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Overview

In Manager Basic, you learned how to create classes using Manager; how to add,
edit, and delete students from classes; and how to email your students. This
manual will cover more advanced operations in Manager: manipulating profiles for
those of you with materials on more than one server, creating class templates,
Importing and exporting class rosters, archiving your old classes, managing your
course content, and advanced emailing tasks.



Managing Profiles
Adding Profiles

OIS can manage one or more web addresses at a time. As discussed in
Introduction to OIS, the setup program creates a default profile for you based on
the information you enter during installation.

However, if you have course materials on more than one server, you will have to
create a Profile for each Web address. You will need two profiles to manage
these two classes only when they are located in a different web site.

To add a new profile to Manager, click on “Add New Profile” at the top of the
navigation pane (the pane on the left-hand side of the Manager window).

In the right-hand pane of the Manager window, you will see a form very similar to
the one you used during installation. Fill in this form with information related to
your additional profile.

;-JJ: 0I5 Course Manager ¥1r67 = IDlil
File Edit Tools Help
DEHESE| s BR(RE (R3O F|

Add Mew Profile
Lacal Archive & profile is the get of web address and logon credentials that 015 uzes to contact the server and obtain
infarmation about claszes and students.

http: //csthtst zemo. edudinstuctorn

-2 College Algetra Mormally, pou will have only one profile for your CSTL server account. ‘You may add more if you have

accounts in other 015 -enabled servers, like the Southeast Online server.

Profile Mame: IEDIIege Algebra Onling

Web Address: Ihttp:a’a’online. semo.edusmal 34

Usemame: IInstructor

xxxxx

Password: I

¥ Save server password

Instructor Name I.J ane W, Instructar

Email: Iiinstluctol@semo.edu

The “Profile Name” will be displayed in the navigation pane after the profile is
created. Thus, you should choose a meaningful name that describes the profile.

Next to ‘Web Address’ include the entire profile URL; examples include http://cstl-
cla.semo.edu/smythe,

http://online.semo.edu/2004Summer/UI987,
http://online.semo.edu/2004Fall/en100.

In the username and password fields, enter your server username and password.



Note: If the “Save server password” option is checked, OIS will not ask for this
information again; it will use this username/password combination every time it
needs to do anything online. It might be a good idea not to check this item if OIS is
installed on a machine with more than one user or in a semi-public area.

In the “Instructor Name” field, type in the name as it should appear in all OIS
activities, reports, data files, etc., such as at the top of the GradeA report or in
Forum.

Likewise, you should enter the email address you would like OIS to use when
sending an email in the “Email” field.

When you have completed the form, click the “Add Profile” button.

Your new profile will be displayed in the navigation pane, using the name you
entered in the “Profile Name” field. When you click on the profile name and
highlight it, the profile information will be displayed in the right-hand pane of the
Manager window.

&F 015 Course Manager ¥1r67 —|o] x|
File Edit Tools Help

G2 2R (bR (AT

E7 Add Mew Profile

Profile Hame:  College Algebra Online
‘Web Address: http:/fonll ne. sema.edu/mal 34
Instructor:  Jane W, Instuctor

E-mail: jinstructori®@zema. edu

Statug: 0 clazzes loaded

AddClass | EdtProfle | Femove Pofie |

If you already have OIS classes on that Web address, the registered classes will
appear under the profile name.

Editing Profiles

To edit an existing profile, select the profile Profile Name:  College Algebra Dnlne

name. Web Address: hitp:#¢onl e, semo.edusmal 34
Instructor:  Jane . Instructor

In the right-hand pane of the Manager window, R

click on “Edit Profile”.

Status: (0 claszes loaded

Add Clazs | Remave Profile |

The “OIS Profile Information” window will open; this form has the same fields you
filled in when creating the profile.



Change whatever
information needs editing by
entering the new
information in the
appropriate field. Note that
you cannot change the Web
address. If you need to use
a new Web address, create
a new profile.

When you have finished

editing the profile, click
“OK”.

Deleting Profiles

To delete a profile, click on the profile name in the navigation pane to highlight it.

In the right-hand pane of the Manager
window, click “Remove Profile”.

If you are sure you want to delete the
profile, click “Yes” in the “Confirm”

window.

Edit Profile Information |

Profile Mame: IMA'I 34 Online

“Web Address: Ihttp:h’onﬂ ne. semo.edu/mal 34

Uzername:; II nstructar

xxxxx

Paszward: I
v Save server password

Instructor M ame: IJ ane W, Instructor

Email Iiinstructor@semo.edu

Cancel

Profile Name:  MA134 Orline
Web Address:
Instructor:  Jane W, [nstructar

E-mail: jinstructor@semo.edu

http://onl ne. semo.edu/mal 34

Status: 0 classzes loaded

Add Class | Edit Profile |
x|

® Are vou sure vou want bo erase the profile MA134 Online?

Note: When you delete a profile, the OIS classes and all other files within that

profile




Managing Classes

Importing Students Manually

When you create a class (see Manager Basic), you have the option of
synchronizing your class with the university administrative system, which will
download your students’ information automatically. If you did not choose that
option, you can easily import student information from another file, such as an
Excel spreadsheet, to avoid retyping the student information.

If you have a spreadsheet file _ =0l
. . . @ File | Edit | Wiew Insert Format Tools Data  ‘Window Help  Acrobat Type s question for help = o & X
yw_th student |n.format|on, open D [0 wochmun cnz |t e oo | 2~ 202 B o 5.
it in your favorite spreadsheet w9 e o |EE=Els %, walEE|s-0-a
. . . Cut Chrl+%
program (Excel is used in this O Y T S : =
example) %%Juaue;@ OFFiceCI\plgoggd‘.. me :'irl;st MName Ml Email I~
|3 joozi|@ Paste Ceri+ Jzn:ifer L ahZ3stu@zemn. edu
13181 Paste Spedial... Adrienne L th23stuEsema. edu
Select the area of the & b Ge A g
spreadsheet that has the 5 .- {—
student information, then f:ﬁéa e : %’ﬁa JL rj%*t@@mdg
H Delete Sheet Brs onn el stu@semo. edu
Choqse Edlt_l COpy to Copy T2 oo or copy sheet... Brandon A ¢
this information to the Windows 385 ... i A |
clipboard (do not copy B o o [ b i
headers/footers or non- ol e e e
pertinent information). o ert) po fely R misu@samoedy :
Switch back to Manager and select the class
which you want the imported students added. @Nﬁd“ - G
Choose File | Import and Export | Import i sove Cirles St:
Students. erovion v —
Pk Chlap  pu/instiuctor
The Import Students Wizard window will Import and Export» JyB Impart students ), |
B . [ Export Students
appear. ] e » e
1
Next, you will need to check mport SEuE RN = ]

the boxes according to the
information you have available
about your students.

In order for UTest to determine how ta impaort wour information pleaze place a check box
conesponding to your choice below.

% | want to import from a file. | have the following infomation on my file:

Our Sam ple SpreadSheet haS What Information do [ Student Mames [in one or more columng)
student name, username, i EE::;LZT;;

password, and email address Efend pdies

headers, so those boxes are ™ Note

Checked When you are done | want to impoit the roster fram the mainframe.

checking the appropriate
boxes, click “Next”.

Cancel |




If you do not have usernames or passwords in your spreadsheet file, the wizard
will ask you how you wish to generate that information for your students.

Import Students Wizard x|
Pleaze go ta Excel [or a similar program). and select all calumns with student data. Then
go back to this program and click on the Paste button to paste the data into the grid
below:
w Pazsword  LastMame  FirstMame M Ermail j
. Paste the 00001234 | & K.arich John
1] ”
Click paSte to paSte the spreadsheet 097123456 *94- Jones Jennifer L ab23stut@iser
information from your 3123445 | opkt Smith Adrenne L tk23stutBsen
. . IBN23455  3p)= Daltae Michael J opl 2stuiEizer
spreadsheet into the wizard. 36712456 uy Pombd  Lane & nn23stu@se
420123546 78 Rooses Jazon R 3|2 3stuiBzem
431123456 | jGi@ Brick Krigtin D ghi Zstui@ser
A7 PURE  tn- Gann Tianla A rel Bt fisen
4 »
Clear |

Cancel | << Back | Finizh |

After you have pasted the information into the wizard, you must identify what
information is in each column.
Right-click on the grey header — REEEIEEIED x

box at the top of a column.
" , . . ” Please go to Excel [or a similar program). and select all columns with student data. Then
The What SN th IS CO I umn ? go back to this program and click on the Paste button to paste the data inta the arid
below:
pop-up menu will appear.
What's in this column?
Usemame IPassword |Last Ma FIH‘\I— m‘?
ull Mare
H H Usemame  Password  LastMa Ernail
C I I Ck O n the ap p rop rlate Paste the 000707234 ik Karich I::Ssi :Zrn:
choice in the menu. The spreadsheet 097123456 | ~34- Jones | pidle fame ab23stutEse
h d . ” . h 3823445 opkt Smith Usernianme 1k 23stuiEzen
ea er name WI appear In t e 354123455 | 3p)= Daltoe Fassward opl 2stuEser
grey header box P12 Ehy Pombal m nn23stut@sel
' 420123546 1748 Rooses| JEC6iaN 12 3stu@ser
431123456 | 6@ Bick M oh2stu@ser
AT PURR  tner Gann Tianila A rel Poh ideen o
When you have labeled all the ‘ 3
columns, click “Finish”. R
Cancel | ¢ Back | Finish |

The imported students will appear in the class roster pane of the Manager window.



Exporting Students

You can likewise export students from Manager to the Windows clipboard, and
paste them into a file such as an Excel spreadsheet.

To export students, first select the class name in the
navigation pane of the Manager Window.

Then choose File | Import and Export | Export

students from the menu.

;Jl‘ OIS Course Manager v1r67

File Edt Tools Help

- Y
& save ctl+s p—
Preview 3
Prink Chrlep  pu/instuctor

4 Impart Students

Export Students )

Import and Export

K] Ext

The “Export Students” window will open.

First, select which section and
group of students you wish to
export in the “Student Selection”
section of the window.

Next, check the boxes next to the
information you wish to export.

Then, click “Copy” to export the
selected information to the
clipboard.

Printing

If you want to print the roster of a
class, first select the class in the left
pane, then go to File | Print.

Export Students x|

This allows you ta expart students ta an Excellike spreadshest.

r—Student Selection

Section: IAII "l

Group: I All j

rInformation ta Export

¥ First Mame ¥ Last Mame v Middle Mame v E-Mai

¥ Usemame ¥ Pazzword [ Groups

UEEE N Fassword  Last Mame  Firgt Mame | M Email =
000101234tk K.arich Johr -
097123456 =3%- Jores Jennifer (L abZ3shuldee

8123445 opkt Smith Adenne L rh23stuiEse

354123455 | Ip)= Daltoe Michael  J opl 2stut@ze

357123456 | «Bly Pombal Layre A g 3shuldse

420123046 (7v8 Roozes Jazon R 22 3stulszer

431123456 | jBiczy Brrick Kriztin o] ghl 2stut@ze

47123456 $oc Gann Twala A rs1 2shuidse)

487123456 gogy Meneghel  Joshua madstuizize

488123455 | exan Alexanders |John L ab12stut@ze ﬂ

Close |

;—J‘_ DIS Class Manager ¥1r89

File Edit Tools Help

Hew 2R R N dH
E Save Chrl+5 Students and Groups | Browge[l
Presviet H Student M ame I Usernan|
2 instructar —
m £ Avie, Micholas § 4551234
Bann, Matthew E 595123
I t and E (S 4 m ﬁ :
mRart and Exper & Bromin, Kathleen AT 7
[| Exit ﬁ Canes, wiliam B 4991234
1 £ Clav, Burnin 439123




Print Options x|

r—Farmat
% Table format [one student per row]
¢ Report format
The “Print Options” dialog will appear. —
You need to tell Manager what to print & Al studonts
and in what format before you proceed. e e
£ Selected groups
Once you made your choice, click OK € Selected sechion
to open the Print Preview window. . .

[+ Print inactive students

Cancel
;—JF Online Instructor Suite =|g|5|
=1 | 1
Page Setup Brint Copy Al Cloze
The Print Preview Online Instructor Suite
window displays the
table or report Developmental Algebra (MA090)
generated, and you just
have to click the “Print” Student ID |Last Name First Name MI|Email Address E:f;: Section
button to Send |t to the 495123466 |Avie Micholas 5 |naviels@semo.edu  |MADI0|19 e
d f I . 595123456 |Bonn Matthew E |mbonn@semo.edu  |MADS0|19
efault prlnter' 492123456 |Bromin Kathleen W (kbromingsemo.edu  |WMADI0|1S
499123458 |Canes William R |wecannes@semo.edu |MADS0|19
499123457 |Clay Burnin belay@semo.edu MA090(19
B41123456  |Croyff Thomas M |tcroyfi@semo.edu hADS0|19

| Kl

Previewing a Class Web Site

You can browse your class web site by using the internal web browser built into
Manager. To use this feature, click on the “Browser” tab on the top of the screen,
and then click on the “Go” button to load the currently selected class into the
browser.

;—J‘ 0I5 Class Manager ¥1r89 = |EI |£|
Eile Edit Tools Help

DEHE&ER L2 b 2= n&4d [

~[F7 add Mew Profile Students and Groups  Brawser I

| Local drchive Bl o il el et [ I "’l |
http: st semo.edudinstructor ick. on the buttan to go to the selected class's home page: | Go L] =

B Collage Algebra : |
MAOQO90

o Em Dievelopmental Algebra
Developmental Algebra

Another alternative is to use an external web browser to view your site. You can
launch an external browser automatically by selecting a class on the left pane,
then clicking on File | Preview | Using the Default Web Browser.

9



Using Templates to Personalize OIS

Templates are pre-designed HTML files that can be used to give OIS pages the
same look and feel as your other course web pages. By now, you are probably
familiar with the way OIS displays screens to students by default. You can change
those screens by adding a template file to your Web that defines how OIS will
render pages. In order to create a template for your class, you will need to use a
Web page editor (such as Microsoft FrontPage).

To create a template for your .
class, either open D@ -Bad(E-Say iand: PAEL) .
ois_template.htm (the default e FEEE DA
OIStempIate)toeditit,or e B
create a new HTML file. @

When creating a template, you _—

must put the code %DATA%

somewhere on the page. This %

code tells OIS where to put its @)

content. Other than that, you

can change any element of ﬁ

the template (graphics, colors,  S— o
text, etc.) o y

When you have finished creating your template, save the file to your class Web.
Be sure to save it as an *.htm file.

Class Properties of finstruckor/mal34/ il

To apply the template, Properes | Preferences |

Clags Mame |Eollege Algebra

1. Open Manager, and select Ex: it Year Setinar Clase sott and sactions.
the class name in the Tem [Fa = Coce [Seston |,
navigation pane on the left- Vear [2007 =] M3 o
hand side of the Manager e |
window. [~ &llow anonymous logins to this class
2. Choose Edit | Properties. A e .
The Class Properties window N
WI” Open SeIeCt the m:lassTe:nplate iz an HTHL file that contains the formatting to be used by al
“properties” tab. o s el v omafion om Cees Tompistee - ! omaine Flesse
3. Click the “Browse” button. Class Template File Location:
I_t\ﬂmme
Browse For a template file on the server
oK Cancel

10



4. Locate your template file in the
“Find Template File” window.
Select the file so that it appears in
the “File Name” field.

. Click “OK".

. Click “OK” in the “Class
Properties” window.

7. Save your class.

o 01

Find Template File {instructor/mal34)

|

File: Name | Date/Time d
& protected 11/19/2002 06:17-06 PM
3 _wti_onf 11/19/2002 0B:17:15 P
courgeinfo, htm 10/26/2002 03:17:56 P
gradeatemplate. htrm 11/19/2002 06:21:20 PM
indes. ki 10/26/2002 03:17:56 PM
B nis_template. htm 10/26/2002 03:17-56 P
template. htm 10/26/2002 03:17:56 P -

File M ame: Iois_lemplate. hitrn

Files of Type: I HTML Files [ htrn,” hitrnl]

j Cancel |

The following picture shows an example of class template being used in the login

screen:
a MA134 - College Algebra - Microsoft Internet Explorer provided by CSTL
File Edit Wiew Favorites Tools  Help
N >
Q . © . ¥ ) P
Back Forward Stop Refresh Home Search Favorites
Address I@http:,I',l'cstl.semo.edu,l'ois-bin,l'Ioginsr\-',l'Ioginsr\-'.dII?key:BanBZ?CC‘tCDClBBCSCDBDB‘Ij G0 | Links ** @ -
5 " = " o
W P —
i
. .
Class Login Page
Flease type your student user ID and password below:
Uger IO I
Fassword I Ltargot my pasamard
Login | %
—— 0 wewER
[&] Dane [ [ [ neermet 4

Likewise, other OIS modules will be “embedded” in your class template, making
Forum, DropBox, Chat, UTest and Calendar look and feel like the rest of your web

site.

11



Archives

Archiving a Class

When a given semester is over, you can save all of the OIS files for a class by
“archiving” the class. By doing this, you can reset the class materials for a new
semester and still keep the Forum discussions, UTest results, etc., for the old

course.
;—I'_: 0I5 Course Manager ¥1r67
File Edit | Toals Help
O | £53 Emailstudentis)
yv =3 Emai Graupis)
Lo '—a E-mail Duthox and Settings

& ﬁ Copy and Maove Files

_____ &j bt % Protect Files and Folders
- l'-.) Refresh Class

First, select the class name in the
navigation pane.

Then, choose Tools | Archive Class.

Update Pragram

You will be asked to name the archived class. x|
Be sure that you do nOt dupllcate the name Of Fleaze type in a name for the anchived class:
an already archived class. [Colege Algebra Sping 2003

Enter the class name, and click “OK”.

Carncel |

You will see a message box indicating that the class has been successfully
archived. Click “OK”. The archived class will appear in the navigation pane under
“Local Archive”. Note that the class is still listed under the original profile. You can
now change, edit, and/or delete the class in your Web without affecting the
archived class.

;—J’r: DIS Course Manager ¥1r6 7 ;Iglil
Ele Edit Tools Help

DR R (2G B2 (08 F |1

- ...- Add Mew Profile Students and Groups | Browser I
Full M ame | Usemamel E mail | Sectionl Status | Mote | Groups in this clazz |
5 " & Alewand.. 480123 abl2s 1 ak #. Group 1
B College Algebra & Avestu.. 495123, cdlZs. 1 (]S
£ Manan & Born,.. 595123, efl2st.. 1 k.
i Q Ma134 Orline & Brick. K. 431123, ghlZs.. 1 i[9
4 FBromin 49923 ii2st 1 Ok

Exporting an Archive File

File Edit Tools Help
DEEA (RR 2B IR (NS

Add Mew Profile Students and Group)
Local &rchive

=R College Algebra S prinopedd
i:_l http: /fcat-tst, semo. edudin:

To export an archived class to your hard
drive or another drive, right click on the
name of the archived class.

Full Mame

Select “Export class to file” from the pop-up £ Colege Algetra i
£ MA090 * Cofn, ..
menu. .31 MA134 Orline & Brick_ K.

& Bromin, ... 492
£ Bron 499

12



2%

You will see a typical “Save
As” window. Browse to the
destination of the exported
class, enter a file name, and
click “OK”.

File name: [ma1345P3002 R
[

. Save az type: IDIS Clasz Archives [*.oca)

x|
You will receive a message that the class was successfully @ Glss exparted successiuly.

exported. Click “OK”. You can now copy the file into a
durable medium such as a CD-ROM.

Deleting Archives

To delete an archive from your system, select it first, then go to Edit | Delete.
Remember that deleting an archive is a permanent action. If you think you will
need it in the future, make sure you export the archive to an external file before
deleting it.

Tip: Most Manager features are also accessible via a right-click popup menu. To
access this menu, simply right-click on an item and it will appear where the mouse
pointer is. For example, to delete an archive, simply right-click over the archive file
you want to delete and choose Delete from the popup menu:

&P OIS Class Manager ¥1r89

File Edit Tools Help
DEER|} R 2B RIS F|F
-7 Add New Profie Students and Groups | Browser |
El .E:;cal rw e | Student Name | Username | Class Co
Developmental Algeb =
E_ﬁ_] http: estl zemo.edudinstn Ew ichalas & 435123456 Ma030
-F3 Colege Algshra Expart class o file Matthew E R95123456  MADS0
o f1 MA0s019 Propetties . Kathleen M 4321234586 MAD30
L ey MAT34.00 & Cares, William R 499123458 MAD90
e/ MA34M & Clay. Burrii 499123457 MAD3D
‘-f] Developmental Algebra £ Cropif, Thomas N E41123456  MA090
£ Ingtuctor, Jare (Instructar] jinstuctar— MADI0
Marguis, Ron & 433123456 MAD30
£ bdeier Diamion D A991 224FF  WADAN

13



Content Management

Limiting Access to Files and Folders

You can use Manager to limit access to files and folders in your course Web by
date and time. For instance, you can make class documents available only during
a semester or some documents available only during the 9" and 10" week of a
semester.

Ele Edit | Tools Help

O & élﬂ Ernafl Shudent{s) (=3

= =3 Emai Graupfs) —
Lot E?( E-mail Dutbox and Settings

| Bic

To set availability for your Web, select the class name
in the navigation pane. Then, choose Tools | Protect
Files and Folders.

Archive Class

';{': File and Folder Protection - College Algebra

In the file and folder protection _ _ i
window, you will add the parts = *i;dk:’[’e'“ [Best  gevaiy | Poes

Of your course you WISh to be ""File o Folderl TEIEJe I Start Date/Time | End Date.-"TimeI W ariables |
protected.

First, Click “Add”

14



In the “Add Item” window, you
can choose either entire folders
or individual files by clicking on
the appropriate browse button.
In this example, we are adding
a file.

In this window, browse to the
location of the file or folder you
wish to protect. Note that you
can only protect files or folders
currently within your “Protected
folder.

Select the item so that its name
appears in the “File Name” box.
Then, click “OK”.

You will return to the “Add ltem”
window. The file or folder
name that you selected in the
last step will be in the box at
the top of the window.

To control access to this item,
select either “Deny access to
anyone” or “Allow access using
these dates and times”. If you
choose the latter, select the
appropriate starting and ending
date and time for access.

Click “OK”.

Note: Enable OIS variables, if checked, will process the variables %FirstName%
and %LastName% in HTML text. You can use these variables to customize your

class pages for each student.

x|

File: or Folder

Browse Folders |

Thiz aption allows you to add vanables such a8
p Zfirstname® and #lastname? to pour HTML pages,
I™ Enblz 015 varizbles IFenatled, D15 will replace those variables with the
|ogged on student's mfarmation.

—Access Control
(¢ Deny access bo ahyohe

= Allow access using these dates and times:

rStart Date and Time
% Always
O Alow aooess after [11/13/2002 7] at [1201008M 2

rEnd Date and Time
%) Alwaps
£ Allow aooessbefore. [11/14/2002 7] &t [11:53:00PM 2

0K | Cancel |

Select an HTM file to restrict access (instructor/m ! il
File: Name | Date/Time |
.
[ farmresults 10/26/02 03:20:00 P
B cowsematerials.him 10/26/02 031756 Phd
syllabs. bt 10/26/02 0317:56 PM
File: Harne: Icoursematerials.htm oK

Files of Type: IAII Files [=.%)

X

Fil= or Folder

Iprotected!coursematerials.htm

Browse Folders | Browse Files |

Thiz option allows you to add variables such as
: Zfirsthame? and Xlastname?: to your HTML pages.
I Enable OIS variables If enabled, OIS will replace thoze variables with the
logged on student's information.

rAccess Control
(= Deny access bo ahyahe

(¢ Allow access using these dates and times:

Start Date and Time
% Always
(" Alow access after  [11/13/2002 7| &t [1201008M =

rEnd Date and Time:
" Always
(% Allow access before | 1/17/2003 7| &t [11:5900PM

Cancel |

L]

15




You will return to the “File and
Folder Protection” window. The
items you have added will
appear in the list in the bottom
half of the window.

To add another item, click
“Add”.

To delete an item, select it in
the list window, and click
“Delete”.

JF File and Folder Protection - College Algebra | ” =|al x|
Esave | #4dd = Dekte [HEdt ghveiy | [F] Cose
Access Restriction |
File or Folder | Type | Start Date/Time | End Date/Time | W ariables |
pratected/coursematerials. htm File always MA7/200311:59pm Mo
h
| 4

Click “Verify” to ensure that your choices are valid addresses. Be sure to save
your configuration by clicking “Save”. When you have finished, click “Close”.

Copying and Moving OIS-Related Files

Manager also allows easy transfer of OIS files (such as a set of tests from UTest)
between class folders in different Webs or between different class folders within a

single Web.

To move or copy files, choose Tools |

Copy and Move Files.

In the “Copy and Move Files”
window, select the file you
wish to work with by clicking
on its name. Then, click
“Copy/Move”.

The “Copy/Move OIS Files”
Wizard will open.

'i{': 015 Course Manager ¥ir67
File Edit | Tools Help
OE éa Ernafl Studentis)
3 [ Email Group(s)
|
ta E-mail Qutbox and Settings

Archive Class

g @ Copy and Move Files
B Ma &, Protect Files and Folders °
l'-:} Refresh Class

Update Program

=lo|x|

& Copy and Move Files Z=ﬂf
Copy/Move X Delste [zb] Bename | [| Close

EI_Q hittp://cetitst zemo. eduinstructor
EID finstructor/mal34/
{7 Calendar

; [N %
EI--D fingtructor/mald

‘{27 Calendar
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First, choose whether to copy
or move the file. If you copy
the file, it will remain in the old
Web; if you move the file, the
file will not be available in the
old Web.

Click “Next”.

Next, choose whether you
wish to put the file in a
different class on the same
Web or a class on a different
Web (for instance, copying a
file from your Web on the cstl-
hhs server to one on the
online server).

Click “next”.

Next, you will select the
destination for the file. Click
“Select OIS Class”.

If the destination is a class on
the same Web, simply select
the class folder in the window
that opens and click “OK”.
Then, click “Finish”/"Next” in
the Wizard window.

If the destination is a class on
another Web, you will be
asked to enter the location of
the class and the
username/password for that
location. Then, select the
class name in the window that

Copy/Move DIS Files Wizard

I

Copy or Move files?

“You may copy or move files from one OIS class to another. The OIS Classes can also be
located on different webs or servers. Ta do this follow the instuctions below and click the
Mest buttan. Fleaze start by specifying whether vau want ta copy or move the 015 file(z)
you selected.

Copy o Move files?
|7(3' Copy 0I5 Files

" Move 0I5 Files

Cancel |

Copy/Move OIS Files Wizard

To What Web?

Select where do pou want to copy the selected file(s). |f you have only one web address,
you should select the first option.

% Copy files to an 015 class on the curment web,

" Copy files to an 015 class on anather server or web.

Cancel << Back

Copy/Move 0I5 Files Wizard

Select an OIS Class

“Y'ou have selected to copy 0I5 Files to an OIS class located in the current web. Please
click the button below to select the 015 class you wish to copy the files to. Swhen you
have selected the class click the Finish button.

Select 0I5 Class | M&090 in Anstructor/ma030/

Cancel <¢ Back
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opens and click “OK”.

x|

Manager will tell you if the operation was (1) Flescmesssestl
successful. Click “OK”.

Email Management

Obtaining a List of Emails

If you want to email students from your default email client, select the students and
go to Tools | Send List of Emails to Default Email Client. Manager will ask you
what field should be used to send emails: CC or BCC (the latter prevents
recipients from knowing who else got a similar message).

Creating an Email Signature

;JJ: OIS Course Manager ¥1r67

Ele Edit ,ﬁ Help

O B £53 Emai Studentis) i
B Ad 53 Email Eroup(s) |

Lo E E-mail Qutbex and Settings

hity %

To create an email signature for Manager to
include in your email to students, choose Tools |
E-mail Outbox and Options.

archive Class
ﬁ Copy and Mowe Files

_____ Q b % Protect Files and Folders
' l’-.) Refresh Class

Update Program

In the “Email Outbox and

Settings” window, click on the PRSI ——
“ H ” [| Llaze
Options” tab, and then on b Do |
“Slgnature” Templates || Sighature |
Type ar paste in your signature [text attached at end of every e-mall meszage]:
In the pane in the bottom half s

Southeast MO State University

of the window, you can type
your signature or copy and
paste it from another email
application, such as Eudora.

Click “Close”. The signature
will be attached at the end of
all email sent through y.
Manager.
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Creating Custom-Made E-Mail Templates

Manager comes with two default email templates: “Usernames and Passwords”
and “Group Memberships”. If you frequently send email to students with the same
information in it, you can create a custom email template to simplify the process.

;—I': 0I5 Course Manager ¥1rb7
File Edit | Tools Help
O | £5 Emai Studentis) I
. v (=5 Erafl (G s) H
Lax E E-mail Qutbayx and Settings
51 hitp

First, choose Tools | E-mail Outbox and
Options.

Archive Class
ﬁ Copy and Maove Files
b % Protect Files and Folders
1) Refresh Class

Update Program

& Email Dutbox and Settings Z=’f =1o| x|
EEIDSB
Duthox Dgtionsl
ITempIates Signature |
—Select a Template Template Variables———————————
Click on the “Options” tab, and ! 7] —
then click on “Templates”. copyom | [ | _Feame | oo | b |
To create a new template,
click “New”.
A
x|
Enter a name for the new template and click ﬂwh;mt”” i tenplte
“OKH.
Cancel |
In the pane In the bottom half a}. Email Outbox and Settings , ;lglil
of the window, compose your ] Gse
template. Templates are a IQ“‘W_““D"'””;_' |
. . . Templates ighature
Comblnatlon Of Statlc teXt (part —SelepctaTumuiai Template Variables——————
of every email) and OIS [New Assgment =l
variables (individualized to ] [ | [
each student). B
Dear, Class Code
. Student's Section
In thIS example, We are Userljame
addressing the email. We M
type the word “Dear “. Then, Lo Nere
We C“Ck On “Insert" and Group Mame(s) the student belongs ko
choose the variable “First
Name” from the list by clicking 4
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on it. The variable is inserted
into the template, which would
now read “Dear
%FirstName%".

.p Email Outbox and Settings

lﬂﬁl—ose%

Outhow  Options |

I Templates

—Select a Template Template Yanables——————

When you are done [New Assment =l

composing the template, click e e s e | e
“Close”.
Dar, ZFirsth ame.

=lo| x|

Signature |

There iz a new aszigment for clage %ClassCode’ at %ClassURLE

Manager will ask you to save
your template. Click “yes”.

Sending Emails Using Custom-Made Templates

To use your new template, select the name of a student or group of students, and
choose Tools | Email Student(s) or Tools | Email Group(s). Your custom
template will be available in the “Template” drop-down menu.

Simply click on the template name to select it, and the template you created will
appear in the message pane. Click “Send” to send the email.

&F send Email '. (=] 1
= Send k X Cancel
Message r—Send Option:
Framm: IJane ' Ingtructaor <jinstructor@semo. edus
Send method:
Tar |[John Alexanders <abl 2zthul@zemo. edus d IUse 0I5 j

j Uszes the internal email client to send
mezzages via the C5TL servers. Sent
Subject: I meszages are saved in the Manager's out
bio.

Termplate: |G

Dear, %Firsth ame?.

There iz a new assigment for class %ClassCode’ at %ClazslURLY.

| 4

Note: You can send emails using your default email client or using the built-in OIS
email client by choosing one or the other in the “Send method” drop-down menu.
If you use OIS to send emails, a copy of every outgoing email will be stored in the
OIS emails outbox. You can access the outbox by choosing Tools | E-mail
Outbox and Settings and then clicking on the “Outbox” tab of the window that
opens.
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