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1. Go to the announcement section by going to the link in the left hand nawgatlon Change permissions of the
announcements by clicking “

L 7 Loulima - Demo_caldidn_01_Dev : Announcements - Windows Inlenal Eaplotor T-]-|
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Cooperation, joint action; group of people workin
commamiiy food patch: to work iogether. coopery
hr gy hanids.

E rkspace | Cheryll workshops | kap.t -+ sa | - more -
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Home % _Announcements b
Site info Add Merge
£ s
ANnOUNCEMENts Announcements
—— = View Viewing 1 - 4 of 4 items
Mailtool .' show 10 tems... | ..
Messages ’ — |
flkensitin | Subject [From mlbah T |agginnig Date IE"‘“E Date [meﬂi
DBicaceion and & Testing Announcements  Cheryll site Mar 13, 2008 0
Private Messages dit Aldridge 7:56 am
Forums Assignment: Open Date  Cheryll site Mar 3, 2008 O
Chat Room for Assignment 1 Aldridge 9:23 am

Elogger - =I

2. Under permissions you can allow site participants to add, edit, or view announcements. Make sure that the
instructor is allowed full permissions and students have at least read permissions. The other commands are
as follows:

o new: Create a new item
o delete: Delete an item
e import: Import an item
e read: Read an item

& revise: Revise an item

s all.groups: See postings associated with any group
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7~ Laulima : De mo_ c)ldndu ol _Dev Announcements - Windows Intemet Explorer
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Lir., many hanids, Wy
o The Learming & Collaboration Server for the University of Hawali Community =

% _Announcements

Permissions

Set permissions for Announcements in worksite “Demo_caldridg_01_Dev™ (b4d40e55-87a2-429a-80d8-
4108dd854515)

Ressurces
Announcements
Email Archive

Mailtool Roe — _I'eagln_e\"igeute_‘aw]?km’m|W'W|w'me‘gﬂslm‘um
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3. Thereare other editable options in the Announcement tool. Go to the options link.

Bt ETRARLY FIECIE . T

s.___a The Leaming & Collaboration Server for the University of Hawal'l Community

Home & _Annov .ements

siteInfo  agg mer, + Options _ermissions

Resources

Announcements Announcements
Email Archive View D Viewing 1 - 4 of 4 items
Mafiltool B B [stow107ems . B

Messages —
Discussion [_—I—sim I_Fr-u_ni Fm ﬂi? ______ |£—JEE—"F'—I:’B|’E 1_ng_£n.di Lol I H‘
Discussion and & Testing Announcements Chenyll site Mar 13, 2008 |:
Private Messages Edit [:3 Aldridge 7:56 am
Farums Assignment: Open Date  Cheryll site Mar 3, 2008 C
Chat Room for Assignment 1 Aldridge 9:23 am

EAdit

4. In Options you can change the display options of the announcement page.

Home & _Announcements

Site info
Options
Resources P
Wmas mem mirwmmbh o abbnn sebHames far ame e
Announcements
Email Archive  Display Options

Mailtool C Sortable table view
Massages & Sonable table view with annauncerent body
Discussion © List view with announcement body

Discussion and Characters in body

Private Messages
Display Limits

Eorums
Chat Room Mumber of days in the past
Blogger Humber of announcements L J
Wiki
| |
ASSinments
Gradebook
here is the default table view
Announcements  Announcements
Email Archive  igw Viewing 1 - 4 of 4 items
Malttool .. show 10 items. . ..
Messages
i |sublect l_me |@Iog:e~r |gg ioning uaulgﬂ-gga_g[kemmeﬂ
Discussion and @ Testing Announcements  Cheryll site Mar 13, 2008 O
rivate Messages Bt Adridge 7:56 am
Forums Assignment: Open Date  Cheryll site Mar 3, 2008 O
Chat Room for Assignment 1 Aldridge 9:23 am
Elogger R
wiki Testing Cheryll site Dec 18, 2007 (m}
= E£dit Aldridge 10:12 am
Modules il
Assignments @ Aloha Cherfll  site Dec 18, 2007 (m]
Aldri 10:03
Gradebook £di ridge o
Drop Box

raluation System
Dallc
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this is the table view with announcement body

& alsha Cheryll site Dec 18, O
Edit Aldridge 2007 10:03
am

Aloha everyone. This is a test. This is only a test.

logyer Assignment: Open Date  Cheryll  site Mar 3, 2008 o

wiki for Assignment 1 Aldridge 9:23 am
Modules et

Assignments

Open date for assignment Assignment 1 is Mar 3, 2008 12:00 pm.

Testing ['% Cheryll site Dec 18, (m]
Edit Aldridge 2007 10:12
am

Testing once again.

-4 Testing Announcements  Cheryll site Mar 13, (m]
Edit Aldridge 2008 7:56
am

list view has additional options; how many lines of text should be shown
Options
You are currently =tting options for announcements.
Display Options
C Sonabla table view
' Sonable table view with 3 uncement body

@& List view with announcemant body

Characters in body

First Line

Display Limits First Two Lins
Al

Mumber of days in the past

this is the list view with “all” text

Z _Announcements @
Home
Add Merge Options Permissions
Resources

schedule  Announcements

Announcements Viewing 1 - 4 of 4 items

-

Discussion

Assignments

Gradebook Review Content from the Workshops Edit | Remove
wiki (Karl Naito - Feb 15, 2008 4:15 pm)
Roster . . . )
— 0On the left side of the KCC OnlineConnections course, be sure to click on
Site Info

“Modules” and review in detail the content presented during the first week of
Blogger  your Distance Learning Certificate Program.
Discussion and
rivate Messages
Modules
Mailtool Schedule of Cohort Mestings for Spring 2008 ¢ Edit | Remove

Information presented during future workshops will also be available in
“Maodules.”

Messages (Mary Hattori - Feb 5, 2008 9:04 pm)
Podeasts Participants in the DL Certification Program must attend one cohort meeting for
Drop Box  each topic. If you miss your regular cohort meeting day, you can attend any one
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5. Another section in the Announcement options is the “Display Limits”. This limits the amount of
announcements displayed at once on the page. You can enter a number in one or both of the text boxes to
limit the announcements by days or total number. If you would like all the announcements available, keep

KCC-CELTT
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the boxes blank.
Home & _Announcements

Site info

Resources Optichs
mmum You are currently setting options for announcements,
Email &rchive  Display Options
Mailtool & Sorable table vew
Messages ' Sortable table view with announcement body
Discussion C List view with announcement body

Discussion and

Characters in body

Private Massages

Display Limits

Forums
Chat Room Mumber of days in the past [ |
Blogger Mumber of announcements | I |
Wiki

Assignments

Gradebook

113 1]
6. To add a new announcement, click “add” on the top optlon bar.
- "nounr:f ments
Hon .
7  Add M ge _ otions Permissions
Resourc s
Schedule  °7  «ncements

Announcements Viewing 1 - 4 of 4 items
Discussion
Assignments

Gradehook  Review Content from the Workshops Edit | Remove

wiki  (KarlNaito - Feb 15, 2008 4:15 pm)

Roster

i 0on the left side of the KCC OnlineConnections course, be sure to click on
Site Info “Modules” and review in detail the content presented during the first week of
Blogger  your Distance Learning Certificate Program.

Discussion and

rivate Messages Information presented during future workshops will also be available in

“Modules.”

You will need to create an announcement title to go along with the body text.

S Ihe Learming & Colaboration Server tor the University of Hawai

My 1.\n:+r1-:5:scz] l Cheryll_ Workshops | KAP.Laulima | - More - |
Home & _Announcements {
Site Info
. AddAnnouncement
Resources

Complate the form, then choase the appropriate button at the bottom.
Announcements 4 pprop

Email Archive Required items marked with a '[%

* Announcement title | |

= Body
Esvce 3 @i BEBREB Yo (MY 7 U&=
s EFIR - S0 LIHAE0=0 a4
| Ste =l Fomat | Font Aal - Size =B




8. Before submitting, there are a few other options you can choose from.
In the Access section, you can choose to display announcements to the public or to the site.
in the EN@IIABIIRY portion, you can show, hide or specify a viewing date.

You are also able to add attachments to the announcements.

Access
C Display to public
@ Display 1o site
.ﬁ.vallal{%irr
& Show
O Hide
C Specify Dates

[C Beginning

Date Time

[MART [+38] [2008 ] =515 8 [oo ] [pm Bl

[C Ending

Date: Tirme
[2pr B [12 8 [2008 8 ~21[2 B [o0 8] [em B

Attachments

Ho Attachments Yet

9. Furthermore, you can add an email notification to all participants, only opted in participants or send no
email notifications.

Email Notification None - No notificationy.. B
High - All participants
Lew - Only participants who have opted in

_ Mone - Mo notification

10. When you are finished, you can add the announcement or preview it before submitting,

Email Motification
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this is the announcement preview window.
From here you can add the' announcement or go back and edit it before adding. Pressing “cancel” here will
also take you back to the create announcement page. To cancel the announcement, you must press cancel
on the announcement creating page.

Announcement Preview

Subject TEST
From Codi
Date Mar 18, 2008 12:02 pm

Display to Mon-Members Mo

Email Motification Mone - Mo notification
Message

TEST AMMOURCEMEMT.

[ Add Announcement ] [Edit] [ Cancel ]

11. After submitting an announcement you can still edit it. To view your submitted announcement, click on the
title.

Home % _Announcements

sitelnfo  agd Merge Options Permissions

Announcements Announcements
Email &rchive  view [Al i Viewing 1 - 9
Mailtool ﬂl |5hm\' 10 ite

Mecs IoEe
L=

Datg ¥ !Bﬂiﬂnig Dat

aryll  Demo_caldridg 01_Dev site Mar
sSridge 13,
2008
913
pm

Subject rom 15“‘-' |E
# welcome to the

class!
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12. You now have the options to edit, delete or add a new announcement.

Site Info
Rasaurces
Announcements
Email Archive

Mailtool

* _Announcements

MQIEMIEEI:S%

Announcement

Messages  Subject  Welcome to the class!

Discussion From Cheryll Aldridge
Discussion and Date Mar 13, 2008 9:13 pm
Private Messages
f Groups site
Forums
- A Massana

13. Another way to remove announcements is to check the “fémove” checkbox next to the announcement you
wish to delete.

 _Announcements

rge Options Permissions

cements
All Viewing 1 -9 of 9
EH show 10 items_.. |
ect |Fr‘om |% |@|Date?|3eqinninq DatelEndinq pE

ome to the Cheryll Demo_caldridg_01_Dev site Mar

! Aldridge 13,
it 2008
9:13
pm
ing Cheryll Demo_caldridg_01_Dev site Mar
uncements Aldridge 13,

Then scroll to the bottom of the page and select “

Added RSS Feed Cheryll Cheryll_Workshops

Workshop to Aldridge 2008
Scheduls 12:59
pm
Testing ridg_01_Dev site Dec 18,
Edit 2007
10:12
am
@ Aloha Demo_caldridg_01_Dev site Dec18,
2007
10:03
am
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14. You will be taken to a confirmation page before it is removed. You will see the announcements you have
chosen. If you wish to continue, click “remove”.

) H Cooperanion, ol sction; group of people working ogeiher; ety Logou!
I EUIHTIa community food paich; 1o work logether, cooperate. [y
Lis., marry hands, W&

e The Leaming & Collaboration Server for the University of Hawall Community

| e - .
My Workspace | | Cheryll Workshops | Kap.Lautima | - more - |

Home 3 _Announcements .
Site Info

Deleting announcements...
Resaurces

Announcements | L] Are you sure you want to delete the foliowing announcements?

Email Archive
ailtool | Subject ' From Date | For
Messages  Testing Announcements Cheryll Aldridge Mar 13, 2008 7:56 am site

Discussion  aleha Q Cheryll Aldridge Dec 18, 2007 10:03 am site
Discussion and

Private Message’

rour [N I

15. More preferences can be found in your

PGS LT O WAL SR T W =

, under the preferences area.

o \-“I LLL LS

= Mmore -

= Preferences

Hame
Pru"il; Motifications Customize Tabs Time 7~ < Language
membership  Notifications
Schedule  You will receive all high o Loty natifications via email. Set low priority notifications below,

RESOUTCES  Announcemer*

Announcements © = ,d me each notification separately
Waskalao Tabig Send me one email per day summanzing all law priafity announcements
Preferences 2*Dio not send me low prionty announcements

i Email Archive
1] ;
@ Send me each mail sent to site separately

Chardl Aldricgs © Send me one email per day summanzing all emails

' Do not send me emails sent to the site

Resources

# Zond ma sarh recrnrra conaratale
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16. You will always receive High Priority Announcements by Email. You can set the preferences for Low
priority announcements here. Selecting “do not send announcements” is considered opting out of
_announcements. Don’t forget to click “update preferences” when done.

S

Demo_caldridg 01_Dey | Cheryll Warkshops

WET W e L SHLY W a3l AR IR eL Y

KAP. Laulima | = more - |

Home
Membership
Schedule
Worksite Setup
Preferences
Account

Help

Cheryl Mdricge

= _Preferences
MNotifications Customize Tabs Time Zone Language

Notifications

You will receive all high priority notifications via email. Set low priority notifications below.

Announcements
© Send me each notification separately
. Send me one email per day summanzing all low pricnty announcements

Do not send me low pnonty announcements

Email Archive
& Send me each mail sent to site separately
© Send me one email per day summanzing all emails

C Do not send me emails sent to the site

Resources

# Sond ma sarh recnorea coraratole

17. To display one or more worksite’s announcements in another site, you must “merge” them. Go to the site in

which you want the merged announcements to display. Then go to

:.I = li"uu'-1\'|:|1:||l||_ JOLnl BCTMNY; grogp ol |1n'-|1|;' nwhm; [:lgrll:l:l_ g Lu-_i;uuL
I aullma commumity food patch; to work iegether, coopermic [ .
Lir,, mmry hvengds, L8

L The Learming & Collaboration Server for the University of Hawai'i Community

Mailtool

MESSARES

Private Messages

Forums

Chat Room
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Viewing 1 - 7 of T items

] e | |

| Subject IFI'IJ |m ]m |Date ¥ ’Bvetinn ing Date I Ending Datel
Added RSS Feed Cheryll Cheryll_Workshops site  Mar Mar 13,
Workshop to Aldridge 13, 2008 10:45
Schedule 2008 pm

10:44

pm
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18. You will see announcements you have made in other sites. Check the check boxes next to the site whose
announcements you want to display in the current worksite. (The announcements will still show up in their
originating sites as well.)
% _Announcements

Home
Resources  Show Announcements from Another Site
Schedule  Select what announcements you want to merge into this site.

Announcemeants Site Show Announce
Discussion  chapgl Workshops (2101d593-558b-42a3-00f6- 0
pssionments  df5362bc637d)
Gradebook Demo_caldridg_01_Dev (h4d40eb5-87a2-429a-80d8- i
g 4108dd854515)
KAP Second_Life (3649b6d8-5d49-4907-0055- [
BOstEr 1551e828f3h)
Site Info

Discussion and

19. Another way to do this is to go to ” and then “import from site” (located on the upper navigation).

Cooperalion, joiml action; group of people wor' g iogether;

” l au =y community food patch; lo work together, coop  ate i
Lir., mamny hands W J
WEF Gon

g & Collaboration Server for the University of Haw | Community

My Workspa -ce] Cheryll Workshops | KAP.| aulima

= _Site Info

Edit Site [nformation Edit Tools M>— s ngge Access  Add Participants
Edit Class Roster(s hcate Sit IED_DQ_Q%FLEKE 2port from File Page Order

Announcenments

Demo_caldridg_01_Dev
Email Archive

Site Description: Demo course for i 3®hawaii.edu

Mailtool

Roster(s) with site access:

Term: Dev
Site Contact and email: Cheryll Aldridge, | ibhawaii.edy
Available to: Site participants only

Included on public sites list:  ves

Chat Rnam

20. Check the box of the site (it can only be sites that you own) that you would like to share material from.

fesources  RE-USE Material Trom umner sies

Re-use Matsrial from Other Sites

You can choose to re-use material only from other sites that you own. You can combine material from
mare than one site.

& Chenyll_Workshops
[ ED_197_KAP_Dev

[0 ED_197_KAP_Mig

[ ETEC_644_caldridg
O HOM-jkwong

O JPNS—131-%

0 JPNS-1310

O KAP Laulima

0 KAP Second_Life

[0 KAP_ENG_209W1_Dev
[0 KCC OnlineConnection
O Kuilei_HS_Outreach

Evaluation System
Balls
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21. Then choose the material you want to re-use from these sites. In this case, choose HRNOUNCEMENts.
Home & _Site Info

Site Info

Resources  RE-US@ Material from Other Sites

Anmoun:
P Re-use materal from other sites you own...
Email Archive

Mailtool  Choose the material you want to re-use from these sites. You can combine material from me
one site [for exampls, Resources from several sites),

ANNOUNCEMEnts

Assignments [ ]

Chat Chat Room L
Blogger Discussion =
Wiki Discussion and Private Messages O

22. When you go back to your site’s announcements you can now see the announcements imported from your
other worksite. They are editable and in “draft format”. You must go into edit mode and “post” them for it
to be viewable by all participants.

Announcements Announcements

Email Archive View All i Viewing 1- 10 of 11 items
Maiitont nllshm\- 10 items.. i..

Subject ] From Igil_g ] For [Dale X [ Beginning Date i Endlng_DateE
Wiki Tutorials of Aldridgs
Modules ey .
Assignments ki

23. When you receive an announcement by email, the subject line will be the name of your site and the title of
the announcement. The sender will be “Laulima” and you cannot reply to it.
uBackto nbox  Archive | | ReportSpam | | Dalate | Hore achions x 10f 326
[ Demo_caldridg_01_Dev - Announcement ] Welcome to the
class! oo
Laufina -:nn-tgshf-é'lmlillm.rmwndi.mlllr- {zil= 9:13 pm (1% hours ago) | 4 Reply | *
An announcement has been added in the "Demo_caldridg_01_Dey" site at Laulima (ntips.if

laulimm i [
Subject Welcome to the class!
From: Cherl

Date: Mar 13, 2008 913 pm

Message:

Aloha class,

Welcome to Chandl's Development site. Please make sure to view the svllabus and schedule as
your first steps. Also, padicipate inthe discussion in Discussion and Private Messages, check for
new chapter material in the Modules. 1'will announce when a new assignment andfor quiz s
avallable to you,
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24. Any attachments on the announcement will show up in the email and can be downloaded. You can

download the attachments even of if are not logged into Laulima. Furthermore, you can obtain the address

of the attachment for sharing this link with people without a Laulima account or have not logged in.
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Enjoy, How | m:
Here is I
Cheryll e bared
‘Warcraft
Eckhart
Awwaken |
Afachments; Creale Y
Teslimags yrmkb and Freed
” dremmect
Address: hitps/Nauing hawei edusccessfoontent/sttachment ba ddDeS5-07 22-4.292-80d8-4 108448545157
m1 Arnouncements S 2deb35-cbBd-4507-00.6-Ti511 36402/ T ectimage_Thumb.pg
i= autom = i
the Demo_caldridg_01_Dev site e
fou can modify how you receive notifications at Wy Workspace » Freferences flath Hom
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