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Terms of Use

LEARNING OBJECTS, INC. provides the LEARNING OBJECTS, INC. Teams LX
User Guide for informational purposes.

1. CONTENT. The LEARNING OBJECTS, INC. Teams LX User Guide and
LEARNING OBJECTS, INC. software are owned by LEARNING OBJECTS, INC.
LEARNING OBJECTS, INC. retains al proprietary rights to the LEARNING OBJECTS,
INC. Software. Any material, communications, text, graphics, audio, video, links, art,
animations, photos, or other information that is made available to LEARNING
OBJECTS, INC. is and remains the property of the licensors.

2. DISCLAIMER OF WARRANTY. LEARNING OBJECTS, INC. MAKES NO
REPRESENTATIONS ABOUT THE SUITABILITY OF THE INFORMATION
CONTAINED IN THE LEARNING OBJECTS, INC. TEAMS LX USER GUIDE AND
IN LEARNING OBJECTS, INC. SOFTWARE. LEARNING OBJECTS, INC.
SOFTWARE IS PROVIDED "AS IS." EXCEPT WHERE PROVIDED IN
INDIVIDUAL AGREEMENTS WITH LICENSEE OF LEARNING OBJECTS, INC.
SOFTWARE, LEARNING OBJECTS, INC. SOFTWARE IS PROVIDED WITHOUT
REPRESENTATIONS OR WARRANTIES OF ANY KIND, EITHER EXPRESS OR
IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, AND NON-
INFRINGEMENT. IN NO EVENT WILL LEARNING OBJECTS, INC. BE LIABLE
TO USER FOR ANY INCIDENTAL, INDIRECT, SPECIAL OR CONSEQUENTIAL
DAMAGES ARISING OUT OF USE OF OR INABILITY TO USE LEARNING
OBJECTS, INC. SOFTWARE, EVEN IF LEARNING OBJECTS, INC. HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES AND REGARDLESS OF
WHETHER SUCH DAMAGES ARISE FROM A BREACH OF CONTRACT,
WARRANTY, TORT, STRICT LIABILITY OR OTHERWISE. BECAUSE SOME
STATES/JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATION
OF LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES, IN SUCH
STATES/JURISDICTIONS LEARNING OBJECTS, INC.'S LIABILITY IS LIMITED
TO THE GREATEST EXTENT PERMITTED BY LAW.

3. LINKS. Some references in the LEARNING OBJECTS, INC. Teams LX User Guide
are to web sites posted by parties other than LEARNING OBJECTS, INC. LEARNING
OBJECTS, INC. does not review or control these sites, and merely provides these links to
Users for their convenience. LEARNING OBJECTS, INC. does not endorse the products,
services, or information provided by such sites. LEARNING OBJECTS, INC. is an
independent operating company and reference to other companies does not imply any
partnership, joint venture, or other legal connection where LEARNING OBJECTS, INC.
would be responsible for the actions of their respective owners.
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Overview

Teams LX provides instructors with a tool for creating group projects and assignments as
well as an editable knowledge base (a digital collection of knowledge and information) to
support the course materials. It can be used for a variety of purposes within an online
course. Teams sites can be configured by the instructor and any Teams based
assignments can be evaluated and included in the course Gradebook.

What is Teams LX?

Teams LX is a tool for problem based learning. It is an integrated learning extension that
provides instructors a way to create open-ended assignments. Teams allows students to
work cooperatively in groups as they seek to formulate, organize and present their
solutions online in the form of rich media websites. Using an easy to use browser-based
editor, students collaboratively author web content, upload images, link to documents and
external resources. Teams provides instructors a rich set of assessment tools that allow
them to gauge the individual contributions of each student and to track the changes being
made to the group site.

COURSES = COMMUMICATIONS 101 = WWEB SITE ANALYSIS - GROUP OME » YIEANG HOME

@7 Viewing Home 2Help,

@} Home [ Refresh  [o3/ Edit Page ¥ Mew Page @ FPage History (3 Page List 4 Search
Welcome to our Web Site Analysis Project.
@ Course Map Inthis site you will find profiles of all group members, descriptions of the web sites we analyzed (with links to check thern out) and
@) Cantrol Panel comparisons of the product categories sites that we chose. This home page contains the menu (or table of contents) for our site and
will help you navigate through our project.

We hope that you enjoy our project. Click on the Add Comment link below to leave us your feedback. Everyone is welcome to view
the feedback left by others as well. Simply click on the Camments link to display them

Group Member Profiles
This page contains a brief description of each group member

Assignment Details
This page contains the orginal assignment information

Category One: Travel and Tourism

Catagory Twa: Athlectics & Fitness

Category Three: Vehicle Manufacturers

last edited by Phillip Lambert, Wed, Jan 5, 1:26 P add comment

What can Teams LX be used for?

Teams allows both instructors and students to collaboratively build a shared knowledge
base associated with a course. By creating content, linking to external sites and resources,
sharing opinions and analysis, and constantly reworking and reorganizing existing

Copyright 2004 Learning Objects, Inc.
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content, students and instructors can build a relevant and up-to-date resource to
accompany their course.

Unlike other forms of online content that must be exported, edited locally and then re-
imported, Teams allows instructors to create a form of course document that can be
edited in place. Creating a Teams site in a course content area and setting the appropriate
access properties enables the instructor to create a course "document” that can be
modified online.

Teams can be used as a collaboration tool within a course or organization. It enables a

more stable form of collaboration and can be used to provide an up-to-date report of a
group’s collaborative work.

Types of Team Sites

Two types of Team Sites can be created and made available within your course.
0 A “Course/Organization Team Site”
o Multiple “Group Team Sites”

Course/Organization Team Site

The Course/Organization Teams Site is a collaborative website that is associated with a
course or organization and is accessed through the Course Tools list in Blackboard.

Each course/organization has a group website that all students have access to. With
appropriate permissions users will be able to view and possibly edit the contents of the
course site. A Teams Course Site is commonly used to create a knowledge base or set of
shared resources to supplement the course documents. If editing is enabled students will
be able to contribute content and share knowledge with the rest of the class.

Group Team Site

Group Teams Sites are special Course/Organization documents or assignments that the
instructor has set up in a course. These Teams Sites appear along side other course
documents.

A Teams Group Site is similar to a group project or assignment. Students present their
results in the form of a website that is authored with other students in the class. This type
of Teams Site will only be visible if the instructor has created an assignment using
Teams.

Copyright 2004 Learning Obijects, Inc.
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Instructor Assessment Tools

Teams provides two instructor tools that are accessed in the control panel of a course.
0 A “Teams Group Site Assessment Tool”
0 A “Teams Course Site Configuration Tool”

Teams Group Site Assessment Tool

The Teams Assessment tool is both a way for instructors to measure individual
contributions of each student, and a tool for tracking their work.

Teams Course Site Configuration Tool

The Course Configuration Tool provides instructors a way to manage access and edit
rights in the Course Teams Site.

Copyright 2004 Learning Obijects, Inc.
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Creating Team Sites

Teams Sites are created within the Control Panel of the course. The Course Team Site is
created automatically but needs to be configured for use. Group Team Sites need to be
created individually and then configured for use.

Configuring Course Team Site

A Teams Course Site is set up through the course control panel. Locate the ‘Configure
Teams Site' link in the “Course Tools™ section of the Control Panel. By default, the
Teams Course Site has been set up so that only the instructor will be able to edit it.

The ‘Configure Teams Site’ tool allows an instructor to control four kinds of access to
the Course Team Site.
o Student Editing — Determines whether or not students are allowed to edit the
Course Teams Site.
o Member Comments — Determines whether or not students can add comments to
this Course Teams Site.
o Edit Dates — Determines the period of time in which students can edit the Course
Team Site if editing has been enabled.
o View Dates — Determines the period of time in which students can view the
Course Team Site.

To configure the Course Team site follow the steps below:
Step 1: Access the course Control Panel

Step 2: Click on the “Configure Team Site” link in the ““Course Tools” section of the
Control Panel

Annocuncements Manage Chalk Title
Course Calendar Elluminate Live!

Staff Information Configure Journal

Tasks Export Journal

Send Email Configure Teams Site
Discussion Board Assess’'Export Teams Site
Collaboration Turnitin Assignments
Digital Drophox

Step 3: Set the “Student Edit’ option to determine if course members can edit the site

Copyright 2004 Learning Obijects, Inc.
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Do you want to allow students to edit the Course
& =
Teams Site? Yes Ma

Note: By default student editing is disallowed.

Step 4: Set the ‘Member Comment’ option to determine if course members can add
comments to the site

Do you want to allow students to comment on Cives NG
Teams pages?

Step 5: Select the Edit Dates for the course Team site. Specify a start and/or stop date for
the period of time when students can edit the Course Team Site
Choose the dates and times for which students T Allow Edits After
will be allowed to edit the Teams Site. i
[Jan =] [6 =] [2005 =]
|1 =lfoo=] [Pm =l
[T Allow Edits Until
Jan =||6 ~||2005 =]
1 =||oo =] |PM =]

Note: By default there are no date restrictions placed on editing if it is enabled.

Step 6: Select the View Dates for the course Team site. Set the start and/or stop dates
for student access to the Course Teams Site

Choose the dates and times for which the Teams ™ Display After

Site can be viewed by students. — _ﬂ IE ;! |2EIEIEj
1 = Joo=] |PM =]

™ Display Until

[Jan =1 [6 =] [2005 =]
[T =l:Jooz] |Pm=]

Note: By default there are no date restrictions placed on viewing.

Copyright 2004 Learning Obijects, Inc.
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Creating Group Team Sites

A Teams Group Site is created by adding a special kind of Content Type with a course
Content Area such as 'Assignments’ or 'Course Documents'. Locate the content area
where the Team Site should be created.

To create a group Team Site follow the steps below:

Step 1: Access the Course Control Panel

Step 2: Choose the Content Area (i.e. Course Documents, Assignments, etc.) where you
wish to create the Group Teams Site

Content Areas

Information [niments
Lessons Books
Journals Articles

Step 3: Select the 'Create Teams Group Site' item from the drop down list in the right
corner of the Action Bar

@ Select: | Learning Unit j el |

Learning Lnit
Suneny -
Agsignment e
3, university dqLRN Package
are the Wirmba Voice Direct Conference  ing |
2 of the pages|=CURM Content

M5 Content & Packaging
MLM Cantent

Jdaurmnal

Teams Group Site

Turnitin Assignment

Step 4: Click the ﬂ button to create the Team Site

Configuring Group Team Site

Once you have accessed the 'Create Teams Group Site' page you will need to complete
the information required to configure it for use.

Copyright 2004 Learning Obijects, Inc.
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Step 1: Choose a name for your Teams Site and briefly describe or give instructions on
the topic or assignment that is to be presented as a Teams Site

@ Group Site Information

Group Site Name: |Three -'Weh Site Analysis Froject

Description: This project site contains the web site analysis done by _ﬂ
group two. Click on the VIEW link abhowve to access it. It
will he available for the class to review after all
assignirents have been completed and graded

e

Step 2: You will need to select Group Members for this Team. Group Members can be
added as groups already established within the course or as individual course members
a. Choose a Group
a. 'You can assign the Group Site to one or more existing groups
by selecting them one at a time in the “Course Groups” list.
b. Once you have selected the group click the right arrow button
to add the group to the “Selected Groups” list.

Choose a Course Group

Course Groups Selected Groups

Giroup One

Group Three

Group Two Click the
arrow to
move to

x "Selected

Groups”

Note: This option will only appear if groups have already been defined
within the course.
b. Choose Individual Users
a. 'You can assign the Group Site to one or more individual course
users by selecting them from the “Course Members” list.
b. Once you have selected the group click the right arrow button a
add the user to the “Selected Users” list.

Copyright 2004 Learning Obijects, Inc.
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Choose Individual Course Members

Course Members Group Members
All Students -
@ Click on
arrow to
Grey, Jason X move to
Hunt, JoAnna Group b
Lamkber, Phillip Members

Lopes. Yalerie
Fasco, Jasan d |

Step 3: Instructors can control three different forms of access to the Team site:
Visibility, Edit Dates; and View Dates

a. Visibility — this option allows an instructor to set whether or not this
Team site is visible to course users.

Do you want to make the content visible? @ Yes Mo

b. Edit Dates — this option allows the instructor to specify the dates or
date range in which the assigned group members are allowed to edit

the Team site.
Choose the dates and times for which students T Allow Edits After

will be allowed to edit the Teams Site. ins
[Jan =] [6 =][2005 =]

[ =l [o05] [Pis)

[T Allow Edits Until
Jan =||6 =||2005 =]
1 =l|oo =] |PM =]

c. View Dates — this option allows the instructor to specify the dates
which the Team site is visible to non-group members.

Copyright 2004 Learning Obijects, Inc.
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Choose the dates and times for which the Teams
Site can he viewed by students.

™ Display After

Jan x| |6 x||2005 =]
1 =] |oo =] |PM =]

™ Display Until

[Jan =] [6 =] [2005 =]
[1 =l:Joo=] [Pm=]

Step 4: A Gradebook item can be created to correspond with this Team site. Enter the

required information to add this item to your course Gradebook.

) Create Grade Book Entry

[T Create a Grade Book entry far this Teams Site.

Entry Name: |

Category: [ Group Project =|

Description:

Points Possible: |
Display As: ILetter vl

Make grade visible to students? & yes g

a. Check the checkbox associated with the ‘Create a Grade Book entry

for this Team Site’ statement.
Enter an item name.

Select the Gradebook category.
Add an optional description.
Enter the points possible.

Choose the display settings.

Set the Gradebook item visibility.

@m~eooooT

Step 5: Choose a “Page Encoding” setting and an “Alternate Language” for the site

Copyright 2004 Learning Obijects, Inc.
01/01/2005

12



Teams LX Creating Teams Sites

6 Choose Alternate Language

This optional step allows you to choose a page encoding and a primary language for your Teams Site. |t will allow you to use the LOI editor to create pages in a language that uses
non-Roman characters

Choose Page Encoding: huttilingual (UTF-8) =

Choose Primary Language: 17 Mone — -
Choose Primary Text Direction: I_ Mone— =

Note: This is an optional step which allows the instructor to choose a page encoding and
primary language for the site. It will allow you to create pages in a language that uses
non-Roman characters.

Step 6: Click the —=22_J putton to finish creating the group Team site

Copyright 2004 Learning Obijects, Inc.
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Accessing Teams Sites

There are a number of access points to Teams Sites from within the Blackboard System.
0 Course/Organization Team Sites are accessed within the Tools area of your
course.
0 Group Team Sites can be found in any content area where the instructor has
created them.

Accessing Course/Organization Team Site

Step 1: Locate and access the course containing the Team site
a. Click on the Courses Tab

Home l Courses Commmunity Services

b. Click on the link to the course

Courses you are teaching:

Communications 101

Or
c. Locate the “My Courses’ module

My Courses @ICI0)

Courses you are teaching
E Communications 101

Announcements
« Welcome
E Communications 150

Announcements

e Wyelcome

E Communications 202 (unavailable)
Mo Announcements.

d. Click on the link to the course

Step 2: Click on the “Tools” link within the course menu

Copyright 2004 Learning Obijects, Inc.
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@ Course Map
@ Caontrol Panel

Step 3: Click on the “Teams Site” to access the course/organization Teams site

ﬁ) Teams Site

Accessing Group Team Sites

Step 1: Locate and access the course containing the Team site
a. Click on the Courses Tab

Horme l Courses Commmunity SErYices

b. Click on the link to the course

Courses you are teaching:

EE Communications 101

Or
c. Locate the “My Courses’ module

Copyright 2004 Learning Objects, Inc.
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My Courses C@®

Courses you are teaching
Ed Communications 101

Announcements
« YWelcome
E Communications 150

Announcements

s elcome

B Communications 202 (unavailable)
Mo Announcements,

d. Click on the link to the course

Step 2: Click on the appropriate content area (Course Documents, Assignments, etc) in
the course menu

@I Course Map
@ Caontral Panel

Step 3: Locate and click on the “View” link to the Group Team Site within the content
area

Copyright 2004 Learning Objects, Inc.
01/01/2005 16



Teams LX Accessing Teams Sites

COURSES » COMMUNICATIONS 101 » ASSIGNMENTS EDIT “AEW0

@ Analysis of Websites
Select and then compare three Web pages in the same category (for example, non-profit organisations, car companies, university departments,
phone companies). YWhich pages are most effective? Why? What would you change? Why? YWhat kind of messages are the
companiesforganisations sending to their audience? What makes one page good and another not so good? Do all three of the pages discuss the
same aspects? What type of audience/consumer is the message geared to?

Wyrite a memo to the class detailing your findings.  The Memo must include at least four headings.

=z Wisw/Complete Assignment: Analysis of Websites

Web Site Analysis - Group One
@ Wi

This project site contains the web site analysis done by group one. Click on the VIEW link above to access it. It will be available for the class to
review after all assignments have been completed and graded.

Web Site Analysis - Group Two
ﬁ) Wiew

This project site contains the web site analysis done by group two. Click on the WIEW link abaove to access it. It will be available far the class to
review after all assignments have been completed and graded.

Copyright 2004 Learning Obijects, Inc.
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Using Teams Sites

When using Teams Sites there are a variety of things you need to be aware of.
0 Viewing Team sites

Navigating through Team sites

Editing Team sites

Viewing page history

Deleting pages from the site

Recovering deleted pages

Exporting Team site.

O O0O0OO0O0O0

This section details all of the functionality available when using Teams LX.

Viewing Team Sites

This section describes the general structure and controls found while viewing a Teams
site.

Element | Description

Navigation | Provides quick links to aid navigation within a Teams Site.

Bar COURSES = COMMUMIZATIONS 101 = WEB SITE AMALYEIS - GROLUP OME = YIBMWIMNG HOME
Page Title | The name of the Teams Page is shown here.
ﬁ) Viewing Home

Note: the entry page in a Teams Site is always called “Home’

Action Bar | Provides action buttons used to perform common Teams actions like editing
f} Home [2)Refresh 23/ Edit Page *j Mew Page  # Page History Page List "+« Search
Home: Returns a user to the entry (Home) page of the Teams site.

Refresh: Refreshes the current page and displays any changes made by users currently
editing the page.

Edit Page: Changes the Teams page into “edit” mode so that changes can be made.
New Page: Creates a new page within the Teams Site

Page History: Provides a list of all prior versions of the current page. From this list users
can revert to a prior version or view the differences between two versions.

Page List: Opens a simple navigational window that will list all pages in the Teams site.
Click on the page name to begin viewing that page. This feature shows a complete list of
pages including those that have been created but not yet linked to.

Copyright 2004 Learning Obijects, Inc.
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Delete Page: Deletes the current page. After clicking delete, users will be asked to
confirm their intention.
Note: A deleted page can be recovered at any time by viewing page history

Content The area directly below the Action Bar is where the content that you are creating is
Area shown.

Navigating Through Team Sites

Navigating the Teams pages is similar to navigating a website. Click on any link to go to
that page.
Note: Navigation needs to be built into the Team site as part of the creation/edit process.

In addition, users can access Team site pages with the “Page List” feature.

Using the Page List Feature

The page list feature provides users with a list of all the pages created within the Teams
Site. This includes pages that have been created and not yet linked to.

To access the Page List feature follow the steps below:

Step 1: Access the Course/Organization or Group Team Site

Page List

Step 2: Click on the button the Action Bar

Step 3: To navigate using the “Page List” feature click on the link to the page you wish to
access

Copyright 2004 Learning Obijects, Inc.
01/01/2005 19




Teams LX Using Teams Sites

Asslgnment Details
Sroup Profiles
Haome

oite One

oite One - Page 2
oite One - Page 3
Site One - Page 4
oite One - Page &
oite Three

oite Three - Page 2
oite Three - Page 3
oite Three - Page 4
oite Three - Page &
oite Twio

oite Twio - Page 2
oite Twio - Page 3
oite Twio - Page 4
oite Two - Page 5

Editing Team Sites

When editing a Teams site there are three different types of controls available to you:
o Editor controls
0 The editor pane
0 The save controls.

Element Description

Editor Controls Contains formatting and other controls for the editor

Editor Pane Area where edits are made

Save Controls Contains the controls for saving changes or exiting without saving

Editor Controls

The Teams editor has the same set of basic formatting controls as any standard browser
(WYSIWYG — What You See Is What You Get) editor. In addition, the Teams editor has
two additional controls that allow users to Link Files/Pages and Add Images.

Copyright 2004 Learning Obijects, Inc.
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Font xl|zize =l B I U E E E = i= — ArfedCoor 4 Hghight & 2ddlink [5 Add Image

1. Link Functions

This allows users to insert a link to another Teams page, an external website, or an

uploaded file into the page being edited. Clicking the @ Ac Link button in the Action

Bar will bring up the “Add Link Wizard” which will step you through adding links of
various types.

Flease choose the type of link to add:

& Link to an existing page

© Link to a new page

 Link to an external wsh site
© Link to a local file or image

Mext = | Cancel |

To create a link within your Teams site follow the steps below:

Step 1: Highlight the text of the document you wish to make a link and click on the ‘Add
Link’ button

Copyright 2004 Learning Obijects, Inc.
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Fant ~l|size | B I U = = — Arestooor 4 Highlight Addlmage

Welcome to our Web Site Analysis Project.

In this site you will find profiles of all group members, descriptions of the web sites we analyzed (with links to check them out)
and comparisons of the product categories sites that we chose. This home page contains the menu {or table of contents) for
our site and will help you navigate through our project.

We hope that you enjoy our project. Click on the LG EIGnEaglink below to leave us your feedback. Everyone is welcome to
view the feedback left by others as well. Simply click on the Comments link to display them.

Group Member Profiles
This page contains a brief description of each group member

Assignment Details
This page contains the orginal assignment information

Category One: Travel and Tourism

Category Two: Athlectics & Fitness

Category Three: Yehicle Manufacturers

Caneel Save
SCE)

Step 2: Select the type of link you wish to add
a. Link to an existing page — Link to another page within the Team site

Please select a Teams Home -
page: Asslgnment Details
Group Profiles
Site One

Site One - Fage 2
Site One - Page 3
Site One - Page 4
Site One - Page 5

Site Three

Site Three - Page 2 _1|

< Back | Finish | Cancel |

b. Link to a new page — Link to a new page

Copyright 2004 Learning Obijects, Inc.
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Link to New Page

Flease enter the name of the new page:

| = Back I Finish‘l I ._C'aneel'l

c. Link to an external page — Link to an external website

Link to External Site

Please specify the address of the external page:

Ihttp:ﬂwww.executi\teplanet.com;1 Errbey

= Back | Finish | Cancel |

d. Linkto a local file or image — Upload and link to a file or image

Link and Upload Local Document

Attach File

Browse... |

< Back | Nesxt = | Cancel |

Copyright 2004 Learning Objects, Inc.
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Step 3: Enter the detail (website URL, choose file, select page, etc.) for the link and click
OK

2. Add Image Function

This allows you to insert an image directly into the page. Within the Teams editor you
can insert two kinds of images.
0 An external image — located on an external web page and linked to within your
Teams Site.
0 A local image — stored on your personal computer and uploaded to the Teams Site

To insert an external image follow the steps below:

Step 1: Click on the %% ™% 1 tt0n in the Action Bar

Step 2: Select the “add external image’ option

Welcome to the Insert Image Wizard

Please choose the type of image to insert in your page:

@ Insertan external iMmage (select this option if the inage is lncated
on & page in another website and you know the URL)

el Insert a local image (=zelect thiz option if the image iz located on your
computer)

Next)l Cancel |

Step 3: Enter the URL of the image you wish to embed in your Teams site and click OK

Insert External Image

Flease specify the address of the external image:

Ihttp:,",l\-\rv\rw.mindtouls.comjmediajmemuryth Preview

Please provide a brief description of the image for users
of non-visual browsers {alt text):

|Thumbnai| of Mind Tools eBook,

<Elack| Finishl Cancel |
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To insert a local image follow the steps below:

Step 1: Click on the &4%ma2% o
Step 2: Select the ‘add local image’ option

Flease choose the type of image to insert inyour page:

o Insert an external image (=zelect thiz option if the image iz located
on & page in ancther webste and you knowe the URL)

o Insert a local image [select this option if the image is located on your

computer)

Next)I Cancel |

Step 3: Browse to locate the image you wish to upload. Once you have selected the

. . Finish .
image click M and ﬂl to upload it

Editor Pane

The Editor Pane is the area that you can type into. You can cut and paste text and images
from an HTML page or a Word document and then edit the inserted text. The Editor
Pane works like any standard editor.

Documents created in Teams LX are converted into HTML when saved. You can view
the HTML code produced by the editor by using the “Toggle Mode” control. This
control is located at the bottom right of the editor.
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Font =l|size 7| B I U E = = £ i — ArvedcCoor & Hobioht @& addUink [ Addimage

This is the Editor Pane

View HTML Code sl

Note: This feature can be used to provide finer control of the page formatting than is
possible by using the Editor Controls alone. This feature requires prior knowledge of
HTML.

Save Controls

Save edits made to your Teams Pages by clicking the —23v® ) hutton located at the
bottom right of the screen. To stop editing without saving changes click on the

—Cancel ) hutton.

Viewing Team Page History

When a page is saved within Teams a record of those changes is preserved as a set of
page revisions. These revisions make three important “Teams” features possible.

1. The ability to revert the current view of a page to a previous version

2. The ability to track changes to pages as the content is being built

3. The ability to recover a deleted page.

Viewing page history can be accessed from two places within the Teams Site: the Action
Bar when viewing a page and the Participation Detail screen in the Instructor Assessment
Tool.

To access Page History follow the steps below:

Step 1: Access the Team Site in the Content Area
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COURSES » COMMUNICATIONS 101 » ASSIGNMENTS EDIT “AEW0

@ Analysis of Websites
Select and then compare three Web pages in the same category (for example, non-profit organisations, car companies, university departments,
phone companies). YWhich pages are most effective? Why? What would you change? Why? YWhat kind of messages are the
companiesforganisations sending to their audience? What makes one page good and another not so good? Do all three of the pages discuss the
same aspects? What type of audience/consumer is the message geared to?

Wyrite a memo to the class detailing your findings.  The Memo must include at least four headings.

=z Wisw/Complete Assignment: Analysis of Websites

5 Web Site Analysis - Group One
D | view

This project site contains the web site analysis done by group one. Click on the VIEW link above to access it. It will be available for the class to
review after all assignments have been completed and graded.

Web Site Analysis - Group Two
Wiew

This project site contains the web site analysis done by group two. Click on the WIEW link abaove to access it. It will be available far the class to
review after all assignments have been completed and graded.

. & Pane Hist : .
Step 2: Click on the tl Fate ity button in the Action Bar

Or
Step 1: Access the Course Control Panel
Step 2: Click on the Assess/Export Team Site link in the “Course Tools™ section of the
Control Panel

Announcements Manaqge Chalk Title
Course Calendar Elluminate Live!

Staff Information Configqure Journal

Tasks Export Journal

Senid Email Configure Teams Site
Discussion Boaril Assess/Export Teams Site
Collaboration Turnitin Assigniments
Digital Drophox

Step 3: Locate the appropriate Team site and click on the View Particpation) 1) tton
Step 4: Click on the _MiewDetal ) 1ytton to access the “Participation Detail” page
Step 5: Click on the =22Change Hison ) ) 1161 to view the page history

Deleting Pages from Team Site

Pages created within a Teams Site can be deleted at any point. To delete a page within a
Teams Site follow the steps below:

Step 1. Access the Course/Organization or Group Teams Site

Copyright 2004 Learning Obijects, Inc.
01/01/2005 27



Teams LX Using Teams Sites

. Delate P . . .
Step 2: Click on the e hane in the Action Bar to remove this page

Step 3: After clicking the delete button you will be taken to a confirmation page

@ Verifying delete of test

Do you really want to delete test?  YES NO

Step 4: Click YES to confirm page deletion or NO to return to viewing the page

When you delete a page the “Detailed View” is displayed. The existing text is replaced
with a message about who deleted it and when.

@ Viewing test Ll
&% Home  [#] Refresh (217 Edit Page ﬁ Mew Page  ¢# Page History Page List X Delete Page X Purge Page ' Search

The page you are viewing, "test” was deleted on Thu Jan 06 15:08:14 EST 2004,
last edited by Jason Grey, Thu, Jan 6, 3:08 PV add comment

Deleted pages are stored as page revisions and as a result are visible in the “Page List”
and “Page History” areas. Deleted pages can be recovered at any time.

Recovering Pages

Any version of a Teams page can be recovered (including a page that has been deleted)
by viewing its Page History and navigating through the past versions. To recover a
previous, or deleted, version of a Teams page follow the steps below:

Step 1: Access the Course/Organization or Group Teams Site
<# Page History

Step 2: Click on the button in the Action Bar
Step 3: Locate the version you wish to recover and click on the _ViewDetal ) putton.
Step 4: Review changes and click the [ARevert b ion

The page you have selected will be updated and become the “Latest Version”. The page
history of the Team site will be updated appropriately indicating the changes made.
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Revizion: 4

3y Version 4 of Home Wadified By: fadrea Cameron | 2 Help|

hindified: Wied, Jan &, 11:37 A

1t Back Up  [] Revert = Prev Diff Next Diff =

Welcome to our Web Site Analysis Project.

Inthis site you will find profiles of all group members, descriptions of the web sites we analyzed {with links to check them out) and
comparisons of the product categories sites that we chose. This home page contains the menu {or table of contents) for our site and
will help you navigate through our project.

We hope that you enjoy our project. Click on the Add Comment link below to leave us your feedback. Everyone is welcome to view
the feedback left by others as well. Simply click on the Comments link to display them.

Group Member Profiles
This page contains a brief description of each group member

Assignment Details
This page contains the orginal assignment information

Category One: Travel and Tourism
Category Two: Athlectics & Fitness

Category Three: Vehicle Manufacturers

Exporting Teams Sites

Both course and group Team Sites can be exported and stored as a back up of the
material.

To export the Course Team Site follow the steps below:
Step 1: Access the course Control Panel

Step 2: Click on the “Assess/Export Team Site” link within the *“Course Tools™ section
of the Control Panel

Announcements Manaqge Chalk Title
Course Calendar Elluminate Live!

Staff Information Configqure Journal

Tasks Export Journal

Send Email Configure Teams Site
Discussion Board Assess’Export Teams Site
Collaboration Turnitin Assignments
Digital Dropbox

Step 3: Click on the “Export” button associated with the course Team site
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@ Assess/Export Teams Site LT

Assignment Description Actions

This project site contains the weh site analysis done by group one. Click on the VIEW link above to access it. It Kot Puricipraban) et )
will be available for the class to review after all assignments have been completed and graded

i . This project site contains the weh site analysis done by group two. Click on the VIEWY link above to access it. It \View Paricipation 1
WMok ahte fnalyelet Dronlwo will be available for the class to review after all assighments have been cornpleted and graded. - )

Web Site Analysis - Group One

Export Course Site Caomrunications 101 Teams Site Export ) ]

Note: This is located below the list of Group Team Sites.
Step 4: Save the exported site to a location on your computer
To export a Group Team Site follow the steps below:
Step 1: Access the course Control Panel

Step 2: Click on the “Assess/Export Team Site” link within the “Course Tools™ section
of the Control Panel

Announcements Manaqge Chalk Title
Course Calendar Elluminate Live!

Staff Information Confiqure Journal

Tasks Export Journal

Send Email Confiqure Teams Site
Discussion Boari Assess'Export Teams Site
Collaboration Turnitin Assignments
Digital Drophox

Step 3: Click on the 2P button associated with the Group Team Site you wish to
export

Web Site Analysis - Group One L e o v stor s seuanmmsots o nesn sampleted and gdng. oo owpancpmion) | _egen )
Step 4: Save the exported site to a location on your computer
Note: Exported Teams Sites are saved as .zip files and can be extracted and viewed as

self-contained websites. These sites can be restored to any web server and made
available as external sites.
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Evaluating Teams Sites

A comprehensive set of instructor evaluation tools are available within the Teams
“Instructors Assessment Tools”. This includes,

o0 A group site listing

0 A group participation listing

0 A page history revision list

o A version diff tool.

These tools are only associated with Group Team Sites and provide instructors the ability
to track individual contributions of each student throughout the development of the Team
site.

Group Site Listing

The first page of the Teams Assessment Tool is a Group Site Listing. This page shows
all the Teams Group Sites that have been assigned in the course and allows the instructor
to view the details of a particular Group Site.

To access the Group Site Listing follow the steps below:

Step 1: Access the course control panel
Step 2: Click on the Assess/Export Teams site link in the “Course Tools” section

Announcements Manaqge Chalk Title
Course Calendar Elluminate Live!

Staff Information Confiqure Journal

Tasks Export Journal

Send Email Confiqure Teams Site
Discussion Boari Assess'Export Teams Site
Collaboration Turnitin Assignments
Digital Drophox

Group Participation Listing

The Group Participation Listing allows an instructor to view a participation breakdown
for all the students assigned to a Group Site. Instructors access a page that shows the
detailed breakdown of the changes that have been made while building the Teams site.
The percentage of work completed by each student is also listed here.

To access the Group Participation Listing follow the steps below:
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Step 1: Access the “Group Site Listing”
Step 2: Locate the appropriate Team site and click on the \iew Paricibaton) pytton

associated with it

The Group Site Participation page shows a breakdown of the total page saves and the
total lines modified. These metrics can help an instructor determine the level of a

students participation within in the Teams site.

@ View Participation for Web Site Analysis - Group One

Show participation for: |all available dates =

PHelp

Name
Enright, Chris
Bennett, Melonie
Lambert, Phillip

Cameron, Andrea

User Name Total Page Saves Total Lines Modified Actions
cenrightl 46% (16£35) 47% (64/136) View Detail )
mbennet2 26% (9/35) 26% (36/136) Wiew Detail )
plambert2 20% (7/35) 21% {29/136) Wiew Detail )
acameron 9% (3/38) A% (7138) Wiew Detail )

—CnEdnc)

“Total Page Saves” shows the number of page saves that a particular student has made
and is displayed as a percentage of the total page saves made.

Total Page Saves
46% (16/39)
26% (9/35)
20% (7/35)

9% (3/35)

“Total Lines Modified” shows the number of lines modified by a particular student and is
also displayed as a percentage of the total lines modified.

Total Lines Modified

47% (B4/136)

26% (36/136)

21% (29/136)
5% (7/136)
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More detailed information about the participation of each student can be viewed on the
“Participation Details” page.

To view the Group Site Participation Details follow the steps below:

Step 1: Access the Group Participation Listing

Step 2: Click on the _ViewDelal ) hutton to view a per page breakdown of Team site
participation

Participation detail can be filtered and viewed by the following criteria:
1. All available dates
2. The past month only
3. The past week only
4. Today only

To filter the “Participation Detail” follow the steps below:

Step 1: Access the “Group Participation Listing”
Step 2: Select the appropriate filter from the drop down list

Show participation for: [all available dates =]

tall available dates
the past month only
the past week only
today only

Enright, Chris cenrightl

Name r HName

Pannatdt Malania b s ?

Note: The page will refresh and only the information meeting the selected criteria will
appear.

Page History Revision List

The Page History screen shows a list of all the revisions of a given page, from the
original (Version 0) to the latest version. Four pieces of information are displayed on this

page.

The user name of the person who edited the page

The date of the edit

The version number

A link to the “Version Diff” tool which compares this version with the previous
one.

APwnh e
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To access the “Page History Revision List” follow the steps below:

Step 1: Access the “Participation Details” page
Step 2: Click on the Z=2Chanoe FEON) v tton

ﬁ) Viewing History for Home PHelp
Modified By Date of Change Revision
Phillip Larnbert Wed, Jan &, 1:25 PM Latest (version 7) View Diff )
Melanie Bennett Wed, Jan 5, 12:42 PM “ersion B View Diff )
Fhillip Larmbert Wed, Jan g, 11:54 AM Wersion 5 View Diff )
Andrea Cameran Wed, Jan 5, 11:37 AM Wersion 4 View Diff )
Fhillip Lambert Wed, Jan s, 11:31 AM “ersion 3 View Diff )
Chris Enright Wed, Jan 5, 10:46 A Wersion 2 View Diff )
Chris Enright Wed, Jan &, 10:37 AM Qriginal (version 1) View Diff )
Go Back )

Version Diff Tool

The “Version Diff” tool allows an instructor to compare a Team site page with its prior
version. The “Version Diff” page displays the following information:

Element Description

Version Information Shows information about the version you are currently viewing

Navigation Controls Allow you navigate forward and backward through the version
comparisons

“Back Up” Button Allows you to revert the active view to the version you are
currently viewing. This also allows users to undo changes made
by another user or recover a deleted page.

To access the “Version Diff” tool follow the steps below:

Step 1: Access the “Page History Revision List”
Step 2: Click on the —22 BT _J pytton

When viewing a “Teams Page Comparison” the following differences are highlighted for
easy comparison.

An Addition — Text that has been added tot this version from the previous version is
highlighted in green
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PHelp

@ Version 2 of Site One

4t Back Up < Prev Diff Next Diff =

Intreduction

Qur first choice of topics is a comparison of vacation packages. Since the holidays are just around the corner and It800s the time of the year where the
whole wiorld is on vacation and everyone likes to travel. So before you finalize your plans, take a look at the websites we picked out, maybe vou will find
something that interests you . We will be comparing Brealkaway Tours, EF Tours, and Contiki Tours within four criteriad0ns; Content, Target Audience,
Suggested Changes, and The Most effective 400 Qur Favourite

ey brealeaw aytours. com

A Deletion — Deleted Text is highlighted in red with a strike through it.

ﬁ) Version 1 of Group Profiles

Mext Diff =

it Back Up

Wye hawve four members of our group and we discoverad that we all wiork quite wiell togsther. This project required both research, creativity, organization and
communication. We pooled our strenghts and each took on the task most suited to us. Below is a brief description of each group member, a photo of each
of us and the section of the project we were most involved in

Chris Enright

Melonie Bennett

where-Hgeto-seli-greatvacaterpackagesand-aifares—So—iF ¢ Hevel-assistanecand-advieeyorHarew-wherete
—Se—iFaryen < ;

A Modification — Text that has been modified is highlighted in yellow

@ Version 5 of Site One

<= Prev Diff

4t Back Up

Introduction

The first topic we chose is a comparison of vacation packages. Since the halidays are just around the corner and itd00s the time of the year where the
whole wiorld is on vacation and everyone likes to travel. So before you finalize your plans, take a look at the websites we picked out, mayhbe you will find
something that interests you. We will be comparing Breakaway Tours, EF Tours, and Contiki Tours within four criteriad0 O0s, Content, Target Audience,
Suggested Changes, and The kost effective 400 Qur Favourite

o breakawaytours.com
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