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Introduction

Sl Leaders and Sl Coordinators have the abilitgdib online information within the SI calendar.
The functions of the calendar are described, wisitructions. For help with features they cannot

control, Leaders should ask Craig for help.

Main Page http://www.dso.iastate.edu/asc/si/

Students canview the main page for information
about courses with Sl and select links to:

Go to the specific Sl information for a course.
Go to the Leader profile

Leaders canview the same student information,
plus:

Use theAdmin to access functions designed for
Leaders.

S| Supervisors cando all of the student and Leader functions, plus:

Edit the contents of this page.
Link Leaders to specific courses.
Control which courses are visible.

WebDev can

Control which semester is visible on the main page.

Specific Page for Each Course

Students canview a specific course page for
information about:

¢

¢
¢
14

Students canalso select links to:

SMPL 101 Supplemental Instruction

Lecture: MyvF 3:00 A

Session days, times, and locations netrnctor: Zywick

Agendas
Announcements
About Sl for this Course

SlLeader: Guest

Weekly Sl Sessions

Changes to the Sl schedule, if applicable, will be announced.

Mondays, 510 PM @ 202 Carver
Tuesdays, 410 PW 2 202 Carver

Student Options
Sian-up for E-mail Updates
Yigw Recent E-mail Updates
Contact Your 31 Leader
Submit a ComplimentConcern
Complete g Schedule Survey

¢ View the Leader profile Thursdays, 6:10 PM @ 1132 Eaton
¢+ Download resources About Sl for this Course
¢ Sign-up for updates SIforSMPUm_\S hazed closel\f_ on course content covered in class, and readings suggestec_l by our
. instructor. We will use collabarative leaming methods to learn fram one anather. Unless specified
¢ View recent Updates otherwise, expect most ofthe content of each Sl session to relate to the content of the most recent class.
¢ Contact the Sl Leader Announcement
¢ Submit a compliment/concern This is a sample announcement.
¢ Complete the scheduling survey Agenda
¢ Complete the end-of-semester program  Thisisa Sample Agenda:
evaluation (when activated) Monday: Review...
Tuesday: Practice Quiz...
Thursday: Review...
Resources
Wiehsite -
Handout - Please print and bring to the Sl session.
Testing - Go to this website
© 3




Leaders cando all of the student functions,

SMPL 101 Supplemental Instruction

plus:
Lecture: MWF 9:00 AN
¢ Add/change announcements Instructor: Zyick 1 for E-ail Updiles
Sl Leader: Guest ecent E-mail Updates
¢ Add/change agendas e s @ ere are 2 messages [ Codvousiieater |
Status:(Receive Emails) Change to: Dont Receive Emails Submit 3 Compliment/Concern
‘ Add/Change handOUtS Complete a Schedule Survey
¢ Add/Edit the “About SI..." Weekiy SI Sessions
Changes to the Sl schedule, if applicable, will be announced. M
¢ Check messages left by students Hondays, 510 PH @ 202 Carver | scdEctimonceneris |
Manage Resources
. Tuesdays, 410 PM @ 202 Canver —_——————————
¢ Change how messages are received Thursdaye, 6:10 P @ 1132 Eatan [ AddTatbout S for s Course |
. . View Scheduling Report
¢ View the results of the program evaluation asout si for this course (Edi Surveys
Sl for SMPL 101 is based closely on course content covered in
class, and readings suggested by our instructor. We will use

collaborative learning methods to learn from one another. Unless specified otherwise, expect most of the
content of each Sl session to relate to the content of the most recent class.

Announcement (Edit)
This is a sample announcement.

Agenda (Edit)

This is a Sample Agenda
Monday: Review.
Tuesday: Practice Quiz..
Thursday: Review.
Resources (Manage)
Website -

Handout - Please print and bring to the 81 session

Testing - Go to this website

S| Supervisors cando all of the student and Leader functions, plus:

¢ Update the instructor, Sl Leader, and sessionmdtion. (Blank information removes these fieldsreiew.)
¢ Receive/review the Compliments and Concerns.

¢ Activate/deactivate the program evaluation.

WebDev canalso:
4+ Control which functions are visible to students.




Basic Functions

Function: Leader Profile

Students canview a profile of the Leader Course Course Time _Piofessor Leater
. SMPL 101 hVF 900 At | Zywricki Leadertame

through two links: ~ Leasilomn
1. Selecting the Leader’s Name on the main

page' SMPL 101 Supplemental Instruction
2. Selecting the Leader's Name in the cours

page_ Lecture: MYWF 9:00 A Student Options

Instructor: Zywicki Sign-up for E-mail Updates

vigw Recent E-mail Undates
Contact Your 81 Leader

Sl Leader: Guest

Sample Leader Profile:

AU TOT W TILG

Sl Leader
I Name Guest
Information This is a guest profile.

Leaders cando all of the student functions, 1 Admin
plus I Logout | Change current Semester/Year
¢ Change their profile. Leader Options

Edit Profile

To Change the profile: Fﬁ_

1. Login as a Leader.

2. SelectEdit Profile "

3. Type information about yourself. dmin b Clear Eholo

4. Describe your approach to facilitating SI' 7 soeirs,., ..
sessions. This is a statement that will Underting e <o <t

Line break - <br= =ibr=

appear on your main page.
5. Click [Browse...] to find a photo on your —

computer for uploading. Information
6. Click [Submit].

Guest

This is a guest profile.

Note: Profile information is required. Photos Your Approschio a1 zor swEr 151 is based =

Sl Sessions

are preferred for recognition. Choose a photo Slooeiy on conres content
that will help students recognize you in class Tnecrmoron. me wilt ase [
and in sessions. Photo

Using the following commands, identify the days/times during the week you ARE AVAILABLE for S|
Sessions:

o Left click a cell to mark a time slot as available

o Right click a cell to mark a time slot as unavailable.

o Left click a column or row title to select the entire column or row.

# Right click a column or row fitle to de-select the entire column or row.

Toggle Sun Thur
8AM
9 AM

10 AM

Leaders canalso enter their schedule at this | —=

12 PM

point, which is necessary to schedule SlI. TPu
1. Following the “clicking” directions to 2En

3PM

indicate your availability. AT
2. Click [Submit]. 5Pl

6PN
7PM

This schedule is required. HEn

9PN

Open
Open

S| Supervisors cando all of the Student and Leader functions.




Announcements

Students can
¢ View announcements from the specific page fo

Announcement:
This is a sample announcerment

each course.

Note: The announcement heading only appears if
there is an announcement left by the Sl Leader.

Leaders canview announcements, plus:
¢ Add/Edit/Delete the announcement

To Add or Edit an Announcement:

1. SelectAdd/Edit Announcements

2. Type in your announcement. Be careful about
spelling and grammar!

3. Click [Edit].

Sign-up for E-mail Updates
View Recent E-mail Updates
Contact Your Sl Leader
Submit 3 Compliment/Concern
Complete 3 Scheduls Survey
Leader Options
Add/Edit Agenda
Add/Edit Announcements
lanage Resources
out Sl for this Course
View Scheduling Report
Surveys
| Pficipant Survey Data (L8) |
[ tlon-Participant Survey Data (XLS) |

Jecified otherwise. expect most of the

To Delete an Announcement:

1. SelectAdd/Edit Announcements
2. SelectClear Announcement

Notes:

¢ Announcements stay on the course page unles
changed by the Leader.

Leaders need to remove past announcements.
Spellcheck appears in Firefox, but not in Interng
Explorer.

Admin Main Clear Announcement

ED)

S| Supervisors cando all of the student and Leader functions.

Agendas

Students can
¢ View agendas from the specific page for each
course.

Agenda
THIS IS & SAMPLE AGENDA:

Monday: Review.
Tuesday. Practice Quiz.

Thursday: Review,

Note: The agenda heading only appears if thera is
agenda posted by the S| Leader.

Announcement T,i. ;s a sample announcement.

Leaders cando all of the student functions, plus:
¢ Add, Edit, or Delete the agendas.

To Add or Edit an Agenda:
4. SelectAdd/Edit Agenda

5. Type in your agenda. (Be careful about spelling[~

and grammar!)

6. Click [EdIit].

Notes:

¢ Agendas stay online unless changed by the
Leader.

¢ Leaders need to remove past agendas.

Explorer.

To Delete an Agenda:
1. SelectAdd/Edit Agenda
2. SelectClear Agenda

Spellcheck appears in Firefox, but not in Interng

Sign-up for E-mail Updates
Wiew Recent E-mail Updates
ntact Your S Leader
Submit a ComplimentConcern
Complete a Schedule Survey
Leader Options
Add/Edit Agenda
Add/Edit Announcements
lanage Resources
out Sl for this Course
View Scheduling Report
Surveys
|_Patlcipant Survey Dals (xLS) _|
[ lon-Participant Survey Data (XLS) |

Jecified otherwise. exoect most of the

Admin WMain Clear Agenda

Monday: Review.

Thursday: Review.

S| Supervisors cando all of the student and Leader functions.

©
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Creating Resources

Students can

Resources

+ View all resources for a course. Resource iehsite-

can be an upload of any file format, or be
link to a webpage.

Handout - Please print and bring to the SI session

Testing - Go to this website

Leaders canview all the resources, plus:

¢ Add or remove resources from students
view.

¢ Add resources to the master resource
database.

To upload a resource:

1. SelectManage Handouts

2. Type atitle for your resource. Your title
will be the linked text on the student’s
page.

3. Add a description if necessary. For
example, use this line to add instructions.

4. Browse for a file on your computer.

5. Click [Submit].

Sign-up for E-mail Updates
View Recent E-mail Updates
Contact Your Sl Leader
Submit a ComplimentConcern
Complete a Schedule Survey
Leader Options
Add/Edit Agenda
Add/Edit Announcements
Ilanage Resources
Add/Edit About Sl for this Course
View Scheduling Report

Participant Survey Data (XLS)
Non-Participant Survey Data (XLS)
secified otherwise. exoect most of the

Manage Resources
Filename/URL

w51 iastate edu Delete
Sample Handout SarmpleHandout doc Delete
Sarnple handout it s 0 fastate edurasosio Delete
51 Homepage [wwrwy, siliastate.edu Celete

Search for Resources

Upload New Resource

Title
Description
File Browse
OR
URL
i . Manage Resources
TO add a Weblln k' Title Filename/URL Delete

1. SelectManage Handouts

2. Type atitle for your weblink. Your title
will be the linked text on the student’s
page.

3. Add a description if necessary. For
example, use this line to add instructions.

Sample Handout [SampleHandout doc Delete

Search for Resources
Upload New Handout

Description (| Homepage

file
OR

URL wwwsiiastate edu

.

4. Paste a URL into the URL box.

5. Click [Submit].

To remove a resource from the student view. memsems =

1. SE|eCﬂV|anaqe Handouts 1 sagow  naan cnem 163 sekangowt g 070" £
Description: Density Worksheet

2. Click Deletein the row of the file you want
to remove from students’ view.

S| Supervisors cando all of the Leader functions, plus permanendiete a resource.

1. Select Manage Handouts

2. Click Deleteon the resource you want to remove.

Searching Resources

Students cannotsearch past resources. They can only view respgtiteposted by Leaders.

Leaders cansearch the resources posted by all
previous Leaders for any past courses. This inslude
all resources posted and “deleted” from the student

view.

To Search Resource:

1. SelectManage Handouts

2. Type in a search term (ex: chem).
3. Click [GO].

To Sort:
1. Click any column heading.

I Adrmin Main Add new Document

Search Document Archive

chem

Semester Course Instructor Leader File/lURL Date Actions
Fall 2008 SMPL 101 Zywicki czywicki  SampleHandout doc 2008-05-19
Description: Sample Handout

Fall 2008 SMPL 101 Zywicki czywicki  www.si.iastate.edu 2008-05-19
Description: S| Homepage

S| Supervisors cando all of the same Leader functions.




Deleting Resources

Students cannotdelete resources.

Leaders candelete resources from the student view [izszsszsemn . e

Semester Course Instructor Leader File/URL Date Actions

but cannot permanently delete resources from the SHEITEST sagow sl Chem s5SHaettses 250 0T B
Resources Database. Description: Density Worksheet

To remove a resource from the student view.

1. SelectManage Handouts

2. Click Deletein the row of the file you want to
remove from students’ view.

SI Supervisors canpermanently remove a reSOUrCE [ s bawmentasive—
SkPL 101

from the database.
To delete a resource from the database [semester course Instiuctor _ Leader _ FilelURL Date Actions

Fall 2008  SMPL 101 Zywicki coywicki - SampleHandout dac 2008-05-19  Edit Delete
1. Selecmanaqe HandOUIS geﬁ?ﬂilﬂnﬂio": z?ﬂl’;slfﬂ'—"land;m' ki icki tate ed 2008-05-19  Edit Delat:
2. C“Ck De|etef0l’ the handOUt needlng tO be Disc.liplion: Sl Homepage e i - SR

removed.

Compliments/Concerns

Students cansubmit a compliment or concern about

X izl 5
Sl . View Recent E-mail Updales
n

Contact Your Sl Leader
Submit a ComplimentiConcer:

To submit a compliment or concern: Sl e Shee B
1. SelectSubmit a Compliment/Concefrom the
Student OpthﬂS Compliment/Concern Regarding Sl for Your Course

I Wiould you like to report a compliment or concern? Use this form to submit vour feedback to the 81

2. Login using your ISU NetID and password.
Coordinator. We seek to provide the best possible service to students in support of their leaming. Hence,
3. DOCument yOUI‘ Concern. your compliments and concerns are very important to us. Ifvou would like a specific reply to vour feedback,
- - .. please note this within the form. Thank you for taking the time to share your thoughts with us!
4. Click [Submit] when finished.

—ComplimentiCancern Regarding S1 for Yaur Cour
Name

Craig Zywicki

Email
czywickii@iastate.edu
Comment/Concern

Backlo Class

Leaders cando the same as students.

S| Supervisors canreview and reply to the compliments and concefhgy are sent to him via e-mail.

Automatic E-mail Updates

Students canreceive automatic e-mail updates.

Sign-up - D k]
(Note: must use an ISU NetID.)

| Subrrits ComplimentiConcern |
To receive the updates:

1. SelectSign-up for Updates

2. Login using yOUI‘ |SU NetlD and password. SMPL 101 Supplemental Instruction

3. If thIS iS the fiI‘St t|me attemptlng to fou have been signed up for updates
subscribe, then you are automatically —ecture: WAF 500 A Student Options
nstructor: Zywicki Sigr-up for E-mail Updates
Updated- Sl Leader: Guest “iew Recent E-mail Updates
2l Contact Your 81 eadar

To change updates status:

1. SelectSign-up for Updates

2. Login using your ISU NetID and password.
3. SelectView Recent E-mail Updates

© 8



4. Click Unsubscribe from Updates.

S| Course Updates

To view all updates:
1. SelectView Recent E-mail Updates

SMPL 101 Supplemental Instruction
Return to Course Yiew Student Enroliment Unsubscribe From Updates

SI Course Updates

Leaders cando the same as students, plus:

Wiew Recent E-mail Updates

SMPL 101 Supplemental Instruction
*ou have been unsubscribed from updates with coywicki@iastate. edu

Eeturn to Course Yiew Student Enrollment Sign-up for Updates

Siagn-up for E-mail Updales

Contact Your Sl Leader
Submit a Compliment/'Concern
Complete a Schedule Survey
Leader Options
Add/Edit Agenda

Add/Edit Announcements

anage Resources
Add/Edit About SI for this Course

¢ View a list of people who have signed up for
updates.

¢ Add students to the list. (Use only when
requested.)

¢ Delete students. (NEVER USE!)

To view a list of subscribed students:
1. SelectView Recent E-mail Updates

View Scheduling Report
Surveys

2. SelectView Student Enroliment.

S| Course Updates

To Add students:

1. SelectView Recent E-mail Updates
2. SelectView Student Enrollment.

3. Add NetIDs in the box provided.

4. Click [Subscribe].

SMPL 101 Supplemental Instruction
Return to Course Yiew Student Enroliment Unsubscribe From Updates

SMPL 101 Supplemental Instruction
Return o Course Yiew Updates

Met-IDis) to add (separate with commas far multipley
Net-IDs

Student Delete

Zywicki, Craig =czywickif@iastate.edu= Delete

S| Supervisors cando all of the Student and Leader functions, plus:

4 Delete all NetIDs at the end of the semester
¢ View a log of all E-mail updates.
4 View a log of all subscriptions.

Viewing Past Updates to Announcem

ents, Agendas, and Resources

Students can

¢ View current announcements, agendas, and
resources on the course homepage.
¢ They can also view prior announcements,

agendas, and resources.

To view past updates:
1. Selectview Recent E-mail Updates.
2. Alisting of recent updates will appear.

Student Options
Sign-up for E-mail Updales
Wiew Recent E-mail Undates

Contact Your SI Leader
Submit a ComplimentiConcern
Complete a Schedule Survey

SI Course Updates

SMPL 101 Supplemental Instruction
Return to Course Yiew Student Enroliment Sign-up for Updates

Handowut - 08 January 2009 5:29 PM
Handout updated: hitpfhwwaw dsoiastate edufasclsit
Testing Go to this website
Handowut - 08 January 2009 5:28 PM
Handout updated: hitp:thanaw siiastate edu
Wehsite

Leaders and S| Supervisors camo all of the student functions.

RSS Feeds

As an alternative to receiving information updaties

e-mails,Students canreceive RSS Feeds.

To sign up for RSS Feeds:
1. SelectSign-up for E-mail Updatefsom the

Student Options

Sign-up for E-mail Updales
il 5
- - o

Wiew Recent E-mail Update
Contact Your SI Leader
Submit a ComplimentiConcen

Complete a Schedule Survey

©




Student Options. SMPL 101 Supplemental Instruction
2 Return to Course View Student Enraliment Unsubscribe From Updates
3. Login using your ISU NetID and password. B S 16 A SANPLE AGENDA Bessrees
4. If this is the first time, you are automatically Monciay Reven B
updated for e-mails. Selednsubscribef this is Tuesiay Practice Guiz

not your intent.

5. Choose the appropriate RSS Feeds reader, agd
finish your subscription similar to any other
Feeds.

Leaders cando the same as students.

S| Supervisors cando all of the Student and Leader functions.




Schedule Survey

Completing the Schedule Survey

Students can

Student Options

¢

Submit a scheduling survey. A login is
required.

Note: Students would need to access the

scheduling survey through a specific course.
The survey looks the same for all courses, but is
electronically tied to a specific course.

Sign-up for E-mail Updates
View Recent E-mail Updales

Contact Your 81 Leader
Submit a Compliment/Concern
Complete 3 Schedule Survey

Leaders can

¢

Add students’ surveys to the website that
were completed in paper.

To add paper-based surveys to the online

program:

1. Go to the online Sl schedule:
http://www.dso.iastate.edu/asc/si/

2. Click onAdmin and use your NetID to
login as a staff member.

3. Click on your course.

4. Click Complete a Schedule Survey

The scheduling survey will open.

Sign-up for E-mail Updates
View Recent E-mail Updates
Contact Your Sl Leader
Submit 3 Compliment/Concern
Complete 3 Schedule Survey
Leader Options
AddiEdit Agenda
Add/Edit Announcements
anage Resources
About Sl for this Course
View Scheduling Report
Surveys
|_Peticipant Survey Data (L8) _|

SMPL 101 Supplemental Instruction (Sl) Scheduling Survey

¢ Ifthe option boxes for the SIUAent NetD Or e e e e e e s oo
|SU |D appear then you have Iogged |n tesponses to this survey will motgere\easedlolhecoursemslructoramdwwl\ in no way beﬂsedtoL
1 nfluence grading for this course.
correctly.
¢ Ifthese boxes do not appear, then you are ~ ectecorss ST ¥
not logged in as a staff member. Close your
web browser and start over. orisuip (@ digis):
lease indicate vour interestin attending Sl for this course,
For Every paper survey: SMPL 101 Supplemental Instruction {S1) Scheduling Survey
Supplemental Instruction (S1) sessions will be offered for students enrolled in SMPL 101. this survey wil
5. Se|ect your course and section_ be used to determine the most convenient times and locations to schedule these sessions far your clas
Responses to this survey will not be released to the course instructor and will in no way be used to
influence grading for this course.
6. Enter the students’ NetID or ISU ID
N b f th Select a Course:| SMPL 101 v
umper frrom the survey. Student NetiD:
7. Copy the remainder of the survey into the Or iU D (8 digits)
online form. Note the following:
S All forms without a NetID or ID Please indicate your interest in attending $I for this course.
Number should have “no” clicked for 8j"'“"e”i”‘e‘es‘“"\“e””i”gs‘
the e-mail updates. O3
¢ Follow the left-click and right-click O2
inst ti for the schedule O 1- NotInterested in Attending SI
Instructions ror ule. ‘Where would you go to attend Sl sessions? (Check all that apply.)
[ cClassrooms in Central Gampus (ex; Pearson or Ganver)
8. Clle [Submlt] . [ Classrooms in Union Drive Residence Association (ex: Eaton)
D Classrooms in Richardson Court Residence Association (ex: MWL Commons or Hixson-Lied)
9_ Repeat Steps 4 through 8 My survey. [ cClassrooms in North Campus (ex: Lagamarcing, Kildee, Science)

SPECIAL CASES:
NO ID: Leave the ID fields blank.

INVALID IDs: If your get an “invalid ID”
message after clicking submit, first check
your typing accuracy. If it is still invalid,
then type in Craig’s NetID (czywicki) and
separate this form from the others.

VWould you like to receive e-mail updates about Sl session agendas and announcements for this
course?

O Yes
O No

11




Using the ing identify the i during the week you ARE ABLE TO attend SI
sessions and would likely attend Sk

ILLEGIBLE ID: Guess' If you keep gettlng * Leftelickacellto markallme slotas available

the “invalid ID” message, type in Craig’s = LoR itk so1mn o1 row s 1 3electhe enie colurm o o
NetID (czywicki) and separate this form .

from the others.

Right click a column or row title to de-select the entire column or row

Evaluating Survey Results

Proceed to these stepsly afterall surveys are entered electronically. If youexpecting
surveys to be entered by students, then wait tqtEtethis evaluation until the close of the
survey on Wednesday, 5 PM.

1. GO tO the Online SI SChedu|eZ SMPL 101 - Fall 2009 Pick another section
. . Leader Schedule
http://www.dso.iastate.edu/asc/si/ e
. . . ogale
2. Click onAdmin and use your NetlID to login as a
staff member.
3. Click on your course.
4. Click View Scheduling Report
This page will give you two sets of results:
¢ Recommended TimesA list of possible Sl session
days/times based on capturing the largest perdent o
studentsand your availability, or
¢ Overall View: A table of Sl session days/times p—
. nteres| V] 5-High Interest
based on popularity. Ba
3
. . . 2
5. Next, verify the accuracy of your availability and 1-Lowinterest
change as needeg@ote that any changes here are not
“saved.” Enter your schedule in your profile to “sa” your Recommended Times
SChedUIe.) & total students
Day Time Students |Added |central [uda rca north IConflict’Open
6. Using the “recommended times” list attempt to s [o0 om 7)o 7553 3 67 [p 10y 5 (romay 7 vt [oontie
1 1 1 Mond 5:00 6 (79%) |6(75%) |5(B3%) [5(B3%) |5(83%) |3 (50%) |Conflict
determlne the beSt days and tlmes for SI SeSSIOnS ngs::y 110;:m 6 (79%) |6(75%) |4 (67%) |5(B3%) |5(83%) |3(50%) cz:n:m
ThlS IS hOW |t WOka: Wednesday |10:00am |6 (75%) |6 (75%) |4 (67%) [6(100%) |8 (100%) |2(33%) |Conflict
Monday 1:00 pm  |5(63%) |5(63%) |4(80%) |4(80%) |4(80%) |3(60%) [Open
ROW COLORING and CONFLICT/OPEN Monday 6:00pm  |5(63%)  |2(25%) |4 (80%) [5(100%) |5 (100%) |2 (40%) |Conflict
. [Tuesday 4:00pm  |5(63%) |2(25%) |4 (80%) [5(100%) |5(100%) |3 (60%) |Open
COLUMN. (Wednesday [2:00pm [5(63%) [1(13%) |4 (B0%) [5(100%) [5(100%) |3 (60%) |[Conflict
. . . Wednesday |5:00 pm  |5(B3%) |1(13%) |3 (60%) [5(100%) |5(100%) [1(20%) |Conflict
¢ Allrows in black are days/times that conflict Tursceyz00om 5 63w 115 0% 100%) 5 oo o e fooni
Wlth your avallablllty h-l;nday - K3:00 pf\: ::U%imﬁﬂ [‘13263f2[5:‘-:3‘ 4 (100%) [4 (100%) |1(25%) |Open
. . . . *Rows in black signify conflicts wil e leader's schedule
+ Red rows do not conflict with your availability. .
reral lew
“STUDENTS" COLUMN Sunday Monday Tuesday Wednesday Thursday Friday
¢ Gives you a count of students available at the Sodam : ; ; : ; ;
H H H 10:00 am 3 4 5 6 3 2
listed time, and a percent of students available. | i5rm : : : 2 : 2
“ADDED” COLUMN: 1200 p E E 2 : : 2
. L. 1:00 pm 6 5 3 4 3 1
+ Gives you a count of the number additional 200pm E 2 B G 5 [
. . 3:00 pm 3 4 2 4 5 1
students who are available at the day/time 00pm . @ 5 p ; 2
||Sted 5:00 pm 3 6 5 5 5 2
. 6:00 pm 3 5 5 4 3 2
H H H 7.00 3 3 4 4 2 1
¢ Also, this list is sorted by the added column. 00 om 2 : = : : .
CENTRAL,” “UDA,” “RCA,” and “NORTH”" 00 pm 2 0 ’ 1 1 ’
COLUMNS:

¢+ Correspond to preferred Sl session locations.

© 12




Look for alternatives if needed as follows:

¢ Changing your availability might help you find
days/times of greater variety.

¢ Adjusting the “level of interest” will allow you
to focus on students with greater interest.
(Remember: 5 is high interest, 1 is low interest.)

Use the percentages in the location preferences to

guess the best locations. Consider the following:

¢ “Best” location is not always highest percent—
anything over 30% in an area is a good number.

¢ ‘“best” location may differ based on the time of
day.

13




End of Semester Program Evaluation

Students cancomplete the program evaluation. S1 Evaluations

To complete the evaluation, students will receine a
e-mail from Craig, with a direct link to the
evaluation.

Links to the evaluations will also appear at the
bottom on the course page.

Leaders canview anonymous results of the progran
evaluation for their course only.

To view the results while the evaluation is active:

* Evaluation for Individuals Who Attended SI Sessions

* Evaluation for Individuals Who Did Not Attend SiSessions

View Recent E-mail Updates
Contact Your Sl Leader
Submit a Compliment/'Concern
Complete a Schedule Survey
Leader Options
Add/Edit Agenda

1. SelectParticipant Survey Datar Non-Participant
Survey Datdo view results in Excel.
2. Compare results to the actual survey as needed

Add/Edit Announcements
Manage Resources
Add/Edit About S1 for this Course
View Scheduling Report
Surveys

Paricipant Survey Data (XLS)
Mon-Participant Survey Data (XLS)

S| Supervisors cando all of the Student and Leader

functions, plus: 1 Admin
¢ Make the evaluation visible to students. Logout| Changa curent Semesteraar

(“Activate Surveys”) Previous Semester Manage Sections: Fall 2009 Next Semester
¢ Remove students’ access to the evaluation. eede o s e [Saia s .

(“Deactivate Surveys”) Schedule Location Report

Schedule Report
Schedule Filter

¢ Download the survey results.
¢ Clear the survey results.

To activate the evaluation for all courses:
1. In the admin view, select “Activate Surveys”
from the drop-down menu.

Deactivation of surveys for all courses is in thens
drop-down menu.

Zearch the Document Archive

View all leader messages
View all comments/concerns

View Enroliment Log

—- Selectan action -

Participant Survey Data (XLS)
Non-Participant Survey Data (XLS)
Clear Survey Data

Deactivate Surveys

To activate the evaluation for only one course:
1. Inthe course view, selegtctivate Surveysgrom
the Surveys options.

Deactivation of the evaluation for one course ithi
same place. Note thBeactivate Surveyis visible
only when the evaluation is active, and vice versa.

Student Options
Sign-up for E-mail Updates
View Recent E-mail Updates

Contact Your Sl Leader
Submit a Compliment/Concern

Complete a Schedule Suvey
Leader Options

uncements
anage Resources
out 8| for this Course
cheduling Report

Participant Survey Data (XL3)

Sign-up for E-mail Updates
View Recent E-mail Updates
Contact Your Sl Leader
Submit a ComplimentiConcern
Complete 3 Schedule Suney
Leader Options
Add/Edit Agenda

Mon-Paricipant Survey Data (XLS)
Activate Sunveys

AddiEdit Annguncements

nage Resources
t Sl for this Course

ew Scheduling Report

Participant Survey Data (XLS)
MNon-Participant Survey Data (XLS)
Deactivate Sunvevs

To download the evaluation results for all courses emious semester
Into MS Excel' Search the Document Archive

View all leader messages
View Enroliment Log
Add New Section

2. Choose “Participant Survey Data (XLS)” from

Manage Sections: Fall 2008 Next Semester

All Surveys: | — Selectan action - -
- Selectan action -

ParicipantSuvey Data (XLS)
Non-Participant Survey Data (XLS)
IV Clear Survey Data

Course [ Hi
the drop-down menu. m

laneT ora AC

3. Inthe dialog box that opens, choose [Open] or

N Activate Surveys

| I 1 Deactivate Surveys

[Save] as desired.

Follow the similar process for Non-Participant
results.

File Download
Do you want to open or save this file?
5 Mame: si-survey xls
al Type: Microsoft Excel Workshest
From: - vawmadso,iastate edu
Dpen Save Cancel
i y “while files from the Intermet can be useful, some files can potentialy
a harm your computer, F you do rat tst the source, do ot apen o
= save this file. /hat's the risk?
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To clear the evaluation results:
1. Choose “Clear Survey Data” from the drop-down
menu. —_— s Yv e _—

Search the Document Archive

All Surveys: | — Selectan action - »
1 . View all leader messages et oo
Tlp Clear Only When Certaln reSUItS have been wﬁ F’:rtl‘mp;ntSurtveyDatap(LS]

\Non-Participant Survey Data (XLS)
T Clear Survey Data
nActivate Surveys

| i Deac(ivla(e Surveys

downloaded and recorded...such as right before th
next evaluation period is to begin.

larrTos [ I N I Edit Hida Nalata

Tip: Results also record the date/time stamp the
evaluation was completed. Use this hint to ensure
data was collected during desired time frame.

WebDev canchange the actual content of the survey. Craig cw#act them to request updates at least 2 wiae
advance.




Administrator Functions

Changing Sl Leader Staff

Sl Supervisors can

¢ Add a new Leader.

¢ Change Leaders’ profile information.
¢ Assign a Leader to a course.

¢ Remove Leaders.

To add a new Leader:

1. Inthe admin view, seleé&tdd New

2. Type in the ISU NetID. This muse be typed
correctly, as this is the function which allows a
Leader to access certain functions.

3. Type in the name that should appear on the
website. Use first name only, and last initial
when required.

Manage Leaders

Add New

Andy

APPLY TO BE A LEADER!

Ashim

o]
T

th

HetID

Name

4. A profile or photo can be added here, or update mermaten

by the Sl Leader.
5. Click [Add].

Photo

Add

Edit
i
Ear
|Edit Delete
|Edit Delete

To remove a Leader (and his/her access to the Sl
website) seledDeletein the row of the Leader’s
name.

Manage Leaders

Add New

Andy

APPLY TO BE A LEADER!

Adding/Changing the Course Information

S| Supervisors can
¢ Add a new course

Search the Document Archive
Wiew all leader messanes

Wiew Enroliment Log

¢ Change information about a course.

Course

Add New Section

Leader Hidden?

All Surveys: | — Selectan action —

Admin Actions

Delete

ACCT 284 (AD) Mo Edit Hide Delete
To Add a new course: EESIEINCE! | [t | Eotiie Do
1. Go to the “Admin” view.

2. SelectAdd New Section [ e e razs

3. Type in the course, lecture days/times,
and Instructor.
4. Select the Leader from the drop-down

Course
Lecture Time:
Instructor

Sl Leader

menu.
5. Type in the Sl session information. —
6. Click [Add].

Day/Time

To change course information:

1. Go to theAdmin view.

2. SelectEdit in the row of the course
needing changes.

3. Follow steps 3-5 above.

Location

Day/Time:

Location

DayfTime:

Location

Day/Time

Location

Session Details

None »

Session 1

Session 2

Session 3

Session 4

Session §

Add
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Controlling which Courses are Visible

S| Supervisors canremove a course from the
public view:

Search the Document Archive
View all leader messages
Wiew Enroliment Log

All Surveys: | — Selectan action —

1. Inthe Admin view, seledtlide in the row | znewsection
H H Ci Lead Hidden? Admin Actif
of the course which should be hidden e s i _— e ST
from public view. EEEES | I .
To show a course in the public view:
1. Inthe Admin view, seledtnhidein the
row of the course which should be hidden
from public view.
NOTE: TheHide option is available only
when a course is currently visible, dddhide
option is available only if a course is currently
hidden.
To permanently remove a course:
1. Inthe Admin view, seledbeletein the
row of the course which should be
deleted.
Editing Resources
- TN NS A
S| Supervisors can —Gearch Dosument Archive —
¢ Edit characteristics of a resource.
¢+ Upload a different version of a resource.
mes(el Course Instructor  Leader  File/URL Date Actions
Fall2002  SMPLI101  Zywick czywicki  BampleHandout.dac 2008-05-19  Edit Delete
TO Ed't the Characterlstlcs Description: Sample Handout
: Fall2002  SMPLI101  Zywicki czywicki - Wi siiastate.edy 2008-06-19  Edit Delete
1_ Selecﬂvlanaqe Handouts Description: S| Homepage
2. Click Edit for the handout needing to be
Changed Course Information
3. Change the characteristics necessary. BV
4. Click [Submit]. fustictor
i cki
Leader Net-ID
czywicki  |@iastate.edu
[Semester
Fall v
[Year
2008 v
Resource Infarmation
Description*
Sample Handout
File
URL or
ISubmit
To Upload a different version of a handout: S eateh Dacument Archive
1. SelectManage Handouis ‘”Fl-
2. Click Edit for the handout needing to be —
Changed ’wes(el Course Instructor  Leader  File/URL Date Actions
. Fall2002  SMPLI101  Zywick czywicki  BampleHandout.dac 2008-05-19  Edit Delete
3. Use [Browse...] to locate the updated version Ofpescristion: sampie Handout
Fall2002  SMPLI101  Zywicki czywicki - Wi siiastate.edy 2008-06-19  Edit Delete
the handout Description: Sl Homepage
L
4. Click [Submit].
© 17




Course Infarmation

(Course”
SMPL101
Instructor

czywicki  @iastate.edu

[Semester

Fall R
[Year

2008 ha

Resource Infarmation

Description*
Sample Handout

File

OR

Browse

[Submit
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