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myLesley Introduction & Tour

OVERVIEW

myLesley provides an online environment to complement your in-class learning experience,
providing ready, online access to your course or can act as your “classroom” for a fully
online course. You can access and edit courses and access the library online databases from
any location through the convenience of a web browser.

Students are automatically enrolled in myLesley courses once they have registered officially
for that course. Students who drop a course are also automatically unenrolled in the
myLesley course. Faculty should direct students who are missing from their myLesley course
to the Registrar’s office or site coordinator. Faculty cannot add or remove students. This is
done through the official roster.

Faculty have access to a course 12 weeks prior to the course start date in order to set up
the course before students have access. Students who are officially enrolled see the course
8 weeks prior to the course start date.
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myLesley Introduction & Tour (continued)

How 70 LoGg INTO MYLESLEY

1. Open a web browser by clicking on the icon from the desktop:

2. Type in my.lesley.edu in the address bar at the top

606 ‘ Blackhoard Academic Suite + No http or www

& @ G} @ =) « Type in the address
fully and hit enter

3. On the Welcome page type in your Lesley Username and Password in the myLesley Login
area

Legim to mylLesley hears.

Usarname: Your myLesley username and password

| -— are the same as your Lesley email and
LOIS login.

Passweord:

You can always call 1-888-mylesley if you

- .
need password assistance.

Login )
24/7 help: Please call for your technical support needs
1-888-mylesley (1-888-695-3753)

myLesley Support and System Updates

What's my username? | don't know my password!

Need Immediate Assistance? Contact 1-B88-myLesley 24
hours a day, 7 days a week or get help online by clicking an

the Help icon @ at the top center of the page.
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myLesley Introduction & Tour (continued)

INTRODUCTION

After logging in, myLesley automatically opens to the “my start page” tab. Several tabs
contain information organized into modules. The modules are customizable areas allowing
for personalized viewing of the content information. The content on the tabs and modules
are specific to your role and work at the institution, and are used by the University to com-
municate important information to you. Some modules can be edited and removed, others
cannot. There are many additional modules available by clicking on the contents button.

New modules are added under the “Contents” button periodically.
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myLesley Introduction & Tour (continued)

"MY START PAGE"” TaAB

The “my start page” contains modules and can be customized to include Lesley news, New
York Times headlines and other helpful information.
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myLesley Introduction & Tour (continued)

“MY COURSES"” TAB

By clicking on the “my courses tab, you will be able to view a list of all courses you are
associated with.

Students and faculty are automatically enrolled in a course based on course roster

information.

» Faculty see their course 12 weeks prior to the course start date. Faculty should speak
with the program director if they do not see their course within this time frame.

« Students see their course 8 weeks prior to the course start date. Please refer students
to the site coordinator or Registrar’s office if they do not appear within this time frame.
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mylLesley Introduction & Tour (continued)

“MY LIBRARY"” TAB
This tab provides students, faculty and staff with access to the Ludcke Library’s online

databases and other resources. Click on the “my library” tab in myLesley. Please see page
46 for additional information about using “my library.”
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Click on the “my services” tab to view Staff related news and information.
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The following pages include information about how to customize pages that contain
modules.
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Customizing mylesley

OVERVIEW

n nu

Pages such as the “my start page,

my library” and “my services” contain customizable

areas called modules, allowing for personalized viewing of information. Some modules,

such as “My Announcement,” can be relocated but not removed.
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Module Buttons

At the top of each module are icons. Not all modules have all of the icons.

Detach module: Allows this module to launch in its own window
Minimize module: Allows this module to be collapsed
Edit module: Allows the content of this module to be edited

Delete: Allows this module to be removed from view
It can be brought back by clicking on the modify content button

®» ® 0@
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Customizing myLesley (continued)

MopbiFy CoNTENT AND LAYouT MobDuLE BUTTONS

Click here to customize the contents and layout of any page in myLesley that use ——
modules.

Some modules, such as the “My Sticky Notes” can be made to appear on multiple
pages at the same time; pages such as the my library tab.
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Customizing mylLesley (continued)

MopiFy CONTENT

Select or remove the information on pages that contain modules.
my start paga mYy CoOurses my commun ity my library my services

Wodify Content | Modify Layout

!

1. Click the Modify Content button

The following page will appear.

MY ETART PAGE » WY ETART PAGE CONTENT

38, my start page Content

€@ Select Modules
Select modules 1o appear on e page: my start page

[~ About the Lesbey Brand
[ About the Lesley Librarkes
[T About Your Benefits

[~ About Your Employment
[~ About Your Health

[ About Your Retirement

[+ About Your Time Off
Laave from campus and other time ofl benalits information for Ecully and siafl,

[~ Calculator
Calculator

[+ Check Your Lesley Email
.. hor Eaculty

[T Citation Formats + Copyright

~ CNN
Up-io-the-minule news covarage from around the world.

[~ CNNMoney

Financial news, market updates, and personal finance advice from the editors of CHKM and MONEY magazine.

2. Check the boxes for information you would like displayed on your start
page and un-check those you would like removed.

NOTE: Boxes with Red Checks cannot be removed.

3. When complete click Submit at the bottom of the window.

888-mylLesley 9



Customizing mylLesley (continued)

Mobiry LayouT

Change color scheme and the order of the modules.
my start page my COUurses my community my library my services

Modity Content |  Modify Layout

*

1. Click the Modify Layout button

2. The “my start page Layout” page will appear. Click an item from either the right
or left column and then use the arrows to place it where you prefer.

WY ETART PAGE * WY BTART FAGK LAFORT

&;my start page Layout

) Personalize Page Layout

Crder ;e modules by using he up and down anrews. Remove modules by clicking the X Modules marked with astensks ane reguined and cannot be removed.

Add medubes on e Detault Conent page
Custemize Page Layaut
Column 1: Colurmn 2:
My Calendar - ) Tasks &
MoOVE DOWN =ttt &@ (¥ |How to Make myLesley Your Lesley m
My Announcements * University Pall
My Sticky Nates niversity Info Bulletin for Faculty *
Move to —TserrreTmTTT ST ?@ T PTTEE &
Search Lesley.edu + the Web ’ & & New York Times Education Mews v

the Right
) Personalize Theme

'l System Theme Title " Ogal
The texi goes here The texi goes here,

e e c KT
Tha laxt goas hore Tha text goas hans,

Personalize Theme:
Click a radio button to choose a color scheme.

3. Click Submit —»

Move Up

Move to the
Left

888-mylLesley



Customizing mylLesley (continued)

WEeB BookMARKS: SHORTCUT TO CURRENT COURSES

The “My Web Bookmark” module is useful for holding web links that you use frequently.
Also use this option to create links to your most current courses on the “my start page.”

1. Go to the “my courses” tab.

2. Right click (PC) or Control click (Mac) on the link to the first course you wish to make a
shortcut to and choose “copy shortcut” or “copy link location.”

3. Go to the “my start page” tab.

4. Click the Pencil in the My Web Bookmarks Title Bar. ‘

My Web Bookmarks (= W& %]

The “Customize My Web Bookmarks” screen will appear.

5. Type a name for this link in the “Name” field.

6. Click in the “External Link” field and paste the link you retrieved in Step 2, or add the
link to an external website.

[LL] customizs: My Wes Bookmarks To Paste:
® (On a PC) the Control and the V keys
) Mooy Modute Texs e (On a Mac) the Apple and the V keys

simultaneously.
Cgmey Limsiin o Mepw Wl reciosr F

i) i rad Link:
el iy D124 L] —Phnss amed v aow
e Ewierral Link
:l.l'l""'l- Drucwrrion Bowd Couna F-.--l.n.l.wl = Bl e | i b TG e gl = DTS
it Exirrad Link
2

Dhca Babwmd bz Sepn. el Caangd 82 gt

7. Click Submit ———t==tg3p Stz )

MY ETAST FRGE = CUSTOWEE W Wil BOOCUAR S

L] Customize My Web Bookmarks

The module has been successiully updated.

Fraday, Qcbober 30, 2006 10:58.01 AM EDT

8. Click OK —»__ ok )

Repeat these steps until all the current courses are in “My Web Bookmarks.”

888-mylLesley 11



Working in “my courses”

OVERVIEW

Each new course in myLesley is created using a standard template with similar,
customizable navigation areas within each newly created course shell.

Within these tools there are more advanced features. For more information on these
advanced features, please contact 1-888-myLesley or view the eLearning and Instructional
Support myLesley Tips & Tutorials resources page at http://www.lesley.edu/elis/resources/
mylesleytutorials.html.

1
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Working in “my courses” (continued)

LocaTE A COURSE

1. Choose my courses from the tab list.

|

welcome my start page I my CoOuUrses | my community my library my Services

2. Under “My Courses” go into the course or “my Space” by clicking on the name of the
course, which is a link.

my COUrses

My Courses @@
| @ Courses you ame teaching:

K Demo Discusslon Board

Announcemants

Ho Annguncements

i Demo Intro to myLesiey

Announcemants

Ho Annguncemants

i Multi-Media Technologies for Classroom ® Spring
2006 * Mariptia, GA&

Announcimants
Mo Annpuncemaents

888-mylLesley 13



Working in “my courses” (continued)

MaiN NAaviGATION MENU

Each course is generated using a standard course shell.

This shell includes the following:
Announcements
Syllabus
Assignments
Resources
Faculty Info

COMMUNICATION

The Communication area contains tools to help
members communicate with one another. The most
popular tools are enabled by default such as the
Discussion Board, Roster and Send Email.

Announcements
Syllabus
Assignments
Resources
Faculty Info

Tools

Communication
# Course Tools
Hd Course Map

Faculty/Leaders can turn items on or off.

@ Control Panel

@ Refresh

@ Detail View

Course ToolLs

The Course Tools area contains various tools to
help members of the course or community to work
together collaboratively.

ConTROL PANEL

The control panel is only viewable by the course instructor and TA only. This allows the
instructor to edit and customize areas of the course.

REFRESH

Changes to the main navigation menu appear when you return from the Control Panel. If
you do not see the change appear, choose the “Refresh” button at the bottom of the main
navigation menu.

14 888-mylLesley



Working in “my courses” (continued)

DetaiL View/Quick ViEw

This option is known as the “Advanced Course Menu.”

The “Quick View" is the default setting for the navigation menu, while the “Detail View”
allows users to expand and collapse the Course Menu, and displays a clickable link to
each item in the course allowing the user to click jump to a specific folder or item. This is

particularly useful if faculty/facilitators have deep sub-folders.

Users can customize their personal view by toggling between the Quick View and the
Detailed View; or the faculty/facilitator can disable this feature for the user/student and

choose one or the other.

Detail View

= =

fiddemo faculty course

& Announcements

% Syllabus

% Assignments
%% Resources
.5 Faculty Info

Tools

Communication
'ﬁ Course Tools
Ed Course Map

@ Control Panel

@ Refresh

fE) Quick View

Quick View

Announcements
Svyllabus
Assignments
Resources
Faculty Info

Tools

Communication
'ﬁ Course Tools
Ed Course Map

@ Control Panel

@ Refresh

(&) Detail View

888 -
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Working in “my courses” (continued)

ADAPTIVE RELEASE

This is a more advanced tool that allows an instructor to create an individual student
centered learning experience through course content and activities. Content items,
assessments, assignments, or other activities can be released to students based on a set of
criteria including: date and time, specific users, group membership, grades or attempts on
a particular test or assignment, or Review Status of another item in the course.

REVIEW STATUS

If a faculty has enabled Review Status, students are able to mark items as “read” to help
them manage their learning experience. This tool works independently or with the
Adaptive Release feature to help instructors scaffold the learning experience.

To access these features in a content area, click on “Edit View” and click Manage next to

the content item you wish to update. A menu screen will appear with several of these
new features.

Modify | Manage | Copy | Remowe |

p Adaptive Release
Create or modify a basic Adaptive Eelease rule.

p Adaptive Release: Advanced
Create or modify advanced Adaptive Release rules. Use this feature when creating multiple rules.

p Review Status
Enable or disable review for this item.
Current Status: Disabled

p Adaptive Release and Review Status: User Progress
View availability and review status of this item for all users.

p Statistics Tracking
Enable or disable tracking for this item. View system tracking information for this item.

Current Status: Enabled

p Metadata
Set metadata information for this content item.

16 888-mylLesley



Working in “my courses” (continued)

PerFORMANCE DASHBOARD

This tool gives instructors the ability to see user performance and activity information for
better one-on-one student centered learning.

To access the Performance Dashboard, go into the Control Panel, and click on Performance
Dashboard located under the “Assessment” menu.

Test Manager Grade Center
Survey Manager —» Performance Dashboard
Pool Manager Early Warning System

Course Statistics

888-mylLesley 17



Create and Manage Content

OVERVIEW

myLesley has several tools that help you edit and design information directly in the course.
Before going into how to add content such as announcements and a syllabus, we will
review how to use the primary editing tool, the Visual Text Box Editor.

18 888-mylLesley



Create and Manage Content (continued)

UsiNnGg THE VisuaL TexT Box EpiToRr

The WYSIWYG (What You See Is What You Get) Text Editor is where content is created
and displayed as it will appear on screen. The Text Box Editor is used in creating and
editing content such as Items, Folder or Links, and has features and tools similar to a word
processor such as Microsoft Word.

X, ow

1]
(1]
1

10

i
a

i

“[nema =] [3 =] [Teesvewncman x| B F -
‘VihRA® o §O0JA S OF
‘AR RS

"

The top toolbar contains commands for changing the font size and face, paragraph
alignment options, bullets and numbering, and indenting left or right.

[11

[Tl

iR
(L]
L
(L]

“|Nomal  ¥[ |3 ¥| |TmesNewRoman | B I U § > x

The middle toolbar contains commands for spellcheck, cutting, copying and pasting, clear,
undo and redo, inserting a hyperlink, table or line, font color options, highlighting tool,
view in HTML and previewing the text.

ViBbBB S e @O/JA9 OF

The bottom toolbar contains multimedia commands for attaching a file or image, adding
MPEG content, and adding a quicktime movie, sound file or flash content.

‘HEREEdF
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Create and Manage Content (continued)

CREATE AN ANNOUCEMENT

The only way to add or modify an announcement is through the “Control Panel.”

Announcements
Syllabus
Assignments
Recouroas
Faculty Info

Tools

B Communication
# Course Tools
W Course Map

&) Control Panel 4{ 1. Choose Control Panel from the menu bar.

@ Refresh ‘

& Detail view

2. Choose the Announcements link from the “Course Tools” section.

Announcements Collaboration
Course Calendar Digital Dropbox
Staff Information Glossary Manager
Send Email Content Collection
Discussion Board

3. Click the Add Announcement button

L) Annougcements

$n A .Pu!m:urimmenll

WIEW TODWT | VIEW LAST 7 DAYS | WIEW LAST 30 Owrs | vEwal

May 11, 2007 - May 18, 2007

'\‘{.} Mon, Gct 23, 2006 = Pormanent = Walcome!
) ) ) { Meaity } | Remows )

Waalcome b0 our myLesiey 16SL S6rver Snvironment and 1o the Semo SECUSSION oo b e e e

COUMSD anad.
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Create and Manage Content (continued)

The Add Announcement page appears onscreen.

L] Add Anneuncement

n- Anrauaciment lnfarmation

_ 4. Anything with
Subject I <4— ared asterisk is
Eenuage

“homat ) Sl [Trsntionan = B f U & & = EET |= required.
i@ ® oo AOSAS OF
"AmAaBRds

5. Enter your message here. Take time to
be personable and concise.

= P By

B Options 6. Do you want this announcement
to appear immediately each time
your students open your course?

Perrarert arncorcesert? | vas O e

Chooaa dala realnicoes

7. Do you want this
announcement to reveal itself
after a designated date?

[~ Dby Al
| ay =i| 16 =||z087 =| [

[11 = |20 =||aw =

il ——— <4— 8. Do you want it to disappear
[way =17 =i [z =1 @ after a designated date?
[11 =] =] [au =

9. Do you want to

create a link that will

s Booarae o chesss e b allow your students

Letatin: e ) <4— 10 go to a designated
point in your course?
This is optional.

£} Cowrse Link

ﬂ Ermall A nosmant

Erraal well by pord irrwredantody b ol corda Liaes. hode T Courie Licks will rod B eciised B peall
" Eratta R, <«+——— 10. Do you want to email the
announcement to your students?

O Submit This is optional.

Sporny Pt

Chcix Sulsmil o frak. Cliclk Canced o qui

Carenl J Sl ]l

!

11. Click Submit. You can edit or
remove announcements at any time.
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Create and Manage Content (continued)

ADD CONTENT

Areas such as the “Syllabus” and “Assignments” links along the left navigation are called
“Content Areas.” You are able to add or remove content areas and change the names of

these as you choose.

Announcements

Syllabus .
¥ 1. Choose a content area. Here we will

Acslgriments B ——— B
a choose Assignments from the menu bar.
Hesgairoas

Faculty Info

Tools

B communication
# Course Tools
M Course Map

{E Control Panel

@ Refresh
& Detail view
2. Choose Edit View *
oy BEEE > PEWD ARTE M LTERATYRE = SAABUT R T Wy
(] Syllabus

Syllabus EEDUC9999
@ Syllabus 2 rif (2 624 Kb)

This Is our class syllabus. Please review it
It will download as an RTF (rich ex format)

3. Choose any of the tools provided.

Fptem OB Foider g Exemallink [ Course Link T Test @y Select: | Learning Unit | e

(= ltem : Add a single item; i.e. a Word or Excel document, or enter text in a text box.

3 Folder : Add a folder to help chunk or organize your content.

@2 External Link . Aqd a link to an outside website (it is also possible to add HTML within
the description for any of these options.

[E=s Course Link : Add a link to another area within this course.

¥l Test : Add a link to a test created in this course.

@& Select: I Learning Unit =l . Add advanced features to your course (see the next
section for more information on Advanced Features in the content areas.
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Create and Manage Content (continue

ADD A SYLLABUS

1. Choose Syllabus from the main course menu.

Announcements
Syllabus <
Azsignments
Respuroes

Faculty [nfg

Tools

B Communication
# Course Took
WM Course Map

@ Contrel Panel

@ Refresh

& Detail View

2. Choose Edit View +
CEMO INTRO TO MYLESLEY (DEMO INTRO MYLESLEY)> ASSIGNMENTS EDIT VIEW

3. Choose +Item from menu.

otem  [@pFoider g Extemal ink  [F Course Link Tl Test @ Selct: | Learning Unit ] e

The Add Item page will appear on screen.

4. Under “Content Information,” type in a name for the syllabus.

n Content Information

© WNamse |

5. In the “Content” area, click on Browse next to Attach local file.
) Content

Filzs con be attached bo the above information. Click Browss io solect the fle to attach an
Gpacily & namd for I B0k 5 this ik,

Atknch kocal flle | Bt b |

Locate the syllabus file on your computer, and click Open.

6. Click Submit to finish.

d)

888-mylLesley
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Discussion Board

OVERVIEW

Instructors can create community by utilizing the Discussion Board tool. It is found under
Communication on the navigation menu.

The group of discussions is called the Discussion Board. A single question or discussion area
is called a Discussion Forum. The individual contributions are called Threads. An online
discussion such as this may be called a threaded discussion.

FinD THE DiscussioNn BoARrD

Announcements
Syllabus
Asslgnments
Respuroes
Faculty Infg

Tools
B fommunication <@

# Course Tools
Ml Course Map

@ Controd Panel

@ Refresh

& Detail View

1. Choose Communication on the main navigation menu.

MY COURICE » DUO ADARTIV REDAGE » COMURNICATIONS

Discussion Board «—— 2. Choose the Discussion Board

24
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Discussion Board (continued)

ADD A FORUM

MobIiFy AN EXISTING
RemovE A Forum

Forum
3. Choose the + Forum button 3. Choose the Modify 3. Choose the Remove
Forum button Mot button _Hemove |

4. Add a title and a description to your forum

" Hame [intraduce Yourself

Description

“[rormal =] [3 =i [fimestewroman =] B 7 U §F = < EF T EEEE

‘Tih@Ae -~ 40747 oF
‘hRABNs

[The discussion board albows you to create different forums for discussion on different subijec
ideas, and so fonth. Sometimes it is good to create a forum that allows students 1o get o kno

Post a thread that introduces yvourself. Include the program you are in, the courses you teacl

hope to use myLesley for your course,

“ Pathc pody

Avalable * Yes U No

5. Ensure you set the Forum Settings

Farum Sellings

| amow snonymous posts
[ Al mialihise b Pt s Pk
Ml oty
C Cindy posis with mo reples

r Alcw suthor to modily ows publiihed podls

r Algw pont Tagging

[ Amosw users 1o reply with quete

= Alcew {ile attachmends

[* Amaw membans o croste new Bhrosis
Subscribe Do el puliiow USRS TRICE.

=

R T R P -

Al abinbeds o §ubdieribs 10 thialds
™ Adow miambers 10 SUbSCrDE 10 Rorum

6. Cancel or Submit your contribution.

Faculty are able to control activities
and responsiblities in a forum. This
can be used to allow students to
collaborate, or enable students to

have specified responsiblities such as

@.Managa Forum Users

Modify a course mambars forum role by selecting a new rale in the forum role select menu.

Display | All Forum Users =| O

to assist faculty in moderating. S Z— — a— T
Ausubel David democatsius Participant ¥|
7. Click on Manage next to the Bartiet Fradaric e [ Participant_~]
forum title. Click on the drop down B&m Benjamin demacatstul Participant +|
list under “Forum Role” to modify a °** fon demacasid Participant /|
user’s role in the forum.
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Discussion Board (continued)

CONTRIBUTE TO A DiscussioN

Students will need to respond to a forum “question” and faculty and students respond to
one another.

1. Find the Discussion Board.

2. Choose the Discussion Forum. Click directly on the blue link.

=1 DERMD DECUSSOH BOORD { PEMVD DIEC USS0Y BOARD] » DECUSSION BOARD

m Discussion Board

Fiease enter here to discuss documents and provide feedback.
Currently containg;

Click the + Thread button Thread

3. Enter a descriptive subject. It is very important to do this so users can scan the list of
contributions and make meaning out of what is under that subject without having to open
each one to find out what is in it.

+ LA~ [T KA + RTNCERCIL Toua! + s ey

@- Add Theead
Q Message
y—
Maviag
e =12 [Tentmioean =] B F B & W EEE EE®ES
rE Il e o RO S OF
- LRV
Choose Save to save a draft of
the message to be submitted
later, or choose Submit to post
- e ety the message.
e —— \ \

ARy hemepaty Aopr gt
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Discussion Board (continued)

Discussion threads are grouped by the main thread and the number of posts in that
thread. Click on the thread title to view and respond to the main thread and all related
responses.

E. Course Discussions: & Mow in Discussions Towe Varw | Link
[BeThrasd R Remss @ i Mok Femt PgMark Unread ] Subacribe Change Status boc [ Publinhed  ¥| 0o M

r TRITET -3 A Habroce ki ou el 1
Palarse-leary

|— TUART S92 A The Baiern of e Tras View polabeess Publisbed i

|— TEMAET §1-50 AN  Forgr Subacripions Habscom " Pusdinhesd 1
Pl il Ay

B TOAT 01 A Qugley, Flags:, gadd CHar Myns gemael Spfony hﬂ-hm Published i
lrsen-Lasry

M [Selecsall =] | meemPerPage[25 =] & | Oimplay[Showall 7] Tags[ShowAlTags =] oo

Discussion threads can also be viewed in the default “list view”
or in “tree view” by clicking either option located on the top Tree View  List View
right side of the discussion forum.

Students and faculty can “subscribe” to any given thread, and “rate” them as well, if the
faculty has enabled these tools.

] Thread Detail

Pcolect Wrbg FowarFeg R MerkRess g Mark Unesd [T Sutscribs <g———— B Search
Threwd: Provide documerd fedback bor Ry | Hi=ID
Total posts: 13 Unrasd poats: bgent Thtnged ¢
T~ PP S Btk Ta =
r—' 1= AE AE Provisn @ | gtk ¢ Bruce Logan 117508 5o id Pl
r = RE AE BE P Socamtr] Mok Heattar Meborros nnsoezazen )
r N —— Bruce Logan 14108 E0F PM L
I— '_T_ NN mmmm 1.1“5“mm :
R =
[2) [ Butregh - | Setectan | o]

Subjwct: RE:RE:Provide documend fesdback Fom Ay | Gheote | mealy | el Fes | Aeeeew |
Pasted dats o Hewa &, F008 24037 P EST l - :

; Waadrosday, Nowmber 1 1 " . |
Lt o ifiod date; Wodnosday, Noverber 15, 2008 240237 PM EST Oveesll rating: 1.7 17 17 17 17 <
Total views: 18 Tour views: 13 Rate this post:| 0 stars ¥ Fue |

S Parard Poat
Tharks Suian,

Uil iewsk: 2 Wi Furthaae, | th msaiere, | will @il th docurmen. tharks for T leadback, | abio pul e B Sekel with Blackboand about the uwrdering
BT

Hd i

Subject: RE-RE:Provide documant fesdback Rom Ry | Cs | Mesly | B Rep | Fevees |
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Grade Center

OVERVIEW

myLesley allows instructors to enter students to track and view their progress in a course
with the Grade Center feature. The student can only view their grades. The Grade Center
is currently only for myLesley.

Official final semester grades still need to be entered manually by the instructor at
www.lesley.edu/lois. The Grade Center in myLesley is informational, not official.
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Grade Center (continued)

AccEsSING THE GRADE CENTER

1. Log into myLesley and click the my courses tab on the top of the page. Select your
course from the my courses list.

Announcements
Syllabus
Assignments
Resouroes
Faculty Info

Tools

B communication
% Course Tools
K Course Map

(& Control Panel < 2. Choose Control Panel.

& Refresh
@ Detail View

3. Choose the Grade Center from the “Assessment” Menu.

Assessment
Test Manager Grade Center
Survey Manager Performance Dashboard

Pool Manager Early Warning System
Course Statistics

The Grade Center will load on screen.

Grade Center

Geades can be entered direcly from the Grade Center page. To enter grades. click on the cell, type fe grade value, and press the Enter key to submil Use the armow keys or ihe Bk key o
nawigate Mrough the Grade Center, Lise the conteaiual menys 19 modify column propesties and access grade detalls.

g Add Grade Column g Add Calculated Column ] Manage ¥ Email (] Reports i Grade History

Curent View: Full Grade Cenber Sat an Dafaul | Sori Columns By: Layoul Posiion

L

FirstName  EJ usermame  BJ Smweentiv E Lasthccess  ED weighted Tots B Researcn Pape B Renection Jour BT Fielowork 8

[~ |pusubel David democatsius - . . .

[ |Bamen Fredetic dermocats

™ |Blsom Banjamin dermacatshal

I |Dawey John democatsid

I |Gagne Fobert democatsiud L
1 e

™ |Mamessan Mara Edermca:sn;s =

jsowcted Rpwncs I ;) i ' el

Grade Information Bar lcon Lagend

)
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Grade Center (continued)

AbD A New GRADE COLUMN

The Add Grade Column tool adds a new column to the Grade Center that represents a
gradeable item in the course.

1. In the Grade Center, click the Add Grade Column button 4@!’ Add Grade Column
in the action bar.

The “Add Grade Column” page will appear on screen.

Add Grade Column

) Column information
" Codummn Hums | <«——— 2. Enter a name for the item next
to Column Name.

Gruoe Canber D play Nama |
Dascription “[hormal =] [3 =] [Trmsbiowtioman | B F U & %5 W =
cHx iRl e @GO SAS OF
“ABRARDF
< 3. Give a description of what the
grade refers to.
= path: body
Pirmiary Display |5.-|:-:|rr =
b S i Bk il D el ,_.-_ln.- [ETINEF R e ) FETFEEY CF ) P R PR S T PR ) TR RS E
Szonadary Display |H-:irll =
THu o de B Pd b el ;.:r\.:.\_-n..ﬁ well il EA e o P (T el 2l
Cabagory |H-:h Category =
' Poirts Possibsle | < 4. Assign the Points Possible for the grade.
ﬂ Diates
Greuten Daoe  Jun & 2008
Due Gute Dol TR

- [usy |27 <l[300s =3 Optional: Due Date field.
& Options

Sarlaci He for Fa Bt opSon ko emciuda Bis Grade Cemier oobemn Bom cabculaions. Sebect Mo for fu ssoonsd opion i makes fus Geade Canm
o nareaiable i Wy Grades. Sebect e bt furd opson i sisplay oodumwn siaisios n My Grades

Vchitia S8 o in Grass Caster ealcuasons # ves T o 5. Choose whether or not to

o i solumn in Ny Grades #vu “ue € include the grade in the current

Show Statiatics (average and madian for s column in My Grades vy, @ g calculations and to display the
O Subenit grade and statistics to students.

Chch Bobmit B Sniah Chekl Cancl b guil
gyl Figls

Carsml ) %‘

6. Click Submit to finish.
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Grade Center (continued)

MopDiFYING A GRADE COLUMN

Once a grade column is created, the instructor can modify the column properties or delete
a column and all of its associated grades.

1. In the Grade Center, click the arrow in the specific grade column header to see more
options.

E The options presented in the drop down menu include:
Research Pape Refle Column Information, Modify Column, Hide Column, Column

; ' Statistics, Set as External Grade or Remove Column.
i Column Information

Modify Column -t 2. To modify the column properties, choose Modify Column.

Hide Column
Column Statistics

The “"Modify Columns” page will appear on screen.

3. Make any changes or additions to the column properties,
Set as External and click Submit at the bottom of the page to update the
Grade grade column.

Remove Column

Close Menu

ENTER OR CHANGE A GRADE

Instructors can manually enter in or change a grade in the Grade Center spreadsheet
directly in a grade cell.

1. Click the cell in the column next to the student being graded. The cell will become an
editable area.

F
™ Last Name First Name E Research Pape

2. Type in the grade and hit Enter on the keyboard. The grade will be saved in the
spreadsheet and the next grade cell in the column will become active. Instructors can edit
and delete a grade using the same one-click editing function in the Grade Center.

First Name

E Research Pape

rF
™ Last Name
[~ |Ausubel David

| |Bartlett Frederic
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Grade Center (continued)

GRADE OPTIONS

Once a grade has been entered into the Grade Center, the instructor can view and edit
details associated to the grade.

1. In the grade cell, click the arrow on the right side to view more options.

-95.00 f—’

éGrade Details

Add Comment
Exempt Grade

Close Menu

There are three options shown in the cell drop down list: Grade Details, Add Comment and
Exempt Grade.

Please refer to the myLesley Faculty Handbook: Grade Center for more information and
instructions on the Grade Center features (available on the eLearning and Instructional
Support resources page at http://www.lesley.edu/elis/resources/mylesleytutorials.html).
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Accessing the Course Roster

Faculty see their course 12 weeks prior to the start date. Students registered in the course
are visible 8 weeks prior to the start date.

To view information about students in your course before the 8 week window, go to
www.lesley.edu/lois

Announcements
Syllabus
Assignments
Recpuroes
Faculty Info

Tools
B communication e 1. Click on Communication in the Tools menu

#® Course Tools
M Course Map

{E Control Panel

@ Refresh
@ Detail view

<¢— 2 C(lick on Roster

3. Click on Search to view a list of students registered for the course.

SEARCH | STARTSWATH | ADVANCED | usTALL

{ Sesrch )

Search by: ™ Lastbame T Usomame © Emad

The results list will show the name and email of all students registered for the course. The
roster is also where you can view the students course homepage when they are created in
the course.

For questions regarding student enrollment in a myLesley course, please contact the
Registrar’s Office at registrar@lesley.edu, 617-349-8740.
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Copying and Reusing Course Content

OVERVIEW

Once a course has ended, faculty tend to review and reflect on the course, the content and
the activities and what content to keep for future use. If a course is ready to run again,
faculty may either want to bring content from the old course into the new one, bring
content into their my space area for archival purposes, or move content from their my
space area into a course. Please note that a copy of all course content should reside on
your local computer and not solely in myLesley.

Content is moved around for a number of reasons:

« A faculty has been assigned to a new course and has content from a former course they
would like to use in its entirety.

« A course has ended and the faculty would like to archive some of the content into their
my space area.

« A new course is running and the faculty would like to copy an old course into a new
shell in its entirety.

« A faculty would like to archive a course and give it to a colleague for use in their
course.

Content can easily be moved around in several different ways:
« Cutting and Pasting

« Using the Export & Import Course feature

« Using the Copy Course featuret

Before beginning to move content around, log into myLesley and check to see if the course
you are going to work with is available. Your course is auto-generated (a shell that is
without content will appear twelve weeks prior to the class beginning).

Once you see the course in myLesley, familiarize yourself with the shell that has been

generated:

« Gointo it and review the default navigation.

« Click into different categories names (syllabus, assignments...)

« Click on Edit View in the top right hand corner to get an idea of how to add and
move/copy content into different areas.

« Go into the Control Panel and familiarize yourself with the Manage Course Menu and
Manage Tools feature under “Course Options.”

Multiple .zip files can be imported into a single course. This means that you can Import
several courses that have been Exported into the mySpace area or other course without
overwriting other course information.

Please note: If the original course had discussion threads you may receive an error message
for each one the system attempts to import. Discussion forum threads do not import.
Examine the import and contact 1-888-myLesley if you need assistance.
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Copying and Reusing Course Content (continued)

CuT AND PASTE CONTENT

This Copy and Paste method is recommended for moving smaller amounts of content

around within a course and between courses.

1. Open the selected original course in one browser window.

2. In a separate browser window (go to File/New window) open the destination course or
course shell.

3. Place both windows side by side so they are visible.

Pictured: move content from an outside source to a myLesley course.

4.

Move the cursor over the outside course.

5. Highlight the text you wish to copy.

. In the top menu bar choose Edit/Copy.
(The Mac keyboard shortcut is “apple C” and the PC keyboard shortcut is “CTL C").

. Move the cursor to the myLesley course.

8. Once the cursor is in the desired spot click to drop the cursor.

. Go to the top menu bar and choose Edit/Paste.
(The Mac keyboard shortcut is “apple V" and the PC keyboard shortcut is “CTL V").

888-mylLesley
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Copying and Reusing Course Content (continued)

PrepARE NEw CouURSE FOR IMPORT orR Course Copry

All new courses are created 12 weeks prior to the course start date. This course comes with
a standard course shell. If you are using the copy course feature or the Archive/Import
feature, it is easiest to remove the provided navigation from the new course before you
begin copying or importing content.

1. Go into the new course’s Control Panel.
2. Under “Course Options” click on Manage Course Menu.

Manage Course Menu Import Course Cartridge
Course Design Import Package

Manage Tools Export Course

Settings Archive Course

Course Copy

The following window below will appear.

SR G DA DN B S0 IOBD| » COMTEON BN  WAMAGE COuRSE WY Click the

i Remove button
L[] Manage Course Menu to remove all

of the items
provided in the

T witwi thanged, refngah tha Mer
Add [CFsCorfont Area s TooiLick [Pl Course Link i}&m-rm.m

shell.
1 =] Annowncements Moady | Rl g
. WARNING: If
[2 =] synabus waty | memes | you have any
Content Area content in these
These items |3 7] Assignments Moty | Remcws | E?ﬁ;‘szhey will
comprise Content Area :
the course 4 *| Resources Moty | Remows |
o 3. Choose OK
navigation  Confent Ansa
when you are
[ =] Pacuhy Mosfty| Bemwe! done.
Sea Information
& | Discussion Board ety | Reesws | See Customizing
Discussion Board to learn how
[7 | myLesiey Suppon sty | Memows | O CUStOMiZze a
Tovrad Link io course.
A et anliniling. Comnic B Suhnorbioefiull 8 o diniDe T R4
0K je—
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Copying and Reusing Course Content (continued)

ExporT COURSE

The Export Course tool is the preferred method of moving course content in myLesley. It
can be used when moving medium to large amounts of content (please note that large
amounts of content will take awhile), to store a copy of a course on your hard drive (it can
only be opened in myLesley), or to capture content in a format that can be shared with a
colleague to bring in to myLesley.

Announcements The first step is to delete the course shell navigation. Please
Syllabus see "Preparing the New Course for Import” or “Course Copy.”
Assignments
Respurces Then follow the steps below to export a course.
Faculty Info

Please note: Discussion forum threads will not come over.
Tools You will also receive one error message for every thread or
B communication other item that does not come over. Examine the import and
% Course Tools contact 1-888-myLesley if you need assistance.
M Course Map
(&) Contrel Panel €= 1. In the course you wish to export,

go into the Control Panel.
) Refresh
& Detail View

2. Under “Course Options,” click Export Course.

Course Options

Manage Course Menu Import Course Cartridge
Course Design Import Package

Manage Tools —> Export Course

Settings Archive Course

Course Copy

3. The Export/Archive Manager will appear on screen. Click the Export b ,@' Export
4. Select the course materials to export and click Submit.

Click OK to return to the Export/Archive Manager screen.
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Copying and Reusing Course Content (continued)

A .zip file of the course materials you selected will appear in the manager window.

5. Click on the file name to download and save the course package onto your computer.

£ Export/Archive Manager

B Expont & Archive

FlloNome |
—p ExporiFig Deme Dipcyssion Board 20070601 G208, i
IMPORTANT NOTE: Review the file name for the file that has downloaded.

The file name should have .zip at the end of it. If it does not, rename the file and put.zip
on the end.

Do not attempt to open the .zip file on your computer. This .zip file can be kept on your
local computer and brought in to any new courses, multiple times.
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Copying and Reusing Course Content (continued)

IMPORT THE PACKAGE

1. Login to myLesley
2. Under the “my courses” tab, enter the course the package is to be imported to.
3. Once in the course, go to the Control Panel.

4. In the Control Panel under “Course Options,” choose Import Package.

Course Options

Manage Course Menu

Course Design Import Package
Manage Tools Export Course
Settings Archive Course
Course Copy

5. Under “Select a Package,” click Browse. Choose the exported .zip file on your computer.

[ Import Package

@ Select a Course
" Destination Course ID:  dema_faculty_course
ﬂ Select a Package

Bromse 1o locale the cowse package.
Fporing lange files may take & kong Sme. If the beowear imas oul allow tima for POt process 10 finish before amempling i Imeor again

Browse...
@ Sclect Course Materials

Saloct matnrials b include in the impor peocess, Ta recreate a course fom an archive package, including user records, use Rasions instead of Impart
—

™ Contert

™ Announcemams 6. Under “Select Course Materials,”
™ Catendar select the course materials you want
I Collabaration Sessions

to import into the new course shell.

[ Discussion Board

[ Glossary

[ Gradebook ems and Settings

- DO NOT check “settings” or “staff information”
[ Sattings

These are set in the system for consistency.

[ Tasks

[ Tests, Surveys, and Pools.
O Submit
Click Submit 12 finish. Click Cancel ¥ quiL
" Required Field

Carcal ) Submit

7. Click Submit.

888-mylLesley 39



Copying and Reusing Course Content (continued)

Course Cory

Course Copy lets you move content from one course into another course you are teaching.
The myLesley course shell must exist to complete this method. It is recommended that you
clear the menu in the New course before beginning this next step (Please see “Preparing
the New Course for Import” or “Course Copy”).

Keep in mind:

« You must be enrolled in the course as an instructor

« You can only search by Instructor using your last name

1. Go to the originating or old course in myLesley (the one containing the content)
2. Go to the originating course’s Control Panel

3. Choose Course Copy

4. Choose Copy Course materials into an Exisitng Course

The following screen will appear:

DEmh shifay bodepb iR Dampck Dims GoFTong - L nTibLpanl - (O BIRL0d) - S dbwid BaTE el i na DTl Lowid

LL) Cepy Course Materials inte an Existing Course 5 Locate the de5t|nat|0n course by
PR ——————p— choosing the Browse button and

) Course Selection SearChIng.
e 3 vl Coml 5 0 i)
) Select Course Materials
[ contens
Byt The following “pop-up” will appear
s L]
T
Adapaies Belease nubes for (ontens
Vs creria vl be copturnd H frvolluants sew ot lodied Search by: @ Course ID O Instructor O Title/Description
[ rmsanc enments Search
fj“""' Created in Last: & All Courses O Month O Day
[ bty Warning Sywiem Fude s
O casnnary
[P S —— e —
[ e o Seiings
[ sttings
Dlrens Please note: Discussion forum
e threads will not come over. You
LI will also receive one error message

o v s s, st st o s s v e s | TOF @VeTy thread or other item that
= does not come over. Examine the

ok bt i 3 et import and contact 1-888-myLesley
— if you need assistance.

i
E
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Copying and Reusing Course Content (continued)

After searching, a list of courses you have access to will appear. Example:

Bearch by: | Course D U Instructer ™ MameDoscription

[demo Search |
Croated in Last: = AllCourses © Month T Day
w - - l_"' -
f—] Courss Name Created |  CeiroTior Instructor Mame

Kizharrgw, Healner

TR Calewl| Emabalh
gasral Genecn, Lo
A vy _od g b b ase darms Adapbve Rebaie Sep 21, 2008 g PaleraanLaasy, B
relersn Fpbooes
=g Mchsarmpw-Grakzngar,
Haalhar
Doma, Inslracior
Semnagdrecior Mooy, Heslher
RSITRSEE Melamaw-Drakengar,
demo_assessmani_looks dama Asssss=ant Tool Jan 12, 2000 Remg Haathor Gt |
L1l |, ERsabalh

6. Choose the destination course by clicking the Select button to the far right of the course
listed (you may need to scroll to the right to find the Select button).

7. Once you choose the destination course, the pop-up screen will disappear and you will
return to the “Copy Course Materials into an Existing Course” screen.

TP, PR - GEPSRLEFY - Sty Eaun i BT SRR

8. Check all the boxes for all
items that are to come over
from the original course to the
destination course.

LLA Copy Course Materials inte an Existing Course

Ahppeppriate prdeel s reeded b coly maberiahn b & destraiion,
) course Selection

" Bestmation Couse B Bresnin

B Select Course Materials

Dcemem
- 9. DO NOT CHOOSE
Dearmn ENROLLMENTS

Adapies Belease nime s ol foamag
Ut crtaria vl ot b coaptredn Drrodmants s rot el

IFFES————

[ cateman

[ Comation sticn Sanniona

[ T ———
[T —"
Deasanuy

[ caadebash mern and Setsings
[ o et

[ sattings

[ —

O vusks

[ rante, surweys, sna Pocse.

€ Enronments

] frmolionents.
Loy erwolments for ol aer n e Doure. This aglion G083 Nol 0Dy Wi Pe0oel NG o0urse, Buch &8 Feded Lses re0ondd afe only Copeed with
Bt Copy

0 susmit

Cllck ‘Sulnnit 2 Trish. Clok Cancel 1o qut

o

If you accidentally choose
enrollments please contact
1-888-myLesley or email
myLesley@lesley.edu
immediately.

10. Click Submit

You will receive an email
once the course content
from the originating course
has been copied to the
destination course. This
can take from 1 minute to
several minutes.
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Copying and Reusing Course Content (continued)

CLean-Upr, REorRGANIZE & CusTOMIZE

Once your course content has been imported or copied into your new myLesley course,
you will notice that your navigation menu titles have moved around, are out of order, or
are duplicated. Click into each menu area to familiarize yourself with how the content
imported. Make note of the similarities, differences, and changes to your course.

Below is an example of what the navigation menu of your imported course might look
like:

Coursg
announcements

COurse
communication

syllabus

These are the default
navigation titles that come

__ faculty with each new course
information

assignments
external links

course tools
Course Infomation
Siaff Informatian

Course Documents These will be your
assignemnts imported navigation titles
Books

External lnks

&) Course Map
@I Contral Panzl

See the “Manage Course Menu” to find out how to reorganize and customize your
navigation menu.
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Copying and Reusing Course Content (continued)

WOoORKING WITH ATTACHMENTS WHEN MIGRATING

First download the attachment file from your myLesley course or other location onto your
computer.

1. In myLesley, go to the area where you want to move the attachment to.

2. Click Edit View

" my start page my Courses my ehmmuniby iy LB rary my sarvides

MY COUBELE DEMGANSPTRE BELEASE» ASSIGHMIENTS DTN

L] Assignments

Clags partcipants will réad a book that explores & conlgmporary conbext of ieaching,
Book suggestions will ba provided by the instrucior. Clags parcipants will then wiile a
three o four page review of the book. Book reviews should cleady summarize kay
ideasthemes of the book, as well as provide an analysis of the strengths and
weaknesses of the book. Class participants should reflect on how the themes of the
bk mightiméghit not be helplul for leachers who ieach in the contemporary confest.

! Assignment #1: Review of a book that explores a contemporary context of feaching

3. Click Modify
BT AR i st Th L » G DT BT X
L] Assignments
(P hem [y Folder (@ ExiemalLink [ CourseLink T Test g Select: [u.v.wumt =]
[1 =] Assignment 21: Review of a book that explores a contemporary My | Wi | Copy | R |
@ conteat of eaching

Class parcapants will raad 8 book Mal saplonss A ConlSmporany conlise of
peaching. Book suggestions will be provided by T insrucior, Cliss pamcipants wil
Folen wetile & Tined 0 four page rviirw of e Booi. Bopk nirviews should cheary
SURMANATE kty iSEatTEmes of the Book, &5 well 85 provide a0 analysis of the
srenghs and weairasses of he book. Class paricipans should red on how e
Hemas of Bie boak maghlimight not be Belplul for ks who ach in he
COMMBMpOTATy COMEL
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Copying and Reusing Course Content (continued)

4. Under "Content,” click on Browse next to “Attach local file.”

LL] Medify ltem

§) content Information

T e Acigremant B, Rarvies ol 4 bosk B fogions

Chiose Color of Banes .

Tam

il ] w3 W Ve Hae Baingn Bf].lﬂ'":ll
"Yih@® oo QOSA Y (im0l
"BRBAags

Chass participents wall resd & hook that explores & contemporey ©
the nstracior. Cass partacipants wall then wribe a three to four
pairrarize key idsieihennes of ibe hook, as whell as provede 5
pacticipands showld reflect on bhow the themees of the book
contemporey conlad

m
L
ih

= i= {E {E

af imching Book soppestions vl be provaded by
revenw of the book. Book revews should cleady
£ of the sirengths and wealkmesses of the booke Clics
erod e hetpful for Deachens wia Dech in e

=Bt e
€ contemt
Filet s B ] el 1n TP Al i | Cfealonny ek B g e 1) :mtﬁmwmm:mw-mwwnmm =
Aiaahy boc o Tile
Link 1o £ omnberd Collection Rem
il o4 Link te Fil
Spetailal Actium Coaate 5 i b i i -

5. Find your attachment file on your local computer and click Choose.
6. Back in myLesley, scroll all the way down and click on Submit.

The file has now been uploaded into the new course.
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Copying and Reusing Course Content (continued)

Copry FOLDERS & ITEMS TO ANOTHER COURSE

The copy tool within a course allows you to move items and folders to different areas
within that same course. This is useful after you have exported a course then imported it
into a new course shell. You may want to move items around in the course to a different
area, and you can use the copy tool to do this.

1. Go to the item/folder you wish to copy or move. Make sure you are in Edit View mode.

L[] Syllabus

(Pultem [ Folder i}E:ﬂemalLlnh [Es Course Link g Test d

| 1 j S'_.'Iamw”.lﬁnl Mol Molaiar i g Cc—y:-‘ femeee T 2 C||Ck copy
@ Syllabug d8 (38,5 Bk
Here 15 yaur syllabus
)
The following window will appear:
3. Click on the pull down 4. Click on Browse to
menu to choose the course choose the specific folder
c Move Ne you want to copy/move you want to move/copy
[ Copy or Move Item your item/folder into. the item/folder into.
@) Content Information
Mame 5‘|.'1|E|IIIJ5-"JEI"5.‘I!DT‘I|
#) Destination
Destination Course [demu faculty course -|
Destination Folder [ Browsa

Remove item atter copy yo. & o 2- IT YOU are moving the
, item, choose Yes. If you are
© Submit copying the item, choose No.
Click Submit io finish. Click Cancel 1o quil.

Cancel ) Submit )

T

6. Click Submit.
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Other Resources

TeECcHNICAL ASSISTANCE

Contact 1-888-mylesley (1-888-695-3753) for 24/7 live help.

If you need help at any point while in myLesley, the Help icon (shown below) is available at
the top of your screen.

ﬁ%éﬁ?

Home Help Logout

Useful Links:

-H. &, ROOWIEO0JE 035
B~ Table of Contents Clicking on the help icon will give you access to the
online knowledgebase, access to request additional hel
R oL an equipment 9 ! 9 P
5 and access to the course access request forms.

= reservation

Reserve the Laptop Cart

=
i Chieck Frint Credits
#" {On-Campus ONLY)

L Submit Reguest for
' "ﬂ_,.-' Technical Suppart
T {Generate Ticket)

! E__%, Reguest Forms

INSTRUCTIONAL DESIGN ASSISTANCE

eLearning and Instructional Support (eLIS):
http://www.lesley.edu/elis or email eLIS@lesley.edu

Contact elLlS to learn how to:

« Best structure your course content in myLesley

« Receive a tour of myLesley

« Attend a workshop on myLesley and other technology tools

« Explore and gain new knowledge of the enhanced and fully online classroom

Additional Downloadable myLesley Tips and Tutorials:
http://www.lesley.edu/elis/resources/mylesleytutorials.html
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Other Resources (continued)

LesLey LiBRARY ONLINE

Access Lesley’s online library databases. Click on the “my library” tab in myLesley.

V

my start page My COouUrses my community my library my Services

The “my library” tab on myLesley offers one-stop library research. As with all myLesley
pages with modules, you can customize each area for a more personalized view.

The “Finding Articles” module (@)(=)
gives users access to the library
databases. Off-campus access to

. . ) * Resources by Subject
library databases is now available (R b Coid (o)
through this module. e m— | Sl
* Databases Ato 2L
To direct students to individual * Databases by Subject
articles in library databases, give ¢ Journals List (search by joumal narme)
the complete citation and the * Get an article
* Cross search databases oI

name of the database containing
full text.

Irfo provided by Lesley Lbraries

PLEASE NOTE: Pasting the URL or Web address of the article into a myLesley course WILL
NOT WORK from off-campus. We strongly recommend that you test the link before
assigning the article to your students, or simply provide information about the article’s
location. Librarians are happy to help with this.

ARTICLE LOCATION AND CITATION TEMPLATE
Feel free to use this text for your syllabus to guide students to required readings located in
the library databases.

Required Reading:

Please download and read the following article for class. Go to the “my library” tab/
Finding Articles module/Search library databases. Firewalls or other security settings on
the students’ computer may prevent access to the databases.

Author, Initials. (year, month). Article title. Journal Name, volume (issue), pages.
Retrieved date from Database Name.

Faculty members choosing to post online documents must follow all Federal and University
copyright laws and policies. A link to the University copyright policy is located on the “my
library” page.
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myLesley FAQs

My students aren’t in my course. How do | add a student in my course?

Students must be registered for the course through the registrar’s office. Once they have
been registered, within 3 hours their information will be updated, and their name will
show up in your course.

How do | add a TA in my course?

If the TA is a faculty, they have to contact the person who schedules courses for their
program and be added through Colleague as a co-instructor. For student TAs, go to the
“Help” button in myLesley and click on “Request Forms” under Useful Links, and in the
pop-up window that appears click on the form for “Course Access Request.”

= 4

-;»L_F;. Reguest Forms

Why can’t | see my course in myLesley?

Check the course start date. Courses appear in myLesley 12 weeks prior to the start date
for faculty, and 8 weeks prior for students. If you still do not see your course, contact your
program mentor, director, or person who sent the letter informing you of your courses and
ask them if your name has been entered in Colleague to teach that course.

Where can | get more information and/or help with myLesley?

To access the myLesley Support Center and Knowledgebase, click on the Help icon on
the top of the page or the myLesley Support Portal link in the top right-hand corner,
and under “Browse by category” select myLesley from the drop down list. For more
information or assistance in using myLesley, call the 24-hour help line at
1-888-mylesley (888-695-3753).

% (l?) [E} Browse by category:

Home Help Logout ImyLesIE}f x| (o)

I don’t know my Lesley username and/or password.

You can use the system to look up your Lesley username and reset your password. On the
myLesley login page, click on the “What's my Username?” or “l don’t know my Password!”
links below the login, and follow the instructions provided.

¥What's my username? | don't know my password!

How do | change faculty/student personal information or email?
Emails are pulled from the Human Resources database. To change it, go to Account
Preferences at the top right hand corner of the myLesley portal.

myLesley support portal
» my account preferences
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myLesIey FAQS (continued)

How do | send a course to a colleague so they can use it?

The best way to package a course and send it to a colleague so they can import it into
their course is by using the Export tool (Please see “Exporting a Course” under Copying
and Reusing Course Content) and sending the resulting .zip file to your colleague. You
may need to remove the extension and inform your colleague that they will need to add
the .zip extension when the file arrives in order to use it. Some email providers block .zip
files from being sent or received.
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