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Overview

Class content created in OIS for one semester often needs to be re-used in a
future semester. The basic recommendation is to save all tests, discussions, drop
boxes, gradebooks, calendars and the user database into an OIS “archive”, and
only then delete or modify the original OIS components to fit the new semester.

This booklet will cover the changes one needs to make to each OIS module in
order to prepare a previously used OIS class for a new semester.



Identifying What "Stays" and What "Goes"

The first step in reusing OIS classes in new semesters is to identify what in the
current (old) course should stay and what should be deleted. Below is an
overview of the OIS objects that need to change in most cases.

Students: In most cases students from a current class will not be needed in the
new semester. However, it is possible that some students may have incomplete
grades and be finishing up the current course; in that case those students do not
have to be deleted. You also do not need to delete the account you use to access
the class and any “dummy student” account that can be reused in the new class.

File and Folder Protection: If this Manager feature is being used in the current
class, the dates and times of the protected resources will have to be changed for
the new semester.

Tests: Most of the time tests will be reused in a new semester. Instructors should
be aware, however, that they may need to change test availability times in OIS
UTest, as well as any test permissions that may have been set in a previous
semester.

Gradebooks: Grade information for students will not normally need to be carried
over to new semesters. However, it is usually useful to use a gradebook from a
past semester as a template for the new class—especially if complex formulas are
being used.

Calendars: Calendar items’ dates and times often need to be changed when
classes are being reused.

Forum Discussions and Topics: Discussions usually will need to retain their
structure (i.e. Discussion levels, starter topics) from previous semesters but
existing student replies may need to be deleted for the new class.

Drop Boxes: Categories and drop boxes will often be needed in the new
semester, but old files submitted by students will need to be deleted.

Changing Manager

I. Archiving the Current Class

Before making any changes, the current class should be archived for future
reference.

An OIS archive contain copies of the entire OIS database, including tests,
gradebooks, calendars, drop boxes and bulletin board messages. The archived
class will appear under the special profile named “Local Archive” in Manager, and
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can be easily exported to a file that can be saved in any long-term storage media,

such as a CD-R or ZIP disk.

It is important to note that archiving a
class does not cause any content to be
deleted or modified in the source OIS
class. It merely creates a “snapshot” of

the OIS-related files at any point in time.

Here’s how you can archive a class:

In Manager, left-click on the class you
want to archive, then go to “Tools” and
select “Archive Class” from the menu.

Note: make sure you select a “class”
node in the left pane of Manager.
Selecting a different node type (e.g. a
Profile) will make the “Archive Class”
menu item disabled.

& 015 Course Manager ¥1r84a

File Edit Tools Help

DES&R =R b 22 N&d H

Add Mew Profile
1 Local Archive

Students and Groups | Browserl

Full Hame | Usemaﬁl
& Alewanders, John L 488123,
£ Brick, Kristin D 431123,
£ Daloe, Michael J 354123...
& Gann, TwylaJ 473123..

& Instuctor, Jare [In..  jinstructor
ﬁ Jones, Jennifer L 097123...

£ Karich, John 0oo1ot..
£ Meneghel, Joshua 487123
£ Maire, Tim M 489123 .

# Papel, Brandon & 488123
£ Pomhal | sune b KT k)

015 Course Manager vir84a

File Edit | Tools Help
OB |£|3 Emnail Student(s)
v (53 Email Group(s)
3] Lot 55 E-mail Quthox and Settings

&1 Ins Send list of emails bo default emai cliemt

D& d B
and Groups | Bmwserl

2 Usernarne

-

(] % Protect Files and Folders
l’-.) Refresh Class

nders, John L 488123,

= m KistinD 431123
&l copy and Move Fies o Michael) 354123

L Twylad 7123
F5  pctor, Jane [In..  jinstructor
. Jennifer L 097123.

Check and Fix
b, John ooa ...
Update Program Lohel, Joshua 487123,
# Maire, Tim M 489123...
# Papel, Brandon A 488123 .
4 Prmhal | aune A AR
Before allowing you to continue archiving X

a class, Manager will calculate the size of 9 ) The total uncompressed siee of this class s 21.61 K2,

your OIS class and ask you if you want to The archive operakion can ke up to | minute when connected via mode.
continue archiving it. It is recommended | caneel |

that you archive classes only when using a

high-speed Internet connection, since the entire class has to be downloaded to
your local hard drive.

x

Please type in a name for the archived clags:

The next step is to type in a name for the
archived class. It is a good idea to put a semester
or year indicator in the name so you know at a
glance what classes you have in your archive.

[MA030 Fal 2003

Cancel

Once you select the name for the archived class, the archiving procedure will start
on the server. The creation of the archive is usually fast, but it may take a long
time to download it, depending on the speed of your Internet connection.



x

\p The archive has been created successfully.

Flease keep in mind that only the 0I5 database has been archived, not the HTML files and other documents. You can now delete this
class from Manager safely {deleting it from Manager will nat affect your files). Make sure vou back up the files within the class folder
before you delete them using FrontPage or any other method.

When the operation completes you will

. File Edit Tools Help
be able to access yOUf'newa archllve"d IR EEIELY L
class by selecting the "Local Archive

B3 Add New Profile Students and Groups | Browser |
profile in Manager and then selecting IR ocaive Stugert Name [[Userr
the course you archived. You will then O UiksSioNED0 i:lne;kans:;;.nghnt ok
be able to use OIS applications as usual  |=@ et st o o % & Daloe, icheel T
in this archived class. T & UNAsSIGNED0 e

-0 UNASSIGNED-01 & Jones, Jennifer L 09714
ey MA134 & Karich, John 000

Keep in mind, however, that archives iMeneghel,Joshua 4713

“ ” toire, Tim b 48914
are “read-only”, so no changes can be £ Papel Brandons 15511
made to an archived class. £ Pombal Lo b 3712

Now that your class has been archived, you can keep it in the Local Archive
profile or you can export it to a file and then delete it from the Local Archive. To
export an archived class to a file: right click its name, then choose “Export Class
to File” from the pop-up menu. You can then choose a file name to save the
archive to (OIS archives have the extension OCA).

In order to bring an OCA file back to the “Local Archive” profile, just double-click
on the file in Windows Explorer. OIS Manager will “import” the file and make it
available next time you launch the program.

lll. Preparing Your Old Class for New Students

Now that you have archived your class and saved it on your hard drive or to a CD
for future reference, it is time to prepare the class folder to be used by the new
students.

In most cases students from a previous semester should be removed from OIS
Manager before adding students from a new semester. Once students from
previous semesters are removed, then new students can be added.



Deleting the Old Students and Adding the New Ones

First, select all the
students from the roster.
An easy way to do this
is to click on the first
student in the list, then
hold down the shift key
and click on the last
student (you might have
to scroll down,
depending on the
number of students in
your class). This will
select all students in the
list.

You can de-select
individual students by
holding down the control
key (CTRL) and clicking
on the student name.

You might want to keep
your own username in
the roster, for example.

Once the students you
want to delete are
selected, go to the “Edit”
menu and choose
“‘Delete”. You will be
asked if this is really
what you want to do.

Note that deleting
students deletes all OIS
information, such as test
results, drop box files
etc. so make sure you
archive your class first!
You cannot “undo” a
Delete operation.

;p' 0IS Course Manager ¥1r84a
File Edit Tools Help

DEH&R 2R vk 23| 0&d|F

------ E7 Add New Profile

21 Local Archive

. =-E1 MADI0Fal 2003

: e UNASSIGNED-00
: 7 UNASSIGNED-OT
EI__@ Instructor on catl zemo.edu
MA090

Students and Groups | Brawser I

Clags Code | 5

.p OIS Course Manager ¥1r84a
File Edit Tools Help

DEHER 22 vh 33 244 0

B Add New Profile

- @1 Local Archive

- E-F1 MADSD Fall 2003

£ UMASSIGMWED-00
: L7 UNASSIGNED-OT
Elé_:l Instructor on catl semo.edu
M&030

Students and Groups | Browser I

Student Mame 1] Email

;p 0IS Course Manager ¥1r84a

File | Edit Tools Help

0O & cu
— Copy hrl+C
E|= B2 Paste Chrl
s
; Capy LRL 1]

E|.‘ Select Al Curlka |

1 Choose Columns

Properties

N e

Chrl+ E||'—?E|0%§|ﬂ

Students and Groups | BrOWSerl

Student Mame Usemame | E Class Code | !




The next Step iS to add the neW l:ss Poprties of,.-"inI:rucl:or,.-"mal]gl],.-" il
. . roperties | Preferences
students. The easiest way to do this

. . Clasz Name |MA090
istogoto the class properties by. Mo L
double-clicking on the class icon in oS Sode andsemtons
Tem IFaII j Code | Section | Add
the left pane of Manager. Then veu [0 2] 4030 19
change the "Term" and "Year" of the [[oee |
CIaSS appropriately and make Sure [ Allow anonymous logins to this class
[1] : ¥ Sunchronize roster automatically
the CheCkboxes_ synChronlze v D}; not accept student and gue};t loging to thiz class right now.
roster automatically” and “Do not S
accept |OginS” are CheCked After AEIas_s Template i_s an HTML_fiIe that contain_s the_formatting to_be uzed by all components in
Clicking OK the neW Students Wi” tn:]:niuc-l.ﬁ?alfnqgfediifrlgﬁéuuol:oﬂ"cT;:saneﬁ:{xd file for formatting. Please see the user's
’ = . Clazz Template File Location:
be pU”ed from the admInIStratlve Ainstructor/malaloistemplate. him Browsel
system into your OIS class
database. o | e
Remember to save the changes you

File Edit Tools Help

D$@|%3||@3|0@%§|ﬂ

have made to the database by clicking on
the “Save” icon in the toolbar.

. " Save changes {Ctrl+5) Students and Groups | Browser I
-] Local Archive
B MAD3DFall 2003 Student Nome L]
B UNASSIGNED-0 & Clay, Bumin 49917
: ] UNASSIGNED-O1 £ Damien, Meier D 48912
Elé_:l Instructor on catl. zemo. edu A Dana, Memi R 4321z
- N & Holly, Schubert B 49717
LB M3 & Instructor, Jane (Instructor) | jirstru
4 sacac

Changing Dates in “File and Folder Protection”

If you do not use the “File and Folder Protection” feature in Manager, you may
skip this section.

Manager can make files and folders available at certain times (time-restricted
content) through the “Protect Files and Folders” feature. If you use this feature,
you will need to adjust the “delivery” dates and times for each of your timed
resources.

To do this, select the

File Edit | Tools Help
?Iass a”nd go to the O B £ el stuceris) Na& dl i
Tools” menu,

o 55 Ernail Group(s)

and Groups | Bmwse[l

. I3 . 5 E-mail Qutbox and Settings
Se|eCtIng PrOteCt FlleS EI---I!-;I( e ik o s o el el el MName | Uzemame | Email | Class Eodel
”» Burnin 499123457 mnl 2stu@zemo.edu
and Folders”. en, Meier D 499123455 | teZ3stui@semo.edu
. Memyl B 492123459 tm23stuiEsemo. edu
l Schubert A 497123456 nwd3stuEizemo.edu
ctor, Jane [Instructor] jinstructor  jinstructari@zemo. edu
theck and Fix 3, Shewart & 433123453
een, Bromin b 492123456 i1 2etuiEzemo. edu
Update Program , Pinguim L 494123456 abl12stu@semo.edu
& Marquis, Brors & 499123456 kI 2stuiEzemo. edu
ﬁ Matthew, Bonn E B9R123456  efl 2stuiEisemn. edu
£ Micholas, Avestuz 5 495123456 cdl 2stuEsemo. edu
& Thomas, Crapff N E41123456
£ william, Canes R 439123458




Click on the first item of the list,
and then click on the “Edit”
button.

Alternatively, you can just double-
click on the list item to open the
edit dialog.

In the edit dialog, choose new
beginning and ending dates for the
resource, then click OK.

& File and Folder Protection - MAQ90 =10l x|

Wceve | #Add = Delete [HEdt, | &t very | ] Dose

Access Restriction |

End D ate/Time Variables

Start Date/Time
11 A

protectag/unit 2 Folder  1T/14/2003 1207 am - aliaps No
protected/unit 3 Folder 11/30/2003 1201 am always Mo
protected/unit 4 Folder 12/09/200312:01 am  always Mo

T —— x|

File: or Folder

Iprotecteda’unit 1

Browse Folders | Browse Files |

1 1 1 If enabled, 0I5 will replace the vanables Firstame?: and %L astMame?
Repeat th IS Step for eaCh Item in you r with the logged on student's information in all HTML pages within this

list.

Then click on the “Save” button to
save your changes to the server.

[T Enable QIS variables  folder. 1t will alzo enable parsing of links with the keywaord
015 _RestriictedContent” in them and dizable the link when the target is
ot available.

—Access Controt
" Dery access to anyane

% Allow access using these dates and times:

—Beqin Date and Time:
= Always
& Allow access after I 21 4/2004 j at |12:01:00 &M j

—End Date and Time n February. 2004 u
o+ Always Sun Mon Tue Wed Thu Fri Sat

Ll

€ Allow access before [1 5 31 4 5 B 7

8 9 10 11 12 13 +
15 16 17 18 13 20 2

2 023 M X% X OB
29

[

&F File and Folder Protection - MA090 [ 3]
Esave, | #4dd = Delste [QEdt  gtveiy | [ Close

Access Revtriction |

File or Folder | Type | Start Date/Time | End Date/Time | Yariables |
protectad/unit 1 Faolder 02A14/2004 12201 am alwayz Ma
protected/unit 2 Folder 02/20/200412:01 am  always Mo

protected/unit 3 Faolder 03/23/2004 1 alwayz Mo

4 Folder




Changing the Other OIS Modules

This section covers the preparation of various OIS modules to be reused in a new
semester. If you do not use a particular OIS module you may skip that section.

I. Calendar

Calendar files usually need attention when moving to a new semester because
appointment dates will still be referencing the dates from the previous semester.

To fix Calendar files, first open the calendar file you wish to transition.

& Calendar ¥1r65 [calendar.oic in /instructor/ma090] N [m] ]
File Edit Tools Help

Do Bia X w6 [f

Make thiz calendar active for.  MADSO {MADID-19) Section: | Al v

Hanthly iew I Daily Wi ListView | Time Allocation I

| Begin Time | End Time | Title | Type | Subtype | Recur
Quiz ¥

Next’ you must go to eaCh Calendar l:a vrB[aIendar.oic in finstructor/ma090]
H . e I oals (=]
appomtment and move |t_ tq the new date. D B i [@X]| BB
"'Fhe eg3|e§t way to do this is to sele_ct the Mak%zite Sl I —
List View" tab, to see all Calendar items o Addiem (Vi | i Alston
in a list. You can move all items at once o 2 Deleteltem_ Del _|———

or one at a time. In this example, we
selected all items by clicking on the first
one, then holding down the shift key and
clicking on the last one.

After selecting the item(s) you want to
move, go to “Edit” and choose “Move Items” from the menu.



Select how you wish to move the selected Move tem ES
Calendar Item(s) |n the "MOVG Itemu dlalog \:(:oils:::hketomovethese|tem[s]aheadurbeh|nd.
When you are finished click OK. £ Behind

€ To a specific date

How many years would like to mave it:

P =

How many months would like to move it: |5 :II

F
F

Cancel |

How many weeks would like to move it:

How mary days would like ta maove it

& Calendar v1r65 [calendar.oic in finstructor/ma090]
File Edit Tools

Double-check the dates for each item.
To change the date of a particular item,
double-click on it to open the item
properties dialog.

Help

S IEEEY S

| B
Section: Ih

&3
Iake this Save |ar active for.  MADSO {(MADDD-19)

anthly View I Daily igw  List Wiew | Time Allocation I

i “ ” Begin Time | End Time | Title | Type

Click on the “Save” button to save your _
02/12/04 12:00:01 Ak 02712/04 11:5%59 .. ‘weekly Azzsignment Due Announce

Calendar Changes ; 02/19/04 12:00:01 AM - 02/19/04 11:53:59 .. Weekly Azzsighment Due AnnoLncel
02/26/0412:00:01 AM  02/26/04 11:53:59 .. Weekly Aszsignment Due Announcel
03410/04 12:00:01 &AM 03410404 11:5359 . Weekly Aszsignment Due Announcel
03/74/04 2:00:00 2M  03/74/04 2.00:00 &M Test1 Appaintme
03/7/04 12:00:01 Ak 0347704 11:5%59 .. ‘weekly Azsignment Due Announce
03/24/0412:00:01 AM - 03/24/04 11:5959 .. Weekly Azsignment Due Announcel

Il. Dropbox

Transitioning DropBox to a new semester usually will involve deleting all current
files which students have uploaded and/or changing availability times for drop
boxes (if you are using that feature).

Deleting Files From a Drop Box

<& DropBox v1r09 [Test in /finstructor/ma090]

Browse to the drop box you
want to delete files from. Make
sure you select the drop box

File Edit View Tools Help

D@ H&@o|[Bk i R X227

Cartent | Browserl Statisticsl

node on the left pane so the S Ted Q Propeties | [ AddFiefs) | X Delete |
. . . . EIEI Weekly Assignments -
list of files appears in the right = Tile: Papers

Elgﬁ Johgs, Jenrifer L Status: Dnline Group Access: No File: 1

pane. If you select a student

B assignment File Types Accepted: TXT. DOC. XLS. PPT, MDB. ZI
node, only the selected = 4 Hoie Tin i
’ i @ assignment

student’s files will be listed. %Jtn
""" azzignmenl

- & Papel, Brandan 4

B B B

aszighment....  assignment....  assignment...  aszignment....

E-& hrticles
B £ Jones, Jennifer L
B paper
B4 Moire, Tim M
) paper

Eljﬁ Rooses, Jason R
PN
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Next, select all files listed on
the right. You can select the
files by clicking on the white
space, then dragging the
mouse over the files while
holding down the left mouse
button, or you can select the
first file, hold down the shift
key, then select the last file.

Press the delete key to delete
the selected files. Repeat as
necessary for all drop boxes.

&- DropBox ¥1r09 [Test in finstructor/ma090]
File Edit ‘Wiew Tools Help

D d&o B ik X|%-80 0

Cantent | Browser I Statisticsl

e

=

Test 3, Properties | [ Add Filefz] | # Delete

£ Weekly Assignments

&P Papers

Elﬁ Jones, Jennifer L

H @ asgignment
2 & Maire, Tim b

@ assighment

Title: Papers
Statuz: Online

Group Access: Mo

File Cc

File Types Accepted: TXT, DOC, XLS. PPT. MDB. ZIP
Max Uploads per Student: 1

EI £ Hooses, Jason R
: @ assignment
. B~ & Papel Brandon &

EI@ Auticles
B~ A& Jones, Jennifer L

) paper

- & Maire, Tim M

@ paper

B £ Rooses, Jasan B
Y

Changing the Availability of a Category or Drop Box

If you set the availability of a

&- DropBox ¥1r09 [Test in finstructor/ma090]
File Edit Wiew Tools Help

drop box or category for the
past semester, you will have to
change those dates again now.
You can change the availability
dates by selecting the category
or drop box and pressing the
“Properties” button.

Next, in the "Properties” dialog
select the "Availability" tab. Then,
change the dates and times
which the category or drop box is
available as needed.

Click OK to save your changes.

D H@o (B B X280 H

Content | Browserl Statisticsl

L MEL)

=g Test
=)

- Aicles
-1 Final Paper

QEroperties I [ Add Filefs] | X Delete |

Title: gt drop box properties
@ StatusT Unline oup Access: Noo File

File Types Accepted: TXT, DOC, XLS, PPT, MDB, 2
Max Uploads per Student: 1

Drop Box Properties (CategoryID=1; DropBoxID=5}) il

1dentification| Options Availability |Ad§anced|
™ Make this drop box always availabls

+ Make this drop box available from I 211042004

This drop box will be invisible b
until the start date/time, and ~ '©
will be clozed [read-only) after

the end datetime

Permizzions [inheriting from paren

=l a [1zo0004M

| 21172004

Lkl R

=] & [1zovooem

n February, 2004 u

Sun Mon Tue Wed Thu Fri Sat

Mame

< Today: 10/14/2003 Edit

12 3 4 & B 7
8 9 10 «<Ee 12 13 14 :l Add
1% 16 17 g 13 20 21

2023 M B X X7 A
29

Eemaoye

Diefault

Al

o ]

Cancel |
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lll. Forum

Transitioning Forums to new semesters involves deleting discussions or topics
which you feel are not relevant or not needed for the new semester.

Note: If topics are kept from previous semesters it might be a good idea to set
topic availability times so that topics for later assignments do not show to students

until you are ready.

Deleting Replies to a Topic

Click on the appropriate topic
(1).

Now click on the “Show list of
replies” button (2) to see the list
of messages posted as replies
to the selected topic.

Now select all replies (or just
the ones you want to delete)
and press the “Delete” key (or
go to “Edit” and choose
“Delete” from the menu).

IIJ Forum ¥2r14 [MAD90 in /instructor/ma090/]
File Edit View Tools

Help

SU&0o B YR X a0
Corntent | Browser I Statistics I
IEI"'&':I] Title o |QEdi§Topic | [ Reply to Topic | X Delete
E@ Book Chapters — =
B ||| Topic Title:  Equations

o And the Equation’?
Example

1 My example

9 Equation

| Hella [1)

; Aind the Equation’?
=B Example

E| My example

EI-- Formulaz

B Mine

o &nd the Equation’?
] Quadratic?

| Polynomialz

] Equation

] Wwiell...

o And the Equation?

=B Exampls
BB My example

=4 Halway
EI Hello Gang
=G

Created 11726702 5:05:02 PM
Last Post: 11726402 6:13:20 PM

by Jones, Jenn
Statuz: On

Give me an example of equatian.

Click to show the list of replies|

Quadratic?
Palynamialz

Equation

- wiell...

B And the Equation?
BB Example

EI My example

EI@ Hallvay
EI Hella Gang
. BB Helo

i B s had -
4 I I 3

| Fosted

| Authar

& | MsgTitle

s ol R 11/26/02 5:13:19 PM
0/14/03 21%11 Pt
g 10/14/03 21339 M
0/14/03 21%52 P
0714703 2:20:27 Pt

1

Daltoe, Michaeld 1
Jones, Jennifer L
Daltoe, Michael J
Meneghel, Joshua
Daltoe, Michael J

Topic "Equations"
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Note that you cannot “undo” the delete operation. Click on “Yes” to continue.

You can delete topics X
an d d |SCUSS|OnS the i:/ The message(s) selected will be permanently erased (you cannot undo this operation). Are yvou sure you wank ko continue?
\\_‘

same way, in case you
are not planning on

using the same Forum

structure in the upcoming semester. Just select the node (discussion, topic or
thread) you want to delete and press the “Delete” key.

Changing the Availability of a Discussion or Topic

If your discussion or topic had
availability dates set, you will need
to change those dates for the new
semester.

Select on the discussion or topic
and click on the "Edit" button.

In the properties dialog, select the
"Availability" tab, then change the
topic availability dates and times
as needed.

Click OK to save your changes.

IIJ Forum ¥2r14 [MAO90 in /instructor/ma090/]
File Edit Wiew Tools Help

EEH&o BiEX 20 H
Content | Brawizer I Statistics I

=gl Title
(14 Book Chapters
[|ES¥E quations:

"QEdiﬁ Topic [ [ Reply ta Topic | H Delete

Topic Title: Edit topic properties
Created 1 U502 PM

- B[Ry Formulas by Jones, Jei
EI@ Hallway Last Post: 1172642002 6:13:20 PM Statuz: On
=g Hello Gang
[ Equations (1) Give e an example of equation,
Topic Properties {DiscussionID=1; TopicID=1} x|

1dentification| Options Availability |Ad§anced|

= Make this topic always available

+ Make this topic available from I 2113/2004

to | 2132004

zloa | 23ma2pM

ﬂat

This topic will be invisible

until the: start datetime, 23342 P

and will be closed after the
end datetime n IFrorEIT, Al u
Sun Mon Tue Wed Thu Fri Sat
Mame l
GEveryone 12 3 4 &5 B 7

8 9 10 11 12 «km
1% 16 17 18 13 20
2023 M % X R
29

< Today: 10/14/2003

Remaove

Wiew/Edit

e

Default
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1V. GradeA

It is simple to use an existing gradebook as a template for a new semester. ltis
usually a matter of deleting all old students and their grades from the gradebook

and inserting the new ones.

First open the existing gradebook. Then select all cells that you want to delete
(you might want to keep cells that contain formulas and delete the ones that
contain only data, like grades and names). Go to “Edit” and choose “Clear” from

the menu.
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Now click on the cell that had the first
student’s user ID (1), then go to “Insert” and
choose “Students” from the menu.

GradeA will ask you what information you want

to insert into the gradebook. The field

‘Username” is already selected and cannot be
deselected. Usually, inserting the “Last Name”
in the second column will make it easier for you

to manipulate the gradebook later.

Click OK to continue.
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Next, GradeA will ask you if you want to insert a new line for each student. If you
plan to reuse the formulas and formatting from the deleted students, click “No” to
make GradeA overwrite the first and second columns with data (“Username” and

‘Last Name” from the selection above).

If you click “Yes”, GradeA will insert a new line for each student.

9 ‘Would you like ta insert 2 new line For each student?
-

If vou choose Mo, the program will averwrite cells with the new students' information, otherwise it will add a new line For each

student.

X

Next, make sure the server area for the
new roster includes all the students and
assignments. To set a new server area,
first select the area, then right click it and
choose “Set Server Area” from the pop-up
menu.

Go to “File” and choose “Save” to save

your new gradebook (or click on the
“Save” button in the toolbar).
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V. UTest

Usually minimal changes are required to reuse UTest tests in a new semester.
Most of the time this involves setting a new starting time and ending time when a
test is available to students, removing any time exceptions, and making sure that
any permissions in use are cleared or changed accordingly.

To change the dates and
times when the test will be
available, open the test
and click on the
“Properties” tab. Change
the dates and times as
appropriate.

If you assigned any time
exceptions for students
during the previous
semester, you will need to
clean the exceptions
before proceeding. To do
this, click on the “Time
Exceptions” button...
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... and make sure that the list of time
exceptions is empty. If not, click on
each item and press the “Delete” button

to erase the exception.

Click OK to save the list.

Finally, if you assigned any different
permissions to a test, you will have to
reassign those permissions. You can do
that in the “Security and Notification”

tab.

As usual, click on the “Save” button to save
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your changes to the test file. Repeat the steps
above for each test in your class.
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