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1. On PandA

As a course management system (CMS), the Institute of Information Management and
Communication had operated Blackboard Learning System (WebCT) CES. In 2013
academic year, we renewed the CMS, and started to operate a new CMS which uses
open source CMS Sakai CLE, and named it “People and Academe (PandA)”.

This manual is for instructors who want to start to use PandA. While PandA has many
functions to support course activities, this manual focuses on the workflow to start to

use PandA, and its basic functions.

2. On User’s Environment (Recommended Web Browsers)
The following browsers are recommended (cited from the online manual). While we are
continuously improving Japanese function (or internationalization) of the system, some
malfunctions may remain.
® Windows
< Firefox 2.0 to 3.6.16
<~ Internet Explorer 7.0 and 8.0
With Internet Explorer, some pages may not been displayed correctly, and it may be
improved by choosing the “Compatibility View” mode of the browser.
® Mac
»  Firefox 2.0 to 3.6.16
® Other platform
»  Firefox 2.0 to 3.6.16



3. Login/Logout
3.1 Login
The URL of the PandA is

https://panda.ecs.kyoto-u.ac.jp/portal

Accessing the above site, you see the following page.
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By pressing the “login” button on the right top of the page, the login dialog will be

displayed as follows.
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Institute for Information Management and
Communiation, Kyoto University.

... PandA

Enter your User ID and Password. Faculty and staff use SPS-ID, and students
use ECS-ID. Faculty who has ECS-ID should use SPS-ID instead of ECS-ID.

User ID: ‘

Password: ‘

LOGIN

SPS-ID &£ ECS-ID L[£? What is SPS-ID and ECS-1D?

Institute for Information Management and
Communiation, Kyoto University

So as to login to PandA, enter your ID and password:

® Faculty member and staff, use your SPS-ID and password. You may have both




SPS-ID and ECS-ID. Inside the PandA, login user with SPS-ID and that with
ECS-ID are treated as separate users. Use SPS-ID if you don’t have special needs.
® Students, use your ECS-ID.
® [fyou want someone outside Kyoto University for e.g., a student of a joint class with
other university ask to use PandA, we can issue e-mail address based ID’s to such
users. Refer to “Section 5. Opening Course Worksite.”

In case of first login to PandA, you see the following tutorial.
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There are currently no announcements at this location.

3.2 Logout
So as to logout from PandA, press the “logout” button on the right top of the page. So as

€= -

to enter PandA again, click “Z Z (here)” in the message of the dialog.

* 8 OS5 FORLFELE ® 9 | ogout successful
TS T B PandAT R — F a3t You have successfully logged out of the
PandA ICRYES. PandA Central Authentication Service.
Institute for Information Management and Institute for Information Management and
Communiation, Kyoto Universit: Communiation, Kyvote University




4. My Workspace
Once you logged into PandA, “My Workspace” is displayed. In the page of “My
Workspace,” several tools are displayed as blocks, and you see the summary of the all

courses you have membership.

In PandA, pages used for each course or project are called “Site.” If you are a member of
other sites, you see such courses as “tabs” of the top of the pages. You can arrange tabs
of the courses by yourself. If you are a member of many sites, other sites that are not

displayed as tabs can be seen by choosing “Other Sites” tab.
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4.1 Account
Select “Account(7 7 7 > 1)’ from the navigation menu. If you use SPS-ID or ECS-ID
for login to PandA, you will find your name and e-mail address provided by the

university.

4.2 Setting Language Preference

Select “Preferences (7% 7)” from the navigation menu. By pressing “Language (S7&) 7
button in the page, you will move to the page to choose your language preference. Select
(58 (7 A VU A E%E) ) from the list to switch language preference to English.
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5. Opening Course Worksite

5.1 What’s Course Worksite?

In PandA, pages used for class activities of a course are called “Course Worksite.” For
distribution of course material, gathering assignments, or to carrying out tests &

quizzes, you need to open your course worksite for each course.

5.2 Coordination of KULASIS and PandA

In PandA, through coordination with KULASIS, courses of liberal arts and sciences
program and courses of the undergraduate and graduate programs approved by
corresponding schools, data of the courses are sent from KULASIS to PandA, and each
instructor can create a course worksite of his/her class.

Except several undergraduate and graduate programs, rosters of the courses are also
sent to PandA.

Without explicit operation of making course worksite on PandA, course worksites are
not created on PandA while the course information from KULASIS is received by PandA.
Even for courses in the programs that KULASIS-PandA coordination is not approved,
you can use course worksite. Please contact Educational Computing Service Group of

IIMC (mail to: edu-ga@media.kyoto-u.ac.jp) with the course title.

Courses, Instructors,
Rosters (Liberal Arts & Science Courses, and
courses approved by schools)

KULASIS PandA

5.3 Opening Course Worksite

* From Academic Year 2014, we changed the procedure to open course worksites.

Now “Worksite Setup tool” is unable to use to open course worksites, and they can be
created using the instructors page of the student information system KULASIS

https://www.k.kyoto-u.ac.jp/teacher .




1. Login to KULASIS, and click “fi*4#%3 (courses you teach)” to show your course
list.

2. Select the course you want to open a course worksite, and click “fZ34 74—k

(Support your class)”.

Erelich | B#E8 | Privacy Policy | User Guideline | About Gopyright | About Personal nformation | Inquiry
* If no operation is executed for over 30 minutes, the computer will automatically log out.
* Bome pages, pdf files, and words are written in Japanese.

Liberal Arts and Geferal Education Courses
<+ Your classdgs

Thiz ig e m 5 seloo My Paze

Here iz a list of yollr clagses.

By clicking the [Lakture cancellation] button, you can register information on lecture cancellation of vour class Click here to
cancel the lecturglcancellation

By clicking the [Retistered student list] button, you can visw/download rezistered student list of your class

By clicking the " Clss support™ button, you will be taken to support paze of your class.

On Class support glee, you can issue assighment or send email to registered students.
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code title 2
period people
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From the page of “f34 74— 17, click ‘9 A7 A PandA (I HERBEH4AE)

(Course Management System PandA, IIMC).” Several undergraduate and

graduate programs don’t introduce this function. In such case, please ask

Educational Computing Service Group of IIMC (mail to :

edu-ga@media.kyoto-u.ac.jp) to open your course worksite.
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Bxamination Register Igfwlﬁﬂ{
and grade | syllabus | evaluation

Liberal Arts and =5
I(:ene!ai ety Cuurse_cu Enelish | B5E .I Pr.\vacy Policy | User Guideline I. About Copyright | About F‘:arsonal Inforn}atlon | Inquiry
* If no operation is executed for over 30 minutes, the computer will automatically log out.
* Some pages, pdf files, and words are written in Japanese.

Liberal Arts and General Education Courses
«» Class support

This iz FETLL S0 " My Page

® Intended course

Course title Instructor Day/period Gourse offered period Group
§ - s : i P
o o | B Tamwe - =
T =1 .'?r:%‘gm Bst
@ Class material = You can post/confirm class materials
@ Aszignment = You can register/confirm an assiznment.
@ Matification email - vau can zend an emall to registered student and confirm hiz/her responze to your email,

| Learning Support System (nstitute for Information Menagsment and Gormmunication)

Copyright (] 2004-2014 Kyota Untwersity. 41 Rights Reserved

4. If you don’t logged into PandA from the same PC, login page of the PandA will be
shown. Login to PandA with your SPS-ID.

5. If the course worksite hasn’t been created, a dialog to confirm creation of the

course worksite will be displayed, press “OK” to create the worksite.

a—2Y (O kb2

FOLALEIELTWBHIBEEHBO -2 A M ELEMSN TOERA. RRILTHLALLTY
A b‘gg@éﬁggli » BBENCEDD -2V A FHREENET . MERRLAVW BSR40 D2~ —
A b .

6. The course worksite is created, and the “Dashboard” of the course worksite is

displayed
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7. In the navigation menu, tools of the course worksite is displayed. Setting of the

site and editing of the tools can be done with “Site Info” tool.

My Workspace v .- PandAT—2U4 5 A3 2014 v More Sites E!
Home [gy] — .
) 2 PandAa—2RY 97213 2014: Site Info
Schedule H Edit Site Information Edit Tools Page Order Add Participants Edit Class Roster(s) Manage Groups Link to Parent Site External Tools
p— Manage Access Duplicate Site Import from Site Impaort from Archive File User Audit Log
Announcements |
— PandAd—2Y 072 +32014
Resources [ag]
T Term
Assignments E Roster(s) with site access
Site URL
Gradebook [f Site contact and email recw
Available to
Drop Box '?]
E Modification date
Emall Archive [igg] Modified by i
Display in public site list
Site Info [ Creation date
m— Appearance
Dashboard = LaTeX
Statistics il Site Description
R PandAD—AU 27 AR3 2014,
Help 7 A=A 2T AR

Tools used in the worksite can be edited by clicking “Edit Tools” button.
9. “Schedule,” “Tests and Quizzes,” “Resourses,” “Mail,” “Gradebook”, and

“Assignments” are commonly used tools. Choose tools your need to use.

My Workspace v - .- PandAT—2U 5T A3 2014 v More Sites Y E!

Home [ e .
o 2, PandAd—2)r 97 A} 3 2014: Site Info
Schedule (& H
= Course Site Tools
Announcements (| Choose tools to include on your site...
Resources [&g] oneral P Selected tools Remove
{» Home
Assignments [Jg] 7
L] Home £] Announcements
For viewing recent announcements. discussion. and chat items. N
Gradebook || = Assi
E ] Announcements ] Assignments
Drop Box [ For posting current, time-critical information ] Dashboard
L ] - .
) Assignments | Drop Box
Email Archive [ For posting, submitting and grading assignment(s) online
=] Email Archive
site Info (B [ chat Room '
’ For real-time conversations in written form |= Gradebook
Dashboard [m=] [ Class Plan Resources
— For posting a summary outiine andior requirements for a site
tatistic Schedule
Statistics  jf; ] Dashboard
Unified My Workspace display of recent announcements, resources, assignments, calendar events, eic - Site Info
nee (2] Drop Box
il Statistics

For private file sharing between instructor and student

5.4 Registering participants to Course Worksite

To register the participants to the course worksite, there are 3 way:
1. Automatic Registration

2.  Manual Registration of Students and Staff of Kyoto University
3. Manual Registration of Students of Other Institutions

12



5.4.1 Automatic Registration

As for courses of the Liberal Arts and Sciences Program, (tentative) rosters on
KULASIS are automatically fed to the corresponding course worksites on PandA, and
registered students can participate the sites.

As for courses given by undergraduate programs and graduate programs, it depends on

approvals of the schools, and each instructor may need to register students manually.

5.4.2 Manual Registration of Students and Staff of Kyoto University
As for students and staff of Kyoto University, an instructor using his/her course
worksite can register them by setting the following information of participants.
® Faculty Members and Staff
>  Staff ID numbers (8 digits, not SPS-ID)
» E-mail addresses of KUMail
® Students
> Student’s ID numbers (10 digits, not ECS-ID)
» E-mail addresses of Student Mail provided by Kyoto University
So as to register the participants to the course worksite, the instructor has to collect the

above information from the participants.

For registration, take the following procedure:

1. Select “Site Info (471 K E#)” from the navigation menu of the course worksite.

2. Choose “Add Participants”

My Workspace ¥ PandAQ—2UUFRAE3 ¥ More Sites ¥ view Site st | 2 =P TIEER
Home [gy] - . :

B 2 PandA1—RYLHTRE3: Site Info ® @
Schedule %4 I Edit Site Information Edit Tools Page Order Add Participants Edit Class Roster(s) Manage Groups Link to Parent Site External Tools

Manage Access Duplicate Site Import fro Import from Archive File User Audit Log

Announcements [m]

— PandAO—RYO972F3

Resources &%
T Term

Assignments g Roster(s) with site a

N Site URL

Cxacchosk E Site ¢ t and email *Rw

Drop Box ﬂ ilable to

Modification date

Email Arc Modified by ‘A AR
Display in public site list
Site Info d Creation date
Appearance *default™
Dashboard =
i LaTeX Disabled

3. Enter the data of participants. In the above case students’ IDs are entered. Select
also the participants role (category to control access rights, instructor or students)

given to them. Press “Continue”.
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My Workspace Vv v - PandAT—22U 5723 2014 W More Sites ¥

v
Home gy — .
6 % PandAd—2Y-D7 AL 3 2014: Site Info
Schedule -
Add Participants
Announcements. [ Other Official Participants
— Official Email Address or Username
Resources [AF] Y ~
fE— al0 W
Assignments E test == --@st.kyut&u.ac.jd

Note: Enter multiples each on seperste line (no punctustion)

Gradebook (|| Non-official Participants

Email Address of Non-official Participant

Drop Box ';]

Email Archive Ii]

site Info | 2| Ngie- Enter multiple= e2ch on =eperate line {ng bunctuation). Email address first, optionally followed by sst name, first name, all separated by commas, e.g. jdoe@yahoo.com,Doe.Jahn
T Participant Roles

Dashboard [=| _
= ® Assign all participants to the same role

Statistics gl © Assign each participant a role individually

Help ? Participant Status

® Active

© Inactive

Continue Cancel

4. Set Role, PandA shows a list of participants, and confirm the content.

My Workspace v v - PandATT— AU BT A3 2014 W More Sites 3

Home |, — "
L % PandAd—2Y-97 2 3 2014: Site Info
Schedule
Choose a Role for Participants
Announcements [gmq] Roles
Instructor Can read, revise, delete and add both content and participants to a site.
Resources [&
== () Student Can read content, and add content to a site where appropriate.
Assignments (3| Teaching Assistant Can read, add, and revise most content in their sections.
Gradenook [ Participants
S T
Drop Box ';] p—
Email Archive [i] e
*er @
Site Info | g¥|
Dashboard [ Continue  Back  Cancel

5. Choose an option to contact them.

My Workspace Vv v . - PandAT—AU 2T AF3 2014 v More Sites Y B

Home | 2, PandAI—2R1 952} 3 2014: Site Info

Schedule
L Add participant(s) to PandAJ—2") 27 A3 2014

Announcements 'q‘ An email can be automatically sent to the added users notifying them of the site's availa

o ) Send Now - send an email now to users notifying them that the site is available
Resources [ag

Don't Send - do not send an email notifying new parlicipanis about the site's availability
Assignments g

Continue Back Cancel

Gradebook ||
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6. Confirm the set information, and click “Register”.

My Workspace v . v - PandA—2Us»T A3 2014 v More Sites 3 B 07
Horme @] !
ome & 2 PandAd—2YH7 A} 3 2014: Site Info
Sched = H
e 1B B Confirming Add Participant(s) to PandAD— AU 952 F3 2014
g p

Announcements 'q‘ The following will be added to your site when you click the Finish button below.

They will not be sent an email notifying them of the site’s availability

Resources |88 Name Id Role Status

I e - 8 OO Student Active
Assignments

L] cane K Student Active

Gradebook E LR 000K Student Active

- LR XK Student Active

Drop Box 'ﬂ

Email Archive [ﬂ

5.4.3 Manual Registration of Students of Other Institutions
So as to register participants outside Kyoto University for e.g., joint class with other
institutions, you can register them by using their e-mail addresses as ID to login to

PandA. Passwords for such users are automatically generated by PandA and send them

to the corresponding users by e-mail.
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6. Using Course Worksite

6.1 Site Information

With “Site Info”, you can e.g., edit site information, select tools used in the site, edit the
navigation menu for the site, add/delete participants, edit the roster, group the
participants, and alter the access rights of the participants. Here basic 4 functions are

explained.

My Workspace %  PandAa—ZAY22F2AF3 v More Sites ¥ View Site As: BMFE os7ok | Leg

Home @] I 2 PandAd—2Y D7} g: Site Info &

Schedule (& Edit Site Information ~ EditTools  Page Order  J§Add Participants | EditClass Roster(s)  Manage Groups
— Link to Parent Site External Tools Manage Access Duplicate Site Import from Site Import from Archive File
Announcements |

User Audit Log

Resources ==

PandAO—2U 973

Assignments (| Term
o Roster(s) with site access
Gradebook E
= Site URL -
Drop Box -;I Site contact and email *ere
i Available to -
Email Archive [agg] Modification date

\ Modified by w—
| Display in public site list

Dashbozrd [ Creation date

Appearance
Statistics gl LaTeX
Help [9] Site Description
— PandAq—2) AT REE (More)
Sections

Viewing 1- 5 of 5 items
PandAd—2Y) 25 A} 3 Participant List (# 5)

show 200 items per page v

Printable Version

Name = Enrolled In Student/Employee ID Credits Role Status Remove [
SROW PandAg—2lu [Instructor | [Acive  ~]
DFAbE
e AR 0000 |St|_|der|t v| |Active V| O
LR OO [ student ~| [acive ~| O
L B R K |Student V| |Actiue V| O

6.1.1 Edit Site Information

You can edit explanation of the site displayed on the site’s homepage, select a language
for the site, information to contact the site. If default setting is sufficient, you don’t need
to edit them. Site title is fixed by that provided by KULASIS, and you can’t change it.
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Revising Site Information for PandAOd—2 /9723
PandAa—2') 27 A3
+ Site Title PancAg—2 ) 2T 23

Term

Site Language ge
Englich - United States [en_US] English - United Statec

B5E - B [ja_IP] Japanese - Japan

Description (displayed on the site's home pags)

HE 99 e

~Ili
ﬂ
i
it

BU-4 | B ERCRCI: Q L3 |
Mot = M § m 0 m

(I
@
o
4

B I US| x x°

sl - | B |l ok g || A- B BT OB

Pands 3 —2 ) 0F 23

Short Description (displayed in publicly viewabls list of sites. Max 80 characters)

Appearance (Theme) *default*

Site will display this theme.
+ Sitz Contact Name |sEsEs AT b

Sitz Contact Email | e e e

[ Allow the display of LaTeX math in this site. Use the Edit Tools page to seect the tools for which this setting applies.

Continue Cancel

6.1.2 Select Tools

You can select tools used in the course worksite. While PandA has many available tools,
we recommend you to start with basic tools introduced in this manual. We are also
preparing tools not displayed in the menu, and if you have some special requirements,

please contact us.
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Course Site Tools

Choose tools to include on your site

General 1

O

O

O

O

O

O

O

O

Home
For viewing recent announcements, discussion, and chat tems

Announcements
For posting current, time-critical in formation

Assignments
For posting, submitting and grading assignment(s) online

Chat Room
For reaktime conversations in written form

Class Plan

For posting a summary outiine and/or reguirements for a site

Dashboard

Unified My Workspace display of recent announcements, resources, assignments, calendar events, etc.

Drop Box

For private file sharing be

en instructor and student

Email

Send mail to select participants in your site

Email Archive

For viewing email sent to the site

External Tool

Launch external tools using IMS Learning Tools Interoperability.

Forums

Display forums and topics of a particular site

Gradebook

For storing and computing assessment grades from Tests & Quizzes or that are manually entered
Lessons

For creating content modules and seguences; can be organized by week or unit
Messages

Display messages to/from users of a particular site

News

For viewing content from online sources

Podcasts

For managing individual podcast and podcast feed information

Polls

For anonymous polls or voting

PostEm

PostEm gradebook tool for sakai.

Resources

For posting documents, URLs to other websites, etc.

Roster

For viewing the site participants list

Schedule

For posting and viewing deadlines, events, etc.

Search

For searching content

Section Info

For managing sections
Sign-up
For enabling online registration for meetings and other events

Site Info

For showing worksite information and site participants

Statistics

For showing site statistics by user, event or resource of the site

[ Tests & Quizzes

For creating and taking online tests and quizzes

[ Web Content

For accessing web content from an external website within the site.

O wiki

For collaborative editing of pages and content

* Plugin Tools 0

Continue Cancel

Selected tools
{2 Home

&j Announcements
[&] Assignments
[] Dashboard

] Drop Box

[ Email Archive

Gradebook

Resources
[ Schedule
[] Site Info

[y Statistics

Remove
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6.1.3 Ordering of Navigation Menu
The Order of the tools and their names displayed in the navigation menu on the left side
of the site page can be modified. Order can be edited in a drag-and-drop manner. So as

to remove tools form the menu, click “X” icon.

2, PandAd—21)>, #7572} 3: Site Info

Page Order

@ Changes to the page ordering will not take effect until you click 'Save’. Editing, Hiding, or Deleting a Page takes place
immediately. Pressing either the Save or Cancel buttons returns you to the Main Site Info Tool Page.

(- )

Home &

| Schedule ] '@

|Annuuncements & '@

| Resources & ‘g

|Assignments '@

| Gradebook & '

| Drop Box & '

| Email Archive ] '@

| Site Info L)

| Dashboard & '

ER e || ER )| ER| | ER||ER||ED|| R | ED||ER | ER
X

| Statistics & '

Save Cancel sort Alphabetically
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6.1.4 Management of Access Rights
The instructor can make the site visible/invisible to participants. Site can be also made
accessible to all the users having valid account of PandA. To participate such sites, user

can register him/her to the site using “Membership” tool shown in his/her My

Workspace.

2, PandAd—2 1) 97 R} 3: Site Info

Change Access for PandAd—2AU» 9272} 3

Site Status
Publishing your site makes it available to the site participants

® Publish site

(O Leave as Draft - accessible only to site maintainers

Site Visibility

Display in public site list

Global Access
Global access settings allow you to decide who has access to your site once it is published

In addition to the participants you've added, you can open your site so that anyone with a valid login can join it
® Limited to whom | add manually, or through automatic roster updates

O Allow anyone to join the site with valid login id

Update Back
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6.2 Resources Tool

Resource tool is a tool to distribute course material to the participants. With this tool,
the instructor of the course can upload files to be distributed from his/her computer to
the PandA server. The instructor can also specify the date and other conditions of
making files downloadable to the participants.

® Uploading files

Select “Resources” tool from the navigation menu shown on the left of the page, and

click “add” button. Select “Upload Files” from the displayed list.

My Workspace Vv PandAO—2ZY 75X F3 Vv More Sites ¥

View

Home |y 7, PandAd—21).» 952} 3: Resources

Schedule | Site Resources  Permissions | Options  Check Quota

Location: 1 PandAa—2") 225 X I-3 Resources

Assignments g Acces

Gradebook E [C1 PandAq—2Y .45 Z I3 Resources m Actions -
» Copy Content from My Other Sites (_Upload Files )
Drap Box 'EI Create Folders
Email Archive Iil Add Web Links (URLs)
_ o Create HTML Page
St lnfo ’ Create Text Document
Dashboard 5 Create Citation List

Statistics llls
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Select a file to be unloaded, and specify a name given to the file displayed on PandA.

Maximum 500 Mbytes file can be uploaded once.

Upload Files
Location: PandAg—2Y 2523/

Drag and drop files from your desktop into the box below. Switch to file browser upload?

Drop files here to upload.

'Drop ﬁles to upload

(or click)

Email Motification None - Mo notification ~

Cancel
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® (Conditions of making files downloadable to the users can be set by selecting “Edit

Details” in the list shown by clicking “Action” button of the file list.

2, PandAd—2Y>, 95} 3: Resources

Edit Details

Change the resource’s details and then choose "Update” at the bottom. Required items marked with *

MName Pandad—2 25 A3

Description

Folder Details

Created by L R

Created Mar 10, 2015 6:02 pm
Last changed by Admin ECS

Last changed Feb 22, 2017 2:04 pm

Web address (URL)  sgject URL (for copying) | Open | [ Short URL

¥ Optional properties

Update Cancel

® In the bottom of the page for “Edit Details”, you can choose an option for e-mail
notification so as to inform the participants that file is uploaded.
® So as to change the permission of operation by user types (Instructor, Student and

Teaching Assistant), click “Permission” button of the tool.
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% PandAd—2R Y972} 3: Resources

Permissions
Set permissions for resources in folder: PandAO—2') 27 2F3

Undo changes
Permission Instructor Student Teaching Assistant

Create resources ] O
Read resources
Edit any resource
Edit own resources

Delete any resource

O o0Oo0oon

Delete own resources

[ I I N I I

Read hidden resources

Save Cancel
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7. Using Assignments Tool

“Assignments” tool support the following activities:

® To add assignments such as descriptive tests and essays to the course,

® To give grades and return submitted assignments, and to ask resubmission of the
assignment to students when the submitted ones are not enough to give grades.

® To set open date, due date, and absolute limit of acceptance to the assignment

® The grade scales such as points, pass/fail, letter grade and ungraded can be

selected.

7.1 Adding a New Assignment

1. Select course worksite from the tab, and click “Assignments” tool in the navigation

menu and “Add” button of the appeared page.

My Workspace W PandAQ—2ZU 2723 Vv More Sites ¥ E a7 77k | Log out
% PandAd—2 Y7572} 3: Assignments @@
Sched H l 'assmnment List = Grade Report  Studentview = Permissions  Options
Announcegfents | ssignment List
ources 5] Wiew |Asswgnment List h Viewing 1-1 of 1items
&
Assignments (1|
=l Assignment title For Status Open Due In/New Scale Remove?
Gradebook E & Assignment 1 Entire Open  Feb 22, 2017 12:00 Mar 1, 2017 5:00 0/0 0-100.0 O
T Edit | Duplicate | Grade Site pm pm
Drop Sox [
Email Archive [il Remove Selected
Site Info [ 4]
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2. Specify the title, open date, due date, accept until and grade scale. Then describe

the assignment instructions to the form.

My Workspace v  PandAd—ZAY 2T AF3 v More Sites ¥ View Site As: B  os7ok | Log
Home — .
[ % PandAad—2 ) 27} 3: Assignments e
Schedule Add  AssignmentList =~ GradeReport  StudentView — Permissions

Announcements E‘ f Add new assignment ‘

Complete the form and then choose ‘Post’ at the bottom. An asterisk (*) indicates required information
Resources @ pesignment

Assignments * Title || |

Gragebook * Open Date [02/22/2017 12:00 pm =
Students can not save or submit the assignment until the open date
Drop Box [?] * Due Date |03fu112017 05:00 pm |_=I

* Accept Until |03f01f2017 05:00 pm |_'|

Email Archive |§|
Assignments cannot be submitted after the close date

Site Info * Student Submissions |In|\ne and Attachments V‘
Dashboard [J Allow Resubmission
ashboar
* Grade Scale Ungraded
Statistics s l:l For points, enter maximum possible
« Assignment Instructions
Help

R-2 | B B & E & Q %

B I U5 x x| E =

i
L]
/i
.
i
o
[0
~
~»
52

W | =2

i EeE=EEQCE

RN~ [ & || ZAk | . (| A B[ 2

3. Set several options shown in the lower part of the page, and press “Post” button on
the bottom to complete adding a new assignment.
Notice: If you want to add the assignment to the gradebook, you have to specify

“Points” as the grade scale.
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[ Hide due date from students

[0 Add due date to Schedule

[ Add an announcement about the open date to Announcements
[J Add honor pledge

Grading
® Do not add assignment to Gradebook
O Add Assignment to Gradebaok

Access
[J Is this a collaborative group submission?
® Display to site
O Display only to selected groups

Submission Notification Email Options:
® Do not send notification emails for any student submissions
O Send a notification email for each student submission

O Send one email per day summarizing notifications for student submissions

Released Grade Notification Email Options:
® Do not send notification email to student when the grade is released

O Send notification email to student when the grade is released

Attachments

No attachments yet

Add Attachments

Additional information

Supplement ltems

Model Answer Add
Private Mote Add
All Purpose item Add
Post Preview Save Draft Cancel

4. The created assignment will be displayed in the assignment list.

My Workspace Vv PandAa—2 Y05 21+3 v More Sites ¥ E O%7=zk | Log out
H ‘Al .
ome | f| 42 PandAT—2 '), HF R} 3: Assignments @
Schedule % Add | Assignmentlist | Grade Report | StudentView = Reorder | Permissions = Options
Announcements q Assignment List
Resources &g View |A55|gnment List ~ viewing 1-2 of 2 items
T Show 200 items... >
Assignments [ - -
— Assignment title For Status Open Due In/New Scale Remove?
Gradebook E £, Assignment 2 Entire Site Open  Feb 22, 2017 12:00 pm  Mar 1, 2017 5:00 pm  0/0 01000 O

Edit | Duplicate | Grade

Drop Box ?] £ Assignment 1 Entire Site Open  Feb 22, 2017 12:00 pm Mar 1, 2017 5:00 pm  0/0 01000 O

Edit | Duplicate | Grade
Email Archive [i]

Site Info [ 4] Remove Selected
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7.2 Grading and Returning Assignments and Asking Resubmittion

® This section explains how to give grades to the submitted assignments and return

them to the students.

Instructors can set permission of re-submission (possible number of resubmission,
and due date).

1. Select an assignment you want to grade in the list of assignments, and click

“Grade”.
2 PandAd—2R 1), 97 X 3: Assignments @ @
Add Assignment List Grade Report Student View Reorder Permissions Options
Assignment List
View |Assignment List v Viewing 1 -2 of 2 items
Assignment title For Status Open Due In/New Scale Remove?
& Assignment 2 Entire Site Open  Feb 22, 2017 12:00 pm Mar 1, 2017 5:00 pm /0 0-100.0 O
Edit | Duplicate §| Grade
£ Assignment 1 Entire Site Open  Feb 22, 2017 12:00 pm  Mar 1, 2017 5:00 pm /0 01000 O
Edit | Duplicate | Grade
Remove Selected
2.  Click “Grade” in the line of the student you want to grade,.
72, PandAd—2U 97| 3: Assignments @@

Add Assignment List Grade Report Student View Reorder Permissions Options

Assignment 2 £ - Submissions

View | Entire Site ™

|Name, 1D, or Email | Find Clear

"Ungraded" are subjects that
have not been scored yet.

Found 4 participant(s). Assign thiz grade to participants without a grade:

T T
[ 1 ey Show 200 ighs... |
Click the student who wants to

b Select User(s) and Allow Resubry score
] & Student = Submitted Status Grade Release
O Feb 22, 2017 4:18 pm Ungraded

Grade
O *ere Feb 22, 2017 4:19 pm Ungraded

Grade
O e e Mo Submission

Grade
O *ere No Submission

Grade

» Assignment Details
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3.

Examine the submission by the student, and grade it.

7 PandAd—2Y 957} 3: Assignments

Add Assignment List Grade Report Student View Reorder Permissions Options

£ Assignment 2 - Grading
Important Reminder: Please do not grade assignments with multiple browser windows or tabs. Grade assignments and navigate

the system with only one browser window.

Navigate Submissions

Return to List Next Ungraded > Next >

(Changes will be saved)

(Changes will be saved) D Navigate between
students with submissions
only
Student LE R
Submitted Date Feb 22, 2017 4:18 pm
Status Ungraded
History Wed Feb 22 16:18:40 JST 2017 LA R |

» Assignment Instructions

Assignment Submission
Below is the submission from a student. You can insert comments into this text by clicking in the box, then type your comments. Comments

surrounded by double curly braces, {like this}}, will appear red to the student

= I o9 W

@ @ & Q b3
E| e | f RS OE=EQ

Q-2 [ 5
B I US x x°

i
|
i
i

2L - || Em =S R S L T . B

The student's submission

st & | willbe displayed
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4. You can add comments as well as grade scale. For resubmission, check “Allow

Resubmission” and set due date, and click “Save and Release to Student”.

If there is an attachment in the submission,

Submitted Attachments / it will be d|Sp|ay6d here.

No attachments submitted

Grade: If

ILmax 100.0) E

Use the box below to enter additional summary comments about this submission

Instructor Summary Comments

Enter grades.

Bu-2 & BEGE & QY|E K| == E oy W
B I US % x||[E = =E|9 % |= M WMEOGAE® QL
sl - || #h = [| Zat || e || A B[]

\ To comment on an assignment,

please enter it here.

4
Attachments to Return with Grade
No attachments yet .
Please check this if you want
Add Attachments / students to resubmit.
[ Allow Resubmission
Save and Don't Release to Student | Save and Release to Student | Preview | Cancel Changes
Navigate Submissions
Return to List Next Ungraded > | Next>
(Changes will be saved) [ Navigate between (Changes will be saved)
students with submissions
only

7.3 Bulk Downloading of the Submitted Assignments
Instructors can download all the submission as whole.

Select “Assignments” tool from the navigation menu in the left of the page, and click

“Grade” of the assignments you want to download submissions.

My Workspace W PandAOQ—2Y 2523 V¥ More Sites ¥ B
Home |; - .
a 4, PandAd—2X Y, 7 X} 3: Assignments @@
Schedule r% Add | Assignmentlist = Grade Report = StudentView = Reorder  Permissions | Options
Announcements -H‘ Assignment List
T (fi View | Assignment List ~ Viewing 1-2 of 2items
Assignments (|
Assignment title For Status Open Due In/New Scale Remove?

Gradebook ssignment ff ntire Site pen eb 22, :00 pm ar 1, :00 pm 2i2 -100.
H Assi Ei 8 0 Feb 22, 2017 12:00 Mar 1, 2017 5:00 22 0-100.0
— Edit | Duplicale | Grade

Drop Box [?] & Assi Entire Site  Open Feb 22, 2017 12:00 pm Mar 1, 2017 5:00 pm 0/0 01000 [

Edit | Duplicate | Grade
Email Archive H

Site Info [ Remove Selected
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Click “Dawnload All”

My Workspace v PandAd More Sites ¥
b j—
ome (A % PandAd—2 Y272} 3: Assignments @ @
Schedule [ I Add  Assignmentlist = GradeRepot  StudentView  Reorder | Permissions | Options
Announcements ] Assignment 2 3 - Submissions
- View |Entire Site b
Resources
P o, Name, ID, or Email Find Clear
9 L]
Gradebool E Download All | Ppload All | Release Grades
Found 4 participant(s). Assign this grade to participants without a grade: T~ 4 of 4 items
Drop B
rop Hox ?] l:l Apply Shove 200 item:
Email Archive
m ¥ Select User(s) and Allow Resubmission
Site Info [ |
fte Info | 2] 0 & Studentz Submitted Status Grade Release
Dashboard =] O *ere Feb 22, 2017 4:18 pm Ungraded
o Grade
Statistics gl O ceew Feb 22, 2017 419 pm Ungraded
Grade
Help [7] O LE R No Submission
Grade
O *eve No Submission
Grade

} Assignment Details

Check the contents you want to download, and click “Download.” So as to download all
the files, check the top option “All.”

My Workspace Vv PandAQ—2RY 257 2+3 ¥ More Sites ¥ B

Home |

| I % PandAJ—2) 952} 8: Assignments

Download All

Choose download options, and then click ‘Download’ at the bottom

o]
Schedule [
"

Announcements ||

Resources [&F All
: Student submission text (original student submitted text, possibly containing instructor added comments)
Assignments E Student submission attachment(s)

Grade file (file at top level of archive)
Gradebook ||

CSV format, file grades csv
EXCEL format. file grades xls

Drop Box a Feedback text (the inline comments with student submission)
Feedback comments (comments.txt file if available in student’s folder. Comments are put into the Instructor Comments field for each student's
Email Archive lﬂ sufmission)

Feedback Attachment(s)
Site Info [#¥]

— [J Include students who have not yet submitted
Dashboard =

Statistics Cancel
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M

Files are archived and named as “Bulk_download.zip.’

Opening bulk_download.zip >

You have chosen to open:
: bulk_download.zip

which is: Compressed (zipped) Folder
from: hitps://panda.ecs.kyoto-u.acjp

What should Firefox do with this file?

i) Save File

[] Do this autoermatically for files like this from now on.

QK Cancel

Extract files from the downloaded archive with appropriate archiving software.
In the folder of the extracted files, there are csv file for grading and folders of students

names.

o= S|

bl | > psgmeni2 s Y Seovdsgomeni2 P

Organize v New folder 2 0 @

- E : Name Date modified
[ Favorites

B Desktop 2 i ] 2017,02/28 19:59 File folder
& Downloads 2017,02/28 19:59 File folder

| RecentPlaces — & grades.csv 2017/02/28 19:59 Microsoft Excel C5...

= Libraries
% Documents
rJ"* Music
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Submitted assignments are stored in the students’ folders.

Organize = MNew folder

[ Favorites
B Desktop
& Downloads

U
= Recent Places

= Libraries
% Documents

J"f Music

Name

. Feedback Attachment(s)
. Submiszion attachment(s)
@ comments.html
2 feedbackText.html
| timestamp. st

5

33

=

Search AT A P H— BEXET. O |

Date modified

2017/02/28 19:59
2017,/02/28 19:59
2017,/02/28 19:59
2017/02/28 19:59
2017/02/28 19:59
2017,/02/28 19:59

File folder

File folder

HTML Document
HTML Document
Text Document
HTML Document




8. Using Tests & Quizzes Tool
With “Tests and Quizzes” tool, you can create tests taken on PandA. Tests/quizzes of

b1

types “multiple choice”, “true false”, “fill in blank” etc. can be used.

1. Select a course worksite with tab, and choose “Tests and Quizzes” in the navigation
menu. Then put title of a test, and press “Create” button.
Choosing a question type, an appropriate edit page will appear.

3. Explanation of how to enter tests will be displayed. Following the instruction, to
create a test.

After entering needed inputs, press “Save” button.

U Case sensitive?
When checked, a student’s response must match the correct answer exactly with respect to upper and lower case.
Example: if the correct answer is "ABC" and a student’s response is "aBc", then the response would be marked as incorrect.

I Mutually exclusive?
When checked, questions including more than one blank with identical answer options must have unigue answers.
Example: The sides of a coin are {headsltails} and {headsl|tails}. Correct answer: heads, tails. Half correct answer: heads, heads.

Attachments
No Attachment(s) yet

Add Attachments

Assign to Part Part 1 - Default

Assign to Question Pool |Se|ect a pool name (optional) V|

Caorrect/Incorrect Answer Feedback
Correct Answer (optional)
Show/Hide Rich-Text Editor

Incorrect Answer (optional)
Show/Hide Rich-Text Editor

Save Cancel
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4. Then, the created test will be displayed. If you want to make it open to students,

press “Publish” button.

With “Print” button, you can see a page fit to printing the tests.

Questions: test quiz 1

1 Existing Question - 100 total points

Preview | Print | Settings | Publish

Add Part | Add Question: | select a question type ~

Part Default - 1 question
Question Fill in the Blank - [100.0 points

May | you ?

Copy to Pool | Edit
Remove | Edit

Answer Key: help
Correct Feedback: ok
Incorect Feedback: i ZirEF @ TEE T

Insert Mew Question|se\ecta question type v|

With “Preview” button, you can confirm the test shown to the students.

4% PandA1—RU D57 X} 3: Tests & Quizzes

Gl Assessment Pr

v-This is an

ple student view of this assessment  done

Begin Assessment
“"test quiz 1" for PandAa—2 ) 2523
There is no due date for this assessment.

There is no time limit for this assessment.

You can submit this assessment an unlimited number of times. Answers from previous attempts will not be available within the assessment during
subsequent attempts. Your highest score will be recorded.

Begin Assessment

Gl Assessment Preview - This is an example student view of this assessment done
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%+ PandAO—2R Y U7 A} 3: Tests & Quizzes @

[l Assessment Preview - This is an example student view of this assessment done

test quiz 1

Table of Contents

Part1of1-

Question 1 of 1 100.0 Puoints

Save Exit Submit for Grading

Gl Assessment Preview - This is an example student view of this assessment  done

5.  You can setup notification that the test released to students with e-mail. You can

also edit the messages sent to students.

% PandAd—RY U7 R 3: Tests & Quizzes @

Publish Assessment

Review your settings and adjust level of notification. Click Publish to make assessment visible to students now. Click Cancel to wait or edit assessment.
Click Edit Settings to modify settings.

Cancel = Edit Settings =~ Publish |and send notification below to students v| ( To nOtify the stugjents about
the test by e-mail, please
" L .
Notification select "and send Totlflcatlon
Subject: [PandAT—21 497 2 3] "test quiz 1" is available on 02/22/2017 05-01-10 PM below to students

Click here to enter an optional message to be emailed with the settings below.

“test quiz 1" is available on 02/22/2017 05:01:10 PM to the entire class at https://panda_ecs kyoto-u.ac_jp/samigo-
app/senvet/Login?id=63b79c7a-ca36-40c8-9eca-76818556ea3a1487750565503

There is no time limit. Students can submit this an unlimited number of times. (The highest score will be recorded).

Student will receive no feedback.

\. J
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Tests before publish are shown as “Working Copies” and published ones as
“Published Copies” in the list. With the “Action” shown in the left of the tests, you

can edit, publish or remove the test.

% PandAd—R Y 2572} 3: Tests & Quizzes @ @

Assessments Assessment Types Question Pools Event Log

Assessments

Create an Assessment

Create from Scratch Impor Click the tab to t099|e
| between the list of pending
"4 and published tests.

Assessment Title |

@® Create using assessment builder

OR
O Create using markup text
Choose assessment type [optional}
Create

A list of pending / published
tests will be displayed.

rWorking Copies: not released to students ( Published Copies: released to students n /

< : J Z

|Act\on |'I'|t|e - |Status - ||n Progress | Submitted | Release To # |Re|ease Date | Due Dat# |Lasl Modified
WERETANT
R0 AF 4T

test quiz 1 Actie 0 0 Entire Site ~ 02/22/2017 k-
02/22/2017
05:05:44 PM
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9. Using Mail Tool

® [E-mail address of the instructors, teaching assistants and enrolled students are
already set in the Mail tool. You can send mail messages to the users by their roles
such as instructors, teaching assistants and students.

® As well as common mailer softs, you can send mail by specifying recipients. For that,

use e-mail addresses as recipients.

Home [A] 4 pandATx Y o5 2k 3: Email You can set roles, sections, | ¢f
Schedule |5 i T || o || s groups as destinations.
Announcements q
o From: e e
Resources &% i ivi
4 G Enter an |nd|v_|dual address. If
Assignments (I TR %ou use e-mail, please enter it
- ere.
Tests & Quizzes [#] Subject: | :I
Gradebook E &7 Attach a file
Drop Box [] -2 B B EGE& Q b F L == o W
Ema\lArchi‘«'Elﬂ N LRI RN g = - ? mHneE=o©Q:>
a0 < | & || 7t -l 5 <[ A- B2 4

Site Info ’
Dashboard ||
Statistics gl
Email g
Help ?
[ send me a copy
[1 Add to Email Archive, visible to all site participants

1 Append list of recipients to message

Send Mail Cancel
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10. Using Gradebook Tool
Gradebook tool is a tool for grading using grades imported from Tests & Quizzes Tool or

manually inputted grades.

10.1 Using as an Instructor Role

This subsection explains how to display gradebook and modify it. Move to the

corresponding course worksite, and click “Gradebook”.

09 pPanda
My Workspace PandAq—2U 2 HF2F3 Vv flore Sites ¥ View Site As: ~ E OZF 7k | Log out
Home [gy] _ =
1] 2, JandAd—2 Yy HF X} 3: Gradebook @@
Schedule L% I Gradebookltems | All Grades | Course Grades  Gradebook Setup  Course Grade Options | Import Grades

Annauncements ] Gradebook Items

Resources | Currently, students can see their gradebook item scores, but not their course grade. Change course grade options.

Assignmegfls g Add Gradebook tem(s)  fimport gradebook item from spreadsheet

fests iezes () Average Course Grade F (34%)
Gradebook || Gradebook Items Summary
Click a title to view complete details and to grade the item
Drop Box '}I
: Title™ Class Avg™ Due Date Released to Students Included in Course Grade Sorting &
Email Archive [agg] zssignment] Edit  43/100  Feb22 2017 Yes Yes 1 T
) assignment? Edit 25/100 Feb 22, 2017 Yes Yes ¥ =
Site Info | 4|
- Legend
Dashboard = “Titles shown in grey are not released to students
**Class averages in parentheses () are not included in the course grade calculations
Statistics  lly ***These items must be graded from the tool listed and may not be graded from the gradebook
Email gl
Help [7]

First, a summary of “gradebook items” is displayed.

® “Gradebook items” means assignments, tests & quizzes to be included in the course
gradebook.

® By clicking “Add Item”, you can add a new item other than assignments and
quizzes.

® By clicking an entry in the title, items can be sorted.
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My Workspace v PandAQ—2Y22572F3 v More Sites ¥ 073k | Log out

Fome % PandAd—2R Y45 | 3: Gradebook @ @

Schedule I Gradebook ltems All Grades Course Grades Gradebook Setup Course Grade Options Import Grades

Announcements E‘ Gradebook Items

Resources @ Currently, students can see their gradebook item scores, but not their course grade. Change course grade options.
Assignments I Add Gradebook ltem(s) lmpurl gradebook item from spreadsheet
Tests & Quizzes Average Course Grade F (34%)
Gradebook Gradebook Items Summary

Click a title to view complete details and to grade the item

Drop Box [?I
I Title™ Class Avg™ Due Date Released to Students Included in Course Grade Sorting il
Email Archive [agg] assignment Edit  43/100  Feb22 2017 VYes Yes 1 T
assignment? Edit 25/100 Feb 22, 2017 Yes Yes 2 =

Site Info 4]

By clicking “All grades,” course grades and their details are displayed.

® By clicking the heading of any column, data are sorted with respect to the item of
selected column.

® By clicking “detail” button, you can see the statistics of the selected gradebook item
or edit it.

By clicking the name of the student of whose score you want to correct or input

manually, you can edit the grade of the student.

My Workspace v PandAQ—2Y22572F3 v More Sites ¥ a7k | Log out
H
ome @ < PandAd—2 > 425 |- 3: Gradebook e @
Schedule Gradebook Ite All Grades  MCourse Grades  Gradebook Setup  Course Grade Options | Import Grades
Announcements @ All Grades Export as PDF | ExportasCSV | Export for Excel
Resources @ Average Course Grade F (34%)

Viewing 1 to 4 of 4 students

Assignments
g View |AH Sections/Groups v| and |AII Categories ~ Show all v
Tests & Quizzes Student Name Find ___Clear Hide/Show Columns
A

7
Student Name & Student ID Course assignment1 | assignment2
CradEReok Grade Detsils Details
Drop B €5
rop Box ] 30000 100% 100 100
Email Archive |§|
000K 37.5% 75 0
Site Info o ) ) .
L AWK = B J

Dashboard Legend

*Grades in parentheses () are not included in the category average or course grade calculations

Statistics s **ltems with a grey background are not released to students
Dropped grades are struck out
Email Course grade overrides are highlighted red

Help E‘
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10.2 Using as a Student Role

By clicking “Gradebook” tool, you can see you score.

My Workspace v

PandAJ—2Y 273 ¥ More Sites ¥

Home ﬁ

Schedule g
Announcements q
Resources [4F]
Assignments g

Tests & Quizzes ||

Gradebook ([

Drop Box 'a

Email Archive m

% PandA3—2 Y, 272} 3: Gradebook

Grade Report for #

Course Grade Not yet available

wx

Gradebook Items

Title Due Date 2 Grade®
assignment Feb 22, 2017

assignment2 Feb 22, 2017

Legend

*Grades in parentheses () are not included in the course grade calculation
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11. Using Announcements Tool
Announcements tool allows the instructor to deliver messages to the participants. The
instructor can optionally select when to display an announcement, add attachments,

and send e-malil notifications.

11.1 Posting Announcements

1. Select the “Announcements” tool from the navigation menu, and click “Add.”
09 randa
My Workspace v  PandAJ—ZUYJFAR3 vV More Sites ¥ [ viewsiteas:  EA A

Foms |£) % PandAd—RY 77 2A b 3: Announcements

Schedule B H Merge  Reorder  Options  Permissions
Announcements q Announcements (viewing announcements from the last 365 days)

View A [ <]

Resources (&8

There are currently no announcements at this location.
Assignments (3

2. Enter the announcement title and message body, and click “Post Announcement.”

You can see how it will be displayed by clicking “Preview” button.

Access: You can determine who can view the announcement.

Availability: You can choose the availability setting from the following three options:
“Show (Post and display the announcement immediately)”, “Hide (Draft mode - Do
not display the announcement at the time)” or “Specify Dates (Choose when the
announcement will be displayed)”.

Attachments: You can attach files and web links.

Email Notification: With the pull-down menu, you can choose whether or not to send

an email notification about the announcement posting.
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7 PandAd—A'Y %77 2A bk 3: Announcements

Post Announcement
Compiete the form, then choose the appropriate button at the bottom,

Required items marked with a *

© Only members of this site can see this announcement
This announcement is publicly viewable
) Display this anr nent to selk 4 groups only

Availability
© Show - (Post ard display this announcement immediately)
Hide - (Draft mode - Do not display this announcement at this time)
) Specity Dates - (Choose when this announcement will be displayed)
Attachments

No Attachments Yet

Add Attachments

* A

nouncement title Q\ —

+ Body

B2 B|X" @@ @ @[« » Q%% WL = 9 B
BI1Uus xx|[flzasflule-miasem=oear:x]
| 2510 - || me - || 722 ﬁ!!“-r ~la-@- s g

.M!E

Access

Email Notification Mone - No notiication a

h“" o

3. After posting the announcement, the following screen will be displayed.

Clicking “Edit,” you can re-edit the content.

4% PandAd—RY 27 A b 3: Announcements

Add  Merge  Reorder  Options  Permissions

[viewing from the last 365 days)
View | Al =
Subject Saved By Modified Dato For  Beginning Date
Announcement - tes TR octez0172s8pm site

Update Cancel

Viewing 1- 1 of 1 lems

show 10 items...

Ending Date

Rem¢
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11.2 Attaching Files to an Announcement
1. Enter the announcement title and the message body and then click “Add
Attachments.”

I 2, PandAd—2") >%7 7 A k 3: Announcements

Post Announcement

Compiete the form, then choose the appropriate button at the bottom

Required items marked with a *

* Announcement title [ | |

+ Body
Bv-z | @ @ B B & | Q|B L= = E 9 W
BI1Uus xx[Flzassflue minsoem=eqc:
AFCN - || We -l 2Aavk -l . -||A- B-]|52 L0
body p 4
Access

© Only members of this site can see this announcement
This announcement is publicly viewable
Display this announcement to selected groups only

Availability
© Show - (Post and display this announcement immediately)
Hide - (Draft mode - Do not display this announcement at this time)
Specity Dates - (Choose when this announcement will be displayed)

Attachments

No Attachments Yetl

Email Notif.cation None - No notification <]

Post Announcement Preview Cancel

2. Click “52R” (“Select”) and choose a file to attach. If you repeat the same process, you
can add two or more files. You can also add URL links to external websites.
If you have uploaded files in your Resources, they are displayed at the lower part of
the screen. You can also select them as attachments by clicking “Attach a copy”
under “Actions.”

After selecting the attached files, click “Continue.”
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2 PandAJ—AY 2 FA b 3: Announcements

Add Attachment

Select an masting item from Resources to attach OR add a new item to a foider to be attached.

Upload local file CER D7 rasRRINT S A

or @ URL (Ink 1o webste) [ | | e

Cm Demen

Select a resource
Location: (] PandAT—2Y >4 72 b 3 Resources
® Title ¥
S PandAT—-RYU YO FRF 3
£ news.pdf

» Show other sites.

Then, the attached files will be displayed at the editing screen. When you select

“Post Announcement,” the announcement with the attached files will be sent.

Required items marked with a *

* Announcement title 1l |

- Body

B2 R[%X© @0 @ M|« » Q% W L= == ®» 3
BIUus xx[Elzz2sfse-mioroem=eq:x|
| RFAU -J]I! 3 B2 EX --‘|__Q- a-J|:= oy

:ME 4

Access

© Only members of this site can see this announcement
" This announcement s publicly viewable
_ Display this announcement to selected groups only

Availability

© Show - (Post and display this announcement immediately)
' Hide - (Draft mode - Do not display this announcement at ths time)
' Specity Dates - (Choose when this announcement will be displayed)

Attachments

£ Dnews.odl (262 KB)

Add/remove attachments

Email Notification None - No notification B

S
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12. Using Forums Tool
Forums tool allows the instructor to create discussion forums.
First, you create a forum to hold discussions and then a topic within it where

participants can post and reply to conversations.

*Note: In the default setting, this tool is not displayed on your course worksite. To use the

tool, click “Edit Tools” in the “Site Info” and add it.

Forum
~ Topic] LTopicZ

- Conversation | Conversation
Reply Reply
Reply Reply

- Conversation | Conversation
Reply Reply

; Reply i Reply

1. When you select the “Forums” tool from the navigation menu, created forums and

topics will be displayed.

As for creating a new forum, first click “New Forum.”

@9 panda
PandAT=AUYOFAR3 ¥  MoreSites ¥ (2]
fome 'y 2 PandAd—RY Y972k 3: Forums -9
heduie B8 = o@.-.-u Template Settings | Stistics & Grading  Waich
Ancouncemonts M| Forums
cos AN Uise Forum Settings anc Topic Settings t or Gotails of this forur
s Joe Tamplata Setlinge 0 30t up R Forum Title
f’,_____,.-
PandATI—A Y77 A k3 Forum  sew Tope | Forum Settings | More =
. f General Discussion ouwmeco Omeasgs  Topic Settings [Moey —o______ Topic Title
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Then, enter the forum title (required), and optionally enter the short and/or detailed
description and select availability.
To grade posts in Conversations, select a specific gradebook item (In order to use

this function, you need to set up a gradebook in advance).

2, PandAd—A" »77Ak 3:Forums

Forum Settings
Required items mar

@@ E & Q| W Lj|l= = 4% 99 B
B 1us nx[Elzasffla e -mimgroem=0q:x
AFCN - | Emm M 7ave -l v - llA- B-[|32 S0

Rody p

Attachments
No attachments yet

Add attachments

Forum Posting
| Lock forum (disable forum postings)
" Moderate topics in forum
| Require users to post belore reading

Show immediately
© Specily dates Lo open (show) andior close (hide)
Open Date: 10/06/2017 03:00 pm
agg Date: 10/06/2017 03:00 pm

Mark All Messages in Conversations Read
_| Automatically mark all messages in a conversation as read

Gradi
Gradeoook em: Select a gragetook tem B This will be the default in this forum's topics. (More?)
v Permissions

Role Permission Level
Instructor Owner B » Customize
Student Contributor B + Customize

47



* Setting the “Permission Level” in “Permissions,” you can authorize each participant

role’s access level. Click “Customize,” and see or modify the setting of their access level.

* To let students and TAs edit and delete their own posts, select “Own” in the “Edit

Messages” and “Delete Messages” of the customized setting for “Student” or “TA.”

Grading
Gradeoook Item: Select a gradebook item B This will be the default in this forum's topics. (More?)
v Permissions
Role Permission Level
Instructor Owner B » Customize
Student Custom
New Forum Change Settings
New Topic Read
New Conversation Mark as Read
Reply Moderate Messages
! Post to Gradebook
Teaching Assistant Contributor B v Customize
PandAD—AU¥2FAR3  None 2] » Customize
Save Save Settings & Add Topic Save Draft Cancel

3. After seeing or modifying the participants’ access levels, click “Save.”

~| Reguire users to post before reading
Availability
Show immediately
© Specity dates o open {show) and/or close (hide)
Open Date: | 10/08/2017 03:05 pm
Close Date: 10/06/2017 03:05 pm

Mark All M

in Cor

Automatically mark all messages in a conversation as read

Read

Grading
Gradebook Item: Select a gradebook item [ This will be the default in
v Permissions
Role Permission Level
Instructor Owner ' g
Student Contributor <] »
Teaching Assistant Contributor '
PandAI—RY¥JFA+3  None B ,

Cancel

Swl Settings & Add Toplc  Save Dratt

this fe

orum's topics. (More?)

Customize

Customize

Customize

Customize
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4. Then, the created forum will be displayed on the site.

Click “New Topic” to create a topic.

2, PandAd—RY>»IF Ak 3:Forums

New Forum  Organize  Template Settings ~ Statistics & Gracing ~ Watch

Forums
"5 Forum - test )‘ orum Settings | More «

You need to add at least one topic for the forum above to be active. Create a topic?

PandAd—ZX") 277X~ 3 Forum New Topic | Forum Settings | More »

=/ General Discussion ouread of 0 messages  Topic Settings | More »

5. Enter the required inputs as you create a new forum.

2, PandAd—RY 75Xk 3:Forums

Topic Settings

Forums / Forum - test / Topic Settings
Required items marked with *

<‘TmTlﬂe >

Snort Description (255

Description
B2 B| X0 @@ @ B[« » Q% WE|= =+ %» 8
BIUS x,x|es=2s s mlimrsem=060 x|
| xsn -|[me [ zavr -|[v. -|lA- @[3 2]

Attachments
No attachments yet

Add attachments
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6. After entering the required inputs, click “Save.”
Add attachments

Topic Posting
Lock Topic (Disable topic postings)
Moderate Topic
~ Require users to post before reading
Availability
© Show immediately
Specity dates to open (show) and/or close (hide)

Mark All Messages in Conver Read

| Automatically mark all messages in a conversation as read

Grading
Gradebook Item: Select a gradenock item B This will be the default when grading in this topic. (More?)
Automatically Create Topics

© Create one topic
Automatically create multiple topcs for groups

v Permissions
Role Permission Level
Instructor Owner B » Customize
Student Contributor B » Customize
Teaching Assistant Contributor i » Customize
PandAZ—AUZ7A+3 MNone B » Customize

Sa\r: Draft Save Settings & Add Toplc Cancel

7. Then, the created topic will be displayed below the forum. Participants can post
conversations and discuss with each other within topics. As for the setting of each

topic, you can edit it using “Topic Settings” on the right of each topic title.

To post a new conversation in the topic, click the topic title.

2 PandAd—AY>»7F Ak 3:Forums
I MNew Forum  Organize  Tempiate Settings  Statistics & Grading ~ Watch
Forums

“S Forum - test New Topic | Forum Settings | More «

@: unread of 0 messages TD@

PandAd—AX 97 Ak 3 Forum New Topic | Forum Settings | More =

< General Discussion ouead of 0 messages  Topic Settings | More »
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8. Then, the screen for posting conversations is displayed.

Enter the title and the message and then click “Post.”

H 2 PandA—R Y297 Xk 3:Forums

Start a Conversation
Forum - test / Topic - test
» View Full Description

Required itemns marked with *

* Title

Message 0 Word Count:
BY-2 B @ o E @ QL M EL|E = ERIN
BIUS xx[Blzz=z=|flue -miasom=zeq:
AFLL - || W= - Zzsbk - .3 . _,\. =} =5 =l

body p

Attachments
No attachments yet

Add attachments

Cancel

9. When the new conversation is added, you can provide responses to each
conversation.
To reply to a specific comment, click the conversation title and then click “Reply to

Initial Message.” To go back to the forum’s menu, click “Forums” in blue.

I 2 PandAd—2Z ') >Z 52+ 3:Forums - g

Start 2 New C Dispiay ge Content  Topic Settings  Delete Topic = =

Forums / Forum - test / Topic - test -4 < Previous Topic | Next Topic >

Topic - test

Authored By Date
U Oct 6, 2017 3:19 PM

cornversalion - 1es! 0unread of 1 message

< Previous Topic | Next Topic >
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Other Functions

® Organize (setting for the display order of forums/topics)
® Template Settings

®  Statistics & Grading
[ J

Watch (email notification setting)

... PandA

PandAd—2AUY7FAF3 ¥ MoreSies ¥

Announcements B —
Rosources A8 Use Forum Settings and Toplc Settings to change the tite and ather details of this forum.
Forums 3y PandAd—ZA Y297 A 3 Forum New Topic | Forum Settings | More »

General Discussion o uess ot Dmesssges  Topic Settings | More »

Organize (setting for the display order of forums/topics)
You can rearrange the display order of forums and topics with the numeric pull-down

menu on the left of each title.

I 2, PandAd—AY 25X b 3:Forums

Orggnize Forums and Topics

PandAd—AY 97Xk 3 Forum

General Discussion

Template Settings

You can change the default settings template of the forum postings, availability, “read”
marking for messages, and permission level.

Click “Template Settings” to change the settings, and then click “Save.” Next time you

create a new forum/topic, the new settings will be activated.
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Statistics & Grading

Clicking “Statistics & Grading,” each user’s information on posting and “read” marking
will be diplayed. You can switch the display between “Statistics & Grading by User” and
“Statistics & Grading by Topic.”

I 2 PandAd—AY 29 FA bk 3:Forums = g

Forums / Statistics & Grading Statistcs & Grading by User | Statistics & Grading by Topic

Namez Authored Read Unread Percent Read
Test 0%

0%

0%

o o o o
o o o ©

0%

Watch (email notification setting)

With this setting, the user’s email account receives an email whenever a new message is
posted. In the default setting (the second option below), “Send me an email when a
conversation that I have contributed to receives a new message” is set up. You can

change this setting by choosing between the other two options.

® Send me an email whenever a new message is posted:
You will receive an email notification whenever the forum tool receives a new
message.

® Send me an email when a conversation that I have contributed to receives a new
message:
You will receive an email notification when a conversation you have posted receives
a new message.

® No notification:

Turn off all notification.
* Please note that this setting is applied only to your own account. Even if the instructor

chooses “No notification,” when a new message is posted, the students and TA still

receive emalils if they choose between the other two settings.
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Tips for Grading with KULASIS and PandA

Orders of Student Lists are Different!

In the List provided by KULASIS, the order of students seems unclear. It is decided by
several rules such that students in Faculty of Integrated Human Studies come first
inside KULASIS. However, no field to express the order is shown in the table available
by instructors. Further, if you download the gradebook from PandA, it uses a different
order of students. Hence, some instructors may spend their effort only to transfer data

from the gradebook of PandA to the registered student list of KULASIS.

Download registered student

Appeal of
Office hours Bxamination R
i y andgrade  syllabus | ayaluation
I Liberal Artsand u English | A58 | Privacy Folicy | User Guidsline | About Copyright | About Personal Information | Inquiry
Eonatl Education Loursa * If no operation is executed for over 30 minutes, the computer will automatically log out.
* Some pages, pdf files, and words are written in Japanese.

Liberal Arts and General Educatio
% Your classes

o Bl 0 My Page

This is

Here is a list of vour classes
By clicking the [Lecture cancellation] button, you can reel
cancel the lecture cancellation.

By clicking the [Registered student list] button, you can view/dowMgad registered student list of your class
By clicking the "Class support™ button, you will be taken to support p2gof vour class.

On Clazs support page, you can issue assignment or send email to registeMg

g information on lecture cancellation of your class Click here to

Gourse Bgber
Instructor offered Day/period Classroom Group
period

Lecture Course
code title

; o ?llogout’
S eudluation Hiome

IG “Pﬂ&'f‘“'&‘é u Erglish | B#EE | Privacy Policy | User Guideline | About Gopyright | About Personal Infarmation | Inquiry
~li LM # If no operation is executed for over 30 minutes, the computer will autaomatically log out.
* Some pages, pdf files, and words are written in Japanese.

Liberal Arts and General Education Courses
«» Download registered student list
This is PRSI s My Page.

® Intended course

Cauren Instructor  Day/period Glassroom St obes o
title periad
S— " [ =T
[ o R T Rl LT el it b ey ] bl T e W . -f—-h‘.‘
n oW
® Content

The registration in the second semester of A¥Y2016 has determined and “Registered student lists”
are available from Oct. 26
If you are using provisional lists, make sure that you re—download the the finalized list.

(Dec. 1, 2016) Class withdrawal was finalized. If a student had withdrawn the resistration

of your course, the “Withdrawal List of Reglstersd Students™ s shown under the registersd
student list in this page. You can download the students list removed withdrawing students

Displayed in order of Department/Year/Admission year/Class/Name in Japanese alphabet 'Download registered student
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In Grade Registration to KULASIS, the Order of Students doesn’t Matter

Instructors may register grades in KULASIS by uploading a student list with grades. In

the list, the order of students doesn’t matter as far as the “Lecture code”, “student

numbers” and corresponding “grading” are given appropriately.

Gathering Grades of Assignments to Gradebook in PandA

To aggregate the grades of assignments to the gradebook of your course on PandA, you

need the following operation.

+ Choose “Site Info” from the menu on the left, and click the “Edit Tools” button on the

top, check “Gradebook” tool and click “Continue” button.

Site info —Edit Tools

9 pandA

My Workspace Vv

Home |fy

Schedule & l
Announcements ||
Resources [AH|
Assignments
Gradebook H
Drop Box ?

Email Archive il

Site Info [

Dashboard =
Statistics gl

Help ?

PandAg—RY 273 ¥

More Sites ¥

% PandAa—2X ') HF5 2} 3: Site Info

View Ste As ~JAl

Edit Site Information)| Page Order
Exernal Tosls Manage Access Duplicate Site

PandAT—-2UHF A3

Term

Roster(s) with site access

Site URL -
Site contact and email LA B R |
Available 1

Modification date

Modified by .
Display in public site list

Creation date

Appearance

LaTeX

Site Description

PandAq—=2') /05722
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Import from Site

Edit Class Roster(s)

Importfrom Archive File

Manage Groups

User Audit Log




Check “Gradebook”— Continue

2, PandAa—2 )95 X} 3: Site Info

Course Site Tools

Choose tools to include on your site...

General "

& Home

For viewing recent announcements, discussion, and chat tems.

&1 Announcements
For posting current, time-critical information

B Assignments
For posting, submitting and grading assignment(s) online

[ |

[J Chat Room -

For real-time conversations in written form :
______________________ R .

L
—_———————e e

[ |

O Foums v

Display forums and topics of a particular site

& Gradebook
—mm'ﬁompuhng assessment grades from Tests & Quizzes or that are manually entered

| |
[ Lessons .

For creating and taking online tests and quizzes

[J Web Content .
Foraccessing web content from an external websVnmn the site

O wiki
For collaborative editing of pages and conlent

» Plugin Tools 0

Continue Cancel
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+ Only assignment with a grade scale of “Points” type, the grades can be sent to the
gradebook.

+In editing an assignment, select options “Add assignment to gradebook” in “Grading”
section so as to transfer the grades to the gradebook. Otherwise, from the

gradebook tool side, you can’t pull the grades from the assignment tool.

Fome 0

l 2, PandAd—2 ), OF A} 3: Assignments @ @

Schedule =5 Add QAssignmentList  Grade Report Studant View Reorder ~ Permissions

Announcements - d new assignment

omplete the form and then choose ‘Post’ at the bottom. An asterisk (") ndicates required information

Resources f’! :
Assignment

Assignments * Title
Gradebook [y Open Date 02/24/2017 12:00 pm
Students can not save or submit the assignment until the open date
Drop Box [ * Due Date |03/03/2017 05:00 pm =
oA ; | 7 05:
Email Archive [l ccept Unti 03/03/2017 05:00 pm |
i Assignments cannot be submitted after the close date
Site Info | #F * Student Submissions i:‘_’_‘_'_'f‘?_?f‘f'.‘.‘.@.‘f’l“’.'f."t.? Vl
il Biculbiiscin
Dashboard = = :
) " Grade Scale |Points  ~
Statistics ks + - , enter maximum possible
« Assignment Instructions
Help |7 g
Bu-z2 B @ @@ & Q% ¥ L == HE 99 B

B I US x, x|E & & E| 7 9| e [
B O0@E=0©Q X

28400 v || B vk il || A- B-|| 22 ED

[ Hide due date from students

[ Add due date to Schedule

[ Add an announcement about the open date to Announcements
[ Add honor pledge

Grading
© Do not add assignment to Gradebook
@® Add Assignment to Gradebook
O Assaciate with existing Gradebook entry
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Tips in Transferring Data form Gradebook of PandA to That of KULASIS
If you have kept the order of the student list by KULASIS, transfer the data from the
gradebook of PandA to that of KULASIS as follows:

* Download the gradebook of PandA by selecting “Gradebook” -> “All GradeS” ->

“Export for Excel”, open it with spreadsheet software such as Excel, and sort the
data with “Student ID” as a key.

Download the gradebook of PandA

My Workspace v PandAQ—2Y2F2F3 ¥ More Sites ¥

Home: iy 2, PandAa—2 U 4% : Gradebook

Schedule I Gradebook itam: All Grades Fm:ades Gradebook Setup =~ Course Grade Options  Import Grades

Announcements q All Grades Export as PO * Export for Excel

e Course Grade F (34%)

Resources ag

" Viewing 1 to 4 of 4 students
Assignments

View | All Sections/Groups ~| and | All Categories ~ Show all ¢:
Tests & Student Name Find Clear Hide/Show Colymns
I Swdent Name & Student 1D Course assignmenti assignment2
Gradebaa H Grada Details Datails
Drop Box (] A
il ook 100% 100 100
Email Archive -i"
p— 3000 37.5% 75 0
Site Info [ ¥
KHHH n% n n e
< >
Dashboard = _—

: age or course grade calculations
Statistics iy

Email g

Help ?

+ Download also the registered student list from KULASIS, and open it with
spreadsheet, and sort it by “Student Number.”
+ Copy grades in the gradebook of PandA, and paste it the list of KULASIS.

Notice! In the gradebooks of PandA and KULASIS, students may not same. Please
check it .
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13. Contact Us

For any inquiries on PandA, please contact to Educational Computing Service Group of

IIMC,

mailto: edu-ga@media.kyoto-u.ac.jp
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