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Welcome to WebClass!

E-Learning offers an environment allowing students to study at their convenient time,
place and speed, as well as according to their own level of achievement. It can automate

management of the material and the course scores.

WebClass is an e-Learning system designed for universities in Japan to meet the needs
of teachers, students and administrators. WebClass makes it easy to create the material

such as assessment and textbook, it also makes it easy to manage the course scores.

WebClass can be easily operated even by a user who is not good at operating computers.
A user can import document files created in format which he / she is familiar with,
including Word, Excel, Power Point and others. This can reduce the burden on teachers.
Moreover, the system is not affected by the operating environment (Windows, Mac, Linux

or others) therefore it can offer the material suitable for various needs.

Before using WebClass

Before using WebClass, please check the operating environment. If the environment

meets the requirement, you are ready to start WebClass.

Requirements

WebClass is supported by the following browsers, smartphones and tablets.

Browser:
To access WebClass by your PC (Windows, Mac, or Linux) through internet, it is

recommended that you use the latest version of the following browsers;

= Firefox

= Firefox ESR

= Google Chrome

= Microsoft Edge

= Internet Explorer 11 (Windows 8+)

= Safari
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Address bar

Depending on the settings of the browser and its plug-in, WebClass may not operate
correctly.

£ JavaScript must be enabled.

& If a window does not open when you click a link, disable the pop up blocker.

Display:

The recommended display resolution is 1280x768 or above.

Smartphone and tablet:
Most features of WebClass are supported by smartphones or tablets. However, some
features are not available in the smartphone / tablet version. It is recommended that you

use the latest version of the following OS and browsers;

= Android + Chrome
= i0S, iPadOS (iPhone, iPod touch, iPad) + Mobile Safari

Login to WebClass

This section explains how to login to WebClass and display the “Course List” screen.

First, start the browser.

& http://whbt.abc-univ.ac.jp O ~ 2 — [Move] button

1 Enter WebClass URL (address) in the address bar (location bar), then press

browser’s [Move] button or press [Enter] key.

& “http://wbt.abc-univ.ac.jp" is a sample. To find your actual URL, please contact the

administrator.
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http://wbt.abc-univ.ac.jp/

User ID
Password

[Login] button

[Guest Login] button

OR Code

2 Click "Display Login screen" link to open the Login screen in a new window.

WebClass " — 1 Display language

We'come o WebClass

—— Notices

3 Enter User ID and password, then click [Login] button.

Change the display language
Click “Language” in the upper right of the login screen to select the display language for
WebClass.

Logout from WebClass

To exit WebClass, you need to logout. Click "Logout" link in the upper right of the “Course
Selection” screen or the “Course material list” screen.

£ Ifyou use [Close] button on the browser to exit WebClass, the answers and course

grades will not be saved correctly. Please save data and end the session before
logging off.
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The course and user of WebClass

In WebClass the material and the course scores data are managed according to each
course. The course refers to either "class", "lecture", "seminar" or "research room". Each
course is managed by at least one course manager who creates the e-Learning materials
and manages the course scores data. A user must be registered as a course member in

order to join the course.

About the course material to be created

The course manager can create five kinds of materials for the course assigned by the

system administrator.

= Forum: BBS, Wiki and Chat can be used for group learning.

= Textbook: You can create digital textbooks.

= Assessment: Questions can be set in various formats.

= Unit: Referring to the set of course materials consisting of forum, material and
assessment.

= Study Card: In addition to the lessons, support can be provided for students,

such as career guidance.
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Available incorporated file types

You can import the data created in the application such as Word, Excel and PowerPoint.

The types of files that can be imported to WebClass textbooks and assessments are

shown below;

File type Description

DOC, DOCX, DOCM format only.

Word Although DOCM format (macro active document) can be imported,
macro will be removed after the conversion.

XLS, XLSX, XLSM format only.
Excel Although XLSM form (macro effective document) can be taken in,
macro is removed at the time of conversion.

PPT, PPTX, PPTM format only.

Audio, video or animation is not supported.

Although PPTM form (macro active document) can be imported, macro
will be removed after the conversion.

PowerPoint

OpenOffice.org ODT, ODS, ODP format only.

LibreOffice
PDF PDF file will be embedded as it is.
Text TEXT file will be embedded as it is.

HTML file written in HTML4, 5 or XHTML1. (File name must be half-
width alphanumeric characters)

HTML When importing more than one HTML files or CSS file or image file, the
link to each file must be specified by the relative path and the files must
be compressed before importing (index.html will be displayed first)

LaTeX source file.

LaTeX LaTeX source file will be converted to HTML using latex2html.
Mathematical expressions will be converted to images.
Picture BMP, JPEG, GIF and PNG format.
MP4 (H.264 /| MPEG-4 AVC, AAC or MP3) format is recommended.
Video Although MPG, AVI, WMV, MOV can be imported, it may not be played

on some browser, plug-in or media player.

MP3, AAC (M4A) format is recommended.
Audio Although WAV (WAVE) can be imported, it may not be able to be
played on some browser, plug-in or media player.

Flash file in FLV (the screen ratio 4:3 or 16:9) and SWF format.

Flash It may not be played on some smartphone or tablet.

HotPotatoes 6, SCORM1.2/2004, ChemBioDraw (ChemDraw),

Others ChemBio3D (Chem3D) etc.

¢ To open document files or multimedia files, the application and browser’s plug-in

are required.

' Document file is converted to HTML or PDF using OpenOffice.org or LibreOffice.

Conversion precision is about 70% in HTML and about 90% in PDF as compared
with the original Word, Excel or PowerPoint file. Since the original file may not be
regenerated perfectly, it may be necessary to upload the original file as the

attachment.

' The file conversion with XLS, XLSX, XLSM, ODS files requires to setup system.

Also, it'll not support HTML conversion with the PowerPoint file.

* The maximum size for file conversion is 20 MB. If no conversion is hecessary, you

can upload up to 300 MB (or 200 MB depending on the server).

' MP4 (H.264 | MPEG-4 AVC, AAC or MP3) is supported by HTTP Live Streaming

(HLS). To activate this feature, please contact your system administrator.
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About type of user’s type and role

Users can perform different operations in WebClass according to the assigned user

permission (type). The administrator must set appropriate authorities for users.

& The features for each user permissions may differ depending on the system used.

Admin Author TA SA Observer User Guest

User registration 8]
Course registration 8]
System i

maintenance

Course member
registration

Textbook creation
Assessment

creation

Doing materials
Attendance
management

Taking attendance
Grading

Checking scores

Backup course

Posting Notice §]
Using Message §]

cl ol |l o
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First, System administrator (Admin) creates the user account and the course, and then

assigns users to each course as course members.

Next, Course manager (Author) creates the course material in the assigned course,

executes the course material and manages the course scores.

Admin and Author can change the user permission to TA or SA and allow some course
member to assist the lesson. TA manages the course as a substitute manager. SA assists
the operation of the lesson by executing the course materials. The Author, TA or SA has
the permission as shown above. If a change is applied to the default setting, it is displayed
as ‘Author (others)'.

Observer account is used by the school staff such as academic advisor. The observer
can send information on the school administration to WebClass users. (When placing
notices, the observer acts as the system observer.)

User who is registered as a course member can take the course. Some course materials
such as public lectures are open to Guest user (Guest) and can be accessed without
the user account.
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Status:
A WebClass user has any of the following status. It is necessary to set the status
according to the condition of the user such as registration status.

Login o
Status Permission Description
Users can perform all operations according to the
Enabled User a permission.

To check permitted operations, see "About type of
user’s type and role".

Restricted users have no access to the course. They
can only use certain features such as Log Viewer.
Admin and Author can include in the analysis
restricted user’s WebClass activities and course
scores.

Restricted users are excluded from the total number
of the users who are eligible for registration. They can
be assigned as graduates.

Admin and Author do not delete disabled user’s
course scores, study log, login status or access log.
Disabled User But such information is excluded from the analysis.
Disabled users cannot register as course members
and do not receive any message.

Once the user status is deleted, account information,
answers or course scores cannot be restored.

Restricted User a

Deleted User
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Preparing the course

The course manager must set up the course options first, then register the course

members and form groups as necessary. This section explains about preparations before

operating the course.

About Course List

When the course manager logs in to WebClass, the “Course List” screen is displayed.

It shows the list of the courses which are currently being operated and information such

Notice / Message

as notices.
Course
Manual —
Log VIeWer —_— Log Viewor r\ln: ----- i From od dminstrotor
About
Maintenance Notioe
Your Taken Courses
Semester
Class Schedule Table
r Tuesday
Class schedule table
Other Courses Other Courses

— | Account Menu
—— Logout

— New Notices

“New Notices” shows notices about administrative and educational matters.

Class Schedule Table shows those courses with fixed schedule. The display of the

Class Schedule Table can be changed by selecting the year and the semester on the

pull-down menu.
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Courses that cannot be displayed on the Class Schedule Table are shown as “Other
Courses” below the timetable. Terminated courses will be moved to “Locked Course”
by the System Administrator. Users can no longer work on the course materials if it is
marked as “(Locked Course)”, but they can view their scores. From the course list, you

can narrow down the search by using the course name.

If “Log Viewer” is enabled by the system administrator, you can view information such
as summary on university activities or teacher’s training cards. Please refer to “Log
Viewer Online Manual” (https://webclass.jp/manuals/admin/integrated-portfolio/).

If you click "Notice / Message" icon located in the upper right of the screen, the “Notice
/ Message” screen will open. The number of unread notices or messages will be shown
above the icon.

By selecting either “Japanese” or “English” in the Account Menu in the upper right of the
screen, you can change the display language. You can also download “Manuals” in the
Account Menu.

Changing account information

To register e-mail address for receiving notices or to change settings such as font size,
click "Account Menu" > "User Settings".

Information Description .

It is used to login to WebClass.

User ID Use ID cannot be changed.
. This User ID shows your permission to use WebClass as the course

Permission
manager.

User Name User_ name for display can be changed, if permitted by the system
administrator.

Password Password to log in to WebClass can be changed, if permitted by the
system administrator.

E-mail Notices will be sent to the registered e-mail address, if the feature is

address enabled by the system administrator.

Page Character font can be changed.

Appearance

£ For changing e-mail address or page appearance, password is not required.

To save the change of the setting, click [Update] button and login again.

Changing password:
1 Enter a character string in the "Password" entry form. Use characters that cannot be

easily analogized by others.

© The characters which can be included in the password are alphanumeric
characters, symbols (_/?;:+*-=~|@ " !"#$% & <> ()[]{}) and spaces.

The maximum of 30 characters can be used.
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https://webclass.jp/manuals/admin/integrated-portfolio/

& Any string that contains User ID or consists of five or less characters cannot be
set as a password. The password policies may differ depending on the system
used.

2 For confirmation, after entering a password in “Password (Check)” entry form, enter
it again.
3 Click [Update] button. Next time you log in, use the updated password.

Changing e-mail address:
When this feature is enabled by the system administrator, you will receive notice mail in

the following cases;

= When there is a new message
= When there is a new post on BBS
= When there is submitted reports

= When counsel column of Study Card is updated

& To decline notice mail, do not enter any e-mail address in "email address" entry

form.

1 Enter the e-mail address. If you wish to enter more than one e-mail address, separate
them by commas.

2 Click "Send test mail to this address"”, then a test e-mail is sent to the e-mail address
which you entered.

3 Click [Update] button.
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Material List

Course Material
Grades

Attendance

User Management
Other tools

Course Management

“w " menu

Timeline

About Material List

First, move to the “Material List” screen. Click the course name on the “Course List”
screen. To return to the “Course List” screen, click “WebClass” link located in the upper

left of the screen, or click “Account Menu” > “Course List”.

When you move to the course, the “Material List” screen will be displayed as the figure

below. The course manager mainly uses this screen to manage the course.

——— Login as a Student
You e new ROtoes, You hive new Messacges.

Timakne urit EZmmm— [Create Material] button
c o At about grammar - | Reorder/Labeling

N —— : Materials

w By,

— menu

Forum

® wik

Textbook Material List

In Course Material, you can create materials and check materials list or Timeline.
In Grades, you can check course scores and survey results, or grade reports.
In Attendance, you can record attendance or check and change past attendance record.

Other tools include “FAQ / Glossary”, “Study Card”, and “Notebook”. Study Card
records the course members’ learning record for integrated management. “FAQ /
Glossary” can contain answers to the questions frequently asked in class and terms to
help understanding the theme of the lesson. “Notebook” can store up to about 50 KB of
text data.

In User Management, you can register course members and divide them into groups.
You can also check course member’s access status.

In Course Management, you can view Class Info including Class Schedule, Syllabus,
Course ID and URL. You can set Course Option or Exam mode, and do Backup /
Restore and Usage Status.
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If you click "Login as student" in the menu, the screen will switch to the student mode.
You can check how the screen is displayed for students. To end student mode and return
to the Material List screen, click "Leave student view".

When the teacher creates a material or place a message, Timeline notifies the students

which materials to work on in chronological order.

Material List shows the material used in the lesson. You can stick labels to materials or
sort materials by drag-and-drop. By clicking “ === ” menu of the material, you can change
options, edit material content or open the material to users. You can also copy or export
materials, link materials to another course or delete materials. Click Info, it will be
displayed and you can check summary of suggestions, the status and Public URL. You
can also check Scores, Analyze / Re-grade Test Results, Progress, History, Review.

Check Class Information

If you click "Course Management" > "Class Info", course information, Course ID and
Course URL will be displayed. These are needed when sending notices in batch. To edit
Class Information or Course Schedule Table, click [Edit] button.

Class information Class information is displayed on the “Course List” screen.
Courses can be selected in the Class Schedule Table on the
Class Schedule Table " o
Course List” screen.
Member Restriction Member Restriction Mode blocks students from taking or
Mode withdrawing from the course.
Set an alphanumeric password which is needed when a user
registers as a course member.
The courses which are not displayed in the Class Schedule
Table can be viewed on “Courses in operation” or “Courses
you are taking” on the Course list screen. Icon can be attached
on the name of the course.

Course Password

Course icon

£ The setup options may differ depending on the system used.

When setup is complete, click [Save] button in the bottom of the screen.

Setting the course options
The course manager can customize the course display or activate features by setting
options. Click "Course Management" > "Course Option" and display the Course Option

Setting screen.

Option Description

'New!" icon Display ‘New’ icon with updated materials for one week.
Syllabus Allow course members to view class plan and outlook.
FAQ / Glossary Create glossary and allow course members to view.
Show “Examination” Allow students to view only the scores of assessment
Results materials (grades are hidden).
Show Gradebook Allow users to view Gradebook.

Allow students to know other members of the course.
Show Member List When creating a new message, recipients can be selected

from the member list.
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Text
Conversion file

[Save] button

Preview

© Depending on the system used, available setting options may differ from the actual
screen display.

When setup is complete, click [Save] button at the bottom of the screen.

Creating Syllabus

You can allow users to view the lesson plan and material. Click "Course Management" >
"Syllabus", then the Syllabus screen will be displayed.

& To use this feature, click Course Menu "Course Management" > "Course Option"

and mark "Syllabus" as "Yes."

Enter the syllabus in "Text" or specify the document file (Word, PDF etc.) in File
Conversion and save conversion method in HTML or PDF.

2 If PDF file is not displayed correctly, click the link and retry after reopening it in

another window.
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[User search registration] button
[Batch Registration /
Removal by File] button

[Member Search Form] button

[Remove from the Course] button
[Update Display Option /
Course Permission] button

Registering course members

To take lessons of WebClass, the user needs to be registered as a course member. Any

course member who was registered wrongly or has withdrawn can be deleted.

2 In some cases, depending on the system used, the course manager does not

have permission to register course members.

At the beginning of a year, the system manager creates the course and registers the
course members. If the restriction mode is disabled (free member mode), users can
freely register the course or withdraw from it. Therefore, the course manager can register

users as course members or give them permission to act as TA or SA.

In “Course Menu”, click "User Management" > "Add / Change / Remove Members" and

display the “Add / Change / Remove members to/in/from this course” screen.

In this screen, you can search registered course members by using search conditions
such as User Name or User ID with [Member Search Form] button. You can also narrow
down the search by adding student’'s profile to “Add filters”. To remove any added
condition, click [x] button.

£ wildcard and “or” operator can be used as search conditions.

To change student’s profile display in the search result, select display items from

“columns”.

Add course membar

2peaty searh ondnon: [ECEEREE R

Current Coursa Member

Download current members list

Search results 11 users
Gisplay order Displry  (ser Mame user in tourse Permission

. —— Permission Setting

— Bttt

1 To add a course member, click [User search registration] button on the

“Add/Change/Remove members to/in/from this course” screen.
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Enter "User Name" or "User ID", and search the user.
Select the permission from “Assign course permission”.
In the search results, click the check box of the member who you wish to register and

click [Add selected users] button, or click [Add all listed users] button.

Changing Course Permission:
You can change Course Permission of users who are already registered as course
members. Course permission defines the features the user is allowed to do in the course.

For details about course permission, please refer to “About type of user’s type and role”.

After the search, give a new Course Permission to the course member by selecting
Course Permission from the pull-down list or by setting the permission for each feature
in "Permission Setting" link. To save the new Course Permission, click [Update Display
Option/Course Permission] button or [Update] button on the “Course Permission Setting”

screen.

Batch registration and removal of course members:
Using CSV file, registration or removal of course members can be done in batch. First,
click [Batch Registration/Removal by File] button. Next, in order to create the data file,

download the sample file for batch registration. Use text editor such as Excel to edit the

fields below.
| Field _Description |
user_id User ID for registration.

The permissions that can be appointed are Author,
Observer, User, TA and SA.

course_perm If no permission is appointed, the permission which is
set by the system administrator at the time of
registration will be assigned.

© Please enter the field name in CSV file’s first line.

Select the created data and click [Register Users to the Course] button or [Remove Users
from the Course] button.
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[Create New Group-Set] button

[Import] button

[Edit] button
[Export] button
[Delete] button

Assigning course members to group

In the following cases, you can divide course members into groups to work on each

material;

= When each group is using different forum material (such as group learning).

= When you wish to use different Textbooks or Assessment according to the
student’s learning speed.

= When two or more classes take the same course and you wish to restrict the

access.

To set up the group to work on the material, the group must be created beforehand. On
the “Group-Set Index” screen, click Course Menu "User Management” > "Group Setting".

Sample File

Groug-Set Index

“Group Setting” is a feature to manage groups in set (Group-Set) which consists of more

than two groups. Groups can be formed according to the purpose.

£ A user cannot belong to more than one group within a Group-Set. To register the

same user in more than two groups, another Group-Set must be created.

Click [Create New Group-Set] button and create groups on the Group-Set Edit screen.
After creating a Group-Set, you can change name or members by selecting the radio
button and clicking [Edit] button. With [Export] button, you can use CSV file to download
the group and members of the Group-Set. With [Delete] button, you can delete unwanted
Group-Set.
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[Save] button

Group-Set Name

Group Name

[Add Group] button

Batch creation of Group-Set:
Using CSV file, you can create Group-Set or groups in batch. First, download the sample

file to create the data file. Use text editor such as Excel and edit the fields below.

Enter the same Group-Set name for all groups within a
group_set_name set.
group_name Enter the group name.
(Columns beside the Enter one User ID in each last column (Separate each
group_name) user by a comma).

) Please enter the field name in CSV file’s first line.

Specify the created data file on the “Group-Set Index” screen, and click [Import] button.

Creating Group

First, open the “Group-Set Edit” screen and create the Group-Set and the groups to be
added. Group-Set names must be easy to recognize so that they can be easily searched
when setting up the groups to work on the material on the Course Option screen.

Group-Sot Nomo

‘Group Index

[Add member] button
[List/Delete Member] button
Display order

[Delete group] button

1 Enter the "Group-Set Name" and click [Save] button.
2 Click [Add Group] button and create as many groups as required.

£ Use [Delete Group] button to delete any group wrongly created.

Edit "Group Name" and click [Save] button.
To sort groups, change order of display in the pull-down list. After changing, click
[Save] button.

5 Click [Add Member] button, then “Add Group Member” screen is displayed.
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Registering group member

Next, register the members in the created group. Click [List/ Delete Member] button on

the Group-Set Edit screen to display the existing group members. Selected users will be

removed from the group.

Return to Group Ind ——

Search conditon — "

Group selection

[Add Selected User to Group] ———

button
[Add All Users to Group]
button

1

3

Specify the search condition and click [Search] button. To search only unregistered
users, put a check on "Show only users that do not belong to the group" and search.

© wild card and “or” operator can be used as search conditions.

Check the group name displayed in the Group Selection pull-down list. Put a check
on the user and click [Add Selected User to Group] button or [Add All Users to Group]
button.

& If you register a group member to another group, the membership will change to

the new group.

To register the next member in another group, choose a group from the group

selection pull-down list and repeat Step 2.
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Posting Notices

The course manager can use “Notices” feature to send messages and notices to
WebClass users. Students read new notices using “Notice / Message” icon.

Click “Notice / Message” icon and move to the “Notice List” screen. Click "Manage" and

open “Notices manage” screen.

Notices = Close this window

N voticos manege [Grammar
e o e [Post] button
:Ig:a;.‘!l Publish  Save As Draft | Cancel T [SaVe As Draﬂ] button
susscsressn | | I [Cancel] button
+ Trash

.

Publish to » post rew
Mark L

¥ batch post

Publish period > et

eah]

publish to @ Course managor o Learner

mark impcr tant

publish periodosenst ' & nat ast 2801|2016 ¥ j|Aug ¥ || 29 ¥
closeat:  ® not set el (2016 ¥ [[Aug * (29T

1 Click “Post new” in the menu and enter the title and text of the notice.

2 Set"Publish to" and "Publish period". By putting a check in "Mark", you can distinguish
important notice from others.

3 Click [Post] or [Save As Draft] button.
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Posting Notices with batch:

Using CSV file, you can post notices in batch to multiple courses. On the Notices screen,

click "Batch Post" in the menu. The “Notices Batch Post” screen will be displayed.

Field Description Example
course _id  Recipient’s Course ID s2011st6
open_at Date of opening the post 2011/07/15
close_at Date of closing the post 2011/10/01
to_author  Post to the course manager 1

to_user Post to students 1
important  Mark important message 1

title Subject

substance Main text

e

e

Please enter the field name in CSV file’s first line.
To check the course ID to enter in "course_id" field, go to the course from Course
Menu, then click "Course Management" > "Option / Class Schedule Setting" >

"Class Information".

= If CSV field (enclosure between double quotations) contains any escape character

"¥", the file may not be imported correctly to WebClass.

1 Download the sample file and edit by using text editor such as Excel.
2 Select the edited CSV file and click [Post] button.
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Create New
Inbox

Outbox

Search Message
Trash

Communicating with Message

Using Message feature to exchange messages with individual users is just as easy as
using e-mail software. The messages can be downloaded. The course manager can
check whether the sent message has been read and also extract the messages of a

specific user.

Click “Notice / Message” icon and open the Message screen. On this screen, you can
create, read or manage messages. To close the Message screen, click "Close this

window" link.

Close this window

= Crlonn thes wings

Inbos: (3)
» Create Mew [Delete] button
# Inbo (3) Delets{Mark as read Download Pt T e g7 [Mark as I’ead] button
» Cutbox mm m
AiuE Student 07 (etudery studertd? 160010 1122 [Download] button
s Sndent 0F (ctuderd studentD ey do 1600710 1100
Studert 07 (studary studont( Esewy 16/00/00 1419
# post rew i
*» rarage
% bmtch post

> list

Place the cursor over “Notice / Message” icon to view the list of unread notices and
messages. Put a check mark in the box and click the [Mark as read] button to mark the
message as “read”. To delete message, put a check in the check box and click [Delete]

button.

If you open the “Outbox” to view sent messages, any user that has not read the message
is marked in red. So you can track whether the message has been read. On the
Advanced Message screen, you can see “Message Tree” to check messages in the
thread.

To extract messages sent to or received from a specific user, click “Search Message
and open the “Search Message” screen. Specify the user in “Search” and the search
result will be displayed in the communication history.
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To
Subject
Message

Sending message
To send a message, click "Create New" on the Message screen menu. You can also
attach files on the message. If you do not know the recipient’s User ID, you can select

the recipient from the user list.

Message Wiz Close this window
Create New  [» Message Bateh Serding]
¥ Croate New
» Intase (3) Sond [Send] button
» Cutbow gt U D divided by & cornms L bt froam Ll ist,
» Usar's Messag
» Trash Te
hlotices: -
¥ post rew EI{'ﬂn
» manag Py——— TALERR | BRENTLEEA Attachment
¥ batch post

B it

1 Click "Create New" or click "Reply" for a received message.

2 Enter "To", "Subject" and "Message". If you do not know the recipients’ User ID or you
wish to send message to a specific group, “Select from User List* can help you to find
the recipient’s address easily. The messages are sent as text data, so HTML tag
cannot be used.

& If you select more than one address, message will be sent individually so that one
recipient cannot view another recipient’s information.
@ If an error occurs while sending message to multiple recipients, mail forwarding

will be interrupted.

3 Files can be attached.
4 Click [Send] button.

Send messages from Batch file:

Click the link "Send message from batch file" on the “Create New” screen. A new
screen opens and you can send multiple messages at the same time by using CSV file.
To return to the previous screen, click "Edit New Message" link.

Field Description

To Specify the recipient’s User ID.
Subject Enter the message subject.
Message Enter the message text.

) Please enter the field name in CSV file’s first line.

1 Download the sample file and use text editor such as Excel to edit the file.
2 Select the edited CSV file and click [Send] button.
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Creating Material

To conduct lessons using WebClass, the course manager need to create materials in the
assigned course. WebClass is easy to operate and time-saving because document files
such as Word, Excel, Power Point etc. created in the past can be imported. This section
explains how to create materials.

About Course Material Creation

The course manager can create materials including Forum material, Textbook,
Assessment and Unit material. Click [Create Material] button on the “Material List” screen,

then the “Material Creation” screen will be displayed.

This section will explain how to create material by type.

Create Material

In Textbook, you can create slides and references for the lesson, which are used in
preparation and revision of the lesson or during the lesson. Assessment includes Report,
Test and Survey. You can collect reports and survey, conduct periodic exam, quiz and
question practice as well as assessment (anonymous or non-anonymous). Forum
includes BBS, Wiki and Chat. On BBS, you can post questions or suggestions. on Wiki,
you can create web pages to review summary of discussions and studies of the past.
Chat, unlike BBS, allows conversation in real time. In Unit, you can combine Forum
material, Textbook, and Assessment material, and arrange them according to the order
that students must work on.
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You can also create FAQ/Glossary, Study Card and e-Portfolio Container. For how to
create Study Card, please refer to “Managing learning record” and for details about e-

Portfolio Container, please refer to “e-Portfolio Container Author Manual”.

& If you cannot view e-Portfolio Container, please contact the System Administrator.

For details about creating material from existing materials, please refer to “About Copy,
Link, Export and Import”. For details about importing external data file, please refer to

“Managing the course scores of the test carried out except WebClass”.

Editing Material Option and Pages

By clicking “ === " menu of the material, you can change options, edit material content or
open the material to users. You can check summary of suggestions, the status and Public
URL in the “Material information” of the menu. You can also check Scores, Analyze / Re-
grade Test Results, Progress, History, Review. To edit options, click "Options". To edit
pages, click "Edit".
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Title

[Create Textbook

- Standard Mode] button
[Create Textbook - Batch Entry
/ SCORM] button

[Cancel] button

About Textbook

In Textbook material, you can create digital textbooks that consist of pages with headings
and body text. You can write the body in plain text or HTML tags, but you can also import
document files such as Word, Excel, PowerPoint, PDF, TeX files and SCORM materials.

& SCORM (Sharable Content Object Reference Model) is an e-Learning standard
developed by an American standardization group ADL (Advanced Distributed
Learning Initiative). Its Japanese version is published by a non-profit corporation,
eLC (Japan E-learning consortium).

Creating Textbook material

Click [Create Material] button to display the “Material Creation” screen. Click “Textbook”

Link to display the “Textbook Option Setting” screen.

[+] Page Presentation Options

[+] Author Actess Optians

Coeate Taxibook - Standard Mode  Create Taxthook - Batch Entry | SCORM
® .

canesi | P
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1 Enter the material name in "Title" option (required). If necessary, open the menu and
set up other options.

) You cannot use the same title for material.

Customizable

in Link Description
material

Materials can be grouped by labels and

Label u displayed together.
. . Enter the Textbook title that will be

Title a ;
displayed on the screen.

Access Restrictions i Select whether to open the material to
users and guest users.

Description, notes, etc. 0 Dlsplqyed on the screen when starting the
material.

Date & Time Restrictions (1 Set thg time period users can access the
material.

Limit the number of times users can

Access Limit u access the material.

Limit the time (in minutes) users can
Time Limit u access the material (except SCORM

material).

Limit groups that can access the material
Group Limitation 0 To use this option, group setting must be

done. (For details, please refer to
“Assigning course members to group”).
Limit course members who can work on
Member Limitation u the material. You can use wildcard or CSV
file (to specify members in batch).

Specify IP address of the terminal that can
access material. Use IP-IP, IP/BIT and
IP/IMASK format (full match).

Wild card can be used.

Set a password to restrict the material to
Password to start . work on.

IP Address Limit u

material u Password must be up to 10 single-byte
alphanumeric characters.
Specify the Textbook layout.
Display format ua Select either table of materials or menu
bar.
Save where you stop the material so that
Show bookmark button you can starty from itpnext time.
Show print button Allow printing of the material.
Set a password to restrict creating or
Lock password u editing material. Password must be up to

10 single-byte alphanumeric characters.

@ Depending on the system used, available options may differ from the actual
screen display.

& If you set the "Group Limitation”, users who do not belong to the group cannot
access the material. To allow specific users to work on the material, you must set
“Member Limitation*.

& The size of CSV file that can be imported with "Member Limitation" is up to 9 KB
(9216 letters) for each line. If there are many users to be restricted, type one User
ID in each row and do not separate them with comma (,).

2 When setup is complete, click [Create Textbook - Standard Mode] button or [Create
Textbook - Batch Entry / SCORM] button, and save the option setting.
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[Previous page] button

[Next page] button

[Add New Page] button
[Delete] button

[Save Changes & Exit] button
The display format when

the material is carried out

Move to

Editing pages

After setting up options, you can click [Create Textbook - Standard Mode] button and

display the Page Edit screen. On this screen, you can create or edit pages.

& If you type a string starting with “http://” or “ftp://” in the text field, it will be displayed
as a link.

© Tab character, HTML tag, and MathML tag can be used in the text field. MathML
can be applied only to those tags starting with initial "m". Mathematical expression
cannot be separated with a line break. Firefox, Safari and Mobile Safari support
MathML.

& Use only characters that can be displayed by UTF-8. Pictogram, half-width
katakana, platform dependent characters or non-Japanese and non-alphanumeric
characters may not be displayed correctly.

& With certain Android and iOS 5-, you cannot upload files due to the system. With
iOS 6+ you can upload only image files. With iOS 9+ you can upload various files

from iCloud Drive, DropBox, Google Drive and OneDrive etc.

= Grammar
Textbook Creste New/dit/Deletn

— [Change to Chapter Title] button

— [Save] button

T Preview

1 Enter "Title" of the page. Click [Change to Chapter Title] button and set the multilevel
list.

2 Enter text in the text field or specify the importing file. Specify the conversion system
and click [Save]. The changes will be displayed on the preview screen. If there is no

problem with the preview, move on to the next step.

& If document files are imported, any material entered in "Text" will not be displayed.
© If the PDF file is not displayed correctly or not printable by using [Print] button,
click the link and retry after reopening it in another window.
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£ If you import an Image larger than 401 x 481 pixels and convert it to HTML, it will
be displayed in a smaller size. When this occurs, a link to view it in the original
size will be displayed.

£ When HTTP Live Streaming (HLS) is enabled, imported MP4 (H.264 /| MPEG-4
AVC, AAC or MP3) video can be played only by streaming and users cannot
download video files. When this feature is disabled, imported MP4 files can be
downloaded and played.

2 The edited page will be saved when you click [Save] button or [Save changes &
Exit] button. You can also save the page by moving to another page or using [Add

New Page] button.

3 To create the next page, click [Add New Page] button. To finish creating the material,
click [Save Changes & Exit] button.

4 To edit the page, use [Move to] in the table of materials and enter the destination page
number. To delete pages, click [Delete] button.

Importing Textbook material in batch

You can import bulky Textbook materials or SCORM materials to WebClass. First,
prepare the material file for importing. Then, click "Manuals" in the Account menu and
download the sample file.

' To reorganize the Textbook material imported in batch, you need to click [Create

Textbook - Standard Mode] button on the Option screen and edit each page.

1 Use text editor such as Excel to edit the field of t_list.csv in the sample data.

Field Name Description

chapter Chapter title Enter the chapter title or section title.
section Section title Enter the chapter title or section title.
file stock file name Specify the file for HTML conversion.

attach_file attached file name Specify attached files, if there is any.

© Please enter the field name in CSV file’s first line.
£ The name of files or folders importing in batch must be in half-width alphanumeric

character.

2 Put in the same folder t_list.csv and the stock file which was specified in "file" and
"attach_file". Then, compress it in ZIP format.

3 Set up the options for Textbook material and click [Create Textbook - Batch Entry /
SCORM] button.

4 On the “Batch Entry of Textbook” screen, select the file which was created in step 2

(file for batch importing Textbook or SCORM material) and click [Load] button.
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Title
Type

[Create Assessment

- Standard Mode] button
[Create Assessment

- Batch Entry] button
[Cancel] button

About Assessment

Assessment material can be used for report, Survey, periodic exam, quiz and self-
learning. Also, HotPotatoes material can be imported.

£ HotPotatoes is a software program developed by Victoria University of Canada. It
can create exercise questions which can be automatically scored. Questions that
can be created include multiple-choice questions, crossword puzzle, sorting and
fill-in-the-blank questions. Individuals or educators can register and use it free for
non-profit purpose.

& The CGI option “Submit results through CGI to an email address” is enabled. Web
Page as Standard format output from HotPotatoes 6 (Exclude Masher) are
supported.

& Answers will be saved when you click any button or link on the page, and report
and written essay will be treated as submitted.

After the assessment, the results will be automatically analyzed reports will be easily
graded. For details, please refer to “Giving course scores”.

Creating Assessment material

Click [Create Material] button to display the “Material Creation” screen. Then, click
“Essay”, “Test” or “Survey” to display the “Option Setting” screen.

= Gramanar

Acotss Restrictions (| Open % the Course Memben +

Descripnon, notes, etc

ried Course [+ User Acewss Options

[+] Casestion Presentation Optiorrs

[+] Report Rinvew Options
[+ 1 Notce Opticns

1+ ] Author Access Options
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1 Enter material's name in "Title" (required) and select the “Type” of question.

£ You cannot create more than one material with the same title.

Checkable o
Type scores Description
Test (Show so_lutlons . After working on the material, users can check the
when the test is ] B
completed) correct answers and descriptions.
Used as tests or periodic examinations.
Examination If “Allow viewing of Examination Score” option is
(Hide Results) enabled in the course setting, users can view
examination scores only.
Exercise (Show each The user can check the correct answer every after
solution between a X
; one question.
guestions)
g:;\;eg/ng;gckable Create a Survey using real names.
Survey (Anonymous Create a Survey without using names.
Responses) Answers will be saved as anonymous.
Essay a Collect and grade reports.
If “Allow viewing of Examination Score” option is
Essay (Hide Results) enabled in the course setting, users can view
examination scores only.
Keep the record of learning
Study Card For details, please refer to "Managing learning
record".
?;;;;E?\E;)t?osn) Execute HotPotatoes material for examination.
?;;Egﬁgsf a Execute HotPotatoes material for self-learning.

& Depending on the system used, available options may differ from actual screen

display.

£ In Hot Potatoes material, users save the answers by clicking Hot Potatoes’

[Check] button.
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2 If necessary, open the menu and set up other options.

Customizable
in Link Description
material

Customizable

in type

Materials can be grouped by

Label Al u labels and displayed together.
Enter the Assessment
Title All a material’s title that will be
displayed on the screen.
Type All (O) Specify the type of material.
Access Al matoral 1 users and guest
Restrictions
users.
Description, notes All i Displayed when executing the
etc. material.

Set the time period users can
access the material.
Even if the student answers on
All V] and after the end date and
time, you cannot forcibly close
or prohibit the teaching
materials.
Exclude Study . Limit the number of times
Card users can access the material.
Limit the time users can
access the material before
forced termination.
When option “Allow students
to answer again” is enabled,
the timer for the second and
subsequent answers is
resumed the previous elapsed
time, when the option is
disabled, it's not resumed.
Limit the groups that can
access the material.
To use this option, group
u setting must be done. (For

Date & Time
Restrictions

Access Limit

Exclude Study

Time Limit Card

Group Limitation Exclude Study

Card details, please refer to
“Assigning course members to
group”).
Limit course members who
can work on the material.
Member Exclude Study . - .
Limitation Card G Wildcard or CSV file can be

used (If there are many User
ID’s to be restricted).
Specify IP address of the
terminal that can access

u material. Use IP-IP, IP/BIT or
IP/IMASK format (full match).
Wild card can be used.
Set a password to restrict the
material to be worked on.

Exclude Study

IP Address Limit Card

Password to start  Exclude Study

material Card u Password must be up to 10
single-byte alphanumeric
characters.

Exclude Study . .

Page Card, (@) Epiﬁfy the question page
HotPotatoes yout.
Exclude Study The question numbers can be
Hide question No.  Card, hidden if material is created on
HotPotatoes a single page.
Exclude Study .

Subscript Card, ;?Sscgz tthe pattern for
HotPotatoes Pt

Random options Exclude Study Sort options of multlple-chqlce
Card guestions to prevent cheating.
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Random

Customizable
in Link
MECE

Customizable
in type

Exclude Study

Description

Randomly sort questions to
prevent cheating.
If Question Category is

questions ﬁgtrg'otatoes specified, questions from all
categories will be given with
even probability.

Do not allow Exclude Study

students to
answer again

Card,
HotPotatoes

Hide [Previous page] button.
It's enabled in the Exercise.

When
unanswered
questions are
found

Exclude Study
Card

Specify how to respond if
question is unanswered.
(Priority is given to the time
limit even if "Wait until all
questions are filled" is
enabled.)

Show bookmark
button

Exclude Study
Card

Save where you stop the
material so that you can start
from it next time.

Use ‘Conditional
Branching’

Exclude Study
Card,
HotPotatoes

Branch the order of questions
in response to user’s answer.
For details, please refer to
“Set up Conditional

Branching:”

Show print button

Exclude Study
Card

Allow printing of the material.

Exclude Study

Set the borderline.
Pass / fail can be checked on

Set passing mark Card V] the result screen or grade list
screen of the self-learning
material.

If enabled, users can change
their previous answers.

Allow students to Exclude Study Se_t “No” in_th(_a Exercise. o

answer again Card, If file submission or description

HotPotatoes style answers are already
submitted and graded, the
answers cannot be changed.
Choose whether to show the
explanations HotPotatoes descriptions on the Course
scores screen.

Open submitted Exclude Study B Allow students to view the

essay / survey to Card V] Survey result and the

the members submitted report.

Students can evaluate each
other’s report and Description
. Exclude Study . style answers.

Peer Review Card u If “Date & Time Restrictions” is
set, peer review will start at the
end of submission period.

Notify when a Select users who will receive a

report file is E);%Ude Study u notice when the report of this

submitted material is submitted.
Set a password to restrict
creating or editing material.

Lock password All V] Passwords must be up to 10

single-byte alphanumeric
characters.

& Depending on the system used, available setting options may differ from the actual

screen display.
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& Study History is recorded in student mode and manager mode. The number of

accesses means the number of study history. Therefore, accessing material with

the "Access Limit" option is restricted by accesses in the manager mode.

& If you set the "Group Limitation", users who do not belong to the group cannot

access the material. To allow specific users to work on the material, you must set
“Member Limitation®.

& The size of CSV file that can be uploaded with "Member Limitation" is up to 9 KB

(9216 letters) for each line. If there are many users to be restricted, type one User

ID in each row and do not separate them with a comma (,).

& When "Single Page" is chosen at page settings, time taken to answer each

guestion cannot be measured and questions created from imported files cannot
be displayed.

3 When setup is complete, click [Create Assessment - Standard Mode] button or
[Create Assessment - Batch Entry] button, and save the settings.
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[Previous page] button

[Next page] button

[Copy] button

[Add New Question] button
[Delete] button

[Save Changes & Exit] button

Creating questions

After setting up options, click [Create Assessment-Standard Mode] button. Edit Question

screen will open and you can create questions.

[

* Grammar

To maintain consistency of the course grade data, before editing any material
which has been worked in the past, it is necessary to delete Study History. For

deleting Study History, please refer to “Checking Study History”.

¢ If you type a string starting with “http://” or “ftp://” in the text field, it will be displayed

as a link.

& Tab character, HTML tag, and MathML tag can be used in the text field. MathML

can be applied only to those tags starting with initial "m". Mathematical expression
cannot be separated with a line break. Firefox, Safari and Mobile Safari support
MathML.

* When document file is imported using "Question source file" or "Answer source

file", any material entered in "Question entered manually" or "Answer entered

manually" cannot be displayed.

# Use only characters that can be displayed by UTF-8. Pictogram, half-width

katakana, platform dependent characters or non-Japanese and non-alphanumeric

characters may not be displayed correctly.

¢ With certain Android and iOS 5-, you cannot upload files due to the system. With

iOS 6+ only image you can upload only image files. With iOS 9+ you can upload

various files from iCloud Drive, DropBox, Google Drive and OneDrive etc.

“ When HTTP Live Streaming (HLS) is enabled, imported MP4 (H.264 /| MPEG-4

AVC, AAC or MP3) video can be played only by streaming and users cannot

download video files. When this feature is disabled, imported MP4 files can be

downloaded and played.

Attassmant Craste
New/Edit/Delete

Questen

G Anpivers

Allotted points
__ Category
Edit rubric

Question
— [Save] button

Question style

Correct answer

Detailed answers

T Preview
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1 Set"Allotted points" using integer numbers. You can set three levels of "Difficulty” and

question “Category" optionally.

£ Click "Edit Rubric" to use rubric for grading reports. Please refer to “Evaluate file
submission and description style of question by rubric:”.

© When changing “Allotted points” of completed materials, the change will not be
automatically reflected on scores already given. To recalculate scores (except File
submission and Description questions), click [Re-grade] button. Please refer to
"Checking detailed course scores for every question”.

2 Enter the text in the text field of "Question"”, or specify a source file. Specify a

conversion method. Image files and reference files can be attached.

£ To an image / audio file, if you specify an Image larger than 401 x 481 pixels and
convert it to HTML, the image will be displayed in a smaller size. When this occurs,
a link to view it in the original size will be displayed.

3 Edit “Correct Answers” area to specify the correct answer and the method of answer.
Set “Question Style” and “Number of Choices”. You can set the options to allow
variations of the correct answer.

"style" field
for batch

Style name

Description

Multiple-choice questions. Choose one correct answer
from multiple choices.
Multiple-choice questions. Choose two or more correct

Single Choice  radio

Mult!ple checkbox answers from multiple choices. No partial points will be
Choices
awarded.
Fill-in-the-blank questions. Up to 500 characters may
be entered as the answers.
. You can set excluding conditions and ignore the
YXS&?/Nume”c wordinput difference between full-width character / space and

half-width character / space.

You can set alternative correct answers or partial
points.

Essay questions with character limit.

The answer will be graded by the Course manager.
Spaces, tab characters and line feeds included in the
Description text answer are counted as characters.

Keywords included in the answer can be specified in
the regular expressions. It is necessary to escape any
meta character by using "¥".

Level level Question for Survey material. At each level, choose the
Selection answer among options.

Dropdown Fill-in-the-blank qut_estion. Choose one of the options to
Choices dropdown answer each question, If there are more than one

correct options, they must be connected by "or".

This can be used when options are described in the
question text.

Choices Only  line

Instruct students to submit reports.
In the default setting, there is no restriction on the file
File type. You can set the acceptable file type.

Submission report When using “Search Similar Essay” feature, file type
must be either “Word” (DOCX) only or “TEXT” only
(Please refer to “Finding similar essays”).

Matching matching Choos_e options from group A and group B to make
matching.

Ordinal ordinal Rearrange-the-order questions.

Matrix matrix Matching questions using tables.

Matrix (2) rubric Matching questions using rubric.
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& When the question is copied, the correct answer will not be carried forward. Since
select-the-correct-answer questions (except level selection questions) are scored
automatically, please specify the correct answers.

& If you wish to include any answer other than the answers provided as options, type
"Others" in the character string of the option. To create a multiple-choice question
for which there is no correct answer among the provided options, set it as a single
choice question and type “no answer” in the character string of the option. Set up
the ‘Conditional Branching’ feature so that students who choose the option will
move to either Word / Numeric question or description style question.

& With certain Android and iOS 5-, you cannot upload files. With iOS 6+, only image
files can be uploaded. With iOS 9+, you can upload files on iCloud Drive, DropBox,
Google Drive and OneDrive etc.

& When using matrix (2) to import files, if CSV field contains any escape character
"¥", the file may not be imported correctly to WebClass.

& For more information about “style field for batch”, please refer to “Incorporating

Assessment material by package”.

4 Enter the text in the "Detailed answers" field, or specify the source file. Specify a
conversion method.

5 Click [Save] button and the edited question and the rubric will be saved in the preview.
Check whether the question, the description and the correct answer have been

entered correctly. Click [Add New Question] button to create the next question.

© Edited questions will be saved when [Save] and [Save Changes and Exit] button
is clicked, or when you move to another page with [Add New Question] button.

& If the PDF file is not displayed correctly or not printable by using [Print] button,
click the link and retry after reopening it in another window.

6 To change the order of questions, specify the destination page using "Move To" in the

table of materials. To delete the page, click [Delete] button.

£ When "Random questions” is enabled on the “Option Setting” screen, related
groups can be put together by using [Group questions] button. For details, please
refer to “Bundling questions”.

"

£ When "Use ‘Conditional Branching™ is set on the “Option Setting” screen, you can
use [Edit Conditional Branching] button to control the order of questions according

to the answers. For details, please refer to “Setup Conditional Branching”.

7 Click [Save Changes & Exit] button to end creating questions.
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[Delete rubric] button
Load rubric from CSV file

Size of rubric

Criterion

Evaluate file submission and description style of question by rubric:
Rubric helps the evaluation of reports and answers to description style questions which

tend to be subjective. They can be graded on the absolute scale and with clear criterion.

& The types of material that can be evaluated by rubric are file submission or
description style question that can be graded, including "Test", "Examination” and

"Essay". The following description applies to the above question types.

To use Rubric for grading, click "Edit Rubric" link which is in “Allotted Points” on the Edit
Question screen. To create Rubric, you can enter it directly on the Rubric edit screen or

use CSV file created beforehand.

£ When creating rubric with CSV file, enter the contents of the scale in each cell in
the first row. Then enter the contents of the evaluation criterion in each cell in the
first column. Finally, enter the contents of the evaluation standard in each cell after
the second row and column. Note that point allocation is not set using CSV file.

@ Do not break lines in cells in the CSV file.

2 If CSV field contains any escape character "¥", the file may not be imported

correctly to WebClass.

Rubric edit screen

Dalean rubric

Load rubric from csv fle | TP OLRMR WAZNTUEEA | BE == [Save] button

Display scoring-rubric at answer.
Display scoring-rubric on result.
Score:d
—4 %2 || Changs Size
Excallent Good Baslc Paar

Measure
' 3 2 1 Point

Understanding |2 8n excal lant Hzve a gmod Have an - Have 3 poor
3 _lunderstanding of the understanding of e undersisnding of ™ understanding.
Delate || Asd | jwmole |esson- lesson. Uhe basic elements
I [Grammas and sp0 error 12 errors 34 errors sermere wrors [ Standard

Delete | Add

1 Choose when to show rubric by putting a checkmark in “Show rubric when answering”
and/or “Show rubric with score result”.

2 Specify the rubric size with “number of columns” and “number of rows”. Click [Change
size] button.

3 Enter each items of rubric. When editing is complete. Click [Save] button.

£ You can set score allotment by entering scores in the entry fields.
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[Simulation] button
[Close this window] button
[Save Changes & Exit] button

Bundling questions:

"Group questions" can group together related questions so that they will not be given
separately. To use this feature, enable “Random questions” on the “Option Setting”
screen and do not set the number of extraction. To form question groups, click [Group
questions] button on the Edit Question screen menu.

ey ol 05 and G5 are ubarendl A4 [456205]

rap! [ erow? | oond [ roed [[erags
i
lo

12

0
0
0
0
0
0

Himulation

Close this window

Save Changes & Exit

1 Enter the same number for the questions to be grouped together. The questions set
blank or “0” will be shuffled within or outside the group.

£ Questions to be grouped need to have sequential numbers.
© The order of the questions in the group will be unchanged if you set a negative

number of the group number set in another group block.

2 Click [Simulation] button. If the groups are formed as intended, click [Save Changes

& Exit] button.
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Set up Conditional Branching:

If you wish to give questions stage by stage according to the Assessment or progress of
learning, you can set up “Conditional Branching” feature on the “Option Setting” screen
of Assessment material. Click [Edit Conditional Branching] button on the Edit Question

screen.

© The feature “Conditional Branching” cannot be used with “Random question”
option or “Rearrangement” option.

2 If you change the setting on the “Option Setting” screen to "Do not set the blocking
of returning to previous questions” or “Do not allow returning to previous”, you
need to set up the branching condition in a way to avoid the material being unable
to finish. While the material is executed, if you click the [Previous Page] button,
you will return to the previous question and the answer will be reset.

& “Conditional Branching” cannot be set for the final question.

£ If you edit any question, the branch condition must be setup again.

i Close this window.

=+1— [Save] button

1 For mandatory question, put a check mark in the box under "Required. If not
answered, the user cannot proceed to the next question.

2 Set which "Answer" or "Result" allows users to move to the specified question. Or,
you can allow users to move to the specified question without any condition.

3  When setup is complete, click [Save] button.
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Incorporating Assessment material by package
In WebClass, you can import Assessment materials which contain many questions. First,
prepare the material file for importing. Click "Manuals" in Course List or Course Menu

and download the sample file.

@ To edit an Assessment material which is created by batch import, click [Create

Assessment - Standard Mode] button on the Option screen and edit each question.

Downloadable sample files  Description

question_sample.zip contains DOC file (for
Using the file question text and description text) and list.csv (for
creating questions).

Specify question text, description text and

Creating with text only question style in question_text.csv.

o

To import HotPotatoes file, choose HotPotatoes (Examination) or HotPotatoes
(self-learning) on the “Option Setting” screen of Assessment material, and click
[Create] button.

Study Card cannot be created by batch import.

o

1 When you use text editor such as Excel and open question_text.csv or list.csv which
is included in the sample data, you can view the sample entry. Follow the sample and

edit your entry.

Field Required Description

point (@) Speu_fy points allotted for self-learning or examination type
guestions.

area Specify the area of questions.

difficulty Specify the level of difficulty: A (difficult), B (standard) or C

(easy) for self-learning or examination type questions.
Specify the question style (radio, checkbox, wordinput,
style ] text, level, dropdown, line, report, matching, ordinal, matrix
or rubric).

Specify the correct answer for questions except text, level
or report type.

answer (@ If there are more than one correct answers, enter "X!#!'Y"
for "X and Y" and enter "X or Y" for "X or Y".
If you do not specify the source question file, enter the
question question text in the question field.
Qa For the question text, use HTML tag.
question_file _If you specify thg source question file, specify the file name
in question file field.
. ) If you use the question field, you can specify the
image_file image/sound file.
If you do not specify the source description file for self-
learning or examination type questions, enter the
. description text in the description field.
description

HTML tag can be used for description text.
() When an "options rearrangement" is enabled, you can
separate each option by using "#!" and attach description.
If you specify the source description file for self- learning or
description_file examination type questions, specify the file name in
description_file field.
For multiple-choice-questions, add option fields as
necessary, and enter the options.
Specify "dummy" to create blank options for level or line
questions.
For matrix, enter "name of each line", "the last
line %#%the first row” and “name of each row” in the
option field. The number of the option fields is (number of
rows + number of columns — 1).

option 1-50 (Q)
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© Please enter the field name in CSV file’s first line.

& Use half-width alphanumeric characters to specify the name of the file or the folder
for bulk import.

& If CSV field contains any escape character "¥", the file may not be imported

correctly to WebClass.

2 To import a stock file together, specify the stock file in list.csv and put it in the same
folder with list.csv and compress in ZIP format. (If you create text only, compression
is not necessary.)

3 Set up options for the Assessment material and click [Create Assessment - Batch
Entry] button.

4 On the batch import screen, specify the file which was created in Step 1 and 2, then
click [Load] button. Click "Back to Create New / Edit / Delete" link, and check the
imported questions.

Creating material for Peer Review

WebClass has a feature called "Peer Review" (mutual evaluation). In this feature a
student marks coursework such as file submission and description style questions
submitted by another student. When a student marks coursework, it is not revealed who
submitted it, therefore the evaluation is objective.

& The user who did not answer or the author who answered using the student mode
will not become the target of Peer review.

& If the answer is made by another user and blank record was generated, such
answer will not become the target of Peer review. For Peer review, delete the

comments of the answer from the blank record.

1 Create a new Assessment material. Enter the title on the option screen and select
"Test", "Examination" or "Essay" type. For setting options, please also refer to
“Creating Assessment material”.

2 Set the time to start Peer review in "Date & Time Restrictions" in "User Access

Options" on the “Option Setting” screen.

& By default (Date & Time Restrictions is invalid), students are assigned to the
evaluation target according to the order they have answered. Then the Peer
review will start. Therefore, the combination of the student and evaluation target

may not be consistent.

& To start Peer review at the same time, set the time limit in Date & Time Restrictions.

At the end of the time limit, students who answered within the time limit will be

assigned to the evaluation target and start the Peer review.

3 On the Option Setting screen, activate “Peer review” in “Report Review Options” and
enter the number of evaluation targets assigned to each student.
4 Click [Create Assessment - Standard Mode] button, and create either file submission

or description style question.
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[Grade] button

When the peer review is ready to start, "Please evaluate other member's essays." will be

displayed on student’s “Material List” and Details screen of the target material.

Starting Peer Review:

Users are prompted to answer to material that you created above. After answering, users
will see “Please evaluate other member’s essays” link on the Details screen. When they
click the link, the grading screen for file submission or description style question will open
and they can operate just like the course manager to grade answers that are randomly
assigned.

& If available time has been set, at the end of the time limit, “Please evaluate other

member's essays” will be displayed on the “Material List” and Details screen.

— Detailed answers

Question

The submitted file

“it point

——  — Comment

g : [Save] button

1 Click [Grade] button of the evaluation target on the “Grade Essay Assignments”
screen, then display the grading frame.
Download the submitted file and check its material.
Enter the comment and score for the report and click [Save] button.

Evaluate the remaining members' reports.
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Download Score Summary Tabl

Review detail

Display Method
Period
Aggregation Mode
Untouched Data

Checking Peer Review results
To check how the report is evaluated, click "Open" link of “Peer review” displayed on
“Test style option” of the material’s Info screen. Click [Review detail] button to display the

“Peer Review Summary (Average score: summary mode)” screen.

Peer review

Peer Review Summary  {Awverage Score:Detall Mode)

W0iTe1s

T R e 13515 ¥ L B [Delete] button

Sumrary Wode

S | H17(¢) # | AMoah + | 1 ® [Tl 2090Y) * | Woren ¥ ats *

Auwarage Seore | | Higheat Seors | | Lowast Seern | Totdl Searn Salvash {35 — [Refresh] button
[Delete old data] button

Unsssessec repcrt 60 * Disoiay data wiich has been left aver # minutes with X mark.

e LT T T = R
- — Score
ca l ' 1. Score graph

On the “Peer Review Summary (Average score: summary mode)” screen, analysis
method during the analysis period can be switched from average score, highest score,
lowest score to total score. When you click the evaluated score, review details will be
displayed and you can check the review comments.

If any assigned target is not evaluated, you can re-assign it by clicking [Delete old data]
button. Inappropriate review data can be deleted and re-assigned by clicking [Delete]
button in the review details.
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Classwork Assist Box linkage

Using Classwork Assist Box to import answer sheets in
electronic form

When linked with “Classwork Assist Box” of Fuji Xerox, Inc., you can scan the answer
sheet by MFP using OCR to read User ID (student number) and scores, then import the
answer sheet as PDF into WebClass. For using “Classwork Assist Box linkage” feature,
please contact the system administrator.

£ To receive notices from Classwork Assist Box, it is necessary to set up an e-mail
address in WebClass. See “Changing account information” for how to set up an
e-mail address. If you have set up a few addresses, notices will be sent to the

address in the left end.

Preparing material to be a storing location of the answer data

First, create Classwork Assist Box Material to import the scanned answer sheet and

marked results. On Material List screen, click [Create New Material] button.

& When “Auto Classwork Assist Box linkage Material generator” feature is
enabled by the system administer, you can create the material on MFP’s screen.

Create Material

Texthos

1 Cswes s
Create from existing materials

1 Click “Classwork Assist Box linkage” link on “Material Creation” screen.
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Label
Title

Grading
Storing answer sheets

Perfect score
Border
Difficulty
Category
[Save] button
[Cancel] button

2 On “Classwork Assist Box linkage material generator screen, enter "Title".

[

If you use “Auto Classwork Assist Box linkage Material generator” to generate
material, “material name”, “Show scores to users” and “method of storing answers”
will be automatically set as day/time of generation, “Suspend” and “Store as
another answer" respectively.

Material Craatian

Classwork Assist Box linkage

L crarlag answer

I Perdectscone

Grading

sheets

Dorder

Difficulty

Eategony

3

In “Grading”, set how to show results immediately after the scan.

Option Description

Results can be imported from the scan, but viewing
by the user is suspended.

Suspend It is required to change “Suspend” option or confirm
the results on Grade Essay Assignments screen.
When the course option ‘Show “Examination” results’

View / download not allowed is enabled, scores (pass/fail) will be displayed on My

(Exam) Report or course score screen immediately after the

scan.

Scores will be displayed on My Report or course
View / download allowed (Essay) score screen immediately after the scan and the
answer sheet can be downloaded.

[

If you wish to correlate the Assessment in e-Portfolio Container, please change
option to “View / download allowed (Essay)” before correlating. When setting the
option to “View / download allowed (Essay)” or “View / download not allowed
(Exam)”, answer sheet which is imported by the scan will be registered as learning
outcomes in the container.

If you correlate the Assessment in e-Portfolio Container then change option to
“Suspend” and import the answer data, the learning outcomes will not be
registered in Container. It is necessary to register the score on Grade Essay

Assignments screen.
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Set “Storing answer sheets” option.

If more than one answer of the same User ID exists in a single
scan, only the last scanned answer is saved in WebClass.
Overwrite If the scan is done more than once, the study history is recorded
as many times as scanned, however only the last registered
answer is saved in WebClass.
If more than one answer of the same User ID exists in a single
scan, all the answers are saved in WebClass under the same
User ID.
If the scan is done more than once, all the answers are saved in
WebClass.

Save as other
answer

Set up other options if necessary. Click [Save] button.

Using answer sheet for Classwork Assist Box

About answer sheet for Classwork Assist Box and for how to do the scan, please refer to

“Teacher’s operation” in “User’s guide for Classwork Assist Box”.

1

2

4

Download answer sheet’s template from Classwork Assist Box and print it.

& Scores, Student ID and hame cannot be edited because they are processed by
OCR.

After the class, collect the answer sheet and mark it.
& If the result (score) is negative or not entered, it is registered as not graded.

On the screen of MFP with which Classwork Assist Box is set up, select the course
administrator, the course and Classwork Assist Box Material. Start the scan.

£ Materials that have not been imported are marked with "*" in the "challenge” pane

on the MFP screen.

A notice mail will be sent to the e-mail address of WebClass account. Download the

result file from URL given in the e-mail. Register the results.

Option Description
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[Classwork Assist Box
linkage: Register all] button
[Grading] button

Confirming the scan result
The answer sheet imported by the scan is managed as essay assignment. The scores
can be modified using Grade Essay Assignments screen. For information on how to use

the screen, please see “Grading essay assignments”.

© When the scan is imported and the show result option is set as “Suspend”, the
“Grade” column on the Grade Essay Assignments screen will be marked as “NOT
YET".

& If the import of the scan fails due to an error, please generate a blank record as a
non-submitting user, download a PDF file from Classwork Assist Box and upload
it on WebClass screen.

& If the answer is registered with wrong User ID (student number), you can discard
it by deleting Study History.

SreAaMe | EEEnTL T

ity Imported file

— Comment

. Point
[Save] button

By clicking [Classwork Assist Box linkage: Register all] button, show scores option will
change to “View / download allowed (Essay)” and all unregistered answers will be
registered.

When correlated with e-Portfolio Container, by clicking [Classwork Assist Box linkage:
Register all] button or [Save] button in the scoring frame, unregistered answers will be

registered as learning outcomes in the container.
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Linking with TOBUNOTE-1ZUMO to import answer sheets in
electronic form

When you link with “TOBUNOTE-IZUMO’ designed by System Maker M, you can submit
the scanned answers on behalf of the student. The student can check his answers and
scores. Use only provided answer sheet on which designated format of marking area is
printed.

When you scan the answer sheet and register the image data, it reads the User ID
(student registration number) and score, converts the data in PDF file and imports it as

WebClass essay assignment.

Ask students to answer
1 Print mark sheets in TOBUNOTE-IZUMO format.

© Due to the reading process, marking area for User ID (Student registration

number) and marking area for score cannot be moved or edited.
& Answer sheets were copied or were printed by dirty print-heads may be

unreadable because the border of the marking area is unclear.

Distribute the mark sheets printed in Step 1.
3 Ask students to mark the student registration number (User ID) and start answering.

Score the answer sheets and scan

1 Collect the answer sheets and score.

& If the score is hand-written by the teacher but not marked in the marking area, the

answer sheet is registered as unmarked.

2 The following is the recommended scanner setting. Please set the scanner as
necessary.

Setting Items Settings
Color mode Full color
Output file format ~ JPEG or PNG
Use only half-width alphabets, hyphens, underscores, half-width
Output file name and full-width numbers, full-width spaces, Hiragana, Katakana and
Kanji (excluding platform dependent characters).

Reading . . .
resolution 150dpi, 200dpi, 300dpi
Readl_n_g _ 100%

magnification

Sheet size A4 or A3

Sheet orientation Portrait (Set the marking area in the top)

£ Images which are notimported by the scanner, such as images converted to JPEG

or PNG from another format or processed images may be unreadable because
information required for the recognition of the marking area may be incomplete.
& If the marking area is unclear, adjust “Density” or “Sharpness” in the scanner

settings.

3 Scan the answer sheets
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TOBUNOTE-I1ZUMO linkage

Label
Title

Grading
Storing answer sheets

Answer sheets

Sheets per student

Perfect score
Border
Difficulty
Category
Save button
Cancel button

————  TOBU-NOTL LZUMO-:  Craat

—_ Label
] ] TOBL-NOTE 17U Snkage (2018-08-21 17-49:1
4 Grading

1 Srpwing answer

£ If a student’s answer sheets are more than one, arrange the answer sheets in an
order so that the answer sheet with marking area comes first, followed by the other
answer sheets of the same student, then scan. TOBUNOTE-IZUMO reads the file

names in the ascending order.

Register the answer in TOBUNOTE-IZUMO

1 Click [Create new material] button on Material List screen.
2 Click “TOBUNOTE-IZUMO linkage” on Create New Material screen.

al 2 be worked on,

Classwork Assist B C

Croate from existing matariale

3 Enter “Title” on Create material linked with TOBUNOTE-IZUMO screen.

Create Material

TOBU-NOTE IZUMO linkage

ot | SowrIoRa alowed [Repat)

sheets

[ mwer sheets SR ARINTLERA
Sheets per
tudent
Perfect score
Rarder
Difficuilty
Cateqory

4 Use “Grading” option to set how to show the results after the scan.
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) After the scan, the answers are considered as unscored. When the answers are
scored and no problems are found, please change the viewing option from

“suspended” to another.

Option Description

The answer images can be registered, but the viewing
by the users is suspended.

You must change “Suspended” option or confirm the
results on Grade Essay Assignments screen.

When the course option “Allow viewing of scores
(pass/fail) of exam material” is enabled, the score
(pass/fall) is displayed on user’'s My Report or Result

Suspend

View / download not allowed

(Exam) screen immediately after the answer image is
registered.
The score is displayed on user's My Report or Result
View / download allowed screen immediately after the answer image is
(Essay) registered, and user is allowed to download the
answers.

5 Set “Storing answer sheets” option.

If the same User ID is found more than once in a single
registration, only the initially read answer (files are sorted by
name in ascending order) is saved in WebClass and the study
Overwrite history is recorded.
If the registration is done more than once, the study history is
recorded as many times as registered, however only the last
registered answer is saved in WebClass.
If the same User ID is found more than once in a single
registration, all the answers are saved in WebClass of the same
user.
If the registration is done more than once, all the answers are
saved in WebClass.

Save as other
answer

6 Specify the image scanned with the recommended settings as “Answer Sheets”.

& The maximum number of files that can be registered at a time is 500 (You can
upload a file as big as 540MB, however the combined size of all the files should
not exceed 550MB).

7 If every student uses the same number of answer sheets, enter “Sheets per student”.

2 You can set up to 99 answer sheets for one student.

= If the number of answer sheets is not the same for all students, reading will be
incorrect and data cannot be imported to WebClass.

= If you do not set the number of answer sheets for one student or enter “0”, it
searches the entire image data and automatically determines the section from one
marking area to the next marking area as one student’s answer. Therefore, the
reading is possible even if the number of answer sheets is not the same for all
students, however, this process takes some time.

8 Set other options if necessary. If there is no problem, please click [Save] button.
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Checking result of the process

The process of reading mark sheets takes some time. When the process is complete,

the result is notified in the message. The results.zip file which contains details is attached

to the notification message.

The content of attached file Description

Image file

Contains any image file that could not be imported

due to an error.

PDF file

Contains any PDF file that could not be imported

due to an error.

When “Save answer” option is set as “Save as
another answer” and an error occurs due to
duplicated User ID, the user’s PDF file is not

included.

results.csv

Shows the result of the process.

You can re-register the data by generating a blank
record on Grade Essay Assignments screen,
downloading the grade data, creating a grade data
for proxy submission and importing it. (Refer to
“Grading essay assignments” in WebClass Author

Manual).

unregistered_course_members.csv

The list of users with error due to invalid User ID.

members.

Duplicated User ID are not included.
You can use this file to register the course

duplicated_users.csv

The list of users with error due to duplicated User

ID.

On the start screen of TOBUNOTE-IZUMO link material, if you click “Grading Report” link,
List of Reports screen will be displayed. By selecting “Last registered result”, you can

view the result of the process.

Error (Error code)

Resolution error
ImgDpiError

Meaning

Failed to recognize the
marking area because the
image resolution is
unknown or other than
150dpi, 200dpi or 300dpi.

Solution

Please make sure that the
scanner is set as
“recommended setting”
(Refer to “Grade and scan
the answer sheet”) then
scan again.

Reading error
ImgReadError

Failed to read the mark
because of an error in the
marking area such as
unclear lines, writings other
than the mark, distortion,
inclination beyond 5
degrees, shrinkage or
enlargement.

Please make sure that there
is no dirt or unnecessary
writings in the marking area
and the scanner is set as
“Recommended scanner
setting”. If the answer sheet
is distorted or marking area
is unclear, please re-print
the answer sheet using the
Word.

PDF corrupted error
InvalidPdfError

Failed to import PFD
correctly due to a network
or other trouble.

Please contact the system
administrator.

Invalid User ID error
InvalidUserldError

The user is not registered
as a course member.

Please register as a course
member.

Duplicated User ID error
DuplicatedUserldError

In a single registration of
answer, the same User ID
exists more than one.

Please check the answer
and delete unnecessary
study history.
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Assessment name

[Select these materials] button

[Search with these conditions]

button

Exporting material name
[Generate material] button

Generating material from existing problems

By using “Compile questions feature”, you can generate a material using questions in
Assessment material. Questions are randomly extracted from the questions created in
the past. This helps you to create exercise materials, for example, exercise questions for
certification exams, or create course exams with less effort.

£ To use “Compile questions feature”, Assessment material for the course must be
created beforehand.

' You can use conditions such as "Category" and "Difficulty" for extracting questions.

Please click “Compile questions feature” link on the “Material Creation” screen. If the link
is not displayed, please contact your system administrator.

Close this window

— Category information

-— Conditions

— Results

arerice conterts

1 Select extracting target from Assessment name, then click [Select these materials]
button.
2 Specify extraction conditions, then click [Search with these conditions] button.

£ Up to 20 kinds of conditions can be specified.
& Please specify the number of questions to be extracted.

3 Confirm the extraction results. Enter “Exporting materials name”, then click [Generate
materials] button.

© The generated material will be "Test" type, and its access restriction will be
"Display in “Course Menu”. If necessary, change the option settings.
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& The point allocation of the generated material will be the same as the point
allocation of the source material. If necessary, change allocated points in the
generated materials.

About Forum

A Forum can be used for group learning. There are three types of Forum: BBS, Wiki and
Chat. You can create Forum materials suitable for purpose or theme.

BBS is a platform suitable for posting opinions to discuss a certain theme. Wiki helps to
create a web page easily. Chat can be used for talking in real time.

Creating Forum material

On the “Material List” screen, click [Create Material] button to display the “Material
creation” screen. Then click either “BBS”, “Wiki” or “Chat” to display the “Option Setting”

screen.

Forum Option Seltig

Fonum Create
Pt Pkt Tanlet

Profeiser Suzubi i legged . » Duserition, nete @ Pt i b Wt B e e o e mbter

General Options

aE
Title I =
Forum Style sy (685

Acoats masrezons (B | Open 5 e Couna Mertes *

Pessription, rotes, st: 8

Cnamfoam | P

[Create Forum] button
[Cancel] button

Cancsl

1 Enter material’s name in the "Title" option (required).

£ You cannot create more than one material with the same title.

[euare\ buieai)d :uonoas

4]

7



2 Set up other options, if necessary.

Customiz
able in

Customiz
able in Description

style Link
y material

Materials can be grouped by labels and

Label Al displayed together.
Title All Epter th(_a title of the Forum material that
will be displayed on the screen.
Forum style All Select from BBS, Wiki and chat.
Access Al Select whether to open the material to
Restrictions users and guest users.
eDtiSC"ptlon’ notes All Displayed when executing the material.
Date & Time All Set the time period users can access the
Restrictions material.
Set groups that can access the material.
L To use this option, group setting must be
Group Limitation Al done. (For details, please refer to
“Assigning course members to group”).
Member Limit course members who can work on
Limitation All the mgterlal. You_ can use Wll(_icard or
CSV file (to specify members in batch).
Specify IP address of the terminal that
L can access the material. Use IP-IP, IP/BIT
IP Address Limit Al or IP/MASK format (full match).
Wild card can be used.
Set a password to restrict the material to
Password to start Al be worked on.
material Password must be up to 10 single-byte
alphanumeric characters.
Default view BBS only Select Thread View or Tree View as
mode default.
Permit to post BBS only Set up Wh(_ath_er to allow posting for each
message user permission.
If anonymous posting is permitted, users
Allow to post as can choose to post anonymously and the
anonymous user BBS, poster's name will be hidden in another
Anonymous chat Chat User’s screen.
mode Once permitted, this setting cannot be
changed.
The new message notification can be sent
Serdemaiiven oo e rcpcira TAmnd 24
?of{zzge 1S only thg course.
If it is not displayed, please contact the
system administrator.
Treat a posted When enabled, newly posted message
message as BBS only will be suspended and will not be shown
‘Suspended’ on BBS.
Show print button ~ BBS, Wiki Allow printing of the material.

& Depending on the system used, the set up options may differ from the actual

display.

© If you set the "Group Limitation”, users who do not belong to the group cannot

access the material. To allow specific users to work on the material, you must set

“Member Limitation“.

& The size of CSV file that can be imported with "Member Limitation" is up to 9 KB
(9216 letters) for each line. If there are many users to be restricted, type one User
ID in each row and do not separate them with comma ().

[euare\ buieai)d :uonoas

4]

8



Download Log Archive

Admin mode

State

£ When “Allow to post as anonymous user” is “Yes (Display to poster and author)”
of the BBS or Chat option, poster’s name will be shown in the Author’s screen. If
you show students Author’s WebClass screen, you should switch to student mode.

3  When setup is complete, click [Create Forum] button and save the option setting.

About BBS Admin mode

The Author can change the display of articles posted on BBS or download the entire
posted articles and attachments. Start BBS material and click "Admin mode" in BBS
menu to open the “Admin mode” screen. All posted articles will be displayed.

> Grammar Reflection on teday's class
Eafiecsicn on todey's can

e e Admin mode

T T
» Agdmin mads 8

» Message Count List

Enarch

You can sort the articles according to “Author”, “Date”, “Title” or “Attachment File”. You
can also download attachment files.

Downloading BBS all posts and attachment files:
If you click “Download Log Archive” link, you can download all articles and attachment
files in a ZIP file.

Hiding BBS posts:
You can change display mode to prevent inappropriate postings.

State Behavior

Show All users can view the post, and the poster can edit.
Hidden No user can view the post, including the author. It is just as deleted.
Suspend  The author and the poster can view the post, and poster can edit.
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Download chat log

You can download all posts and attachment files from "Download conversation log" by
clicking the [+] button in the chat screen.
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Title

[Create Unit] button
[Cancel] button

About Unit

A Unit consists of several materials so that users can work according to the procedure.

Forum materials, Textbook materials and Assessment materials can be flexibly combined.

For example, if you combine Textbook material with Forum material, students must do
group study on the Textbook material which was used in the lessons.

If you combine Textbook material with Assessment material, you can give a lecture using
Textbook material, and then give a review quiz using Assessment material.

If the passing mark is set for the Assessment material which is included in the Unit and
the Unit has a fixed order for executing the materials, students cannot move to the next
step until the passing mark is achieved. This helps to execute the materials according to
the study progress.

Creating Unit material

On the Material List screen, click [Create Material] button to open the “Material Creation”
screen. Then, click “Unit” Link to display the “Unit Option Setting” screen.

) To create Unit material, Forum material, Textbook and Assessment material

(excluding Study Card) must be created beforehand.

= Grammar
Unit Croste New/Edit/Tniste

Ut Cpption Sedting

Professor Suzukd is legged in.

Label *

o) Thie® | Yo

-

coess Retrcsions @ | Opn o e Coune tamoes
[+] User Accrss Options
[+] Unit Options.

Covats e | P

Concal| P

[euare\ buieai)d :uonoas

(2]

1



1 Enter material’'s name into the "Title" option (required). If necessary, open the menu

and set up other options.

%1
e

You cannot create more than one file with the same title.

Option Description

Materials can be grouped by labels and displayed

Label together.

Enter the title of the Unit material that will be displayed

Title on the screen.

Access Restrictions Select whether material is open to users or guest

users.
Date & Time Limit the period of time students can execute the
Restrictions material.
- Limit the number of times users can access the

Access Limit .

material.

Limit groups that can access the material. To use this
Group Limitation option, group setting must be done. (For details, please

refer to “Assigning course members to group”).

Limit course members who can work on the material.
Member Limitation You can use wildcard or CSV file (to specify members

in batch).

Specify IP address of the terminal that can access
material. Use IP-IP, IP/BIT or IP/MASK format (full
match).

Wild card can be used.

IP Address Limit

Study Order Specify the order to execute the materials in the Unit.

= Depending on the system used, available setting options may differ from the actual

screen display.

= If you set the "Group Limitation", users who do not belong to the group cannot

access the material. To allow specific users to work on the material, you must set

“Member Limitation®.

= The size of CSV file that can be imported with "Member Limitation" is up to 9 KB

(9216 letters) for each line. If there are many users to be restricted, type one User

ID in each row and do not separate them with comma (,).

2 When setup is complete, click [Create Unit] button and save the option setting.
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Forum list

Textbook list

Assessment list

Assembling Unit
After setting up options, click [Create Unit] button to display the “Construct Unit” screen.
On this screen, you can select materials from the list to build the Unit and rearrange them
according to the order.

Edit
Chat {0327 1127} . e i i
Refection 01 today’s class i r,:‘:‘u‘.‘ Tansas
H T REE
5 Werts & Vb Tursen
i 5. Ffaction on ticey's sy . .

= : Ll et desee  ————— Unit material

Deemnees

W:h.: Mot Tarn

Fdates G

I Addition

= ::;:.\‘L.f:q.'nu:a- e [Add] button

Esedy ansigoment Newss

Evtdy dnsigrment Adjacthen

Essay asuignment Advarts

Quiz 02

Gumsanarn 10610 1111

o fnet, G111 721

Illemn .

bttt s

a5 [Up] button
[Down] button
[Delete] button
o e wee * | [Save] button
Save Chw A1

[Clear All] button

1 The list displays materials which are in the course. Choose materials from the list to
build Unit material, then click [Add] button.

2 If"Study Order" on the “Option Setting” screen is specified as "Follow the fixed order",
click [Up] button and [Down] button to rearrange the order of materials.

3 When assembling is complete, click [Save] button. To delete the material which has
been incorporated, click [Delete] button or [Clear All] button.
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About FAQ / Glossary

You can summarize frequently asked questions and answers, as well as key terms and
their meanings. You can also edit FAQ / Glossary from the menu by clicking "Other tools"
> "FAQ / Glossary".

& To use this feature, it is necessary to click "Course Management" in Course Menu

> "Course Option" and set "FAQ / Glossary" as "Yes".

FAQ / Glossary
[FAQ] button FAQ (Edit modo) - Grammar
[Glossary] button FAQ] | Gostery | Swechte ew e
i i I [ [
[Switch to view mode] button - L [Register] button

Batch registration sample data

SrAALER |anenToRL Losd

I £ (-7 I
-

o 4108 How o 1 foentife advertn? adlect ive + Iy, Update | Dalsta | ettty ut | [Update] button

Checkbox to open / close
question

are saa armales of meonima? He, she, ven I, Theks Updain | Caigts | i 5 e [De|ete] button

Click [FAQ] button or [Glossary] button to change display.

Click [Switch to edit mode] button or [Switch to view mode] button to change mode.
For FAQs, enter questions and answers in the columns. For glossary, enter terms,
pronunciations, and descriptions in the columns, then click [Register] button.

Creating FAQ from message:
Open the message sent by the user and click [Add to FAQ] button. In the FAQ / Glossary,
the edit screen will be displayed. You can edit and register.
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Batch Change

About changing Open / Close settings and Deleting
Materials

On the “Material List” screen, you can change Open / Close settings of material or delete
material by clicking a check box on the left of each material.

OpenClose settings

Sedected I matansls

[Save] button
[Close] button

Change the Open / Close setting of materials

To change access or date restriction of a material, put a check for the material and click
"Open / Close settings". You can set whether to open or close the material by selecting
from "Not change", "Open to the Course Members", "Hide from the Course Members" or
“Open to Guest Users” in the dropdown list. In “Date & Time Restrictions”, you can set
the date and time to start or end opening the material. To save the change, click [Save]
button.

“Batch Change” provides batch setting for “Date & Time Restrictions” and “Access
Restrictions” of the multiple materials.

Delete unnecessary materials

Put a check for the material you wish to delete and click "Delete". If there is no problem,
click [Delete] button again on the confirmation screen.
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[Save Changes] button
[Cancel] button

[New Label] button
[Rename Label] button
[Delete Label] button

About sorting and labeling materials

You can rearrange the display order of materials on the “Material List” screen, or use

labels to organize materials.

Reorder/Labeling Materials

: ot — [Sort] button

On the “Material List” screen, you can change, copy, delete or export labels of the
selected material by clicking the checkbox on the left of the material. You can also

rearrange materials and add labels by clicking "Reorder/Labeling Materials" on the right.

Reorder materials

Click "Reorder/Labeling Materials" on Material List screen. Drag-and-drop the material
you wish to move. You can also click [Sort] button to sort materials by name or by last
modified date in ascending or descending order. After completing the operation, click

"Save Changes".

Combine materials with labels

Click "New Label" in "Reorder Materials" to display the entry form. Enter the label name

and press [OK] to create the label.

Click “»” on the left of the label to open the content of the label. Move material into the

label by drag-and-drop. Labels can be sorted by drag-and-drop.

To change or delete label, click label name and click [Rename Label] button or [Delete
Label] button.
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Reload

Executable Content

About Exam mode

Exam mode is a feature to display only the specific course material on the student’s
course material screen during the specific period and hide all other course materials and
notes. This feature can restrict the view of the course materials and prevent cheating in

the exam. To use Exam mode, please contact the system administrator.

You can specify which course material students can work on during the exam. Therefore,

when preparing the course materials, you can set the date restriction option regardless

the exam date and time.

"~ History

While Exam mode is activated, students open “Exam mode” screen and do not open
“Course List” screen. If the course material does not open after the restricted period is
over, please click “Reload” link in the upper-left of the “Exam mode” screen.

Preparing materials for Exam mode

To use Exam mode, materials must be created beforehand.

£ Only those course members whose course registration/deletion permission
includes "Exam mode setting" permission can change the setting to Exam mode.
) Assessment material, as well as Textbook, Forum and Unit materials can be

added to the examination mode list.

Next, you must set up Access Restrictions and Date & Time Restrictions on the “Option
Setting” screen of each material so that you can incorporate materials into Exam mode

and execute it.

Option Set material

Materials to be incorporated into Exam mode must be set as
"Open to the Course Members”.

If Date & Time Restrictions is not set, students can execute
the material regardless the Exam mode period. Therefore
Date & Time Restrictions must be set according to the Exam
period.

Access Restrictions

Date & Time Restrictions

The options of materials incorporated in the Exam mode can be changed. If Access
Restrictions is set as "Hide from the Course Members", you must change the setting to

[euare\ buieai)d :uonoas

(e2}

7



Exam mode setting

Exam mode term

Allow message and information
Show Course Selection link

[Save] button

[Add] button

"Open to the Course Members" before activating Exam mode, because students cannot

execute material during Exam mode period.

Setting Exam mode

Click "Course Management" > "Exam mode setting", and display the “Exam mode setting”

screen.

Exnm mode

L Eevam modesetting on ®on

Conment for Exam mode

— Comment for Exam mode

e made tools Allow message and ifermation

Shaw enures B Bk

Centents

Forurm list

— List for Exam mode

Textbook list  ©

Uist for Exam e

[Up] button

__ [Down] button
[Delete] button
[Clear All] button

1 Set"Exam mode term", and enter notes or descriptions in "Comment for Exam mode"
which is displayed on the “Exam mode” screen. You can also choose whether to use
Notices / Messages and whether to display “Course List” link.

2 From the course material list, select the course material to be used in Exam mode
and click [Add] button and add it to the exam mode list.

3 The course material will be executed according to the order in Exam mode list. To
change the order, use [Up] button or [Down] button.

4 After making the Exam mode list, click [Save] button. To delete added material, click
[Delete] button or [Clear All] button.

Activating Exam mode

On the “Setting for ‘Exam mode’ screen, when you turn “Exam mode setting” to “ON”,

your Exam mode setting data will be saved. During the Exam mode period and while the
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Exam mode is active, student’s “Couse Menu” screen is replaced with “Exam mode”

screen.

& If Access Restrictions for the examination material is set to "Hide from Course

Members”, change it to "Open to Course Members”.
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Implement Active Learning

With the feature “Timeline”, whenever the teacher creates a new material, students are
notified the materials that they must work on in a chronological order, and the teacher
can instantly know what students are currently doing. After receiving feedback, the
teacher can create materials immediately. This helps to implement active learning.

About Timeline

Material can be easily created from Timeline. Especially the simple Survey can be used
as a clicker. Its features include;

= Set materials to public
= Create Report

= Create Test

= Create Survey

= Create Chat

= Create Textbook

= Create e-Portfolio Container
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Update

Edit

Enable users to write
message

Message
Materials

File / Image
[Send] butto

“> " menu

[Open] button
[Show Info] button

[Delete] button

Timeline is displayed on the “Material List” screen. Clicking “~ ” of the post on Timeline

will display the menu and details of the post.

# . ®
You have new Nothoes, You have new Messages.
Timelina Unit
I EEE— PP p—
P — x :
orr
] wr
Forum
.t '
File/Image
PrANEER W -EUA — 5
Textboox
w Adject
- i .a
Users of online
Histary
s

Croatn Materal

Click on the pencil icon in Timeline and enter Text / URL in the entry form. Click [Send]
button, and then the Timeline screen of other users will be updated in real time. Files can

be attached.

Allowing students to post:

By default, only the Author can post on Timeline. To allow Users to post, click the pencil

icon and change "Enable users to write message" to "ON".
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Check box

[Open Content] button

Change Access Restrictions of materials:
Materials which were created but not open to users can be made open during the class
so that the student can work on it.

Expese existing matsrials

R

_ F

T

1 Click the pencil icon in Timeline and click the “Materials” tab.
2 Click “Set materials to public”.
3 Put a check in the checkbox and click [Open Material] button.
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Label

Title

Description

Question body

File attachment

Score

Options

T FrAAmiEd | mREnTLans,

Creating Report

Report material can be created easily.

Creating Matorisl

Create Essay

Templ.me' xt - Template text
R— Inser  temoite ot che Questi'

Labed

Tike G

T e pbde  ———————————— Rubric

Deseription

Task

Questian

File attachment

Seoee

Options.

User Access Dptians.

Click the pencil icon in Timeline and click the “Materials” tab.

Click “Create Report”.

Enter title, assignment content and score. You can set Date & Time restrictions, label
and rubric, or attach file if necessary.

& By putting a check mark in “Use Rubric”, you can use rubric for grading. If you

wish to reuse the rubric of the report which was created in the past, select the
rubric from “Template Rubric” and edit it if necessary. For how to edit rubrics,
please refer to “Evaluate file submission and description style of question by
rubric:”.

&' By putting a check mark in “Date & Time Restrictions” in “Submission Settings”,

you can set the time period to allow users to execute report material.

4 Click [Create New] button.
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[Submitted Reports] button

Report file

Score

Comment

Grading reports

Clicking “~ " of the report material on Timeline will display the menu and details of the

post. Click the [Grad report] button, then the reports submitted for the assignment will be

shown.

© If a report is submitted in PDF file, its preview can be displayed on the Grade

Essay Assignments screen.

———Submmed e Report grading

Report Assignment (0810 11:22) Q.1
Student 03 | studentd3 |
data - 3017.08.10 1124:45 08

Save and next

-==— Template text

— [Save and next]
button

1 The submitted answers are displayed in the list. Choose the answer to grade.

© In the list, “-" will be displayed on ungraded answer.
2 Enter the score and the comment on the grading screen.

© You can register up to five fixed phrases to insert as comments.

& When grading by rubric, by clicking [Clear] button, you can return to the condition

before grading.

3 Click [Save and next] button and grade the next report. Click [Submitted reports]

button to return to the report list.

& Ifyou use "Prev" or "Next" link to move to another user, the grade will not be saved.
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Label

Title

Description

Question body

Question style

File attachment

Score

Date & Time restrictions

[Create New] button

Creating Test

Single Choice style’s Test material can be created easily.

Cresting Material

Create Test Material
About this sssignment
Label

e G

Description

Fibe aachment
IrL el MRINTVIVA

Score

Options

User Access Options

1o Rebiaten

Click the pencil icon in Timeline and click the “Materials” tab.

Click “Create Test".

Enter Title, Question, Question style and Score. You can set Label, Date & Time

restrictions, or attach file if necessary.
4 Click [Create New] button.
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Label

Title
Question

File attachment

Question style

[Create New] button

Creating Survey

Survey material can be created easily, and can be used as a clicker because student's

opinion can be reflected on the lesson. The analysis result can be immediately checked.

& If a user answers more than one time, only the latest answer will be saved.

Croating Moterial
Create Survey Material Tomplatetest Template text

Lt

Tite T

Question

File attachment
TEALREF | EHINTUEEA

Questian etyle

— Chokes iaimber

Click the pencil icon in Timeline and click the “Materials” tab.
Click "Create Survey" and enter the Title and the Label.

Select the Question style and enter the Question.

A W N P

Set up options.

£ You can also use the slide bar to specify the number of options.

& Up to nine options can be created.

£ For Unit selection (manual input) or multiple selection (manual input), enter the

text for the options.

Attach file, if necessary.
Click [Create New] button.
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Label

Title
Description

[Create New] button

Checking vote
Clicking “ >~ " of the survey material on Timeline will display the menu and details of the
post. Click [Summary] button, then the Survey result screen will be displayed.

) If user answers more than one, the last answer is counted.

Questionnaire (08/10 11:16)

The number of answers : 11

is Cass sy t Lndensiana? S - Bar chart

e : ‘ Pie chart

You can switch chart style. The chart will be updated automatically.

Creating Chat

Chat material can be created easily.

Creating Materia/
o dmnaine remplatetet 7 Template text

Click the pencil icon in Timeline and click the “Materials” tab.
Click “Create Chat".

Enter Title, Label and Description.

Click [Create New] button.

A W N P
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Label

Title

Section title

Text
File attachment

[Create New] button

T | Fr LEdR | ERENTLEEA

1 ex=

Creating Textbook

Textbook material (text input) can be created. Files can be attached.

Creating Makerial

Create Textbooh Material

o
Secthon 1 title

Text

Vil tachaert

Click the pencil icon in Timeline and click the “Materials” tab.

Click “Create Textbook” in “Create Material”.

Enter Title, Label and Text. Optionally, enter Section title. Attach file, if necessary.
Click [Create New] button.

A W N P
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Label

Title

Description

File attachment
[Create New] button

Creating e-Portfolio Container

You can create e-Portfolio Container from Timeline. For details, please refer to “e-
Portfolio Container Author Manual”.

& If e-Portfolio Container is not displayed, please contact the administrator.

Cresting Material
Create e-Portfolio Container Templatates. ——————————————— Template text

Label

e
Description

FrOLTRR ERANTVETA

Crisate New

Click the pencil icon in Timeline and click the “Materials” tab.
Click “Create e-Portfolio Container”.

Enter Title, Label and Description.

Attach file, if necessary.

Click [Create New] button.

a b~ W0 DN B
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Managing Attendance

Class Date

Start Time

Consider Attended
Consider Late

The Minimum Number of
Attendance

In WebClass, attendance management is streamlined by automatically taking attendance
and recording the data as points. This section explains how to collect attendance data

and check analyzed data.

About Attendance

To check attendance of WebClass, you can use “Attendance” feature. “Attendance”
menu contains "Setting / Access Log" and "View / Edit Attendance". Click the menu to
open each “Attendance” screen. To return from each “Attendance” screen to the “Material

List” screen, click the course name link in the upper left of the screen.

First, create an attendance material on the "Setting / Access Log" screen. Then, open
the attendance material to users when taking attendance. Attendance data can be

modified on the “Attendance” screen, even after the attendance is confirmed.

Preparing for taking attendance

To take attendance on WebClass, settings must be done before starting the course. First,
click "Attendance" > "Setting / Access Log", and display the “Setting / Access Log”
confirmation screen.

. R ]
- Aprd 2020
Su Mo Tu We Th Ir Sa

A ietting [ Access Log

— 7 Not Open

Start The . *+  Conshder Attende From start . Cowabder Late add tiona!

The Minkmum Namber of Atendance

[ cresce s | [Create Class] button

1 Select "Class Date" on the calendar.
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Password

IP Address Restriction

2 Set “Start Time”, “Consider Attended”, “Consider Late” and “The Minimum Number of

Attendance”.
£ If above settings are not displayed, please contact the system administrator.
3 Click [Create Class] button.

£ All created attendance materials will be shown to users. If you want to create
temporary attendance materials or enter attendance data at once, check "Not
Open" before clicking the [Create Class] button.

£ After creating attendance materials, you can add them in the same way.

Taking attendance

You can start the attendance check on the setting / access log confirmation screen. Click

"Attendance" > "Setting / Access Log".

Attendance Mansgement: Setting / Access Log
s Data

Sart Time +  Comsider Attendes Fram st . Consider Late 3ddtions

ke M MumEee O AEre i

[Update class settings]
e button
e e i " [Delete] button

Mo Class Possweord  Mestriction stat - (nd Tiene Status Cd  dlistory

— [Reschedule] button

— [Open] button

Consider Attended /
Consider Late
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1 Se “Class Schedule” and the conditions of “Consider Attended” and “Considered Late”
for the relevant class. If you take attendance from now, check “From Now”.

Management on Example (take attendance at

The section of terms

attendance data CH00)]
From time / date when the

Attended Attendance Material is _ Consider Attended for 20 minutes:
made open to users until Record 9:00-9:20 as attended

the specified time.

From the end of "Consider
Late Attended" period until the

specified time.

From the end of "Consider
Absent Late" period until the Record as Absent after 10:00

specified time.

Consider Late for 40 minutes:
Record 9:20-10:00 as late

& If the condition for "Consider attended" is set as unlimited, any condition for
"Consider Late" will be disregarded.

@ Click [Reschedule] button to edit the class schedule of the opened attendance
materials.

2 Cheating such as false reply (reply on behalf of other student) can be prevented by
using password and IP Address Limit together.

& Change the password at each attendance check and notify the students.

@ The IP address of the terminal equipment to send attendance data can be
specified in IP-IP, IP/BIT, and IP/MASK form (full match). Wild card can also be
used.

3 Click [Edit] to change the options.

Title The Attendance material’s title that will be displayed on the screen
cannot be edited.
Specify the type of material from “Test (Show solutions when the
Type test is completed)”, “Examination (Hide Results)” or “Exercise (Show
each solution between questions)”.

Description, notes Displayed when executing the material.

etc.

) Set the time period users can access the material.
Date & Time . .
Restrictions Even if the student answers on and after the end date and time, you

cannot forcibly close or prohibit the teaching materials.
Access Limit Limit the number of times users can access the material.
Specify IP address of the terminal that can access material. Use IP-
IP Address Limit IP, IP/BIT or IPIMASK format (full match).
Wild card can be used.
Password to start ~ Set a password to restrict the material to be worked on.
material Password must be up to 10 single-byte alphanumeric characters.
Subscript Specify the pattern for subscript.
Set a password to restrict creating or editing material.
Passwords must be up to 10 single-byte alphanumeric characters.

Lock password

© You can create questions with “Single Choice” style. For “Consider attended”,
students must get the perfect score, so care must be taken when editing the
questions.

4  Click [Open] button to allow students to work on the attendance material

& When [Open] button or [Update class settings] button is clicked, settings for
Password, IP Address Limit, Start - End Time will be saved.
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& To delete attendance materials, check the check box of the Classes and click
[Delete] button.

Modifying attendance data

Click "Attendance" > "View / Edit Attendance". Then, “Attendance view” screen is
displayed and you can check or modify the attendance. You can also send messages
such as Short of attendance notice in batch.

& The list can be sorted by clicking [User Name] or [User ID] or [Numeric Part] button.
By specifying User ID, users displayed on the list can be narrowed down.

Attendnnce viw - Cromenar

Download Attendance Summary —

[Mail] button

Class

55 B EE K

1 Click class date to be modified.

Wiew ¢ Edit Attendance

Modify Attendence Data - Grammar - 2019/09/06 Class .
o Back to Attendance view
T Toload CSV batch file

R L D mp—

Waddy stendarcs duts by sesected rea
Status

Reason for change _ : 2 « Glow

Comment - ) - i

Wscey ateadarce cata by vected 1nanon

Batch change
[Lad CcSv file] button 1 &;rr:lt:@_}i;—fll./zﬂﬁ WAZATUREA | Losd C5V
Download Student List

2 Edit “Status”, “Reason for change” and “Comment”.
3 Click [Modify attendance data by selected reason] button.
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£ Click on the "History" link to check a change log of the attendance data.

Downloading attendance data:
Click "Download Attendance Summary" link on the attendance-records screen’s upper
left, and display the download screen. Attendance data can be downloaded in CSV or

text file.

Registering attendance data with batch file

You can register or modify the attendance data in batch on the “Attendance view” screen.

1 Click class date to be modified.
2 Click the "To load CSV batch file" link on the screen’s upper right, and download the
CSV file of the “Download Student List” on the screen’s bottom.

3 Create attendance data using text editor such as Excel.

Field Description

username User name

user _id User ID
Enter attendance status such as "Present" or "P", "Absent" or "A", "Late" or
point "L", “--" (The mark means that it has not yet been sent attendance data by
user.)

comment Enter comment.

© Please enter the field name in CSV file’s first line.

4 Click [Load CSV file] button in the “Batch change” to load the created CSV file.
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Glving course scores

A student works on the material. Then, WebClass automatically scores and analyzes the
result. For file submission and description style questions, teachers can let WebClass
manage submission and scores so that they can concentrate on grading. This section
explains the course scores data management including grading and analysis.

About Grades

Not only the answers, but other data can be managed, such as user’s learning progress,
attendance count, grade, and time needed before answering question. In “Grades” menu,
you can view "Student’s Score Reports"”, “Progress Status Table”, “Grades by
Category Table”, "Analyze / Re-grade Test Results", "Survey Results", "Grade Essay
Assignments” etc. "Gradebook" can be used depending on the system settings.

Each “Grades” screen can be opened by clicking the item in the menu. To return from the
Grades” screen to the “Course List” screen, click "Course Menu" in the navigation located

in the upper left of the screen, or click "Close this window."

2 When creating an Assessment material, if “Type” is set as “Self-study (display
result), students can view their own course grade. If it is set as “examination” (hide
result), students cannot view their own course grade. However, if “Allow viewing
of Examination Score” option is enabled in the course setting, students can view

only the examination scores.
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Checking Study History

On the material’s Info screen, click “History” tab to check students’ Study History. Every

time Material is worked on, connected IP address and usage time will be recorded along

with answers, course grade and Study Card data.

Search conditio ——

CSV file download

Mouns

— [Delete selected history] button

TP Ackdress & v
* Userioaw | Host Hame Startav End av Fotal Time &%

To delete answers and grade data, click [Delete selected history] button.

©

& Study History lists the latest 300 records.

@ To edit Assessment material which has been already executed, it is necessary to

delete the Study History before editing.

# In “Survey (Anonymous Responses)”, even if Study History is deleted, answers

will not be deleted and will be included in the analysis.

2 When registrations of Study Cards are updated in batch, the data will be recorded

as each user’s study History.
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[Average Score] button
[Highest Score] button
[Lowest Score] button

[Total Score] button
Narrowing-down search
Download All Score Reports

[Mail] button

Checking all assessment’s scores

To display the list to view the test scores, the average score, the highest and the lowest
score of the group and attendance points, click “Grades” > “Score Summary Table” and

open the “Score Summary Table” screen.

Seore Summary Table

Gradas - Grammar

Voose Soore Type: | Avetuge Scer | | ighes Scoe | Lewest Soore | | Toud Scoe

Highest Score Reports
Dbcsined st 2023-01-25 13:53:27, Target Period 201945 2020-1-25
Devertood Seane Reperts

Essory
assignment]  Essay Essay
Quo| fuw| I : asmgnment] assgomant

02 | 01 | Addition Resding) Adyectives | : Advorbs
+ = - = .

av

If more than two tests were conducted, you can change the display of the test score list
by [Average Score] button, [Highest Score] button, [Lowest Score] button or [Total Score]
button. If the list is too lengthy or you wish to check the test score for a specific period,
you can narrow down the search by using User ID, full nhame, material name, data
collection period etc. If the group setting is done in “User Management” > “Group Setting”,
the group can be used for the search.

& Ungraded file submission or description style question will be counted as zero
point. Therefore, if the material contains questions for automatic scoring, the score
does not include any ungraded answers. And if the material consists only of file
submission and description style questions, "* [0]" is displayed.

To send message to users, put a check in the checkbox of each user and click [Mail]
button. The “Create New” screen is displayed and the message will be sent in batch.
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[Number of Attempts]
button

[Total Time] button
Narrowing-down search

Download Learning Activity
Log
[Mail] button

Checking learning activity of students

To check attendance count and total Login time of a material, click "Grades" > "Progress

Status Table" and open “Progress Status Table” screen.

Progress Status Tasie

Learning Acthvity Log - Grammar

| Vorbe
| | & vt :
Nouns| M_p:-:nm| Termass ms | Adjectives | 11:16)
av| aw av av | av

You can change the display of the progress data in “Progress Status Table” by clicking
[Number of Attempts] button or [Total Time] button. If the list is too lengthy or you wish to
check the progress data in a specific period, you can narrow down the search by using
User ID, full name, material name, data collection period etc. If the group setting is done
in “User Management” > “Group Setting”, the group can be used for the narrow search.
If the group setting is done “User Management” > “Group Setting”, the group can be used

for the narrow search.

To send message to users whose progress are slow, put a check in each user’s check
box and click [Mail] button. The massage screen is displayed and you can send mail in
batch.
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Analyzing scores for every category of questions

When creating an assessment material, if you set Question “Category"” for each question,
you can analyze user’s strong or weak category. In the menu, click "Grades" > "Grades
by Category Table".

User ID

Cotogory Name (LR T =« — [Refresh] button

e | TowliSuot | Pertastage OF Comadt Amaers

Download Question Category
Analysis

You can change the display by using "Score Report Options" buttons. User ID, Category
Name and Target Period can be used to narrow down the search.
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SCO

User Name

[Show] button

[Back to SCORM Select]
button

Display Item

—Jwasco
T e

_| Show
Bask 13 SCORM Salnst

Checking scores of SCORM material

To check course scores data of a SCORM material which is currently being executed or
already completed, click menu’s "Grades" > "SCORM Activity Reports" and display the
“SCORM Activity Reports” screen. On the “SCORM Activity Reports” screen, you can
check course scores including scores, answer result, the highest and lowest score, as
well as the progress data including learning time and speed.

SCORM Activity Reports
SCORM Activity Reports - Grammar
SCORM Name : SCORM : [Reading]

Readng

Download details

Prograss

user Mams

Detailed Dato

Choose the SCORM material to display course scores and click [Select] button.

2 Choose SCO (Content for each chapter) and the student, and then click the check
box of "Display Item". Click [Show] button.
Click “Download details" to save course scores.
Click [Back to SCORM Select] button to check the course scores of other SCORM
material. Click "Close this window" to close the “SCORM Activity Reports” screen.
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Assessment name

Target Period

Target group

User ID

[Display submitted reports]
button

[Display users who have not

submitted] button
Download score data

Download all the reports
(zip)
[Grade] button

Grading essay assignments

File submission and description style questions are graded by the course manager. Click

"Records management" > "Grade Essay Assignments” in “Course Menu” and open the

“Grade Essay Assignments” screen.

Grade Essay Assigraents

Question

Detailed answers
" Submitted File

Point
[Clear] button

Rubric

' Comment

Soanens wientose " Corrected report file
e [Save] button

o E [Make this student resubmit]
TR el button

1 Specify the search condition such as "Materials Management", "Target Period" or

"Target group”, and display the material to grade.

£ "The latest report” is displayed by default. To display all the reports, choose "Show
all posted report".

“ Wild card and ‘or’ operator can be used as search conditions.

2 Click [Display users who have not submitted] button. Users who can access this
material and haven’t answered will be listed.

& Click [Generate Blank Record] button, and the report will be considered as
submitted and the score will be marked as zero.

& Using [Mail] button, you can send message to a student for personal instruction.

2 Click the student’s [Grade] button, and display the grading frame.

© If PDF file is not correctly displayed or is not printable, click the link and retry after

reopening it in another window.

3 Download the submitted file and check its material. You can also attach the report file
after correcting it.
4 Enter the comments for the answer and the score. Click [Save] button. If you have

chosen rubric as the evaluation method, scores are given automatically.
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Calling for re-submission of report:
To call for re-submission, specify the deadline and click [Make this student resubmit]
button. The user will receive instruction to work on the material again. You may give a

hint for the correct answer by using "comment” or "Mail" on the grading screen.

& The user who is instructed re-submission can work the material once again until
the deadline for re-submission even after Date & Time Restrictions or number-of-
times restrictions is expired.

£ Re-submission requires working on the material again and not only answering
questions. Therefore, if the material includes file submission or description style
questions, the student must work again all the questions and the scoring must be
done again.

© The user who needs to re-submit the report will be notified by a message.

Re-submission does not overwrite the previous report and score. The previous report
can be displayed by using the search condition "show all posted report" in the "target

group”.

If re-submission is required, submission date in the grading target list will be marked in
red. When the user re-submits the report, the background of submission date will be
marked in red. After the third submission, the display remains the same as the second
time.

£ Re-submission instruction can be canceled. Click [Cancel assignment
resubmission] button on the scoring screen of the user to whom the instruction

was given. The user will receive a cancellation message.
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Marking the point of report collectively:

1 Click "Download all the reports (zip)" link to download the compressed file that

contains submitted report files and course grade data.

©

If the course manager answers acting as a substitute, please click [Generate All
Blank Records] button or [Generate Blank Record] button to generate a blank
record, and then download course grade data.

Contents of the

ZIP file Description
File names of the reports submitted for each question are numbered
Submitted files sequentially in the order of the answer list.
Corrected files Please check the answer.csv "report / answer" and "corrected_file"
for the original file name.
Lists for grading.
answer.csv You can edit CSV files in Excel and use them as batch grading files.
answer-utf8.txt Please check answer-utf8.txt for characters that cannot be displayed
in CSV files encoded with Shift JIS.
comments.csv Lists of answers.

comments-utf8.txt  You cannot used as batch grading file.

Grade the submitted files.
Edit answer.csv using text editor such as Excel. You can only edit the following fields.

Field Description

If a teacher uploads the report on behalf of a student

report/answer who has not submitted the report, enter the file name.

] Enter the file name of a report which has been
corrected_file

corrected.
point Enter the score.
comment Enter the comment.

©

©

©

You can change the name of answer.csv file. Do not use “.” as initial. The file must
be on the top of the list when sorted by name.

If CSV field contains any escape character "¥", the file may not be imported
correctly to WebClass.

If uploading report file name is the same as existing file name, the file cannot
replace the existing file.

Compress answer.csv and files of the “report/answer” and “corrected_file” in ZIP

format. Specify the compressed file in "Load results" and click [Load] button.
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[Delete] button
[Show result] button

Submitted reports
Upload new data

[Start job] button

Finding similar essays

“Similar Essay Detection” feature can detect plagiarism by searching out any report
which was made by copying a part or whole of another report. Additionally, by setting up
the standard text, this feature can be used to compare a report with the model answer or
reference material to see the similarity.

Click "Grades" > "Similar Essay Detection" in “Course Menu” to display the “Similar
Essay Detection” screen. If it is not displayed in the menu, please contact the system
administrator.

& The comparison targets include files in TXT, DOCX or PDF format submitted for

Assessment material excluding linked materials and description style questions.

) If the detection target is a PDF file, please contact the system administrator.

Similar Essay Detection

Register & new job

Pmsse el & tang
Submitied ety Unkad new data

Target material

w w65 Comparative style

Min number of characters
Max number of characters

1 Choose the target essay from "Target material”. Then, specify "Question No." for
detecting plagiarism.

© If the target is not the answer submitted for Assessment material, you can detect

plagiarism by selecting "Upload new data" and registering a CSV file like the

sample file.

2 To detect any essay copied from other student’s essay, set “Comparing method" as
"Compare the target essay with another essay". To detect the similarity with reference
material or compare with the model answer, set “Compare the target essay with the
model text”.

3 To exclude from detection target any essay that have either fewer or more characters
than the restricted range, set "Min number of characters" or "Max number of
characters".

£ When the detection target has less than 30 characters, significant result may not

be obtained.
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4 Click [Start job] button, then it will be added to the job list. When process is complete,
click [Show result] button. Thirty essays that have the highest scores (rate of similar
parts) will be displayed.

& If there are many jobs being processed, processing may take a long time. In that
case, choose the job being processed and click [Delete] button to reduce the

number of jobs.

=
10 sttient i U0 rtabie rUTG M roung et coud be count Cn tho
unaurtabe nowns Gt be courted For mantl snis
o ard cats canbn courted Messe, s S

Score
Show similarity

5 thingthot can'bo unted, suchas pire,

(¥ stuent) Courtatie rours am rows Tt coud be court. O the other e, b
[ e Unenurts

8 studett S & countabin oA s & Eing Pt G be couried, such as e, T
tmrotoes. snd chirs. Lncourtabls roun 3 roun thae camot b

 Distinctionof ouotaton and desiarism canvet be erfrme: on tocfication Therom. A a0m mow bocore high

5 Click "Show similarity". Similar parts will be highlighted in blue.

Result of the detect a similar report
=it

Conriable e e e that coubl ber ot On e other bl et ™ e
rearw carven b courted For moample, b s mah wd b b counted For avampln, *~hos mach ss bocd s and Boes anbo o
urted Homever.  reer. and 1 oot unied Hemever, e o cdonie ewnnet.

The feature “ Similar Essay Detection” algorism and scoring:

The feature “Similar Essay Detection” compresses data in two documents until they are
almost alike, and then computes their similarity from the degree of compression. Due to
this reason, it will not distinguish between plagiarism and citations. For example, if the
theme of an essay assignment refers to a single reference source, it is difficult to avoid
plagiarism since the same citation may be repeatedly used. As a result, 70 or higher
scores may be computed.

Score Color Meaning

85 - Red Strong suspicion of plagiarism.
70 - 84 Orange Suspicious of plagiarism.

40 - 69 Green Same quotations may be used.
- 39 Blue There is no plagiarism.
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Checking detailed course scores for every question
To analyze scoring rate, answer time and answer status for each question of self- learning
material, click "Grades" > "Analyze / Re-grade Test Results" and open the “Analyze / Re-

grade Test Results" screen.

Assessment Name o

Analyze [ Re-grade Test Resuts

Target Period

Set score

Target Course

User ID

User name

[Display Results] button ¥ s

[Display users who have e e e ] S0

not answered] button e Sy

Download details

Download content files e o

[Re-grade] button

—— Question

Cormecs e Aawwer Wumber of s User

Correct 1 L]

— [Show] button

?5"?’3'%

User’s answer
and correct answer

Answer time for every question
[Check] button

Grades

1 Specify the search condition such as "Assessment name", "Target Period" and "Set
Score", and display the Assessment material to analyze.

£ Wild card and ‘or’ operator can be used as search condition.

& Click [Display users who have not answered] button. Users who can access this
material and haven’t answered will be listed.

£ Click [Generate Blank Record] button. Then user’s answer will be considered as

submitted and the score will be marked as zero.

2 Click [Check] button of each question. Then, the question sentence, options and
detailed answer will be displayed.

s,

If the PDF file is not displayed correctly or not printable by using [Print] button,

click the link and retry after reopening it in another window.

3 Click [Display Results] button of each answer to display the user who answered.

Using [Mail] button, you can send message to a student for personal instruction.

© When changing “Allotted points” of completed materials, the change will not be
automatically reflected on scores already given. To recalculate scores (except File
submission and Description questions), click [Re-grade] button. When the
question is file submission or description style, re-grade answers in "Grade Essay

Assignments" screen.
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Label
Material name
Perfect score

[Cancel] button

Managing the course scores of the test carried out except
WebClass

You can manage the course score of written examinations or essay assignments by

importing them into WebClass. On the “Material Creation” screen, click [Import external

data file] button.

. CSViile
[Load] button

ITARERR @REnOCETA (ke ]

1 Download the sample file, and enter course scores using text editor such as Excel.

Field INEIE]

user id User ID
score Point

© Please enter the field name in CSV file’s first line.
& If any value with a decimal point is entered in “score”, below the decimal point is
omitted and the value is saved as an integer.

2 Enter the importing material name and its perfect score. Specify the created CSV file
and click [Load] button.
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Checking detailed scores for each user

To view scores and point allocation of each test and self-learning material, course grade
such as scoring rate and description for each question with respect to any individual user,
click “Grades” > “Student’s Score Reports” and open the user’s result display screen.

Assessment name
Target group .
User name/ID g
[Result Table] button

T : —— Question
User Name/10 | Steten 01 v || wascmendt o

5 Awerage Score [27.50]
Show bar graph 7 I s (50.00] Lrenst e (5.00]

Score e

Average, maximum
and minimum score
Allotted points
Correct answer rate

2w

Answer

The result for each question —T— Detall

[Check] button

1 Specify "Assessment name" and "User ID" or "User Name" as search condition to
narrow down the user search.

£ Wwild card and ‘or’ operator can be used as search conditions.
£ If the PDF file is not displayed correctly or not printable by using [Print] button,
click the link and retry after reopening it in another window.

2 Click [Show] button in the result list’s details. You can check course scores, including
test score, allotted points, average score, highest and lowest score and correct
answer rate.

Quiz 01 » Close this windoy

Mumber of peaple

5.0

Number of people ——o

Target user’s score

0.0

0 5 10 15 20 25 30 35 40 45 50 55 Scores—————  SCOre range

Course member
Average Mark : 27.50
Max. 1 50.00

Min : 5.00

SD: 18.27
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3 Click "Show a bar graph" and check score distribution. In the score graph, vertical
axis shows number of students and horizontal axis shows score range. Target users
are distributed on the blue bar graph. To close the score graph, click "Close this
window".

4 The correct answers are marked as "Correct” and incorrect answers are marked as
"Incorrect". Click [Check] button to check the correct answer and description for each

question. If the description is hard to read, click "Enlarge description frame".
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[Detail] button

Checking survey results

Click “* " menu of the survey material in the Material List, and then click “Material

information”. Click “Survey Results” tab to display the charts.

£ If user answers more than one, the last answer is counted.

You can switch chart style and use browser’s print feature to print this page. Click [Detail]

Feedback

The number of answers : 7

L Yes
PR

Bar chart
Pie chart

button, then the more detailed Survey Results screen will be displayed.
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Checking derailed survey results
To check Survey results, click "Grades" > "Survey Results" to display the “Survey Results”

screen.

Assessment Name
Target Period P—
Target Course

User ID
User name

—— Question

[Display Results] button

[Display users who ]

have not answered] button Gty e ho it st
Download details ~— —— 200

[Check] button

[Show] button

—— Respondent

e Answer

Chwih

Specify search condition and click [Display Results] button. Then, analyzed result is
displayed in a graph. Click [Check] button of each question and display the question

sentence and the answer.

& Click [Display users who have not answered] button. Users who can access this
material and haven’t answered will be listed.

& Click [Generate Blank Record] button. Then it will be considered as submitted and
marked as “unanswered”.

© If the PDF file is not displayed correctly or not printable by using [Print] button,
click the link and retry after reopening it in another window.

To use another application to analyze the results, download a CSV file from "Download

details" link. The following information will be loaded in the CSV file.

2 In Survey (anonymous), “anonymous” users are not differentiated. Only the reply,
the reply date (without the reply time) and the number of replies will be recorded.

= Survey material information: It displays the structure of questions. This table
has the same fields as the CSV file created by*“Assessment Batch Entry”.

= Reply list: The list shows the date when users replied the Survey material.

= Survey Results: Displays the number of respondents for each option of the
guestion.

= Answer list of each user: The list shows the replies made by each user. The

user’'s reply to each question is displayed in each cell under the field
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"<Question1/Question2/Question3/...>".
Answer time (in seconds) list of each user: The time taken by the user for
answering each question is displayed in each cell under the field
"<Question1/Question2/Question3/...>".

Number of reply list: It displays the number of replies made by the user.
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Download gradebook

Edit columns
[Recalculate] button

Calculating evaluation items of session

The method of evaluation varies depending on the lesson. In some cases, scores of

Assessment material, scores of SCORM material or evaluation by e-Portfolio Container

cannot be taken as evaluated score of the lesson. The scores of material such as

Assessment material can be converted to the raw scores for evaluation, and the grade

of the lesson can be calculated according to the Evaluation allotted points indicated in

the syllabus etc.

@

Evaluation materials are created on the basis of the raw scores available at that
time. Even if the student works on the material again and improves the score, it
will be reflected on the raw score, but not be reflected on the evaluation points.
For this reason, it is best to use the “Gradebook” feature after the lesson is
completed such as at the end of the semester. If you use Gradebook during the
semester, the student's scores may be updated. Please delete the evaluation
materials and set materials again as the evaluation material.

Adjustment of the raw score can be done by setting up Evaluation allotted points
for e-Portfolio container which was evaluated using the rubric. Evaluation points
are allotted as 1 point, 2 points, 3 points... starting from the basic score on the
right. The perfect score of a single evaluation is quantified as “(The basic point -
1) x number of criteria“. And the average of all the evaluation scores is used as

the raw score.

In “Course Menu”, click "Grades" > "Gradebook". If it is not displayed on the menu, please

contact the system administrator.

Gradebook

__ Adjust raw score
Evaluation allotted points
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1 Click "Edit columns" link and add the material to be evaluated. Choose the material
from “Materials that can be added" by using a check box, and click [Add selected
material] button. If you do not wish to evaluate the material, select it from "Materials

to use for grading” by using a check box and remove it by clicking [Remove selected

material] button.

Back to list

Materials to ute for gracing HMaterials that can be added

[Remove selected content] | ... .. . . ———
button R T T T I

[Add selected content] button

Perfect score
Allotted points for grading

[Save] button s

2 Set up the Evaluation allotted points according to the evaluation method for each

evaluation material. Click [Save] button and return to the list.

£ You can input numbers larger than 0.01 and not exceeding 500 as Evaluation
allotted points. Since the evaluation points are obtained by converting the scoring
rate of the material, the perfect score need not be 100.

£ Since there is no perfect score for SCORM material due to its system, it is

necessary to input the perfect score of SCORM material individually.

3 If the material needs score adjustment, the raw score can be adjusted by using basic
arithmetic calculations. To change user’s raw points in batch for the material, choose
calculation method from the drop down list in "Adjust raw score", enter the score and

then click [Recalculate] button.

& To undo the change, choose "Reset" from the drop down list in "Adjust raw score"
and click [Recalculate] button. However, when the SCORM material is reset, the

perfect score is reset to 0. Please re-enter the perfect score.
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Back to list

Adjusted score

[Save] button

4 To change user's adjustment point, click user’s name or adjustment point.
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Managing learning record

Study Card Name
Search condition
Counter Setting
[Download csv data file]
button

[Export all user's data
as HTML data] button

The feature “Study Card” helps you to manage the student’s performance on previous
studies, comments and personal information. In addition to the student’s profile such as
user name and student number, you may freely include other matters in Study Card.
Therefore, Study Card can be created and managed according to the needs in lesson

and Forum as well as career and employment support.

About Study Card

Click “Other tools” > “Study Cards” to display the “Card List” screen. If the Study Card

has been already created, select it by name.

Stuady Card

Sudy Conl Ko

Seercn condmion

Study Card = Grammia

studentd]
shutant
]
sudentid
ettt
e
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Mzentsd
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Studare 01
Stciare (i
Stadtare 01
Stadant 01
Stadare 06
Gtadare 05
Stacters 07
Stacere 03
Stacar 03

Stadert 10

Shew BT |

— [Show list] button
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Password

Profile

Create New

Study Card can display the following profile information;

You can also create options or comment fields and upload files.

Student ID

Student Name
Furigana (Pronunciation)
Photograph

Sex

Nationality

Admitted Year

Grade

University Name
Faculty

Department

Class Name

List No.

Score List

Progress Status Table
Other Courses

Creating Study Card

To create a Study Card, click “Study Card” on the “Material Creation” screen.

Create Data Entry
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[Save] button

Enter the name of the Study Card in "Title" on the “Option Setting” screen.
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£ When you create a Study Card, set Access Restrictions always as "Hide from the
Course Members". Unlike other type of material such as self-learning material,
Study Card can be viewed by the user even when its Access Restrictions is set as
"Hide from the Course Members”. To restrict the user’s access to Study Card, for
instance, when writing a draft, you can either set the display period using “Date &
Time Restrictions” or go to the “Create Study Card” screen and choose the item
which you do not wish to display, and then remove a check from the user view
permission. (See Step 5).

2 Click [Create Assessment - Standard Mode] button, and display the “Create Data
Entry” screen.

3 Setting “Password” for Study Card allows authorized users to edit the common data
of “Text Entry (Append Only)”.

4 In “Profile”, create the items of common data. Select items from the pull-down list in
“Item Name”. Enter simple descriptions of the newly created items and choose their

format.

Form Description

Up to 24 options can be created.

Dropdown When entering the options in “Options”, separate them by
commas.

Input word / numerical Suitable for short character strings that can be entered in a

value single line.

Text Entry (Append Only) Users cannot edit previous posts.

Text Entry (Editable) Long text can be entered. Text can be edited.

File One file can be uploaded for each item.

Rubric Evaluation using rubric can be done.

£ When “Data Attribute” is not “Personal”, and the item name of “Text Entry (Append
Only)” is either "counsel® or "communication”, the update information is
automatically sent to the course manger and the student in their registered email
address. For setting e-mail address, please refer to “Changing account
information” To use this feature, e-mail feature must be enabled by the system

administrator.

5 Set up data attributes and display / edit permission for each item.

Data attribute Description

Data is shared within WebClass.

Common If Study Card is linked to another courses, data will be inherited.
Course Data is s_hareq among course members.'

No data inheritance from Study Card to linked courses.
Personal Data can be viewed and edited only by the user who entered it.

No data inheritance from Study Card to linked courses.

& After editing, please click [Save] button. To delete an item, select “No Item (Delete)”
in the pull-down list.
£ When display permission is removed, the edit permission of the item is also

removed automatically.
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Study Card Name

Course data

Personal data

[Save] button

Registering data into Study Card

On the “Study Card Selection” screen, choose “Study Card Name”. User’s profile,

comments, course scores etc. will be displayed as shown in the figure below. Edit the

items as necessary and click [Save] button. Then the data will be saved in the Study
Card.

| [Back to Study Card table]
button

Stadent 01+ | | Hud page Back 1 Sucy Card tatie

= Any item marked as “Personal data” can be viewed or edited only by the user who
entered the data.

2 If you use platform-dependent characters including pictogram, single-byte
katakana or language other than Japanese and English, characters may turn
garbled.

= With certain Android and iOS 5-, you cannot upload files due to the system. With

iOS 6+ only image you can upload only image files. With iOS 9+ you can upload

various files from iCloud Drive, DropBox, Google Drive and OneDrive etc.
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Study Card Name
Search condition
Counter Setting

Registering data with batch file

If the course manager authorizes editing of certain data, such data can be registered in

batch by using the data file for update. In the menu, click "Other tools" > "Update Study

Card data".

Study Card data update
rAmmar
Study Carc Neme: Grammar —+
S ) CoRH)
ot Sotng s Counter Setting  Cout ‘oe

Dentiond civ data Be

o chosta 'CE farmat mhim

pram ol e erd ad thet

Choose the Study Card to edit.

Specify the search condition and display the target user.

e L s=w-— [Show list] button

[Update] button

Download the data file for update and edit it by text editor such as Excel.

) Please save with CSV format.

£ If CSV field contains any escape character "¥", the file may not be imported

correctly to WebClass.

£ If you import a file to file format data or rubric format data, specify the file name in

CSV file and compress it with this CSV file before importing.

& Use single-byte alphanumeric characters for the name of the file or the folder to

be imported in batch.

Specify the edited data file for update and click [Update] button.

If there is no error message or other problem, click [Back to Study Card table] button.
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Saving and Moving material data

In WebClass, you can easily back up courses and materials or create copies of them.
You can also link materials with another course to refer the course score data from
another course. This will save the work of moving materials to another course or creating
materials to share with another course manager. This section explains how to back up

courses and materials created by the course manager and how to create link materials.

About Copy, Link, Export and Import
You can copy materials which you created, or link materials that were created in another
course to your course as read-only materials. You can also use export feature to

download materials. After files were exported, they can be restored by importing.

s ®
o [

- e s | Deselect

Timeling Unit - Create Motened
c P R i ) i vl Open / Close settings
@
g - Copy
e — s y ———— Export

: 2 ) ) Export to Another Course
2 . Copy to Another Course
Delete

Copying, exporting and linking materials to another course can be done on the “Material
List” screen. Importing and linking materials from another course can be done on the
“Material Creation” screen.
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Copying materials

A material created in a course can be copied as an actual file. Even if the copy of material

or its option is modified, the original material will not be affected.

& Link material cannot be copied.
& Label is not copied with material by “Copy” and “Copy to Another Course”.

& Copied Forum material does not contain posts of users.

On the “Material List” screen, select the checkbox of the material you wish to copy and
click "Copy". Then, a copy will be created in the course. To copy the material to another

course, click “Copy to Another Course”.

Linking materials between courses

Unlike copied materials, linked materials refer to the link source and the course scores
data of the linked course will be integrated in the link source. Therefore, by using linked

materials you can unify the management of materials and course scores data.

Restrictions of linked materials

Linked material has the following restrictions;

= Only one link can be created in one course from one link source.

= Linked materials cannot be integrated in Unit material.

= Material of linked materials such as questions or pages cannot be edited.

= The option settings of the link source will be inherited. However, if option
settings are allowed to change in the linked material, the new settings will be
applied in the linked material only.

= To delete the study history, it is necessary to delete it in the link source course.

= Before deleting a link source, you must delete its linked material.

= Similar Essay Detection feature cannot be used for linked material.

Linking materials from another course

Click [Link from another course] button on the “Material Creation” screen. Select the

source course and material and click [Create Link] button.

Linking materials to other courses

On the “Material List” screen, select the checkbox of the material you wish to link and
click "Link to another course". Select the target course and click [Link to another course]
button.
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Search source course

Exporting and importing materials

Select material's checkbox from the “Material List” screen and click “Export”. After

preparing for export, click [Download] button and save it.

To restore materials, click [Import] button on the “Material Creation” screen. Read the
exported file and enter the material’s title.

o)

-

If any material of the same name exists in the destination course, a warning will
be displayed. Delete the material of the same name from the target course, or

change the name of the material before importing.
o)

-

Exported material does not contain its Label.

£ Imported Forum material does not contain posts of users.

About Copy Material Data
All materials created in a course can be copied to another course. Click "Course Material"
> "Copy Material Data" on the “Material List” screen and display the “Copy Material Data”

screen.

& You cannot copy the material if any material of the same name exists in the target
course. Delete the material of the same name from the target course, or change
the title of the material.

& Label will be copied with material by “Copy Material Data”.

Cony Mazerial Dats

Search target course

5y At [Copy All Material] button

1 Specify search condition and choose "Search source course" and "Search target
course".
2 Click [Copy All Material] button.
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Backup and Restore course
The course manager must be responsible for periodical backup of course materials and
course scores data. Back up can help restore the data even if the data on WebClass is

lost due to some trouble.

Restore
Era s T UL

[Load] button ——

Backup

[Create Backup Data] button ———

Select "Course Management" > "Backup / Restore" and click [Create Backup Data]

button.

& Creating backup data may take some time.

To restore the data, specify the data by using backup and click [Load] button. You can
also select materials to restore.

£ You cannot restore a material if any material of the same name or ID exists in the
target course. Delete the material of the same name from the target course, or
change the name of the material before restoring.

£ The maximum size of the backup file that can be restored is 300 MB (or 200 MB
depending on the server).
If it is necessary to restore oversized backup file, contact DATA PACIFIC (JAPAN)
LTD. Support desk (wcsupport@datapacific.co.jp).

& Label will be also restored.

2 If a BBS material is restored, any marks to indicate the post is read will not be

transferred. They will be reset as unread.
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Monitoring of use’s activity

[Update] button
[Delete Old Session Data]
button

The course manager can check access status and log. This section explains how to

monitor the course usage.

About log data in course

The usage log data can be viewed in "User Management" and "Course management".

“Login Status” shows which users are currently logged in the WebClass. “Members List
/ Access Log” shows login count and total login time of each course member. “Usage
Status” can be used to check data such as usage time of each type of course material

or frequency of submitting reports.

Deleting old session data

If a user did not log out from WebClass through normal procedure, for instance, due to
browser crash, the User ID may remain for a while. About 90 minutes later, the session
will be disconnected and the user will be automatically deleted from the list, the course
manager can manually delete the data of abnormally ended session. In the menu, click

"User Management" > "Login Status".

Current time 2020-01-25 14:36:14

User ID Usar Mame Login Time
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The “Login Status” screen displays User ID, user name and Login time of those who are
currently logged in WebClass. Click [Delete Old Session Data] button and delete old
session data.

Downloading access log

Click "User Management" > "Access Log", then user's login time and total login time will

be displayed on the “Access Log” screen.

© The displayed total time does not include the usage time if the session was ended

abnormally.

[Show all logs] button ——— ] Dalete s ogs — [Delete all logs] button

Course Members

= e

Search conditions —|———

User 1D

Search Result

Download with csv file ——— :
User Hame & v ::‘n‘nﬂ?\:.m A ¥  Pormisshon & ¥ Mumber of Logins & v Total Login Time & v Detaled log

—— Details

Specify the User ID and click [Search] button. Wild card and ‘or’ operator can be used.
2 Click “Details” link, then the user’s IP address of the terminal, usage time, login and
logout time will be displayed.
3 Click "Download with CSV file" or "Download access log" in the upper left of the list
and save the log in a local file.

Click [Delete all logs] button, then the selected user's access log will be deleted from the
database.
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Period

[Show] button

Checking Usage Status

Click "Course Management" > "Usage Status" and display the "Usage Status" screen.

+— =
i sty et 38151415 308 38 st ————— Download results

Specify the analysis period and click [Show] button. You can view the analysis result
including the following information;

Categor Description

Member users Tot_al Login count, total_ time and nur_nber of messages of the
registered user at the time of analysis.

Total number of materials, access count and total time of each type

of material.

Access count and total time of materials linked from this course to

another course.

Course Usage

Access count A graph showing user login count during each time period.

graph
Report submission A chart showing report upload count during each time period for
count graph each Assessment material.

Total Login time, number of messages and number of reports

Daily usage report submitted on each day.

To download the analyzed result, click "Download results" and save.
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(c) 2012 DATA PACIFIC (JAPAN) LTD.

Reproducing or copying this document in whole or in part without prior permission is
prohibited

The product names and corporate names used in this document are trademarks or
registered trademarks of respective corporate.

The mutual evaluation feature "peer review feature" was developed in cooperation with
Professor Kikuo TANAKA of Graduate School of Law and Politics, Osaka University.

Improvement of the whole system, including revision of terms used in the system and
correspondence to SCORML1.2, LOM was guided by The Center for Developing e-Learning
of The University of Electro-Communications.

WebClass portal site with message, timetable display and other features was launched in
cooperation with Information Media Center and FD / ICT Education Promotion Room of
Kanazawa University.

The data storage and yearly management method enabling students to look back their
study history was guided by Tokyo Gakugei University.

To support SCORM 2004, we modified and used ELECOA Player (http://elecoa.ouj.ac.jp)
which is a product of the joint research by Open University of Japan and Faculty of
Information and Computer Science of Chiba Institute of Technology.

For the algorithm for detecting similar reports, we referred to Paul Vitanyi (2006) "similarity
measuring method based on degree of compaction" mathematical science, November
2006 No.521.

The feature to support the use of tablets was developed in cooperation with Otemon Gakuin
University.

WebClass screens may differ from the actual product because WebClass is under
development.
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