l Non-editing Instructors can view the course and grades, but cannot make changes to the
course.
l Students are limited to what you have scheduled for them.

4. If, for example, you chose the Students, you can move a student into your course by dragging and
dropping their name from the Available Students box on the right to the Students box on the left.
l To remove students, drag and drop names from the Students box on the left to the Available Students box on the right.

l

If the name of a student does not appear in the Available Students box, enter a student name in
the Search Available Students box or Search All Users box.

Message Students
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Administration tab.

2. Click the Message Students link under Participants.

3. A table with the courses participants is generated.

In the Select column on the far right, check the students you want to send a message to. Alternatively, if you have a long list, there is a Select all button at the bottom.
Once you are satisfied with your selections, click the With selected users... dropdown at the bottom, and change it to Add / Send Message.
4. On the Message course users page, compose your message. This message will be sent to the
emails of the selected participants. You can review your currently selected users at the bottom right.

5. Once your message is complete, click Preview. You will be shown how your message will appear
with your formatting applied. If you are satisfied, click Send, otherwise click Edit to continue to edit
your message.

Reports
SNAP enables instructors to view and download reports that provide detailed information on course participation and activity.

View Reports
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Administration tab.

2. Click on Reports in the course navigation pane.

3. In the Choose which logs you want to see: section are a collection of dropdown lists that are
used to filter the content of a report. Instructors can filter the report by course, section, participants,
date, activities, and actions, and then view the resulting report in the Browser, or export as an Excel
format.

4. Click the Get these logs button.
Additional options on the Reports page include:
l
l

View a log of activity for the past hour.
View an activity report. The activity reports can be filtered by module, by time, and by role.

l

View statistics for the course.

View Student Information
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Grades tab.

l

The Grades tab is displayed.

2. Click on a name in the Student column.
l A filtered view of the grades page is displayed.

3. Click on the selected student name in the Student column.
l The Student Profile tab is displayed.

l

Options include:
o

Change password - enables an instructor to change the password for the student.

View Demo: Change Student Password

l

o

Unenroll me from (a course) - enables an instructor to remove the student from a course.

o

Login as - enables an instructor to log in to the student's account.

Instructors can also view the forum posts, blog entries, and activity reports for the selected student
by selecting one of the tabs at the top of the screen.

Message Students Based on Participation
SNAP has a messaging feature that allows the Instructor to see a list of students who have or have not
viewed or attempted an activity, then select a subset of the group (i.e. Those who have not attempted it)
and send them a message.
1. If you are teaching multiple courses, select the appropriate course on the left pane.
2. Click the Administration tab on the top right.

3. Click Reports on the left pane.

4. The Reports page is displayed. The bottom half of the page is the "Or watch current
activity" section, which will generate the specific report we are looking for.

5. In the Activity Module field at the bottom, enter the Grade Book category that the item in question
resides in, for example, Exam.

6. In the Look Back field, select an appropriate length to search over, for example, 3 weeks.

7. In the Show Only field, select Student, then click Go.

8. The Participation Report is now displayed.

In the Choose... field, select the specific assignment you want a report on, then click Go.
9. A table with your students will be generated. The All Actions column will show the last date the
item was attempted by the student. Click All Actions to sort in reverse order, and move the students
who have not attempted the item to the top. Students who have not attempted the item will display
"No."

10. Check the boxes next to the students who show "No."
11. In the With selected users... field, select Add/Send Message, then click Go.

12. You can now enter your message to your students. The text field in the middle of the page can be
styled however you like. The recipients of the message are displayed at the bottom of the screen.
Click remove to remove them from the message.

When you are happy with your message, click the Preview button.
13. The message will be displayed as it will appear to the student, who will receive it via email. Click
Send to send the message, and Edit to return to the edit message page.

Disable Click Tracking
SNAP 2010 Skill Exams and Performance Evaluations include a feature that saves a small screen shot
(click-image) for each click that occurs during the Exam/Evaluation. This gives Instructors a click-by-click
view of the student’s attempt, which can help determine the Student’s grade.
Click-images are uploaded directly from the student’s computer to the SNAP server. While each individual image is small in file size, it can be taxing to a network bandwidth.
The click-image feature will disable automatically if the SnapPlayer determines the network bandwidth
would be negatively affected. As an Instructor, you can also choose to disable this feature permanently
for each course.
1. If you are teaching multiple courses, select the appropriate course on the left pane.
2. Click the Administration tab on the top right.

3. Click on the course title, which is a blue link.

4. Your Course Settings page will load. The last line is Enable Click Tracking. By default, this feature is turned on. To turn it off, uncheck the box and click Save Changes.

How to Remove all Proctor Codes
When using the Course Builder to create a course, Proctor Codes are generated for every Exam and
Assessment. There is a simple and quick way to remove them all at once, and allow students to access
content without entering a password.
To remove Proctor Codes all at once:
1. Click the Administration tab.

2. Towards the bottom of the screen, in the middle, you will see a Proctor Codes section. This area
will show how many exams and assessments are currently protected by unique passwords. Click
Remove all proctor codes to remove all Proctor Codes at once.

3. You will be asked to confirm that you intend to remove all Proctor Codes. Click remove all.

4. To confirm that you have removed all Proctor Codes, click the Administration tab again. Review the
Proctor Codes section, which should state that there are currently no activities with Proctor Codes
in your course.

Admin Reporting
Description
A designated Admin instructor or group of Admin instructors can receive detailed reports on student progress both for their own students and all students at their school(s). The reports can be output as PDF documents or XLS files. The reports extract student grades using a date range and aggregate them by
school, course, sections, instructors, and textbook.
By selecting specific schools from a predefined list, Admin instructors can view several different report
types. This information is sent to the Admin instructor’s email via a Web link. The reports provide data
about student points earned compared to student points available. This data is available by individual
activity name or summarized by student, section, course, or school.

Admin Reporting Features
l
l
l
l
l

Available only to instructors selected by their sales rep.
Rep can provide the Admin instructor with a list of schools to select from.
Schools can have more than one Admin instructor.
Admin instructors need a SNAP 2010 profile but are not required to have an active course.
Admin profiles do not expire.

Note: This feature is not available to all Instructors. Please request this feature by contacting your
Local Account Manager.

Requesting Reports
To access admin reports,
1. Log into SNAP as an instructor and select your course.
2. Click the Administration tab.

3. Click the Admin Reporting link in the course navigation pane.

4. Your email should be shown in the “send results to” box.
5. Select a From and To date range.

6. Use the check boxes to select an individual report.
7. Select the check box next to your school(s).

8. Click the Get Reports button.
l

Depending on the size of the data collected, in a few moments your requested report will arrive in
your email.

Course Organization
SNAP 2010 includes numerous organizational features to help save you time, and improve the look and
flow of your course.

View Demo: Scheduling Tab Overview
The above video demo goes over:
1.
2.
3.
4.
5.
6.

Rearranging weekly activities using drag and drop feature.
Group Scheduling feature.
Updating labels.
Unscheduling Activities.
Adding resources.
Preview, reschedule, and report on activities from the Scheduling tab.

For more information on each feature, see the Resources and Group Scheduling sections.

Adding Resources
There are five types of resources available through the SNAP 2010 website that enable instructors to add
more teaching material to the course content page:
Forum
A forum is a place for instructors and students to interact. Instructors can add a forums to selected weeks
or schedule the forum to be always available.
Insert a label
A label is a way to add text to the content area of a course. Labels can be used as headers for topics or
modules, or to give quick instructions to students.
Compose a text page
A text page resource is a simple page written using plain text. Text pages do not contain any formatting
or images, but can be a good place to add additional information or instructions.
Link to file or website
A link resource enables instructor to add a link to an external resource or to an uploaded file.
Compose website
A website resource enables instructors to include web pages to the course content page.

Modifying Resources
From the Scheduling tab for a course, instructors can edit a resource by clicking the Edit icon, delete a
resource by clicking the delete icon, or rearrange the order of resources by dragging and dropping the
resource box.

Forum
This page provides information about how to add and modify Forum and Discussion Topics.

Add a Forum
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To add a Forum, complete the following steps:
1. Click the Scheduling tab.

2. Click the All Activities link in the course navigation pane.
3. Select Forum from a Add a resource… dropdown list.

4. Enter a Forum name.

5. Specify a Forum type.

6. Enter a Forum introduction in the web-based editor.

7. Specify the type of Forum subscription.

l

l

l

l

Subscribers will be sent email copies of every post in that forum (posts are sent about 30 minutes
after the post was first written).
Students can usually choose whether or not they want to be subscribed to each forum. However, if
you choose to force subscription on a particular forum then all course users will be subscribed automatically, even those that enroll at a later time. This is especially useful in the News forum and in
forums toward the beginning of the course (before everyone has worked out that they can subscribe
to these emails themselves).
If you choose the option "Yes, initially" then all current and future course users will be subscribed
initially but they can unsubscribe themselves at any time. If you choose "Yes, forever" then they will
not be able to unsubscribe themselves.
Note how the "Yes, initially" option behaves when you update an existing forum: Changing from
"Yes, initially" to "No" will not unsubscribe existing users, it will only affect future course users. Similarly, changing later to "Yes, initially" will not subscribe existing course users but only those enrolling later.

8. Specify an option for read tracking.

l

l

If 'read tracking' for forums is enabled, users can track read and unread messages in forums and discussions. The instructor can choose to force a tracking type on a forum using this setting.
There are three choices for this setting:

l
l
l

Optional [default]: students can turn tracking on or off for the forum at their discretion.
On: Tracking is always on.
Off: Tracking is always off.

9. Specify a maximum attachment size for uploaded files.

10. Specify whether posts should be rated and whether the ability to rate posts should be restricted to a
date range.

11. Specify whether there should be a restriction for the number of posts a student can post.

l

l

l

Students will be blocked from posting after a given number of posts in a given period, and as they
approach that number, they'll be warned that they are approaching the threshold.
Setting the warn threshold to 0 will disable warnings, and setting the block threshold to 0 will disable blocking. If blocking is disabled, warnings will automatically be disabled.
None of these settings affect teacher's posting

12. Select when the forum should be available and whether the forum should be visible to students.

13. Click the Save changes button.

View a Forum
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To view a Forum,
1. Click the All Activities link in the course navigation pane.
2. Click on a Forum title link.

3. Click on a Forum discussion topic to view a discussion.

l

The selected Forum discussion is displayed:

Modify Forum View
To modify how discussion topic replies appear, select an option in the Display replies... drop-down list.

Edit a Forum
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To edit a Forum,
1. Click on the Scheduling tab.

2. Click the All Activities link in the course navigation pane.
3. Click on the Update icon

next to a Forum title.

4. Modify the Forum settings.
l

For more details, see the Add a Forum section on this page.

5. Click the Save Changes button.

Delete a Forum
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To delete a Forum,
1. Click on the Scheduling tab.

2. Click the All Activities link in the course navigation pane.
3. Click on the Delete icon

next to a Forum title.

4. Click the Yes button.

Add a Discussion Topic
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To add a Discussion Topic,
1. Click the All Activities link in the course navigation pane.
2. Click on a Forum title link.
3. The selected Forum is displayed.

4. Click the Add a new discussion topic button.

5. Specify a post title in the Subject textbox.
6. Enter the post in the web-based text editor.
7. Specify whether or not to send email copies of the post made to the discussion topic.

Optional: To include a file attachment, click the Browse... button and navigate to a file on your computer.

8. Click the Post to forum button.

Edit a Discussion Topic
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To edit a Discussion Topic,
1. Click the All Activities link in the course navigation pane.
2. Click on a Forum title link.
3. The selected Forum is displayed.
4. Click on a Discussion Topic title link.

The Discussion Topic is displayed.

5. Click the Edit link.
6. Modify the post in the web-based text editor.
l

Optional: Change the post title in the Subject textbox.

l

Optional: Specify whether or not to send email copies of the post made to the discussion topic.

l

Optional: To include a file attachment, click the Browse... button and navigate to a file on your computer.

7. Click the Save Changes button.

Reply to a Discussion Topic
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To reply to a Discussion Topic,
1. Click the All Activities link in the course navigation pane.
2. Click on a Forum title link.
3. The selected Forum is displayed.
4. Click on a Discussion Topic title link.

The Discussion Topic is displayed.

5. Specify a post title in the Subject textbox.
6. Enter the post in the web-based text editor.
7. Specify whether or not to send email copies of the post made to the discussion topic.

Optional: To include a file attachment, click the Browse... button and navigate to a file on your computer.

8. Click the Post to forum button.

Move a Discussion Topic
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To move a Discussion Topic,
1. Click the All Activities link in the course navigation pane.
2. Click on a Forum title link.
3. The selected Forum is displayed.
4. Click on a Discussion Topic title link.

The Discussion Topic is displayed.

5. Select an option in the Move this discussion to... dropdown list.

Delete a Discussion Topic
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To delete a Discussion Topic,
1. Click the All Activities link in the course navigation pane.
2. Click on a Forum title link.

3. The selected Forum is displayed.
4. Click on a Discussion Topic title link.

The Discussion Topic is displayed.

5. Click the Delete link.
6. Click the Yes button.

Frequently Asked Questions
Can I modify student posts?
Yes. Instructors can edit and delete student posts.
How do I change the maximum file attachment size?
See the Edit a Forum section on this page. There is an option that enables instructors to change the file
attachment size limit.

Insert a Label
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Select Insert a label from the Add a resource… dropdown list.

3. On the next screen, enter a name.
4. Enter a brief summary.
5. Enter the text to appear in the label in the web-based editor.
l For example, the text “Required Reading” might be useful to add above a list of links to external
web pages or above a text file that lists reading material.
6. Specify whether the resource should open in the same window or in a new browser window.
7. Specify whether the resource should be visible or hidden to students.
l This option is useful if an instructor would like to make resources visible on an ongoing basis.
8. Click the Save Changes button.

Compose a Text Page
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Select Compose a text page from the Add a resource… dropdown list.

3. Enter a name.
4. Enter a brief summary.
5. Add text in the Full text box.
l The text entered into the Full text box is the text that becomes visible when students click on the
file name on the course content page. It is possible to paste text from another application, such as
MS Word, or from any other location. The option exists to add formatting, such as html formatting,
to create nice-looking web pages.
6. Specify whether the resource should open in the same window or in a new browser window.
7. Specify whether the resource should be visible or hidden to students.
l This option is useful if an instructor would like to make resources visible on an ongoing basis.
8. Click the Save Changes button.

Link to a File or Web Site
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Select Link to a file or web site from the Add a resource… dropdown list.

3. Enter a name.
4. Enter a brief summary.
5. Enter the link to the file or web site.
l To select a file or upload a file, click the Choose or upload file… button, on the next screen,
select the choose link beside a file that has already been uploaded or upload a file first and then
select the choose link. A link will be created to a file stored on the SNAP content system.
l To search for a website, click the Search for Web page… button. This will open up a new
browser window and display the Google search engine start page. When the web page has been
located, copy the URL from the address bar and paste it into the Location textbox.
6. Specify whether the resource should open in the same window or in a new browser window.
7. Specify whether the resource should be visible or hidden to students.
l This option is useful if an instructor would like to make resources visible on an ongoing basis.
8. Click the Save Changes button.

Compose a Web Page
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Select Compose web site from the Add a resource… dropdown list.

3. Enter a name.
4. Enter a brief summary.
5. Create the web page in the web-based editor.
l The editor provides a word-processor interface embedded in your web page to allow instructors to
edit text in an intuitive way, and produces normal HTML code. There are many different formatting
options included with the editor that enables instructor to use templates, to add tables, to add
links, and to add images.
6. Specify whether the resource should open in the same window or in a new browser window.
7. Specify whether the resource should be visible or hidden to students.
l This option is useful if an instructor would like to make resources visible on an ongoing basis.
8. Click the Save Changes button.

Group Scheduling
The SNAP 2010 Learning Management System (LMS) includes a Group Scheduling function.

Description
Group Scheduling
Instructors can select a group of activities from the LMS Scheduling assignments page and either
unschedule the selected activities, schedule the selected activities as Always Available, or assign them
to a specific week in the course. This is a useful feature when moving an entire weeks’ worth of activities
from one week to another. Instructors can easily accommodate “snow days” or other circumstances that
require rescheduling a group of activities.

Group Scheduling - Syllabus Page
Instructors can select a group of activities from the SNAP Scheduling assignments page and either
unschedule the selected activities, schedule the selected activities to be Always Available, or assign
them to a specific week in the course.

Group Schedule Activities
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click on the Scheduling tab.

2. Click on the All Activities link in the course navigation pane.

3. Scroll to the week from which the activities will be moved.
4. Check the box to the right of all of the activities within the current week that are to be moved.

5. Select the destination week from the Change Week drop down list.

l

The system will automatically move the selected activities to the bottom of the destination week
and re-display the web page.

l

In the new destination week the individual items can be dragged to a specific order of appearance.

Group Scheduling - Activity Page
SNAP allows Instructors to select groups of similar activity types from the specific activity type listing
page and change various scheduling parameters.
To group schedule from an activity page:
1. Click the Scheduling tab in the upper right corner.

2. Choose the activity type you would like to group schedule for and click on it in the left navigation
pane.

In this example we wish to group schedule Concept Exams.
3. The activity page is shown. The table includes all activities of the type you chose, and a brief summary of their current scheduling parameters.

4. Check the box(es) in the Edit Scheduling column that correspond to the items you wish to group
schedule.

You can also use the Check All and Toggle All buttons to quickly select or deselect all activities on
the page.

5. Once you are satisfied with your selections, click the Edit Scheduling button.

6. The scheduling page will come up. Set the scheduling parameters however you'd like. These are
the same parameters that appear on the regular scheduling page (when scheduling for an individual item).

In this example, we want to schedule several Concept Exams as Always Available, but leave their
other scheduling parameters untouched.
7. When you are satisfied with the parameters you've set, scroll to the bottom and click Save
changes.

Note: After clicking Save changes, depending on the number of items you've chosen to schedule,
SNAP may need a few moments to work.
8. The page will refresh and show you that the items you specified have been successfully updated.

9. After a short while, SNAP will be redirected back to the activity page. You will now see the scheduling parameters have been changed.

Holiday Rescheduling
There may come a time while using SNAP that an Instructor needs to push the rest of the course back a
week. This could be because of fall or spring break, or a snow day. Whatever the reason, SNAP gives
you the option to do this.

How to Add a Holiday Week
1. Click the Scheduling tab in the upper right corner.

2. Click the All Activities link in the left course navigation pane.

3. Scroll down until you are at the week for which you would like to insert an empty week. Scroll to the
bottom of the week and click the Manage Week dropdown. Select Insert Holiday Week.

In this example, we wish to bump everything in the course back a week because of a blizzard the
first week of school. The first week of classes was set for September 3 - 10 and we need to push it
back a week.

Note: After clicking Insert Holiday Week, SNAP will take a few moments to move all items from
then on one week into the future. Depending on how large the course is, or how much content is
being moved, this could take a few minutes.
4. Once the page refreshes, the empty week will have been inserted. In this example, Week 1 has
been pushed back to September 10 - 16, and a blank week has been inserted in it's former time slot
(September 3 - 9).

How to Remove a Holiday Week
Should you encounter a situation where you need to remove a week for any reason, SNAP also gives
you the ability to do so.
1. Click the Scheduling tab in the upper right corner.

2. Click the All Activities link in the left course navigation pane.

3. Scroll to the week you'd like to remove. Scroll to the bottom of the week. Click the Manage Week
dropdown and select Unschedule & Remove Week

In this example, we're choosing to unschedule the empty week we inserted earlier.
4. SNAP prompts you to make sure you really want to remove the week. Click OK.

Note: A deleted week cannot be recovered.

Course List Organization
If you are teaching multiple courses, depending on your screen resolution, the left course navigation
pane could get a little crowded. SNAP allows you to reorder, and even hide these courses in the left navigation pane.

How to Organize the Course List
To organize the course list as it appears on the left course navigation pane:
1. Click the Account link in the far upper right corner of the screen.

2. Click the Course Management tab.

3. The course management table will be shown. The Navigation Sort Order column displays the current order of your courses on the left navigation pane. Change the numbers to reorder the courses.

For example, if you want the Access course to appear on the top of the course navigation pane as
opposed to second, change the number in the Navigation Sort Order column to any number less
than 10.
4. When you are satisfied with your changes, click the Save button at the bottom of the page.

The course list order has now been udpated.

How to Hide a Course
Hiding a course does not remove the course from the database, and no student data is lost. If a course is
hidden by an Instructor, it's only hidden from the Instructor, all enrolled students will still have access to
the course and any scheduled material.
1. Click the Account link in the far upper right corner of the screen.

2. Click the Course Management tab.

3. The course management table will be shown. The Hide In Navigation column shows whether a
course is currently hidden from view (denoted by a checked box) or visible (unchecked box) on the
course navigation pane.

To hide a course, check the box in the Hide In Navigation column. To unhide a course, uncheck
the box.
4. Once you are satisfied with your selections, click the Save button at the bottom of the page.

The course list order has now been udpated.

Grade Book
SNAP automatically stores scored work in the SNAP Grades section.
In the Grades section for a course, instructors can:
l
l
l
l
l
l
l

Add grade categories and grade items to the Grades section.
Specify how assignments are organized in the grades page.
Specify how the grade items appear to instructors and to students.
View grade details and download grades in various formats.
Hide a grade category for instructors and students until a later time.
Change the grade letter schema to mirror grading policies of an academic institution.
Specify grading method.

View Grades
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Grades tab.

l

l

l

The Grades page is displayed.

Note: Until at least one grade from one student has been submitted for the course, no grade will
be displayed on the View Grades page.
Click a name in the Student column to filter the grades table to show only grades for that student.
Click the selected student's name one more time to View Student Information.

Download Grades
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Grades tab.

l

l

The Grades page is displayed.

Note: Until at least one grade from one student has been submitted for the course, no grade will
be displayed on the Grades page.

2. Click the Download in Excel format button or the Download in text format button.
3. Depending on your browser, follow the on-screen pop-ups to save the file.

Edit Grades
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Grades tab.

2. Click the Edit tab.

l

l

The row below each category heading displays the maximum points available for that activity and
a text box where instructors can add a grade.
Select a value from the Current Grade Category dropdown list to view grades for another grade
category.

3. Place the cursor in the applicable text box and enter a grade value.
4. Click the Save Grade Changes button.

Grade Preferences
The Grades Preferences tab enables instructors to modify how grades appear in the Grades section of
the website.

Edit Grade Preferences
To edit the grade preferences for a course:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Grades tab.

2. Click the Preferences tab.

3. Enter grade preferences by selecting options from the available dropdown lists.
Options
l

l

l

l

l

l
l

l

Display Weighted Grades: Options include whether weighted grades are hidden, visible to
instructors only, or visible to everyone.
Display Points: Options include whether points are hidden, visible to instructors only, or visible
to everyone.
Display Percents: Options include whether grades in percents are hidden, visible to instructors
only, or visible to everyone.
Display Letter Grades: Options include whether letter grades are hidden, visible to instructors
only, or visible to everyone.
Letter Grade: Options include whether to use percent or to use weighted grades to determine
letter grades.
Reprint Headers: Options include none and 1 to 100.
Show Hidden Items: Options include yes or no.

The options selected on the Preferences tab are reflected on the View page.

4. Click the Save Preferences button to save changes.

Set Grade Categories
Grade categories are used to organize how grades appear on the Grades screen.

Edit Grade Categories
To edit the settings for a grade item on the Set Categories screen:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Grades tab.

2. Click the Set Categories tab.

3. On the Set Categories tab, instructors can change the grade category for an existing grade item,
specify whether a grade item is graded on a curve, and whether a grade item should be considered
extra credit.

Note: The Curve To field will change the denominator when calculating a students score. If a 10
point assignment is Curved To 5 points, students will keep their score, but the denominator will
change from 10 to 5.
4. Click the Save Changes button to save changes.

Add a Grade Category
To add a grade category:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Grades tab.

2. Click the Set Categories tab.

3. Enter a grade category title in the Add Category textbox.
4. Click the Add Category button.

Delete a Grade Category
To delete a grade category:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Grades tab.

2. Click the Set Categories tab.

3. Select a grade category title in the Delete Category dropdown list.
4. Click the Delete Category button.

Set Grade Weights
The Set Weights tab enables instructors to modify the weight of each grade category toward the final
grade in a course.
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To set grade weights for a course:
1. Click the Grades tab.

2. Click the Set Weights tab.

Options include changing the weight associated with a grade category, whether to drop the lowest score
in a grade category, whether a grade category can contain bonus points, and whether a grade category is
visible or not.

3. Edit the values and click the Save Changes button.

Set Grade Letters
The default grade letter settings uses a plus and minus letter grade system. It is possible to create a new
range system that better corresponds with the grading policies of your school or university.
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To change the range for grade letters,
1. Click the Grades tab.

2. Click the Set Grade Letters tab.

3. Modify the existing settings by entering new grade letters and grade values.

4. Click the Save Changes button.

Manage Assignments
Add a New Assignment
In addition to the Scheduling tab, instructors can add a new assignment for a course from the Manage
Assignments tab. Managed assignments are graded activities that are managed and graded by the
instructor, examples include attendance, special projects, and other work not included in the SNAP content.

View Demo: How to Create a Managed
Assignment in the Grade Book
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Grades tab.

2. Click the Manage Assignments tab.

3. Enter a title in the Assignment Name textbox.
l Optional: Provide a brief description of the assignment in the Description textbox.
4. Specify a grade category for the new grade item by selecting an item from the Category dropdown
list.
5. Enter the available points for the new assignment in the Points textbox.
6. Click the Add Assignment button.

See the Edit Grades section for information on how to enter scores for activities.

Delete an Existing Assignment
After creating an assignment, you may want to remove it. To delete an existing assignment:
1. Click the Grades tab.

2. Click the Manage Assignments tab.

3. At the bottom, you will now see the option to delete an assignment. Use the Select an Assignment
to delete dropdown to choose the assignment you wish to remove.

Once you are satisfied with your selection, click Delete Assignment.

Reordering the Grade Book
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.

Reorder Categories
1. Click the Grades tab.

2. Click the Set Weights tab.

3. The Set Weights page is displayed. The farthest right column is labeled Gradebook Order. Changing the numbers in this list will logically place the items in order in the grade book. For example, if
you wanted to move Tutorials to the first column in the grade book, you would change the value in
the Gradebook Order column to be less than 10.

4. When you are satisfied with your order changes, scroll to the bottom of the page and click Save
Changes.

The categories will now be ordered in the order you specified.

Reorder Individual Activities
1. Click the Grades tab.

2. Click the Set Categories tab.

3. The Set Categories page is displayed. The farthest right column is labeled Gradebook Order.
Changing the numbers in this list will logically place the items in order in the grade book. For example, if you wanted to move Assignment 1 to the first column in the grade book, you would change

the value in the Gradebook Order column to be less than 100.

Note: Items can only be ordered within their categories. All items in a category will be grouped
together.
4. When you are satisfied with your order changes, scroll to the bottom of the page and click Save
Changes.

The grade book is now in the order you specified.

Tutorials
Tutorials are interactive on-screen lessons linked to corresponding chapters of specific Paradigm textbooks on Microsoft® Office 2010 and computer concepts. Tutorials are comprised of audio-enhanced,
hands-on demonstrations, and review exercises that enable students to apply the skills demonstrated in
the tutorial.

How to Preview a Tutorial
Preview an Unscheduled Tutorial
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click on the Home tab.

2. Click on the All Tutorials link in the course navigation pane.

3. Click on a Tutorial link.

4. On the Launch Tutorial screen, information about the selected tutorial is displayed:
l The textbook associated with the tutorial.
l The level and section associated with the tutorial.
l The full title of the tutorial.

5. Select the Launch this Tutorial with Audio checkbox to include audio with the tutorial.
Note: Not all Tutorials include audio.
6. Click the Launch Tutorial button.
7. Follow the directions to work through the tutorial.
Tutorial Navigation
l
l
l
l

Click the Next button to move to the next screen of the tutorial.
Click the Previous button to move to the previous screen of the tutorial.
Click the Restart button to restart the tutorial.
Click the Audio button to turn the audio on or off.
o Note: You must have selected the Launch this Tutorial with Audio checkbox for
this option to work.

8. Click the Exit button to close the tutorial.

Preview a Scheduled Tutorial
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click on the Home tab.

2. Select an option from the course navigation pane to locate scheduled activities.

3. Click on a Tutorial link.

l

For more information, see step 4 of the Preview Unscheduled Tutorial section of this page.

How to Schedule a Tutorial

View Demo: How to Schedule Tutorials
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click on the Scheduling tab.

2. Click on the Tutorials link in the course navigation pane.

3. Click on a Schedule this link.

Common Module Settings
4. Select the sections for which the tutorial should be made available.
5. Specify whether the tutorial should be visible or not by selecting either Show or Hidden in the Visible dropdown list. The default is Show.

Timing
6. Provide information about when the tutorial should be made available.
l The two options are: Always Available or schedule a date and time for when the tutorial will be
available and when it will become unavailable.

Grades
7. Enter the maximum points available for the tutorial.
8. Specify how to grade the tutorial.
l Options include practice and highest grade.
9. Enter decimal digits in grades.
l This option helps to set the number of decimal digits allowed in the grade scores.
l This option does not affect the internal calculations and rounding of grades.

10. Click the Save changes button at the bottom.

How to View Tutorial Reports
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click on the Home tab.

2. Click on the All Tutorials link in the course navigation pane.

3. Click on a Tutorial link.

4. Click on the Report tab.

5. The Report for the specific Tutorial you chose is now shown on the screen. You will see a list of
your students' attempts that includes when the Tutorial was attempted, the time taken, and whether
or not it has been completed.

Click the Download in Excel format button to download the student results in Excel file format.
Return to top

Skill Exams
Skill Exams are comprised of interactive questions in which students perform a task using a Microsoft
Office 2010 application. Skill Exams effectively test students’ comprehension and skills using the actual
application they are learning, rather than a simulation of that application.

How to Preview a Skill Exam
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click on Skill Exams link in the course navigation pane.

3. Click on a Skill Exam link.

l

The selected Skill Exam information page is displayed.

4. Click the Preview tab.

l

The selected Skill Exam preview page is displayed.

Note: The example image shown on the Preview page will reflect what browser you are using.
The above example is for Internet Explorer 9.
5. Click on the Launch Exam button.
6. Depending on what browser is being used, follow the example image on the Preview page. In the
above example, for Internet Explorer 9, the Open button would be selected.
Note: If an instance of the Microsoft Office application used in the exam is already open, a message box
will appear to ask you to close the application before the exam can begin.
7. The Microsoft Office application used in the Skill Exam opens and displays in the top portion of the
window.

l

Information about the exam, such as the problem statement, navigation buttons, and status information is displayed below the application window.

8. Follow the directions displayed in blue text in the lower portion of the window.
9. Use the directions to perform the actions in the application window.

Exam Information
l

If more than one attempt is allowed for each skill item, a status box displays number
of attempts completed and number of attempts allowed for each skill item.

If a time limit is used:
A floating timer window will be displayed with a countdown.
When the timer has run out, the score is submitted automatically, but the attempt
does not close unless the student closes it manually.

l
l

Note: If a student spends more than 60 seconds over the allotted time then the
exam is automatically graded zero.
If a time limit is not used:
A time elapsed window is displayed to inform the student of how much time has
passed since he or she started the exam.

l

Exam Navigation
l

Click the Reset button to reset the application window.

The application window will revert to how it appeared when the exam question, or step, started.
Below the question number that you are on are three important features:
l

l

l

l

l

Select the Auto Reset checkbox to reset the application window when the Click
Answer button is clicked.
l

l

l

The View All button (left button that looks like a list) will display a list of questions on the current exam, and give you the option to jump to any question at
any point.
The Detail button on the right will show you the problem statement in a popup
window if you prefer to view it that way.
The number beneath these buttons is the version of the SnapPlayer you are
using.

If this option is not selected, you can click the Reset button to reset the application window.
This setting can be changed at any time.

Click the Check Answer button to see if the step, or question, has been
answered correctly. If the answer is correct, the Check Answer button will display the text Correct, and the exam will progress to the next section step.
l

If more than one attempt is allowed for each skill item, and the answer is incorrect, the Check Answer button will display the text Incorrect, and the exam
will progress to the next section step, and an attempt will be added to the
attempt status field.

l

Click the Next button to move to the next question.

l

Click the Previous button to move to a previous incomplete step.
Note: Once a question has been answered correctly, it is no longer possible to
navigate back to that question.

l

Click the Exit button to exit the exam.

l

A dialog box is displayed that asks if you are ready to exit the exam.

l

Click the Yes button to submit your answers or click the No button to continue
the exam.

10. When all of the questions have been answered, an Exam Complete message will display and the
exam window will close.
11. The exam information page is displayed.
l Based on the settings, the exam information page will display the grade on the page tab and for
each attempt: the attempt number, the date and time the attempt was completed, and some feedback about how well the student did on the exam.
l If more than one attempt is allowed for the exam, the page will display a Re-attempt exam button.

l

If the exam was closed before each question had been answered, the page will display a Continue the last attempt button.

How to Schedule a Skill Exam

View Demo: How to Create
and Schedule Skill Exams
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Skill Exams link in the course navigation pane.

3. Select a skill exam and click its Schedule this link.

4. Leave the Schedule by dropdown at the top left selected to "Sections." If you want the scores to go
to the grade book, this is required.
Note: The option to select Students in.... is available to you should you need to change the schedule for one individual student due to extenuating circumstances.

General Exam Settings
l

l

Optional: Rename the exam by entering a new name in the Exam Name textbox.

Optional: Include a brief Introduction for the exam.
l Students will see the introduction when clicking on the exam from the course content
page.

Common Module Settings
5. Specify the section(s) or student(s) for which the exam should be available.
l If the Section option was selected in the Schedule by dropdown list, select the section(s) for which
the exam should be made available.

l

If the Students option was selected in the Schedule by dropdown list, select the student(s) for
which the exam should be made available.

6. Specify whether the exam should be Visible.
l The default is Show.

Exam Timing
7. Provide information about when the exam should be made available.
l Always available - If this option is selected the exam will be available for the duration of the
course.
l Open and Close Exam - Specify a date and time for when the exam will be available and for
when the exam will become unavailable.

8. Provide information about a Time limit for the exam.
l By default, exams do not have a time limit, which allows students as much time as they need to
complete the exam.
l To use a time limit, uncheck the Disabled checkbox and specify the number of minutes in the
time limit textbox.
l If you specify a time limit, SNAP does several things to ensure that exams are completed within
that time:
o Javascript support in the browser becomes mandatory and this allows the timer to work correctly.
o A floating timer window is shown with a countdown.
o When the timer has run out, the exam is submitted automatically with the answers that have
been provided up to that point.
o If a student manages to cheat and spends more than 60 seconds over the allotted time the exam
is automatically graded zero.

9. Specify whether the Exam expires.
l If checked, this option will force the termination of a skill exam when the close date and time have
been reached. This option will override the exam time limit if a student begins an exam with less
time available to finish the exam. Work up to that point is saved and graded.

10. Specify whether to use a Time delay between exam attempts.
l Time delay between first and second attempt - Select one of the options to set a time delay
between the first and the second exam attempt.
l Time delay between later attempts - Select one of the options to set a time delay between later
exam attempts.

Exam Attempts
11. Specify the number of exam Attempts allowed.
l Options include unlimited attempts and 1-6 attempts.

12. Specify the number of Attempts per skill item.
l This option sets how many times students can attempt a skill item.

13. Specify whether or not to Shuffle questions.
l This option shuffles the order in which the questions appear on the page.

14. Specify whether to Allow students to resume attempts.
l If checked, and scheduling and timing permits, students can pause a skill exam then resume the
exam on the same or a different computer. The system will save all work to this point, freeze the
timer, and halt the exam. The student may resume the exam and finish the attempt.

Exam Grades
15. Enter the Maximum Grade points available for the exam.
l This option allows an instructor to set how many points an exam is worth.
l For example, if there are 5 skill items on a 10 point exam, each item will be worth 2 points.
l The default value is 10.

16. Specify the Grading method for the exam.
l Practice - The practice option does not register the grade of exam attempts in the gradebook.
l Highest grade - The highest grade option registers the best grade out of all exam attempts in the
gradebook.
l Average grade - The average grade registers the average (simple mean) grade of all exam
attempts in the gradebook.
l First attempt - The first attempt registers the grade gained on the first exam attempt and the grade
of later attempts are ignored.
l Last attempt - The last attempt registers the last exam attempt in the gradebook.

17. Enter Decimal digits in grades.
l This option set the number of decimal digits allowed in the grade scores.
l This option does not affect the internal calculations and rounding of grades.

Exam Help
18. Specify whether or not to Allow help window.
l If checked, the SNAP Player will prevent a student from using the Office application’s Help feature to solve a skill item.

Students may review
19. Specify what material Students may review.
l Later, while the exam is still available - Specify what information students will be able to review
when the exam is still available.
l After the exam has been closed - Specify what information students will be able to review when
the exam is no longer available.
l Options for the type of information students may review include view responses, scores, correct
answers, and feedback.

Exam Security
l
l

Optional: Specify whether to Require Proctor Code.
Students must enter that proctor code correctly to be able to take the exam.

Overall Feedback
l
l

Optional: Provide Overall feedback.
The overall feedback is text that is shown to a student after they have completed an exam attempt.

l

The text that is shown will depend on the grade of the exam attempt.
For example, if the following grade boundaries are defined:
Grade boundary: 100%
Feedback: Well done
Grade boundary: 40%
Feedback: Please study this week's work again
...
Grade boundary: 0%
Then students who score between 100% and 40% will see the "Well done" message and students
who score between 39.99% and 0% will see the other message. The grade boundaries define
ranges of grades and each feedback string is displayed to scores within the appropriate range.

l

The grade boundaries can be specified as a percentage or as a number. If your exam is out of 10
marks, a grade boundary of 7 means 7/10 or better.

20. Click the Save changes button.

How to Create a Skill Exam

View Demo: How to Create
and Schedule Skill Exams
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Skill Exams link in the course navigation pane.

3. Click on the New Exam tab in the upper right corner of the page.

4. On the next screen, enter a name for the exam.
5. Select a textbook chapter from the Skill Questions Bank dropdown list.

l

The available questions titles are displayed.

l

l
l

To view more details about each question, select the Show Skill description in the Skill list
checkbox.

To preview a question, click the magnifying glass icon.
The questions can be sorted alphabetically, by chapter, or by Skill ID.

6. Click on the Add to exam icon (the two left pointing angle brackets) to transfer questions from
the available questions to the exam. Or, select multiple textboxes, and click the Add Selected to
Exam button.

l

l
l

To add a number of random questions to the exam, enter an integer value in the Add Random
Questions textbox and click the Go button.

To reorder questions in the exam, click the up and down arrow icons.
To remove a question, click the Remove icon.

7. Enter the maximum points available for the exam in the Maximum grade textbox.
8. Make certain all of the points add up to the value entered in the Maximum grade textbox.
9. Click the Save changes button.

How to Edit a Skill Exam
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
Note: If a student has taken the exam the items cannot be removed from the exam.
1. Click the Scheduling tab.

2. Click on Skill Exams link in the course navigation pane.

3. Click on a Skill Exam link in the Exam Title column.

4. Click the Edit tab.

l

The Edit tab is displayed.

l

The options displayed on the Edit tab are the same as the options displayed when clicking the
New Exam tab. For more information, see the Create a Skill Exam page.

5. Modify the exam settings.
6. Click the Save changes button.

How to Share a Skill Exam
SNAP enables instructors to share Skill Exams with other instructors at the same school.
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Skill Exams link in the course navigation pane.

3. Click the share link next to the exam name to make that exam available to other instructors.

l

The share link changes to unshare. To make the exam unavailable to other instructors, click the
unshare link.

How to Copy a Skill Exam
To copy a Skill Exam,
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click on Skill Exams link in the course navigation pane.

3. Click the Copy Exam tab.

4. On the next screen, select an option from the Copy Exam from dropdown list.

How to Copy an Exam from One of my courses
l

Choose the "One of my courses" from the Copy Exam from dropdown list.

Note: If you are trying to copy an exam from the course you are currently in, the course will say "current" next to the name.
l

A table will generate will the available exams to copy.

Note: You will only be able to copy exams that use questions from the textbooks that your course
utilizes.
l

Find the specific exam you would like to copy and click the Copy link in the Action column.

The new Skill Exam is added to the Skill Exams page.

How to Copy an Exam that is Shared by another Instructor
Before you can copy an exam from another Instructor, the Instructor needs to set the exam to "shared."
For directions to share an exam, see the Share a Skill Exam page.
l

Choose the "Shared Exam in my school" from the Copy Exam from dropdown list.

l

Find the specific exam you would like to copy and click the Copy link in the Action column.

The new Skill Exam is added to the Skill Exams page.

How to Copy a SNAP built-in Exam
l

Choose the "Shared Exam in my school" from the Copy Exam from dropdown list.

l

Find the specific exam you would like to copy and click the Copy link in the Action column.

The new Skill Exam is added to the Skill Exams page.

How to Unschedule a Skill Exam
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Skill Exams link in the course navigation pane.

3. On the next screen, click an

unschedule icon.

How to Delete a Skill Exam
To delete a Skill Exam,
1. Click the Scheduling tab.

2. Click the Skill Exam link in the course navigation pane.

3. On the next screen, click a

Delete icon.

4. On the next screen, click the Yes button to delete the exam. Click the No button to cancel the deletion.

How to View Skill Exam Reports
View Skill Exam Reports
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click on Skill Exams link in the course navigation pane.

3. Click on a Skill Exam link.

4. Click the Reports tab or click on the attempts link in the Attempts column.

l
l

On the next screen, a list of student attempts is displayed.
Click the Download in Excel format button to download the student results in Excel file format.

Override Grade for a Skill Exam Question
Skill Exams are graded automatically but instructors have the option to override the grade for a question.
1. Click on a link in the Started on, Completed, or Grade column to view a student attempt.
l The student attempt is displayed.
l If the student has made more than one attempt, instructors can view another attempt by clicking a
number link in the Attempts row.

l
l

Further down on the page, information about each question is displayed.
Click a Show Details link to view more information about the result or about alternate methods.

2. Click the Make comment or override score link to change the grade for the skill item.
l The Make comment or override score popup box is displayed.

3. Enter an optional comment in the Comment textbox.
4. Enter a grade in the Grade textbox.
5. Click the Save button.

How to Delete a Skill Exam Attempt
When students have completed Skill Exams, those attempts will appear on the Skill Exams page.
You may come across a situation where you need to delete a students attempts. To delete a Skill Exam
attempt, complete these steps:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Skill Exams link in the course navigation pane.

l

The Skill Exams page is displayed. Select a Skill Exam.

3. Click the Reports tab.

The Reports tab for the Skill Exam is displayed.

Note: Lines in the table with blank name fields mean subsequent attempts for the student directly
above it. In the above example, the two blank name fields are Tyler Johnson's 2nd and 3rd
attempts.
4. Determine which students attempt you want to delete. Select the check box in the Delete column
corresponding to the attempt you want to delete.
5. Change the With Selected dropdown to Delete.

6. A warning message will pop up, asking you to confirm your decision. Click OK.

Concept Exams
Concept Exams are comprised of true/false, multiple-choice, or other kinds of objective questions that
test the student’s knowledge of computer concepts and the specific program he or she is learning. Instructors can also create and add their own concept questions.

How to Preview a Concept Exam
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click on Concept Exams link in the course navigation pane.

l

The Concept Exam information page is displayed.

3. Click on a Concept Exam link.
4. Click the Preview tab.

l
l

The Concept Exam Preview page is displayed.
The exam is displayed as a student would see it. As an instructor you can take the exam, however the results are not saved.

How to Schedule a Concept Exam

View Demo: How to Create
and Schedule Concept Exams
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click on Concept Exams link in the course navigation pane.

3. Click on a Schedule this link.

4. Select to schedule by section or to schedule by students in a section by selecting an option in the
Schedule by dropdown list.

General

l
l

Optional: Rename the exam by entering a new name for the exam.
Optional: Include a brief introduction for the exam.

Common Module Settings
5. If the Section option was selected in the Schedule by dropdown list, select the sections for which
the exam should be made available. If the Students option was selected in the Schedule by dropdown list, select the students for which the exam should be made available.
6. Specify whether the exam should be visible or not by selecting either Show or Hidden in the Visible dropdown list. The default is Show.

Timing
7. Provide information about when the exam should be made available.
l The two options are: Always available or specify a date and time for when the exam will be available and when it will become unavailable.
8. Provide information about time limits for the exam.
l By default, exams do not have a time limit, which allows students as much time as they need to
complete the exam.
l To use a time limit, uncheck the Disable checkbox and specify the number of minutes in the Time
limit textbox.
l If you do specify a time limit, then SNAP does several things are done to try and ensure that
exams are completed within that time:
o Javascript support in the browser becomes mandatory - this allows the timer to work correctly.
o A floating timer window is shown with a countdown.
o When the timer has run out, the exam is submitted automatically with whatever answers have
been filled in to that point.
o If a student manages to cheat and spends more than 60 seconds over the allotted time then the
exam is automatically graded zero.
l Optional: Specify a time delay between first and second attempt.
l Optional: Specify a time delay between later attempts.

Attempts
9. Specify how many exam attempts should be allowed.

Display
10. Specify the number of questions that will be displayed on each page of the exam.
Note: It is strongly suggested that if the exam is long or if it there is no time limit, that the number of
questions per page be set to a finite number.
11. Specify whether the order of questions should be shuffled.
12. Specify whether components of the questions (such as multiple choices) should be shuffled within
the questions.

Grades
13. Enter the maximum points available for the exam.
14. Specify how to grade the exam.
l Options include practice, highest grade, average, first attempt, and last attempt.
15. Enter decimal digits in grades.
l This option helps to set the number of decimal digits allowed in the grade scores.
l This option does not affect the internal calculations and rounding of grades.

Students may review
16. Specify what material students may review immediately after the exam has been completed.
l Options include view responses, scores, answers, and feedback.
17. Specify what material students may review while the exam is still available.
l Options include view responses, scores, answers, and feedback.
18. Specify what material students may review after the exam has been closed.
l Options include view responses, scores, answers, and feedback.
Security
l

Optional: Provide an optional proctor code students must enter to be able to take the exam.

Overall feedback
l

Optional: Provide additional feedback.

19. Click the Save changes button.

How to Create a Concept Exam

View Demo: How to Create
and Schedule Concept Exams

Create a Concept Exam
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Concept Exams link in the course navigation pane.

3. Click the New Exam tab.

4. On the next screen, enter a name for the exam.
5. Select a textbook or textbook chapter from the Concept Questions Bank dropdown list.
l The available question titles are displayed.

l

To view more details about each question, select the Show Answers too (correct answer
bolded) checkbox.

6. Click on the Add to exam icon (the two left pointing angle brackets) to transfer questions from
the available questions to the exam. Or, select multiple textboxes, and click the Add Selected to
Exam button.

l

l
l

To add a number of random questions to the exam, enter an integer value in the Add Random
Questions textbox and click the Go button.

To reorder questions in the exam, click the up and down arrow icons.
To remove a question, click the Remove icon.

7. Enter the maximum points available for the exam in the Maximum grade textbox.
8. Make certain all of the points add up to the value entered in the Maximum grade textbox.
9. Click the Save Changes button.

Add Custom Questions
To create your own questions,
1. Select Custom in the Concept Questions Bank dropdown list.

2. Select a question type from the Create new question dropdown list.

Question Options
l

l

l
l

l

l
l

l

l

l
l

Calculated: Calculated questions offer a way to create individual numerical questions by the use
of wildcards that are substituted with individual values when the quiz is taken.
Description: This is not a real question. It simply prints some text (and possibly graphics) without
requiring an answer. This option can be used to provide some information about a group of questions.
Essay: Students write an answer in essay format.
Matching: A list of sub questions is provided, along with a list of answers. The students must
"match" the correct answers with each question.
Embedded Answers (Cloze): These very flexible questions consist of a passage of text (in
SNAP format) that has various answers embedded within it, including multiple choice, short
answers and numerical answers.
Multiple Choice: Students choose from multiple answers.
Short Answer: Students enter a word or phrase. There may be several possible correct answers,
with different grades. Answers may or may not be case sensitive.
Numerical: From the student perspective, a numerical question looks just like a short-answer
question. The difference is that numerical answers are allowed to have an accepted error. This
allows a continuous range of answers to be set.
Random Short-Answer Matching: From the student perspective, this looks just like a Matching
question. The difference is that the sub questions are drawn randomly from Short Answer questions in the current category.
True/False: Students selects from two options: True or False.
Random: A Random question in a quiz is replaced by a randomly-chosen question from the category selected.

3. Specify the maximum grade for the exam.
l Optional: Specify whether to use page breaks.
4. Click the Save Changes button.

How to Edit a Concept Exam
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To edit a Concept Exam,
1. Click the Scheduling tab.

2. Click on Concept Exams link in the course navigation pane.

3. Click on a Concept Exam link.

4. Click the Edit tab.

l
l

Exams cannot be edited after the first student has taken the exam.
The options displayed on the Edit tab are the same as the options displayed when clicking the
New Exam tab. For more information, see the Create a Concept Exam page.

5. Modify the exam settings.
6. Click the Save changes button.

How to Share a Concept Exam
SNAP enables instructors to share Concept Exams with other instructors at the same school.
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Concept Exams link in the course navigation pane.

3. Click the share link next to the exam name to make that exam available to other instructors.

l

The share link changes to unshare. To make the exam unavailable to other instructors, click the
unshare link.

How to Copy a Concept Exam
To copy a Concept Exam,
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click on Concept Exams link in the course navigation pane.

3. Click the Copy Exam tab.

4. On the next screen, select an option from the Copy Exam from dropdown list.

How to Copy an Exam from One of my courses
l

Choose the "One of my courses" from the Copy Exam from dropdown list.

Note: If you are trying to copy an exam from the course you are currently in, the course will say "current" next to the name.
l

A table will generate will the available exams to copy.

Note: You will only be able to copy exams that use questions from the textbooks that your course
utilizes.
l

Find the specific exam you would like to copy and click the Copy link in the Action column.

The new Concept Exam is added to the Concept Exams page.

How to Copy an Exam that is Shared by another Instructor
Before you can copy an exam from another Instructor, the Instructor needs to set the exam to "shared."
For directions to share an exam, see the Share a Concept Exam page.
l

Choose the "Shared Exam in my school" from the Copy Exam from dropdown list.

l

Find the specific exam you would like to copy and click the Copy link in the Action column.

The new Concept Exam is added to the Concept Exams page.

How to Copy a SNAP built-in Exam
l

Choose the "Shared Exam in my school" from the Copy Exam from dropdown list.

l

Find the specific exam you would like to copy and click the Copy link in the Action column.

The new Concept Exam is added to the Concept Exams page.

How to Unschedule a Concept Exam
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Concept Exam link in the course navigation pane.

3. On the next screen, click an

unschedule icon.

How to Delete a Concept Exam
To delete a Concept Exam,
1. Click the Scheduling tab.

2. Click the Concept Exam link in the course navigation pane.

3. On the next screen, click a

Delete icon.

4. On the next screen, click the Yes button to delete the exam. Click the No button to cancel the deletion.

How to View Concept Exam Reports
View Concept Exam Reports
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click on Concept Exams link in the course navigation pane.

3. Click on a Concept Exam link.

4. Click the Reports tab or click on the attempts link in the Attempts column.

l
l

On the next screen, a list of student attempts is displayed.
Click the Download in Excel format button near the bottom of the page to download the student
results in Excel file format.

Override Grade for a Concept Exam Question
Concept Exams are graded automatically but instructors have the option to override the grade for a question.
1. Click on a link in the Started on, Completed, or Grade column to view a student attempt.
l The student attempt is displayed.
l If the student has made more than one attempt, instructors can view another attempt by clicking a
number link in the Attempts row.

l

Further down on the page, information about each question is displayed.

2. Click the Make comment or override score link to change the grade for the skill item.
l The Make comment or override score popup box is displayed.

3. Enter an optional comment in the Comment textbox.
4. Enter a grade in the Grade textbox.
5. Click the Save button.

How to Delete a Concept Exam Attempt
When students have completed Concept Exams, those attempts will appear on the Concept Exams
page.
You may come across a situation where you need to delete a students attempts. To delete a Concept
Exam attempt, complete these steps:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Concept Exams link in the course navigation pane.

l

The Concept Exams page is displayed. Select a Concept Exam.

3. Click the Reports tab.

The Reports tab for the Concept Exam is displayed.

Note: Lines in the table with blank name fields mean subsequent attempts for the student directly
above it. In the above example, the two blank name fields are Tyler Johnson's 2nd and 3rd
attempts.
4. Determine which students attempt you want to delete. Select the check box in the Delete column
corresponding to the attempt you want to delete.
5. Change the With Selected dropdown to Delete.

6. A warning message will pop up, asking you to confirm your decision. Click OK.

Document Assessment
Document Assessments are exercises that enable students to practice or demonstrate the skills they are
learning by working with documents in Office. Instructors can schedule existing Document Assessments or create their own Document Assessments.

How to Preview a Document Assessment
Preview a Document Assessment
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Document Assessments link in the course navigation pane.

l

The Document Assessments provided with the textbook are displayed on the page.

3. Click a Document Assessment link.
l The Document Assessment information page is displayed.

l
l
l

l

Click on the file document link in the Download column to open or save the assignment file.
Click on the Instructions link in the View column to open or save the instruction file.
Directions on how to interpret a student's Document Assessment result can be found on this
page, and also in our Review a Document Assessment section.
The Model Answer is available for you to review at the bottom of the page.

Complete a Document Assessment

View Demo: How to Complete
a Document Assessment
1. Read the instructions visible at the top of the screen.
2. Read the Instructions file that can be accessed by clicking the Instructions link in the View column.
3. Download the assessment file by clicking the link in the Download column.
4. Follow the instructions to modify the downloaded file.
5. Upload the modified file to the Document Assessment information page.

Upload a Document Assessment
1. Click the Browse... button.
2. Locate the modified document on their computer.
3. Click the Upload Assessment button.

l

l

l

Based on the settings the instructor specifies during the scheduling of a Document Assessment,
students may be able to review the answer key and the result document.
For more information about how to make a Document Assessment available to students, see
the Schedule A Document Assessment page.
To find out more about student attempts, see the View Document Assessment Reports page.

How to Schedule a Document Assessment

View Demo: How to Create and
Schedule Document Assessments
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Document Assessments link in the course navigation pane.

l

The Document Assessments provided with the textbook are displayed on the page.

3. Decide which Document Assessment you wish to schedule. Click on the Schedule this link, in
the Schedule column.

4. Select to schedule by section or to schedule by students in a section by selecting an option in the
Schedule by dropdown list.

Common Module Settings
5. If the Section option was selected in the Schedule by dropdown list, select the sections for which
the exam should be made available. If the Students option was selected in the Schedule by dropdown list, select the students for which the exam should be made available.
6. Specify whether the exam should be visible or not by selecting either Show or Hidden in the Visible dropdown list. The default is Show.

Timing
7. Provide information about when the exam should be made available.
l The two options are: Always available or specify a date and time for when the exam will be available and when the exam will become unavailable.
Grades
8. Specify the number of attempts allowed.
9. Enter a maximum grade for the exam.
10. Specify how to grade the exam.
l Options include Practice, Highest Grade, Average Grade, First Attempt, and Last Attempt.

Students may review
11. Specify what material students may review while the assessment is still available.
l Options include Submitted Document, Result Document, Answer Key, and Feedback.
12. Specify what material students may review after the assessment has been closed.
l Options include Submitted Document, Result Document, Answer Key, and Feedback.
13. Click the Save changes button.

How to Create a Document Assessment
Instructors also have the option to create their own Document Assessments.
Document Assessments allow students hands-on practice at performing tasks by following a list of
instructions and using a personalized template. Students upload their finished documents to be graded.
When the assessment has been created, instructors can configure the assessment to allow multiple or
single attempts and be either practice or graded. When graded, you can establish the grade as the highest grade attained on all attempts, the average grade of all attempts, the grade attained on the first
attempt, or the grade attained on the last attempt. Each attempt is automatically marked, and you can
choose whether to show the student their responses, scores, and the correct answers along with feedback.
For information about how to make a Document Assessment available to students, see the Schedule a
Document Assessment page.

View Demo: How to Create and
Schedule Document Assessments

Create a Document Assessment
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To create a Document Assessment,
1. Click the Scheduling tab.

2. Click the Document Assessments link in the course navigation pane.

l

The Document Assessments page is displayed.

3. Click the New Assessment tab.

4. Enter a title for the new Document Assessment.
5. Add the necessary files.
Required files:
l

l

Base File: The starting document that students should see when the Document Assessment
begins. This is the document that the students download, modify, and upload for grading.
Answer File: The final document after all of the desired modifications have been made.

Optional files:
l
l

Instruction File: A document that contains instructions for completing the assessment.
Answer Key File: A document that describes the grading criteria.
o A sample answer key:

6. Click the Add Assessment button.

l

The next step is to make the Document Assessment available to students. For more information
see the Schedule a Document Assessment page.

How to View Document Assessment Reports
When students have completed Document Assessments, those attempts will appear on the Document
Assessments page.
To view information about Document Assessment attempts:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Document Assessments link in the course navigation pane.

l

The Document Assessments page is displayed.

3. Click the Reports tab.

l

The Reports tab for the Document Assessment is displayed.

l

l

Click the Download in Excel format button near the bottom of the page to download information
about the student attempts in Excel file format.
Click on a link in the Uploaded on or Grade column to view information about the attempts submitted by a student.
o Information about each student attempt is displayed.

Click the Submitted File link in the Download column to view a file the student has uploaded.
Click the Result link to open a document that shows the differences between the submitted file and the
model answer. Results files show results in different formats, based on the application being used.
l

l

l

For Word document assessments, text shown without any color background is prepared correctly.
Text shown with a light red background is incorrect in some way. In that instance, the document
also shows what the correct text would look like, shown with a light green background.
For Excel document assessments, cells that contain incorrect content are shaded in light red. The
relevant instructions for making the cell match the corresponding cell in the model answer are
shown as a comment, which you can view by clicking the color triangle in the upper-right corner of
the cell.
For PowerPoint document assessments, mistakes are shown in comments. Comment background
colors tell if the comment is for the slide (yellow), slide layout (blue), or slide master (red).

Click the Answer Key link to open an annotated file that contains information about each step required to
modify the document.

The Submitted Document is the file that a student has uploaded for evaluation. No changes have been
made to this document, it is the exact file that the student uploaded.

How to Review a Document Assessment - Instructions
For video tutorials on how to review Document Assessments, see our Review a Document Assessment Video Demo page.

What does the SNAP Document Assessment score mean?
1. The SNAP Document Assessment Checker calculates the number of differences between the
beginning Download document (base file) and the Model Answer.
2. The SNAP Document Assessment Checker calculates the number of differences between the student’s uploaded file and the Model Answer.
3. The SNAP Document Assessment Checker divides #2 from #1, subtracts this amount from 1.00,
and represents this score as a percentage.
In addition to a percentage score, the SNAP Document Checker generates a Results file that shows what
is different about the Model Answer when compared against the student’s file.

How do Instructors review a Document Assessment?
Getting Started
1.
2.
3.
4.
5.

Click on Grades
Click on Document Assessments
Click on the name of the Document Assessment
Click on the "# Students made # Attempts"
Click on the student's name to see all of the documents submitted

Word Results File - How do I interpret the Results File of a Word Document Assessment?
STEP 1: Download and Open Instruction file, Result file, Answer Key, and Submitted file
l

l

l
l

On the Document Assessment Reports screen, in the Uploaded Files column, click the Document
Assessment that you wish to review.
You will now see the Document Assessment Info screen. In the View column, click Instructions to
display the Instructions that were to be followed in preparing the Submitted File. You may want to
print the instructions for ease of reference.
In the Download column, right-click Result and save the Results File on your computer desktop.
Also in the Download column, right-click Submitted File and save the Submitted File on your computer desktop.

STEP 2: Compare Results file and Submitted file
l

l

l

Open both the Results File and the Submitted File, and follow these instructions to view them side
by side on your computer screen:
l In the Results File, select the View tab and then the View Side by Side button.
l If you see this dialog box, select the Submitted File.
l You should now see the Results File and Submitted File side by side .
In both the Results File and the Submitted File, select the Home tab and then select the Show/Hide
button in the Paragraph group. (This button is colored gold when it is selected.) Selecting the
Show/Hide button will reveal nonprinting formatting characters that need to match those in the
Model Answer.
The Results file shows the Model Answer with tracked changes and marginal notes indicating how
the Model Answer differs from the Submitted File.

l

For each difference illustrated in the Results File, refer to the Instructions to see specifically what
the student was supposed to do to make the Submitted File match the Model Answer.

STEP 3: Interpret the Results File, using the Answer Key and Model Answer
l

l

l

For more help interpreting the Results File, click the Answer Key in the Download column of SNAP’s Document Assessment Info screen.
The Answer Key provides a detailed markup of the Model Answer with annotations on each
change requested by the Instructions.
To see the actual Model Answer with all its formatting and text settings, click the file link that follows
the instruction “Download Model Answer:” You can then compare the Submitted File line by line
against the Model Answer to see how the two documents differ. (NOTE: The Model Answer is available only when you have selected the Info tab for the Document Assessment.)

Excel Results File - How do I interpret the Results File of an Excel Document Assessment?
STEP 1: Download and Open Instruction file, Result file, Answer Key, and Submitted file
l

l

l
l

On the Document Assessment Reports screen, in the Uploaded Files column, click the Document
Assessment that you wish to review.
You will now see the Document Assessment Info screen. In the View column, click Instructions to
display the Instructions that were to be followed in preparing the Submitted File. You may want to
print the instructions for ease of reference.
In the Download column, right-click Result and save the Results File on your computer desktop.
Also in the Download column, right-click Submitted File and save the Submitted File on your computer desktop.

STEP 2: Compare Results file and Submitted file
l

l

l

Open both the Results File and the Submitted File, and follow these instructions to view them both
on your computer screen:
l In the Results File, select the View tab and then the View Side by Side button.
l If you see this dialog box , select the Submitted File.
l You should now see the Results File and Submitted File on your screen .
The Results file shows pink highlighting on the cells in the Student File that are different from the
Model Answer. The highlighted cells are not formatted. (NOTE: The Results File is not a version of
the Student File and does not contain the formatting of the Student File; it simply shows which cells
in the Student File are different from those same cells in the Model Answer.)
Clicking the Comment field label for a pink cell opens a yellow box that lists all the changes that the
Instructions called for in that cell. (HINT: If you cannot see all the text in the yellow Comment box,
click the Review tab, and then click the Edit Comment button.)
If a step is listed in the Comment box, this does not necessarily mean the step was completed incorrectly. The Comment box lists all the steps required to modify the cell. Use the Comments box as a
tool to help you determine which step or steps were completed incorrectly, and refer to the Instructions to see the requested changes in context.
(NOTE: If a cell is highlighted in pink or green but does not have an accompanying yellow box, that
means the Instructions did not call for a change in that cell but something was changed anyway.)

STEP 3: Interpret the Results File, using the Answer Key and Model Answer
l

l

For more help interpreting the Results File, click the Answer Key in the Download column of SNAP’s Document Assessment Info screen.
The Answer Key provides a detailed markup of the Model Answer with annotations on each
change requested by the Instructions.

l

To see the actual Model Answer with all its formatting and text settings, click the file link that follows
the instruction “Download Model Answer:” You can then compare the Submitted File line by line
against the Model Answer to see how the two documents differ. (NOTE: The Model Answer is available only when you have selected the Info tab for the Document Assessment.)

PowerPoint Results File - How do I interpret the Results File of a PowerPoint Document Assessment?
STEP 1: Download and Open Instruction file, Result file, Answer Key and Submitted file
l

l

l
l

On the Document Assessment Reports screen, in the Uploaded Files column, click the Document
Assessment that you wish to review.
You will now see the Document Assessment Info screen. In the View column, click Instructions to
display the Instructions that were to be followed in preparing the Submitted File. You may want to
print the instructions for ease of reference.
In the Download column, right-click Result and save the Results File on your computer desktop.
Also in the Download column, right-click Submitted File and save the Submitted File on your computer desktop.

STEP 2: Compare Results file and Submitted file
l

l

l

l

Open both the Results File and the Submitted File, and follow these instructions to view them both
on your computer screen:
l In the Results File, select the View tab and then the Arrange All button.
l You should now see the Results File and Submitted File on your screen .
The Results file highlights the slides or sections of slides where there is a difference between the
Submitted File and the Model Answer.
Clicking the Comment field label on a highlighted slide opens a box describing in general how the
Submitted File is different.
Refer to the Instructions to find out specifically what should have been done to the Submitted File.

STEP 3: Interpret the Results File, using the Answer Key and Model Answer
l

l

l

For more help interpreting the Results File, click the Answer Key in the Download column of SNAP’s Document Assessment Info screen.
The Answer Key provides a detailed markup of the Model Answer with annotations on each
change requested by the Instructions.
To see the actual Model Answer with all its formatting and text settings, click the file link that follows
the instruction “Download Model Answer:” You can then compare the Submitted File line by line
against the Model Answer to see how the two documents differ. (NOTE: The Model Answer is available only when you have selected the Info tab for the Document Assessment.)

How to Review a Document Assessment - Video Demo
For detailed instructions, with screen shots, see our Review a Document Assessment - Instructions page.

How do Instructors review a Document Assessment?

View Demo: Word Document
Assessment Review

View Demo: Excel Document
Assessment Review

View Demo: PowerPoint Document Assessment Review

How to Delete a Document Assessment Attempt
When students have completed Document Assessments, those attempts will appear on the Document
Assessments page.
You may come across a situation where you need to delete a students attempts. To delete a Document
Assessment attempt, complete these steps:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Document Assessments link in the course navigation pane.

l

The Document Assessments page is displayed. Select a Document Assessment.

3. Click the Reports tab.

The Reports tab for the Document Assessment is displayed.

Note: Lines in the table with blank name fields mean subsequent attempts for the student directly
above it. In the above example, the two blank name fields are Tyler Johnson's 2nd and 3rd
attempts.
4. Determine which student's attempt you want to delete. Select the check box in the Delete column
corresponding to the attempt you want to delete.
5. Change the With Selected dropdown to Delete.

6. A warning message will pop up, asking you to confirm your decision. Click OK.

SNAP 2010 Performance Evaluations
The latest additions to the SNAP 2010 content are Performance Evaluations (PE). PEs are activities
that allow students to update live Microsoft Office files of Word, Access, PowerPoint, and Excel. They consist of end-of-chapter activities that assess the students’ knowledge of the entire chapter.

How to Preview a Performance Evaluation

View Demo: SNAP 2010
Performance Evaluations
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Document Assessments link in the course navigation pane.

3. Click on a Performance Evaluation link.

The selected Performance Evaluation information page is displayed. If the Performance Evaluation is not scheduled, you will see the below message, with the option to Preview or Schedule.

4. Click the Preview tab.
5. Click on the Launch Exam button.

6. Depending on what browser is being used, follow the example image on the Preview page. In the
above example, for Internet Explorer 9, the Open button would be selected.
Note: If an instance of the Microsoft Office application used in the exam is already open, a message box
will appear to ask you to close the application before the exam can begin.
The Microsoft Office application used in the Performance Evaluation opens and displays in the top portion of the window.
l

Information about the exam, such as the problem statement, navigation buttons, and status information is displayed below the application window.

For more information on how the SnapPlayer works, see the SnapPlayer section of our Preview a Skill
Exam page.

How to Schedule a Performance Evaluation

View Demo: SNAP 2010
Performance Evaluations
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Performance Evaluations link in the course navigation pane.

3. Click on a Schedule this link in the Schedule column.

4. Select to schedule by section or to schedule by students in a section by selecting an option in the
Schedule by dropdown list.

Common Module Settings
5. If the Section option was selected in the Schedule by dropdown list, select the sections for which
the evaluation should be made available. If the Students option was selected in the Schedule by
dropdown list, select the students for which the evaluation should be made available.
6. Specify whether the evaluation should be visible or not by selecting either Show or Hidden in the
Visible dropdown list. The default is Show.

Evaluation Timing
7. Provide information about when the evaluation should be made available.
l Always available - If this option is selected the evaluation will be available for the duration of the
course.
l Open and Close Performance Evaluation - Specify a date and time for when the evaluation will
be available and for when the evaluation will become unavailable.

8. Provide information about a Time limit for the evaluation.
l By default, evaluations do not have a time limit, which allows students as much time as they need
to complete the evaluation.
l To use a time limit, uncheck the Disabled checkbox and specify the number of minutes in the
time limit textbox.
l If you specify a time limit, SNAP does several things to ensure that evaluations are completed
within that time:
o Javascript support in the browser becomes mandatory and this allows the timer to work correctly.
o A floating timer window is shown with a countdown.
o When the timer has run out, the evaluation is submitted automatically with the answers that
have been provided up to that point.
o If a student manages to cheat and spends more than 60 seconds over the allotted time the evaluation is automatically graded zero.

9. Decide if the Performance Evaluation attempts should be automatically closed at the Close time.

Attempts
10. Specify the number of evaluation Attempts allowed.
l Options include unlimited attempts and 1-6 attempts.

11. Specify whether to Allow students to resume attempts.
l If checked, and scheduling and timing permits, students can pause a skill evaluation then resume
the evaluation on the same or a different computer. The system will save all work to this point,
freeze the timer, and halt the evaluation. The student may resume the evaluation and finish the
attempt.

12. Specify the Grading method for the evaluation.
l Practice - The practice option does not register the grade of evaluation attempts in the gradebook.
l Highest grade - The highest grade option registers the best grade out of all evaluation attempts
in the gradebook.
l Average grade - The average grade registers the average (simple mean) grade of all evaluation
attempts in the gradebook.
l First attempt - The first attempt registers the grade gained on the first evaluation attempt and the
grade of later attempts are ignored.
l Last attempt - The last attempt registers the last evaluation attempt in the gradebook.

13. Enter Decimal digits in grades.
l This option sets the number of decimal digits allowed in the grade scores.
l This option does not affect the internal calculations and rounding of grades.

Students may review

14. Specify what material Students may review.
l As soon as the Performance Evaluation closes - Specify what information students will be
able to review immediately after they finish an attempt.
l Later, while the Performance Evaluation is still available - Specify what information students
will be able to review when the evaluation is still available.
l After the Performance Evaluation has been closed - Specify what information students will be
able to review when the evaluation is no longer available.
l Options for the type of information students may review include view responses, scores, correct
answers, and feedback.

Security
l
l

Optional: Specify whether to Require Proctor Code.
Students must enter that proctor code correctly to be able to take the evaluation.

Overall Feedback
l
l

l

Optional: Provide Overall feedback.
The overall feedback is text that is shown to a student after they have completed an evaluation
attempt.
The text that is shown will depend on the grade of the evaluation attempt.
For example, if the following grade boundaries are defined:
Grade boundary: 100%
Feedback: Well done
Grade boundary: 40%
Feedback: Please study this week's work again
...
Grade boundary: 0%
Then students who score between 100% and 40% will see the "Well done" message and students
who score between 39.99% and 0% will see the other message. The grade boundaries define
ranges of grades and each feedback string is displayed to scores within the appropriate range.

l

The grade boundaries can be specified as a percentage or as a number. If your evaluation is out of
10 marks, a grade boundary of 7 means 7/10 or better.

15. Click the Save changes button.

How to Edit Step Points
Note: In order to edit the step points for a specific Performance Evaluation, the evaluation first needs to
be scheduled. See our Schedule a Performance section for instructions on how to complete this task.
Each step in the performance evaluation activity has a default grade value; initially this is set to one point.
Instructors can override the default point value. This allows instructors to place grading emphasis on particular skills.

Edit Step Points
To edit the step points in a Performance Evaluation:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click on the Scheduling tab.

2. Click on the Performance Evaluations link in the course navigation pane.

3. Click on a Performance Evaluation link.

4. Click the Edit tab.

5. Edit the step point values by entering a different value in one or more of the textboxes.

6. Click the Save changes button.

How to Review a Performance Evaluation Attempt
How do Instructors review a Performance Evaluation?
Getting Started
1.
2.
3.
4.
5.

Click on the Scheduling tab
Click the Performance Evaluations link in the course navigation pane
Click on the name of the Performance Evaluation
Click on the “# Students made # Attempts”
The Report tab for the Performance Evaluation will be displayed

STEP 1: Downloading the students Submitted Doc
l

l

On the Performance Evaluation Reports screen, in the Submitted Doc column, click the appropriate submitted document that you wish to review.
The student's submitted file will open on your screen. Minimize the Office window and return to the
Reports tab.

STEP 2: Load the student’s attempt
l
l
l

Click on the student’s score in the Grade column.
The students attempt will now display on the screen.
Scroll down the page to determine the step on which the student was marked incorrect. The left column will display the step number, and the score. Any step without a point total was marked as completed incorrectly.
Another method to determine which steps were marked as incorrect is to look at the bottom of each
step. The step will display Result: 1 or Result: 0.
Note: Not all steps are graded. See the Edit Step Points section for more information.
In this example, Tyler Johnson was marked incorrect on steps 2 and 4.

STEP 3: Compare the attempt with the Submitted Doc and interpret the results
l

Resize the Internet Browser window to take up half the screen. Bring up the students Submitted
Doc that you previously minimized. Resize the document to take up the other half of the screen.
You are now viewing the students Submitted Doc side-by-side with the report of the student's
attempt.
Note: Windows 7 has a "Snap" feature that will allow you to view two windows side-by-side
quickly. Click here to watch a video tutorial.

l

Review the step the student was marked incorrect, and compare that to the Submitted Doc.

STEP 4 (OPTIONAL): Compare a student’s Click-Image tracking to the Answer Key.
l
l
l
l
l

l

Click the Edit tab.
Click on the Answer Key link. The Answer Key will open in a new tab or window.
The Answer Key shows the expected steps to reach the correct answer.
Click on the Reports tab. Click on the student's score.
While viewing a student’s attempt report, click the Show Details link to show the click-image tracking.
The click-images are displayed.

l

Each image is a click the student made. Every click is recorded. Use this information to determine
exactly what process the student took during the Performance Evaluation to compete the task.

How to Delete a Performance Evaluation Attempt
When students have completed Performance Evaluations, those attempts will appear on the Performance Evaluations page.
You may come across a situation where you need to delete a students attempts. To delete a Performance Evaluation attempt, complete these steps:
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Performance Evaluations link in the course navigation pane.

l

The Performance Evaluations page is displayed. Select a Performance Evaluation.

3. Click the Reports tab.

The Reports tab for the Performance Evaluation is displayed.

Note: Lines in the table with blank name fields mean subsequent attempts for the student directly
above it. In the
above example, the two blank name fields are Tyler Johnson's 2nd and 3rd attempts.
4. Determine which students attempt you want to delete. Select the check box in the Delete column
corresponding to the attempt you want to delete.
5. Change the With Selected dropdown to Delete.

6. A warning message will pop up, asking you to confirm your decision. Click OK.

Assignments
Instructors can easily create tasks for students to prepare digital content in a specific format and to upload
the document to the server. Typical Assignments include essays, projects, and reports.

How to Create an Assignment

View Demo: How to Create and
Schedule File Upload Assignments
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Assignments link in the course navigation pane.

l

The Document Assessments page is displayed.

3. Click on the New Assignment tab.

4. Select to schedule by section or to schedule by students in a section by selecting an option in the
Schedule by dropdown list.

General
l

Enter a name for the new assignment.

Common Module Settings
5. If the Section option was selected in the Schedule by dropdown list, select the sections for which
the exam should be made available. If the Students option was selected in the Schedule by dropdown list, select the students for which the exam should be made available.
6. Specify whether the exam should be visible or not by selecting either Show or Hidden in the Visible dropdown list. The default is Show.
7. Add a description of the assignment in the Description textbox.
Grades
8. Enter the maximum points available for the assignment.
9. Specify whether SNAP should prevent late submissions.
Upload a single file
10. Specify whether students should be able to resubmit a file.
11. Specify whether to send an email alert when students submit a file for an assignment.
12. Specify the maximum file size.

13. Click the Save Changes button.

How to Preview and Schedule an Assignment

View Demo: How to Create and
Schedule File Upload Assignments
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Assignments link in the course navigation pane.

l

The Assignments page is displayed.

3. Click on an Assignment link.
l The Assignment Preview page is displayed.

4. Click on the Schedule tab.

5. For more details, see the Create an Assignment page.

How to Edit an Assignment
To edit an Assignment,
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click on Assignments link in the course navigation pane.

3. Click on an Assignment link.

4. On the next screen, click the Schedule tab.

5. For more details, see the Create an Assignment page.

How to Unschedule an Assignment
To unschedule an Assignment,
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
1. Click the Scheduling tab.

2. Click the Assignment link in the course navigation pane.

3. On the next screen, click an

unschedule icon.

How to Delete an Assignment
To delete an Assignment,
1. Click the Scheduling tab.

2. Click the Assignments link in the course navigation pane.

3. On the next screen, click a

Delete icon.

4. On the next screen, click the Yes button to delete the exam. Click the No button to cancel the deletion.

How to View and Grade Assignment Reports
View Assignment Reports
If you are teaching more than one course, select a course from the course navigation pane on the left
side of the page. SNAP displays the links specific to that course.
To view a Assignment attempts:
1. Click the Scheduling tab.

2. Click on Assignments link in the course navigation pane.

l

The Assignments page is displayed.

3. Click on an Assignment link.
l The Assignment Preview page is displayed.

4. Click the Reports tab.

l

l

On the next screen, a list of student attempts is displayed.

Click a document link in the Last modified column to view or save a file submitted by a student.

Grade an Assignment
1. To grade an assignment, click on a Grade link in the Status column.
l The grade assignment popup window is displayed.

l

Click the link to open or save the file submitted by the student.

2. Select a grade from the Grade dropdown list.
3. Provide an optional comment in the texbox.
4. Click the Save changes button.

Grade Multiple Assignments
1. Select the Allow quick grading checkbox near the bottom of the page.

2. Click the Save preferences button.

l

The Assignment Reports table is updated to allow grading more than one student at a time.

3. Select a grade from the dropdown list in the Grade column.
4. Enter an optional comment in the textbox in the Comment column.
5. Click the Save all my feedback button.

How to Upload Multiple Files
Should you want to upload multiple files to a Single-File Upload Assignment, you can do so by creating
a .zip folder that contains the multiple files you wish to upload.
In the below example, Assignment 1 is scheduled and is looking for three files. The first file is a Word document with the transcription of audio, the second file is an Excel spreadsheet with data, and the third file
is a PowerPoint presentation that combines the data and audio.
Save these files to the desktop.

Highlight all files you wish to upload by clicking the mouse and dragging it over the files.

Right-click on the files. Click Send to then click Compressed (zipped) folder.

A folder will appear with the file extension of .zip. Take this moment to rename the folder to reflect the
assignment.

In SNAP 2010, click on the assignment. Click the Browse... button at the bottom and navigate to the file.
Double-click on the .zip file.

Click Upload this file.

How to Grade Multiple Files
You may have chosen to have your students Upload Multiple Files for an Assignment. To grade each
item, you will first need to "unzip" the folder.
On the assignment's Report tab, click on the file you want to open and grade.

Depending on what Internet Browser you are using, you will be asked if you want to Open or Save the
file. Choose Save.

Note: The above image is an example of the Firefox download box. By clicking OK, the file will be downloaded to your default downloads folder. In Internet Explorer, you will be prompted to choose a location to
download the file.
Navigate to the location that the file was downloaded to. Right-click on the file and choose Extract All...

The Extract Compressed (Zipped) Folders dialog box will pop up. If you are satisfied with the default
location, click Extract. Check the box that states "Show extracted files when complete."

The folder with the contents will appear. You can now open and grade each file individually. When you
are satisfied, return to SNAP to enter the grade. To read more about grading assignments, see the How
to View and Grade Reports page.

Computer Concepts Content
SNAP 2010 includes Computer Concepts content to compliment our Office 2010 texts. This section will
go over unique activities in SNAP that come with these texts.
Our Digital World: Introduction to Computing combines online activities and textbook resources to create
an innovative hybrid learning product that appeals to today’s students.
Computers: Understanding Technology, Fourth Edition provides engaging instruction on foundation IT
topics plus individual and corporate ethics, cutting-edge technologies, and future IT trends.

Graded Activities
The pages in this section describe how to view the result of student interaction with an activity and how to
assign a grade or override an existing grade.
Some of the activities provided in Our Digital World (ODW), such as those that involve uploading files or
posting blog entries, need to be graded manually by the instructor. Other activities, such as the quizzes
and the concept check activities, are graded automatically by the learning management system. For most
of the activities that are automatically graded, students are allowed unlimited attempts. For those activities, the highest earned score will be posted to the Grades section of the ODW website and on the
individual activity pages.
Instructors have the option to modify existing grades from the Grades section of the SNAP website and to
assign or modify grades on individual activity pages. It is a good idea to assign grades to students' activities on their individual activity pages because these pages contain information about how each student
interacted with the activity. Instructors can also include feedback to the student on some of the activity
pages.
See the Grades section to learn how to modify grades for more than one student at a time.
See the Activities section to find out more about the exercises provided in ODW.

Uploaded Files
This page describes how to view and grade an uploaded file.
Some activities require students to upload a file to be graded manually by the instructor.

View Uploaded Files
To view files that have been uploaded for an activity by students:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

4. Click a file name in the Last Modified (Student) column.

5. Click the Open button in the popup dialog box. The dialog box will depend on what browser you are
using.
The file will open using the software that was used to create the file.

Grade an Uploaded File
To grade a file that has been uploaded by a student:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

4. Review the submitted file (see the View Uploaded Files page).

To Grade One Student at a Time
1. Click the Grades link in a student row.

2. Enter a grade from the Grade drop-down list.

Optional: Enter a comment in the Comment textbox.
3. Click the Save changes button.
To Grade More Than One Student at a Time
1. Select the Allow quick grading checkbox.

2. Click the Save preferences button.

3. Select a grade from the Grade drop-down list.
Optional: Enter a comment in the Comment textbox.

6. Click the Save all my feedback button.

Frequently Asked Questions
What do students see?
After the instructor has provided a grade or a comment, the student can view this feedback on the activity
page.
A student can also view his or her grades in the Grades section of the website but comments are only visible on the activity page.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.
Can I restrict access to an activity that requires students to upload a file?
No. It is not possible to restrict access to an activity. Students have the option to upload a file at any time
and the most recently uploaded file is the file that will be available to the instructor. However, you can
download student files at a particular date and time and disregard later submissions.

Quizzes
This page describes how to view details about a Quiz attempt and how to override an existing grade.
Some activities require students to take a Quiz. Quizzes are graded automatically. Students can take the
Quiz an unlimited number of times, but only the highest score is reported in the Grades section and the
activity page. Instructors have the option to modify existing Quiz grades and to provide feedback.

View Quiz Attempts
After students completed each Quiz attempt, information about the Quiz attempt will become available on
the activity page.
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

The Reports tab provides the following information for each attempt:
l
l
l
l
l
l
l

Section
Student name
Date and time the student started the attempt
Date and time the student completed the attempt
Duration of the attempt
Grade-points earned out of total points available
The option to Delete attempts.
l To Delete the attempt, select the check box and choose Delete in the With Selected dropdown list at the bottom.

Modify the View of Quiz Attempts
On the Reports tab, the view of the attempts can be modified by selecting different display options.

Filter Attempts by Category
There are four filters available for attempt data:
l
l
l
l

Show students with attempts only
Show students with no attempts only
Show all students
Show all attempts

1. Select an option from the drop-down list.

2. Click the Go button.
Show or Hide Score Details
To show or hide the score received for each question:
1. Check or uncheck the Show score detail checkbox.

2. Click the Go button.

Make a Comment or Override a Score
Instructors have the option to modify a Quiz attempt grade.
To view details about a Quiz attempt:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

4. Click a date and time or a grade link in the table to view a Quiz attempt.

The Score details page provides the following information:
l
l
l
l
l
l

Student name
Number of attempts
Date and time the student started and completed the attempt
Duration of the attempt
Raw score
Grade

Further down on the Score details page are the Quiz questions, information about whether each question was answered correctly or not, and the grade given to each answer.

5. Click the Make comment or override score link.
6. Change the point value at the bottom. Optional: Include a comment.
7. Click the Save button.

Download Information about the Quiz Attempts
To download the information from the Quiz attempts table as an Excel document:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.

2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

4. Click the Download in Excel format button.

Frequently Asked Questions
What if I want to modify the score for the entire Quiz?
See the Edit Grades section to find out how to change the score for an entire Quiz rather than for an
individual question.
Can I restrict access to a Quiz?
No. It is not possible to restrict access to a quiz. However, you can use the date and time stamp of each
student attempt, which is visible on the Reports tab on the individual activity page, to determine which
attempt to include in your grading.

Multiple Choice
This page describes how to view details about a Quiz attempt and how to override an existing grade.
See the Multiple Choice page in the Concept Check section for more information about Multiple
Choice activities.
Multiple Choice activities are graded automatically, but instructors have the option to modify grades and
provide feedback to students.

View Multiple Choice Attempts
To view information about the Multiple Choice attempts that have been completed by students in a
course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

The Reports tab provide the following information for each attempt:
l
l
l
l
l
l
l

Section
Student name
Date and time the student started the attempt
Date and time the student completed the attempt
Duration of the attempt
Grade-points earned out of total points available
Score details-points received per question

Modify the View of Multiple Choice Attempts
On the Reports tab, the view of the attempts can be modified by selecting different display options.

Filter Attempts by Category
There are four filters available for attempt data:
l
l
l
l

Show students with attempts only
Show students with no attempts only
Show all students
Show all attempts

1. Select an option from the drop-down list.

2. Click the Go button.

Show or Hide Score Details
To show or hide the score received for each question:
1. Check or uncheck the Show score details checkbox.

2. Click the Go button.

Make a Comment or Override a Score
Instructors have the option to modify grades for Multiple Choice attempts.
To view details about a Multiple Choice attempt:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

4. Click a date and time link in the table to view details about an attempt.

The Score details page provides the following information:
l
l
l
l
l
l

Student name
Number of attempts
Date and time the student started and completed the attempt
Duration of the attempt
Raw score
Grade

Further down on the Score details page are the Multiple Choice quiz questions, information about
whether each question was answered correctly or not, and the grade given to each answer.

5. Click the Make comment or override score link.
6. Change the point value at the bottom. Optional: Include a comment.
7. Click the Save button.

Download Information about the Multiple Choice Quiz Attempts
To download the information from the Multiple Choice attempts table as an Excel document:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

4. Click the Download in Excel format button.

Frequently Asked Questions
What if I want to modify the score for the entire Multiple Choice quiz?
See the Edit Grades section to find out how to change the score for an entire Multiple Choice quiz
rather than to change the score for an individual question.
Can I restrict access to a Multiple Choice activity?
No. It is not possible to restrict access to an activity. However, you can use the date and time stamp of
each student attempt, which is visible on the Reports tab on the individual activity page, to determine
which attempt to include in your grading.

Word Puzzle
This page describes how to view student Word Puzzle attempts.
See the Word Puzzle page in the Concept Check section for more information.
The grade for a Word Puzzle activity can only be modified from the Grades section on the Our Digital
World (ODW) Companion website. See the Grades section for more details.

View Word Puzzle Attempts
To view information about student Word Puzzle attempts:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

The Reports tab provides the following information for each attempt:
l
l
l
l
l

Student name
The highest score, expressed as a percentage
Number of attempts
Date and time of the most recently submitted attempt
A Show details link

To view additional information about an attempt, click the Show details link.
The Word Puzzle details page displays the following information:
l
l
l
l

The questions as they appeared in the activity
The correct answers to the questions
The answers provided by the student
Whether the provided answers were correct or incorrect

To hide the details for the most recently submitted Word Puzzle for a student, click the Show details link
again.

Frequently Asked Questions
How do I modify the grade for a Word Puzzle?
The grade for a Word Puzzle can only be modified from the Grades section on the Our Digital World
(ODW) Companion website.
See the Grades section for more detail.
Can I restrict access to a Word Puzzle activity?
No. It is not possible to restrict access to an activity. However, you can use the date and time stamp of
each student attempt, which is visible on the Reports tab on the individual activity page, to determine
which attempt to include in your grading.

Matching
This page describes how to view details about a Matching activity attempt and override an existing
grade.
See the Matching page in the Concept Check section for more information.
Matching activities are graded automatically. Students can attempt them an unlimited number of times
and the highest score is reported in the Grades section of the Our Digital World (ODW) Companion website and on the activity page. Instructors have the option to modify existing Matching grades and to provide feedback.

View Matching Attempts
When a student has attempted a Matching activity, information about the attempt will become available
on the activity page.
To view submitted Matching attempts:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

The Reports tab provide the following information for each attempt:
l
l
l
l
l
l

Section
Student name
Date and time the student started the attempt
Date and time the student completed the attempt
Duration of the attempt
Grade-points earned out of total points available

Modify the View of Matching Quiz Attempts
On the Reports tab, the view of the attempts can be modified by selecting different display options.

Filter Attempts by Category
There are four filters available for attempt data:
l
l
l
l

Show students with attempts only
Show students with no attempts only
Show all students
Show all attempts

1. Select an option from the drop-down list.

2. Click the Go button.
Show or Hide Score Details
To show or hide the score received for each question:
1. Check or uncheck the Show score detail checkbox.

2. Click the Go button.

Make a Comment or Override a Score
Instructors have the option to modify a grade for a Matching attempt.
To view details about a Matching attempt:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

4. Click a date and time link in the table to view a quiz attempt.

The Score details page provides the following information:
l
l
l
l
l
l

Student name
Number of attempts
Date and time the student started and completed the attempt
Duration of the attempt
Raw score
Grade

Further down on the Score details page are the Matching quiz questions, the choices selected, and the
total grade provided for the exercise.

5. Click the Make comment or override score link.
6. Change the point value. Optional: Include a comment.

7. Click the Save button.

Download Information about the Matching Attempts
To download the information from the Matching attempts table as an Excel document:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

4. Click the Download in Excel format button.

Frequently Asked Questions
What if I want to modify the score for the entire Matching activity?
See the Edit Grades section to find out how to change the score for an entire Matching quiz rather than
for an individual question.

Can I restrict access to a Matching activity?
No. It is not possible to restrict access to an activity. However, you can use the date and time stamp of
each student attempt, which is visible on the Reports tab on the individual activity page, to determine
which attempt to include in your grading.

Label It
This page describes how to view student Label It attempts.
See the Label It page in the Concept Check section for more information on the Label It activity.
The grade for a Label It activity can only be modified from the Grades section on the Our Digital World
(ODW) Companion website. See the Grades section for more detail.

View Label It Attempts
To view information about the Label It attempts of students in a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

The Reports tab provides the following information for each Label It attempt:
l
l
l
l
l

Student name
Highest score, expressed as a point value out of total points available
Number of attempts
Date and time of the most recently submitted attempt
A Show details link

To view additional information about a Label It attempt, click a Show details link.
The Label It details page display the following information:
l
l
l
l

The questions as they appeared in the activity
The correct answers to the questions
The answer provided by the student
Whether the provided answers were correct or incorrect

To hide the details for a Label It attempt, click the Show details link again.

Frequently Asked Questions
How do I modify the grade for a Label It exercise?
The grade for a Label It activity can only be modified from the Grades section on the Our Digital World
(ODW) Companion website.
See the Grades section for more details.
Can I restrict access to a Label It activity?
No. It is not possible to restrict access to an activity. However, you can use the date and time stamp of
each student attempt, which is visible on the Reports tab on the individual activity page, to determine
which attempt to include in your grading.

Arrange It
This page describes how to view student Arrange It attempts.
See the Arrange It page in the Concept Check section for more information.
The grade for an Arrange It activity can only be modified from the Grades section on the Our Digital
World (ODW) Companion website. See the Grades section for more detail.

View Arrange It Attempts
To view information about student Arrange It attempts:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select the assigned activity from the Activity navigation pane.
3. Click the Reports tab.

The Reports tab provides the following information for each Arrange It attempt:
l
l
l
l
l

Student name
Highest score, expressed as a point value out of total points available
Number of attempts
Date and time of the most recently submitted attempt
A Show details link

To view information about an Arrange It attempt, click a Show details link.
The Arrange It details page displays the following information:
l
l
l
l

The questions as they appeared in the activity
The correct answers to the questions
The answer provided by the student
Whether the provided answers were correct or incorrect

To hide the details for an Arrange It attempt, click the Show details link again.

Frequently Asked Questions
How do I modify the grade for an Arrange It attempt?
The grade for an Arrange It activity can only be modified from the Grades section on the Our Digital
World (ODW) Companion website.
See the Grades section for more detail.
Can I restrict access to an Arrange It activity?
No. It is not possible to restrict access to an activity. However, you can use the date and time stamp of
each student attempt, which is visible on the Reports tab on the individual activity page, to determine
which attempt to include in your grading.
Can I select which activities are available in a course?
The activities have been designed to minimize the need for instructors to create additional content. It
should not be necessary for an instructor to modify the activities content, and there is no functionality in
the ODW Companion website to enable such modification. It is up to instructors to communicate to their
students which activities are important and which activities will have an impact on their grades.

Activities
The pages in this section describe the activities on the Our Digital World (ODW) Companion website,
such as how to preview or participate in an activity and how that activity is perceived by students.
See the Graded Activities section to find out how to view the result of student interaction with an activity
and how to assign a grade or override an existing grade. To find out how to modify grades for more than
one student at a time, see the Course Grades section.

CORE Activities versus Optional Activities
In the Grades section of the ODW Companion website, a distinction is made between CORE activities
and optional activities. CORE activities are labeled as such in the Activity navigation pane and in the
activity page header. CORE activities are those that are related to the core competencies of the textbook
and thus are given more emphasis.

Take a Survey
This page provides information about how to view a Survey and its results, how to download the results
as an Excel document, and how to delete a Survey response to allow an instructor or student to re-take
the Survey.

View Survey Results
To view Survey results submitted by students in a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Survey from the Activity navigation pane.
The Reports tab is the first screen that displays after you select a Survey.
The Reports tab contains information about how many students have completed the Survey as well as a
summary of the responses.

A list of Survey submissions displays near the bottom of the Reports screen.

Download Survey Results
To download the Survey results:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Survey from the Activity navigation pane.
The Reports tab is the first screen that displays after you select a Survey.

3. Click the Download in Excel format button located near the bottom of the screen.

Delete a Survey Response
To delete a Survey response to enable a student or an instructor to retake the Survey:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Survey from the Activity navigation pane.
The Reports tab is the first screen that displays after you select a Survey.
3. Select the checkbox next to the name of the student or instructor whose Survey response you want to
delete.

You may delete multiple Survey responses at the same time by selecting multiple checkboxes.
4. Click the Delete button.

Preview a Survey
To preview a Survey:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Survey from the Activity navigation pane.
The Reports tab is the first screen that displays after you select a Survey. Click the Preview tab.

4. Fill out the Survey, then click the Click to Continue button at the bottom.
6. A Survey completion note will be displayed:

7. Click the Continue button.
The Survey response is added to the statistics summary on the Reports tab.

Frequently Asked Questions
What do students see?
Before a student completes a Survey, the student view of the Survey and the instructor view of the Survey (via the Preview tab) are the same.
After a student submits a Survey, the student view of the Survey will change to let the student know that
the Survey has been submitted. The student then gains access to the most recent Survey results.

Why is my response to the Survey included with the results?
Unlike many of the other activities on the Our Digital World (ODW) Companion website, instructor Survey responses are recorded and included with the student Survey results.
See Delete a Survey Response to find out how to delete an instructor's or a student's Survey response.
Some of my students would like to re-take the Survey. How might I help them with that?
To enable an instructor or a student to re-take a Survey, you must first delete his or her existing
response.
See Delete a Survey Response for more information.

Ethics and Technology Blog
This page describes how to post a response and edit an entry to an Ethics and Technology blog.
The Ethics and Technology Blog can be used to generate interest in a topic and to encourage class
discussion.
Please note that the Blog entries are not graded; there is no facility for instructors to enter a grade for student participation.
Note: Blog assignments usually have three default entries already posted. These default entries cannot
be edited by the instructor.

Post a Response
To post a new Blog response entry:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select an Ethics and Technology Blog topic from the Activity navigation pane.
3. Click the Post a response button near the bottom of the page.

The Blog entry form will become visible:

4. Enter a Post Title.

5. Type your response in the Post Entry box.
6. Click the Add Entry button.

Each new Blog entry will be added to the bottom of the page.

Edit an Entry
To edit a Blog entry:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select an Ethics and Technology Blog topic from the Activity navigation pane.
3. Click the Edit this entry link next to the title of the Blog entry you want to edit.

4. Make the changes to the post title or the post entry.

5. Click the Save Changes button.

Note: Only instructors can modify a Blog entry. When a student has added an entry, the student cannot
go back and edit that post.

Frequently Asked Questions
What do students see?
The student view and the instructor view of the Blog page are essentially the same.
The only difference between the student and instructor views is that instructors have access to an Edit
this entry link beside each post title. This link will not appear beside the titles of the default posts.
Note: Only instructors can modify a Blog entry. When a student has added an entry, the student cannot
go back and edit that post. See Edit an Entry for more information.
How do I provide a grade for student Blog entries?
There is no facility for entering grades for Blog entries.
A student contacted me about not being able to edit a Blog entry. How might I help this student?
When a student has added a Blog entry, the student cannot go back and edit that entry. See Edit an
Entry for more information.

Take the Next Step
Take the Next Step activities help to reinforce the student's understanding of topics in the textbook.

Flash Movie
This page describes how to view a Flash Movie and how to preview a Flash Movie quiz.
Flash Movie activities require students to view a movie and then to answer some questions about the
movie.

View a Flash Movie
To view a Flash Movie:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Flash Movie activity from the Activity navigation pane.
The Info tab displays immediately after you select a Flash Movie activity.

To view the movie, click on the link in the description.

3. The movie will open in another browser tab or window. Click the Play button to view the Flash Movie.

l

Click the Restart Tutorial button to rewind the Flash Movie.

l

Click the Replay Scene button to rewind the current Flash slide.

l

Click the Continue button to move to the next Flash slide.

Preview a Flash Movie Quiz
Each Flash Movie is followed by a brief concept quiz.
To preview a Flash Movie quiz:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Flash Movie activity from the Activity navigation pane.

3. Click the Preview tab.

If you would like to clear the quiz form at any time, click the Start again button.

4. When you have completed the quiz, click the Submit all and finish button.

A dialog box will appear to ask if you are ready to submit your answers.

5. Click OK in the popup dialog box to indicate that you are ready to submit your answers.
6. After you submit your answers, a quiz attempt summary will display with the following information:
l
l
l
l
l

Date and time the attempt was started
Date and time the attempt was completed
Duration of the attempt
Raw score
Grade

Note: An instructor's quiz attempts will not be stored by the learning management system.

Frequently Asked Questions
What Do Students See?
What students see when they look at a Flash Movie is similar to what instructors see on the Info tab. The
main difference between the student and instructor views is that students have access to an Attempt
exam now button below the Flash Movie area.

Students will see and experience a quiz attempt much like an instructor would. After the exam has been
submitted, the student will see a quiz attempt summary that displays the following information:
l
l
l
l
l
l

Date and time the attempt started
Date and time the attempt was completed
Duration of the attempt
Raw score
Grade
Whether the questions were answered correctly

Note: Students may submit multiple quiz attempts. The highest earned score will be recorded by the
learning management system and displayed on the Grades page.
If a student has completed one or more quiz attempts, the button on the activity page will change to read
Re-attempt exam.

Students will see information about his or her previous quiz attempts, such as the number of attempts and
the date the attempts were completed, below the Flash Movie area. The instructor view of the Flash
Movie Info tab does not display information about individual attempts.
To find out more about what instructors see on the Reports tab of a Flash Movie activity page, see the
Graded Activities section.
The highest grade is listed below the Flash Movie area and in the student view of the Grades section of
the Our Digital World (ODW) Companion website.
Can I edit or make changes to the Flash Movies?
No. There is no option for instructors to make changes to the Flash Movies.
Can students preview a Flash Movies without taking the Quiz?
Yes. Students can preview a Flash Movie an unlimited number of times before taking the quiz for that
movie.
If I take a Flash Movie quiz, will the results be stored by the learning management system?
No. An instructor's quiz attempts will not be stored by the learning management system.

Hands-on
This page describes how to view and upload a file to a Hands-on activity.
Hands-on activities require students to conduct research and to upload a file with their research findings
or require students to match labels with images.
For information about how to view and grade a student file, see the Uploaded Files page in the Graded
Activities section.

View a Hands-on Activity
To view a Hands-on activity:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Hands-on activity from the Activity navigation pane.

Flash Drag and Drop
To complete a Hands-on activity that requires you to drag and drop:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Flash Drag and Drop Hands-on activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Hands-on activity.

3. Click and drag the terms or images to their correct locations on the screen.

l

To clear the boxes and to start over, click the Restart button.

l

To finish without saving the attempt, click the Exit button.

4. To submit your answers, click the Submit button.

5. After you submit your responses, the final grade will be displayed.
Note: Grades for instructor attempts will not be added to the Grades section of the website.

How to Upload a File
Some Hands-on assignments require the participant to upload a file.

Instructors can upload a file to the Our Digital World (ODW) Companion website, but the uploaded file
will only be available to the instructor.
To upload a file:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.

2. Select a Hands-on activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Hands-on activity.

3. Click the Browse button.

4. Select a file in the Select a file to upload dialog box and click Open.
5. Click the Upload this file button.
Once the file has been successfully uploaded to the page, a link to the file will appear.
To upload another file, repeat the steps above.
Students follow the same process to upload a file.

Frequently Asked Questions
What Do Students See?
The student view is identical to what instructors see on the Preview tab of a Hands-on activity page.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.
Can I edit or make changes to the Hands-on activities?
No. There is no option for instructors to make changes to the Hands-on activities.
Can I add my own Hands-on activities content?
No. There is no option for instructors to add their own content to the Hands-on activities.
If I upload a file to the Our Digital World (ODW) Companion website will that file be available to students?
No. The uploaded file will only be available to the instructors in the course.

Interview
This page describes how to view and upload a file to an Interview activity.
Interview assignments require students to conduct an interview and then submit a podcast or transcript
of the interview.
For information about how to view and grade a student podcast or transcript, see the Uploaded Files
page in the Graded Activities section.

View an Interview Activity
To view an Interview activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select an Interview activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select an Interview activity.

How to Upload a File
Instructors can upload a file to the Our Digital World (ODW) Companion website, but the uploaded file
will only be available to the instructor.
To upload a file:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select an Interview activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select an Interview activity.

3. Click the Browse button.

4. Select a file in the Select a file to upload dialog box and click Open.
5. Click the Upload this file button.

Once the file has been successfully uploaded to the page, a link to the file will appear.
To upload another file, repeat the steps above.
Students follow the same process to upload a file.

Frequently Asked Questions
What Do Students See?
The student view of an Interview activity page is identical to what instructors see on the Preview tab.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.
Can I edit or make changes to the Interview activities?
No. There is no option for instructors to make changes to the Interview activities.
Can I add my own Interview activities content?
No. There is no option for instructors to add their own content to the Interview activities.
If I upload a file to the Our Digital World (ODW) Companion website will that file be available to students?
No. The uploaded file will only be available to the instructors in the course.

Presentations
This page describes how to view and upload a file to a Presentation activity.
Presentations require students to conduct research and upload a presentation to the Our Digital World
(ODW) Companion website.
For information about how to grade a student Presentation, see the Uploaded Files page in the Graded
Activities section.

View a Presentation Activity
To view a Presentation activity page for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Presentation activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Presentation activity.

How to Upload a File
Instructors can upload a file to the Our Digital World (ODW) Companion website, but the uploaded file
will only be available to the instructor.
To upload a file:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Presentation activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Presentation activity.

3. Click the Browse button.

4. Select a file in the Select a file to upload dialog box and click Open.
5. Click the Upload this file button.

Once the file has been successfully uploaded to the page, a link to the file will appear.
To upload another file, repeat the steps above.
Students follow the same process to upload a file.

Frequently Asked Questions
What Do Students See?
The student view of a Presentation activity page is identical to what instructors see on the Preview tab.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.
Can I edit or make changes to the Presentation activities?
No. There is no option for instructors to make changes to the Presentation activities.
Can I add my own Presentation activities content?
No. There is no option for instructors to add their own content to the Presentation activities.
If I upload a file to the Our Digital World (ODW) Companion website will that file be available to students?
No. The uploaded file will only be available to the instructors in the course.

Research
This page describes how to view a Research activity.
Research activities require students to conduct research and submit a document to the Our Digital World
(ODW) Companion website or to complete a brief quiz.
For information about how to view and grade a student file, see the Uploaded Files page in the Graded
Activities section.

View a Research Activity Quiz
To view a Research quiz activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Research activity from the Activity navigation pane.
3. Click the Preview tab.

Note: An instructor's quiz attempts will not be stored by the learning management system.
To clear the quiz form at any time, click the Start again button.

4. When you have completed the quiz, click the Submit all and finish button.

A dialog box will appear to ask if you are ready to submit your answers.

5. Click OK in the popup dialog box to submit your answers.
6. A quiz attempt summary will be displayed with the following information:
l
l
l

Date and time the attempt started
Date and time the attempt was completed
Duration of the attempt

l
l

Raw score
Grade

How to Upload a File
Instructors can upload a file to the Our Digital World (ODW) Companion website, but the uploaded file
will only be available to the instructor.
To upload a file:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Research activity from the Activity navigation pane.
3. Click the Browse button.

4. Select a file in the Select a file to upload dialog box and click Open.
5. Click the Upload this file button.
Once the file has been successfully uploaded to the page, a link to the file will appear.
To upload another file, repeat the steps above.
Students follow the same process to upload a file.

Frequently Asked Questions
What Do Students See?
The student view of a Research activity is identical to what instructors see on the Preview tab.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.
Can I edit or make changes to the Research activities?
No. There is no option for instructors to make changes to the Research activities.
Can I add my own Research activities content?
No. There is no option for instructors to add their own content to the Research activities.

If I upload a file to the Our Digital World (ODW) Companion website will that file be available to students?
No. The uploaded file will only be available to the instructor.
If I take a Research Activities Quiz, will the results be stored by the learning management system?
No. An instructor's quiz attempts will not be stored by the learning management system.

Team Planning
This page describes how to view and upload a file for a Team Planning activity.
Team Planning activities require students to participate in a group activity and submit the final result by
uploading a file.
For information about how to view and grade a student file, see the Uploaded Files page in the Graded
Activities section.

View a Team Planning Activity
To view a Team Planning activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Team Planning activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Team Planning activity.

How to Upload a File
Instructors can upload a file to the Our Digital World (ODW) Companion website, but the uploaded file
will only be available to the instructor.
To upload a file:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select an Team Planning activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Team Planning activity.

3. Click the Browse button.

4. Select a file in the Select a file to upload dialog box and click Open.
5. Click the Upload this file button.

Once the file has been successfully uploaded to the page, a link to the file will appear.
To upload another file, repeat the steps above.
Students follow the same process to upload a file.

Frequently Asked Questions
What Do Students See?
The student view of a Team Planning activity is identical to what instructors see on the Preview tab.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.
Can I edit or make changes to the Team Planning activities?
No. There is no option for instructors to make changes to the Team Planning activities.
Can I add my own Team Planning activities content?
No. There is no option for instructors to add their own content to the Team Planning activities.
If I upload a file to the Our Digital World (ODW) Companion website will that file be available to students?
No. The uploaded file will only be available to the instructors in the course.

Team Presentation
This page describes how to view and upload a file for a Team Presentation activity.
Team Presentations require students to conduct research as a team and upload a short presentation to
the Our Digital World (ODW) Companion website.
For information about how to grade a student file, see the Uploaded Files page in the Graded Activities
section.

View a Team Presentation Activity
To view a Team Presentation activity for a course,
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Team Presentation activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Team Presentation activity.

How to Upload a File
Instructors can upload a file to the Our Digital World (ODW) Companion website, but the uploaded file
will only be available to the instructor.
To upload a file:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select an Team Presentation activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Team Presentation activity.

3. Click the Browse button.

4. Select a file in the Select a file to upload dialog box and click Open.
5. Click the Upload this file button.

Once the file has been successfully uploaded to the page, a link to the file will appear.
To upload another file, repeat the steps above.
Students follow the same process to upload a file.

Frequently Asked Questions
What Do Students See?
The student view of a Team Presentation activity is identical to what instructors see on the Preview tab.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.
Can I edit or make changes to the Team Presentation activities?
No. There is no option for instructors to make changes to the Team Presentation activities.
Can I add my own Team Presentation activities content?
No. There is no option for instructors to add their own content to the Team Presentation activities.
If I upload a file to the Our Digital World (ODW) Companion website will that file be available to students?
No. The uploaded file will only be available to the instructors in the course.

Tutorial
This page describes how to view and upload a file for a Tutorial activity.
Tutorial activities involve working through a tutorial, completing the assignment, and uploading a file of
the work for instructors to grade.
For information about how to view and grade a student file, see the Uploaded Files page in the Graded
Activities section.

View a Tutorial activity
To view a Tutorial activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Tutorial activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Tutorial activity.

How to Upload a File
Instructors can upload a file to the Our Digital World (ODW) Companion website, but the uploaded file
will only be available to the instructor.
To upload a file:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select an Tutorial activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Tutorial activity.

3. Click the Browse button.

4. Select a file in the Select a file to upload dialog box and click Open.
5. Click the Upload this file button.

Once the file has been successfully uploaded to the page, a link to the file will appear.
To upload another file, repeat the steps above.
Students follow the same process to upload a file.

Frequently Asked Questions
What Do Students See?
The student view of a Tutorial activity is identical to what instructors see on the Preview tab.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.
Can I edit or make changes to the Tutorial activities?
No. There is no option for instructors to make changes to the Tutorial activities.
Can I add my own Tutorial activities content?
No. There is no option for instructors to add their own content to the Tutorial activities.
If I upload a file to the Our Digital World (ODW) Companion website will that file be available to students?
No. The uploaded file will only be available to the instructors in the course.

Video
This page describes how to view a Video and how to preview a Video quiz.
Video activities involve viewing a video and then completing answering a few questions about the video.
See the Quizzes page in the Graded Activities section to find out more about how to view and modify
the grades for quizzes.

View a Video
To view a Video activity page for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Video activity from the Activity navigation pane.
3. Click the link to the Video.

The video opens in a new tab or window, and begins to play automatically.
l

Click the Pause button to pause the video.

l

Click the Stop button to stop the video.

l

Click the Play button to resume a stopped or paused video.

l

l

To rewind the video, drag the playhead to the left; to fast-forward the video, drag the playhead to the
right.

To change the volume, drag the volume bar with the cursor. Drag to the left to decrease the volume
and to the right to increase the volume.

Preview a Video Quiz
Each Video activity page contains a brief concept quiz.
To preview a Video quiz for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Video activity from the Activity navigation pane.
The Info tab displays immediately after you select a Video activity.

3. Click the Preview tab.

Note: Quiz attempts by instructors will not be stored by the learning management system.
To clear the quiz form at any time, click the Start again button.

4. When you have completed the quiz, click the Submit all and finish button.

A dialog box will appear to ask if you are ready to submit your answers.

5. Click OK in the popup dialog box to submit your answers.
6. A quiz attempt summary will display with the following information:
l
l
l
l
l

Date and time the attempt started
Date and time the attempt was completed
Duration of the attempt
Raw score
Grade

Frequently Asked Questions
What Do Students See?
The student view of a Video activity page is identical to what instructors see on the Info tab.
Can I edit or make changes to the Video activities or Quizzes?
No. There is no option for instructors to make changes to the Video activities or Quizzes.
Can I add my own Video activities content?
No. There is no option for instructors to add their own content to the Video activities.
If I upload a file to the Our Digital World (ODW) Companion website will that file be available to students?
No. The uploaded file will only be available to the instructors in the course.
If I take a Video Activities Quiz, will the results be stored by the learning management system?
No. An instructor's quiz attempts will not be stored by the learning management system.

Concept Check
The pages in this section describe the Concept Check activities, which are activities designed to help
students test their understanding of a textbook chapter.
The Concept Check activities are graded automatically, but instructors have the option to override existing grades.
See the Graded Activities section to find out more about how to view and modify the grades for Concept Check activities.

Multiple Choice
This page describes how to preview a Multiple Choice activity.
See the Multiple Choice page in the Graded Activities section to find out how to view and modify the
grades for these activities.
Multiple Choice activities involve answering questions related to a textbook chapter.
In the Multiple Choice activity illustrated in the image below, students provide an answer for each question by selecting one of the options by clicking a radio button.

Preview a Multiple Choice Activity
To preview a Multiple Choice activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Multiple Choice activity from the Activity navigation pane.
The Info tab displays immediately after you select a Multiple Choice activity.

3. Select the Preview tab.

Note: Quiz attempts by instructors will not be stored by the learning management system.
The answers are provided by selecting one of the options by clicking a radio button.

To clear the quiz form at any time, click the Start again button.

4. When you have completed the quiz, click the Submit all and finish button.

A dialog box will appear to ask if you are ready to submit your answers.

5. Click OK in the popup dialog box to submit your answers.
6. A quiz attempt summary will display with the following information:
l
l
l
l
l

Date and time the attempt started
Date and time the attempt was completed
Duration of the attempt
Raw score
Grade

Frequently Asked Questions
What Do Students See?
The student view of a Multiple Choice activity page is similar to what instructors see on the Info page.
The difference between the student view and the instructor view is that students have access to an
Attempt exam now button. Students click the Attempt exam now button to begin the activity. After their
answers have been submitted, the student will see an attempt summary page that displays information
about the quiz such as which questions were answered correctly, the raw score, and the grade.
After each attempt, the student's view of the activity page will be modified to display the date and time
that each attempt was completed and the highest achieved grade for the activity. After the first attempt,
the button on the activity page will change from Attempt exam now to Re-attempt exam.
Can I edit or make changes to the Quizzes?
No. There is no option for instructors to make changes to the Multiple Choice quizzes.
If I take a Multiple Choice quiz, will the results be stored by the learning management system?
No. An instructor's quiz attempts will not be stored by the learning management system.

Word Puzzle
This page describes how to preview a Word Puzzle activity.
See the Word Puzzle page in the Graded Activities section to find out more about how to view and modify the grades for this activity.
Word Puzzle activities involve typing in words provided with their description.
In the Word Puzzle activity illustrated in the image below, students are asked to enter a word for each
description. Points are awarded for each correct entry.

Preview a Word Puzzle Activity
To preview a Word Puzzle activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Word Puzzle from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Word Puzzle activity.

3. Click the Preview button.

4. Click the Start Game button.

The word puzzle will begin immediately.

5. To move the insert cursor, click a description from the Across or Down menu, or click one of the
squares in the horizontal or vertical rows.
6. Enter alphabetic letters until all of the words in the puzzle have been added.
To clear the Word Puzzle, click the Start Over button at the bottom.
7. To submit your answers to the activity, click the Submit button at the bottom.
8. A brief summary page will display. This summary shows the grade for the Word Puzzle attempt.
9. Click the Continue link or wait a moment to be taken back to the Word Puzzle activity page.
Note: Grades for instructor attempts will not be added to the Grades section of the website.

Frequently Asked Questions
What Do Students See?
The student view of a Word Puzzle activity page is similar to what instructors see on their Info tab. The
difference between the student view and the instructor view is that students have access to a Start button
rather than a Preview button.
After their answers have been submitted, students will be able to see their highest achieved score on the
Word Puzzle page and the Grades page. Students will also be able to see the date and time that the
most recent attempt was completed.
Can a student save a Word Puzzle activity and return to it later?
No. A Word Puzzle activity can be cancelled by navigating away from the page. Only the highest score
is stored and recorded by the learning management system. Instructors can see how many attempts have
been made by a student from the Report tab of the activity page.

Matching
This page describes how to preview a Matching activity.
See the Matching page in the Graded Activities section to find out more about how to view and modify
the grades for this activity.
Matching activities involve matching terms with images or their descriptions.
In the Matching activity illustrated in the image below, students are asked to select a word from a dropdown list that corresponds with the description to the left. Points are awarded for each correct match
between term and description.

Preview a Matching Activity
To preview a Matching activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Matching activity from the Activity navigation pane.
The Info tab displays immediately after you select a Matching activity.

3. Click the Preview tab.

4. Select a word from each of the drop-down lists until a word has been selected to match each description.

Note: Quiz attempts by instructors will not be stored by the learning management system.
To clear the Matching activity, click the Start again button.
4. When you have completed the quiz, click the Submit all and finish button.
A dialog box will appear to ask if you are ready to submit your answers.

5. Click OK in the popup dialog box to submit your answers.
6. A quiz attempt summary will display with the following information:
l
l
l
l
l

Date and time the attempt started
Date and time the attempt was completed
Duration of the attempt
Raw score
Grade

Frequently Asked Questions
What Do Students See?
The student view of a Matching activity page is similar to what instructors see on the Info tab. The difference between the student view and the instructor view is that students have access to an Attempt
exam now button.

After their answers have been submitted, students will be able to see their highest achieved score on the
Matching page and on the Grades page. Students will also be able to see the date and time that the
most recent attempt was completed.
After the first attempt, the button on the activity page will change from Attempt exam now to Re-attempt
exam.
Can a student save a Matching activity and return to it later?
Yes. If a student does not click the Submit all and finish button, he or she can return and complete the
Matching activity at a later time.
Information about each attempt is stored by the learning management system and can be viewed from
the Report tab of the activity page.

Label It
This page describes how to preview a Label It activity.
See the Label It page in the Graded Activities section to find out more about how to view and modify the
grades for this activity.
Label It activities involve labeling images or descriptions. In these activities, students drag and drop
terms so that they match with images or descriptions.
In the Label It activity illustrated in the image below, students are asked to label the images. The exercise is completed by dragging and dropping each of the terms on the left into the gray boxes in the
middle. Points are awarded for each correct match between label and image.

Preview a Label It Activity
To preview a Label It activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Label It activity from the Activity navigation pane.
3. Click the Preview button.

4. Click and drag and drop a term to a numbered box until all of the terms have been placed into the gray
boxes.

The goal in this exercise is to label the images correctly.

l

To clear the boxes and to start over, click the Restart button.

l

To finish without saving the attempt, click the Exit button.

5. To submit your answers, click the Submit button.

6. After you submit your responses, the final grade will be displayed.
Note: Grades for instructor attempts will not be added to the Grades section of the website.

Frequently Asked Questions
What Do Students See?
Students see a page similar to what instructors see on the Info tab of a Label It activity page. The difference is that students have access to a Start button rather than a Preview button.
The Label It activity works exactly the same for a student as it does for an instructor. However, an instructor's score will not be recorded by the learning management system.
After the answers have been submitted, a feedback page will appear to tell the student that the answers
were successfully submitted and report his or her grade.
If the student goes back to the Label It activity page, he or she will be able to see submission feedback
such as the date, time, and grade of the latest submission.
Can a student save a Label It activity and return to it later?

No. A Label It activity can be canceled by navigating away from the page or by clicking the Quit Activity
button. Only the highest score is stored and recorded by the learning management system. Instructors
can see how many attempts have been made by a student from the Report tab of the activity page.

Arrange It
This page describes how to preview an Arrange it activity.
See the Arrange It page in the Graded Activities section to find out more about how to view and modify
the grades for this activity.
Arrange It activities involve arranging words or sentences into a particular sequence. The words are
placed into order by dragging and dropping them into numbered boxes.
In the Arrange It activity illustrated in the image below, students are asked to describe the steps of the
booting process. This exercise is completed by dragging and dropping each of the terms at the top of the
page into the numbered boxes. Points are awarded for each correct placement in the sequence.

Preview an Arrange It Activity
To preview an Arrange It activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select an Arrange It activity from the Activity navigation pane.
3. Click the Preview button.

4. Click to select a term and then drag and drop the term to a numbered box until all of the terms have
been arranged in the correct order in the numbered boxes.

l

To clear the boxes and to start over, click the Restart button.

l

To finish without saving the attempt, click the Exit button.

5. To submit your answers, click the Submit button.

6. After you submit your responses, the final grade will be displayed.
Note: Grades for instructor attempts will not be added to the Grades section of the website.

Frequently Asked Questions
What Do Students See?
The student view of an Arrange It activity page is similar to what instructors see on the Info tab. The difference is that students have access to a Start button rather than a Preview button.
The Arrange It activity works exactly the same for a student as it does for an instructor. However, an
instructor's score will not be recorded by the learning management system.
After the answers have been submitted, a feedback page will appear to let the student know that the
answers were successfully submitted and report the final grade.
If the student goes back to the Arrange It activity page, he or she will see submission feedback such as
the date, time, and grade of the latest submission.

Can a student save an Arrange It activity and return to it later?
No. An Arrange It activity can be canceled by navigating away from the page or by clicking the Quit
Activity button. Only the highest score is stored and recorded by the learning management system.
Instructors can see how many attempts have been made by a student from the Report tab of the activity
page.

Projects
This page describes how to view and upload a file for a Project activity and how to preview a Wiki
Project.
Projects are available in two versions: individual and group. Project results are either submitted as a file
or provided in a Wiki.
Each textbook chapter contains a Wiki project. A Wiki is a type of software that allows users to create
and edit content collaboratively. To learn more about Wikis, see section 7.6 in the Our Digital World
(ODW) textbook.
For information about how to grade a student file, see the Uploaded Files page in the Graded Activities
section.

View a Project
To view a Project activity for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Project from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Project.

How to Upload a File
Instructors can upload a file to the Our Digital World (ODW) Companion website, but the uploaded file
will only be available to the instructor.
To upload a file:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select an Project activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Project.

3. Click the Browse button.

4. Select a file in the Select a file to upload dialog box and click Open.
5. Click the Upload this file button.
After the file has been successfully uploaded to the page, a link to the file will appear.
To upload another file, repeat the steps above.
Students follow the same process to upload a file.

Preview a Wiki Project
To preview a Wiki project for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Wiki project from the Activity navigation pane.

Frequently Asked Questions
What Do Students See?
When students access a Project page, they see the same view that instructors see on the Preview tab of
that Project page.
The Wiki activity page looks and works the same for students as it does for instructors.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.

Class Conversation Topics
This page describes how to post and edit an entry for a Class Conversation Topics activity page.
The Class Conversation Topics involve reading a text and posting a response. There is no grade for
Class Conversation Topics activities recorded and stored by the learning management system.

Post a Response
To post a response to a Topic for a course:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Topic from the Activity navigation pane.
3. Click the Post a response button to display the Add an Entry form.

The Add an Entry Form:

4. Enter a Post Title.
5. Type your post in the Post Entry field.
6. Click the Add Entry button.

Each new entry will be added to the bottom of the topic page.

Edit an Entry
To edit a response:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Topic from the Activity navigation pane.
3. Click the Edit this entry link beside the title of the post you want to edit.

4. Edit the entry.

Note: Students cannot edit an entry after it has been submitted.
5. Click the Save Changes button.

Frequently Asked Questions
What Do Students See?
Students see the same thing instructors see when they visit a Class Conversation Topic. Students can
see posts that instructors add to a Topic.
A student contacted me about not being able to edit a Blog entry. How might I help this student?
Students cannot edit a response once it has been submitted. Instructors have editing privileges and can
edit a student's posting. See Edit an Entry section of this page for more information.

Spotlight on the Future Podcast
This page describes how to listen to a podcast and how to upload a file to a Spotlight on the Future
Podcast activity page.
The Spotlight on the Future Podcast requires students to listen to a podcast (an audio file), consider a
list of questions, and submit a file with answers to those questions to the Our Digital World (ODW) Companion website.
For information about how to view and grade a student file, see the Uploaded Files page in the Graded
Activities section.

Listen to a Podcast
To listen to a Spotlight on the Future Podcast:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Spotlight on the Future Podcast from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Spotlight on the Future Podcast.

3. Click the Play button.
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To stop the podcast, click the Pause button.

To rewind the podcast, drag the playhead to the left; to fast-forward the podcast, drag the playhead
to the right.

How to Upload a File
Instructors can upload a file to the Our Digital World (ODW) Companion website, but the uploaded file
will only be available to the instructor.
To upload a file:
1. Select a course name header from the Course navigation pane.
Optional: Filter the Activity navigation pane by selecting a chapter from the Course navigation pane.
2. Select a Spotlight on the Future Podcast activity from the Activity navigation pane.
The Preview tab is the first screen that displays after you select a Spotlight on the Future podcast.

3. Click the Browse button.

4. Select a file in the Select a file to upload dialog box and click Open.
5. Click the Upload this file button.
After the file has been successfully uploaded to the page, a link to the file will appear.
To upload another file, repeat the steps above.
Students follow the same process to upload a file.

Frequently Asked Questions
What Do Students See?
Students see a page that is similar to what that the instructor sees on the Preview tab of the Spotlight on
the Future Podcast page.
After an instructor has provided a grade or optional comment, the student can view this feedback on the
Spotlight on the Future Podcast page.
Can students upload more than one file?
Yes. If a student would like to replace a file, he or she can upload another file and the newly uploaded file
would replace the old file. To upload multiple files, students can place the files in a zipped folder and
then upload the zipped folder.

If I upload a file to the Our Digital World (ODW) Companion website will that file be available to students?
No. The uploaded file will only be available to the instructors in the course.
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