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Getting Started with Oncourse CL 

Welcome to Oncourse CL! 
 
We are pleased to provide you with this guide to getting started in your use of 
Oncourse CL, Indiana University’s open source course management system. The 
guide is intended to help faculty prepare for the move to Oncourse CL by the fall 
2007 semester. It provides a brief overview of some of the most common Oncourse 
activities including how to post a syllabus, announcements and resources, send 
course mail to your students, and set up a basic gradebook. 

 

 
In addition to this guide, there are a wide range of resources available to help you in 
making the transition to Oncourse CL (see oncourse.iu.edu/info): 
 

• A new electronic transition guide to assist you in learning about how specific 
features in original Oncourse are designed into Oncourse CL. The electronic 
guide will provide a customized solution for you to help streamline your 
efforts as you prepare to move to Oncourse CL. 

• Two- to four-minute video tutorials that demonstrate features of Oncourse 
CL 

• Brief “Least You Need to Know” documents you can reference to become 
familiar with common tasks and features in Oncourse CL 

• Individual consultations through the campus centers for teaching and 
learning 

• Departmental workshops for faculty through the campus centers for teaching 
and learning and IT Training and Education 

• Over 400 new online help documents for all users available in the Oncourse 
CL Help tool and through the Knowledge Base (see kb.iu.edu) 

• Help from a consultant in the UITS Support Center 
 
The Oncourse Priorities Committee (OPC), comprised of faculty who are actively 
teaching with Oncourse, reviews suggestions for new features, tools, and 
enhancements and makes recommendations for priorities for Oncourse development. 
The OPC works closely with the Functional Requirements Committee (FRC) to 
ensure that every suggestion is carefully analyzed and prioritized. 
 
Our participation in the Sakai open source community provides Indiana University 
with the ability to set our own development priorities while also keeping pace with 
faculty innovation through a world-wide community of scholars and educational 
technologists who are working together to create new and innovative tools for 
teaching and learning.    
 
We are excited about the possibilities that Oncourse CL provides to our faculty, staff, 
and students and we hope that you find these resources helpful to you. 
 
Anastasia S. Morrone 
  
INDIANA UNIVERSITY 
Associate Dean for Teaching and Learning IT 
Office of the Vice President for IT and CIO 
Associate Professor, IU School of Education, Indianapolis 
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Getting Started with Oncourse CL 

Logging in and finding your courses 
 
Logging in to Oncourse CL is easy, and requires just a few steps: How do I log in 

to Oncourse 
CL? 

 
To log in to Oncourse CL: 
 

1. Open a web browser such as Internet Explorer, Firefox, etc. 
2. In the address field, enter the following: http://oncourse.iu.edu 
3. In the welcome screen that appears, take a moment to read any recent 

announcements (new system enhancements or other information you’ll be 
interested in will be posted here.) Of particular note is the “Message of the 
Day.” 

4. Next, click on the  button in the upper right corner of the 
screen. 

5. Next, enter your username and passphrase, and then click  
6. You will be presented with your Oncourse CL “My Workspace” page.  See 

the next section for how to access your courses. 

 
How do I find 
my courses in 
Oncourse CL? 

Once you log in to Oncourse CL, you now have access to your courses.  
 
To find a specific course in Oncourse CL that you have access to: 
 

1. If you have not already done so, follow steps 1-6 in the previous section to 
log in to Oncourse CL. 

2. Once you have logged in, you will again see the “Message of the Day” but 
you will also now see a list of all your Oncourse CL sites in the red bar 
towards the top of the screen. The list is alphabetical by default, so if you do 
not see your current courses listed as a tab in the red bar, go to the “- more -” 
drop-down menu at the right of your screen, and then select your course 
from the list presented. 
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Getting Started with Oncourse CL 

Posting and revising a syllabus 
 

Why use this 
functionality in 
CL? 

A syllabus is an essential learning contract between the student and instructor.  
Ensuring your syllabus is clearly posted and readily available to students is a must.  
By posting your syllabus via the Oncourse CL Syllabus tool, you can: 
 

• Provide your students a single location to view your syllabus 
• Easily revise/update your syllabus 
• Avoid printing and handing out hard copies and students always have access 

to current information  
• Utilize other features of Oncourse CL to (for example) provide direct 

hyperlinks within your posted syllabus to web pages, other files, etc. 

 
Quick Start: 
Posting a 
syllabus as an 
attachment 

You can post your syllabus to Oncourse CL as an attachment of a Word (.doc), PDF 
or plain text document.  
 
To post a syllabus as an attachment: 
 

1. Click on Syllabus on the left menu bar 
2. Click “Create/Edit” 
3. Click “Add” 
4. Type a title in the box 
5. Scroll down the page and click “Add attachments” 
6. Browse to your computer and select a file; you can also select a file in 

Resources * 
7. Click “Continue” 
8. Click “Post” 
 

*See the section “Upload a file to Resources” in this guide for more information on 
the Resources tool. 

 
Quick Start: 
Revising a 
syllabus as an 
attachment 

To revise a previously posted syllabus as an attachment: 
 
Find the original version of the file on your computer, open it, make changes, and 
save it. You can also download a copy of the originally-posted syllabus from 
Oncourse CL by clicking on the attachment and then saving it to your computer. 
Once you have saved it to your computer, you can open it, make changes, and save 
it. 
 

Continued on next page 
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Getting Started with Oncourse CL 

Posting and revising a syllabus, continued 
 

Quick Start: 
Revising a 
syllabus as an 
attachment 
(continued) 

To post your revised syllabus as an attachment: 
 

1. Click on Syllabus on the left menu bar 
2. Click “Create/Edit” 
3. Click on the title of the item that includes the attachment 
4. Scroll down the page and under attachments, click “Remove” to remove the 

previous version of the syllabus, if desired 
5. Click “Delete” 
6. Scroll down the page and under Attachments, click “Add attachments” 
7. Browse to your computer and select a file, or select a file in Resources 
8. Click “Continue” 
9. Click “Post” 

 
For more information on posting and revising a syllabus to Oncourse CL, as well as 
other information on the Syllabus tool and related functionality, please see the 
following: 

More Info: 
Posting and 
revising a 
syllabus  

https://oncoursehelp.iu.edu/helptool/doc/argg
 
You can also find these related topics in the online knowledge base (search on these 
topic titles at http://kb.iu.edu): 
 
Creating a syllabus
Creating/adding, editing, or deleting a Syllabus item
Displaying a web page, PDF, or Word file for your syllabus
Undoing or changing a redirected syllabus
Reordering syllabus items
Reading a course syllabus 

________________________________________________________________ 
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Getting Started with Oncourse CL 

Viewing and printing a course Roster 
 

Why use this 
functionality in 
CL? 

Ensuring you have an accurate list of students for your course can be difficult; 
moreover, trying to learn the names of all your students (especially during the first 
few weeks of the semester) can be, depending on the number of students enrolled in 
your course, a Herculean task! Fortunately, the Oncourse CL Roster tool makes both 
of these tasks easier to handle. By utilizing the Roster tool, you can: 
 

• See a complete listing of all students enrolled in your course 
• Quickly obtain individual student usernames, as well as other information 

provided by the student in their individual profile 
• Print a text listing of the course roster, or print a listing of the roster that 

includes university ID student photos 
• Export the roster listing in a common file format, for easy importing into 

other applications such as Microsoft Excel 

 
You can easily view your class roster in a text format (just names of those enrolled in 
your course), or you can view the roster with student photos. 

Quick Start: 
Viewing a 
course Roster  

To view the roster in a text format: 
 

1. From within a specific course, click on Roster. A text listing of all those 
enrolled in your course appears. 

2. To sort the list, click on the column heading ("Name,” "User ID,” "Role".)  
You will see a  next to the column heading that you used to sort the roster.  

 
To view the roster that includes student photos: 
 

1. From within a specific course, click on Roster. A text listing of all those 
enrolled in your course or project site appears. 

2. Click the "Show Official Photo IDs" link at the top of the roster listing. The 
screen refreshes, and now shows photos of each enrolled student, along with 
their name, user ID and role. 

________________________________________________________________ 
Quick Start:  
Printing a 
course Roster 

You can print a text listing of your roster, or you can print a roster that includes 
student photos. 
 
To print a text listing of a course roster: 
 

1. From within a specific course, click on Roster. A text listing of all those 
enrolled in your course appears.          

Continued on next page 
________________________________________________________________
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Getting Started with Oncourse CL 

Viewing and printing a course Roster, continued 
 

Quick Start: 
Printing a 
course Roster 
(continued) 

2. Click on the printer icon ( ) that appears at the top of your Roster page. 
3. A separate window opens in your web browser, displaying the roster 

information in a format suitable for printing. Click the "Send to Printer" link 
at the top of this new window to print your roster. 

 
To print a course roster that includes student photos: 
 

1. From within a specific course, click on Roster. A text listing of all those 
enrolled in your course appears. 

2. Click the "Show Official Photo ID's" link at the top of the roster listing. The 
screen refreshes, and now shows photos of each student enrolled, along with 
their names, user ID and role. 

3. Click the printer icon ( ) that appears at the top of your Roster page. 
4. A separate window opens in your web browser, displaying the roster 

information with student photos, in a format suitable for printing.  Click the 
"Send to Printer" link at the top of this new window to print your roster that 
includes student photos. 

 
For more information on viewing and printing a course roster in Oncourse CL, as 
well as other information on the Roster tool and related functionality, please see the 
following: 

More Info: 
Viewing and 
printing a 
course Roster  

https://oncoursehelp.iu.edu/helptool/doc/aruk
 
You can also find these related topics in the online knowledge base (search on these 
topic titles at http://kb.iu.edu): 
 
Viewing your roster
Printing your roster
Why you may not appear in the roster of a class for which you're registered
Can I export my roster?
Combining course sites into a single parent site 

________________________________________________________________ 
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Getting Started with Oncourse CL 

Modifying a course Roster: Adding, deleting, updating 
participants 

 
Why use this 
functionality in 
CL? 

Having the ability to easily modify a course roster is an essential administrative 
function.  Fortunately, Oncourse CL makes it very easy to perform course roster 
modifications.  You may want to modify an existing course roster for the following 
reasons (to name but a few): 
 

• Depending on late student enrollments, you wish to grant a student 
immediate access to your course 

• You wish to add a faculty/staff member to your course roster 
• You wish to change the permission/privilege role of an individual listed in 

your course 
• You wish to delete an individual from your course roster 

 
Quick Start: 
Adding a 
participant to a 
course Roster 

Using the "Site Setup" tool of a specific course, it is easy to add or delete an 
individual from your course. 
 
To add a participant to your course roster: 
 

1. From within a specific course, click the “Site Setup” link. 
2. In the list of options that appears across the top of the page, click "Add 

Participants.” 
3. You will now be presented with a data input box labeled "Username(s).”  

Type the username of the individual you wish to add to your course. Note 
that you can enter multiple usernames by entering each username on its own 
line in the input box (press enter after you enter each username, to start a 
new line.) 

4. Under the "Participant Roles" section, select one of the two options 
presented.  If you choose "Assign each participant a role individually,” you 
will be asked (on the next screen) to assign each username you've entered in 
the "Username(s)" box with a specific role. 

5. Once you have entered all usernames and selected one of the two "Roles" 
options, click "Continue.” 

6. You are now asked to enter a role for the new users you have entered on the 
previous screen. Again, if you choose the "Assign each participant a role 
individually,” you will need to choose a role for each participant. Otherwise, 
select one of the roles listed and that role will be applied to all usernames 
you entered on the previous screen. 

7. Click "Continue.” You are now given the option to notify the users you have 
added to your course. 
 

Continued on next page 
________________________________________________________________ 
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Getting Started with Oncourse CL 

Modifying a course Roster: Adding, deleting, updating 
participants (continued) 

 
Quick Start: 
Adding a 
participant to a 
course Roster 
(continued) 

8. Click the "Send Now" option to have an email sent (after confirmation) to 
each newly-added participant, informing them of the availability of your 
course. 

9. Click "Continue.” You are now presented with a confirmation screen, listing 
the names of all newly-added participants, their user IDs and the roles you've 
assigned to them. If everything looks good, click "Finish;” at this point email 
notifications are sent if you requested them.  Otherwise, click "Back" to 
correct any errors and click "Cancel" to stop the "Add a Participant" process 
completely. 

 
Quick Start: 
Deleting or 
modifying a 
participant 
from course 
Roster 

Using the “Site Setup” functionality of a specific course, you can also easily delete 
or modify a participant from your course roster. 
 
To delete a participant from your course roster: 
 

1. From within a specific course, click the “Site Setup” link. 
2. You are presented with a listing of all participants currently listed in your 

course roster.  To delete a participant, select the checkbox at the far right 
side of the screen that corresponds to that specific participant (this box is 
found under the "Remove" column.) 

3. Scroll through the roster and repeat step #2 for all participants you wish to 
delete. 

4. When you are finished selecting all participants you wish to delete, scroll to 
the bottom of the screen and click the "Update Participants" button. The 
screen refreshes, and all the participants you selected in steps #2 and #3 are 
deleted from the course roster. 

 
To modify a participant within your course roster: 
 

1. From within a specific course, click the “Site Setup” link. 
2. You are presented with a listing of all participants currently listed in your 

course roster. For each participant you wish to modify, you can either 
change their "Role" or "Status,” by clicking in the respective drop-down list 
for each listed participant. 

3. Scroll through the roster and repeat step #2 for all participants you wish to 
modify. 

4. When you are finished selecting all participants you wish to modify, scroll to 
the bottom of the screen and click the "Update Participants" button. The 
screen refreshes, and the all participants you selected in steps #2 and #3 are 
modified within the course roster.  

                                                             
                                                                                             Continued on next page  
______________________________________________________________
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Getting Started with Oncourse CL 

Modifying a course Roster: Adding, deleting, updating 
participants (continued) 

 
For more information on modifying a course roster in Oncourse CL, as well as other 
information on the Roster tool and related functionality, please see the following: 

More Info: 
Modifying a 
course Roster  

https://oncoursehelp.iu.edu/helptool/doc/argq
 
You can also find these related topics in the online knowledge base (search on these 
topic titles at http://kb.iu.edu): 
 
Adding, editing, or removing tools
Adding, editing, or removing participants
Viewing participants in Site Setup
Controlling access to your site
Editing information about your site with Site Setup
Changing participant roles
Publishing or unpublishing a site
Can I change my site's appearance?
Can I add or remove a class or section?
Importing material from another site you own
Viewing site information
Duplicating a site
Can I add or remove a class or section?
Editing your site information if you've removed the Site Setup tool
Managing groups
Combining course sites into a single parent site 

________________________________________________________________ 
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Getting Started with Oncourse CL 

Uploading a file to Resources 
 

Why use this 
functionality in 
CL? 

The Oncourse CL Resources tool offers a highly functional, very convenient one-
stop location for storing essential files you wish to share with your students as part of 
a course, or that you wish to make easily accessible (via the web) to colleagues both 
within and outside the university. Some of the tasks you can facilitate via the 
Resources tool include (but are in no way limited to) the following: 
 

• Sharing files with your students, as part of a course 
• Sharing files with colleagues, within and outside of the university 
• Organizing your files in a central location 
• Allowing your files to be accessible to other course or project sites within 

Oncourse CL 
• Assigning specific permission and copyright information to your files 
• Assigning specific descriptive properties about your files, including (for 

example) intended audience, audience level, and creation date. 
• Assigning "release dates" to your files, so they are only accessible during a 

specified time period 
 
Note: Your total storage quota for your individual Resources area on the Oncourse 
CL servers is 1 gigabyte (1 GB). You are also limited to uploading 100 megabytes 
(100 MB) of files at any one time (you may need to upload exceptionally large files 
one at a time, in order to stay within this 100 MB limit. Larger files or multiple files 
may be more easily uploaded using a WebDAV connection (see More Info at the end 
of this section.) 

 
Quick Start: 
Uploading a file 
(Resources) 

From the preceding section, you can see the wide range of functionality available 
through the Resources tool. For this guide, we will focus only on uploading a file.  
For additional information on all the functionality of the Resources tool, be sure and 
see the "More Info" section below. 
 
To upload a file to Resources:  
 

1. From within a specific course, click the Resources link. 
2. On the screen that appears, look for an "open folder" icon ( ), with your 

specific course information next to it (e.g. SP07 IN AMST A303 22033 
RESOURCES.) Just to the right of this icon you should see an "Add" link.  
Click this link: you are now presented with the main "Add Items" screen.   

3. Choose the number of resources you would like to upload (you can upload 
up to 10). 

Continued on next page 
________________________________________________________________ 
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Getting Started with Oncourse CL 

Uploading a file to Resources, continued 
 

Quick Start: 
Uploading a file 
to Resources 
(continued) 

4. Type a title for the resource (if you don't add a title, the filename will be 
used for the title), and add an optional description.  

5. Choose your file's copyright status and add optional copyright information 
(you can also optionally display a copyright alert).  

6. Choose to show or hide your file, or set a beginning and/or ending date for 
the file's visibility.  

7. Next to "Access," put a checkmark in the “Display to non-members (publicly 
viewable)” box if you want to share the file with members of another site to 
which you belong (e.g., as an attachment to a syllabus item for another 
course or project you're leading). To display the file to all members of the 
site, check “Display to site.”  

8. Next to "Email Notification," specify whether or not you want to have 
members of the site notified automatically via email when the resource is 
posted.  

9. Click “Add” to finish. 

 
For more information on working with the Resources tool in Oncourse CL, please 
see the following: 

More Info: 
Uploading a file 
to Resources  

https://oncoursehelp.iu.edu/helptool/doc/arfs
 
You can also find these related topics in the online knowledge base (search on these 
topic titles at http://kb.iu.edu): 
 
Creating/adding, editing, or deleting an item in Resources
Viewing and opening files in Resources
Moving an item in Resources
Copying an item in Resources
Viewing metadata of an item in Resources
Uploading files to Resources using WebDAV with Windows XP or Vista
Uploading files to Resources using WebDAV with Mac OS X
Renaming a file in Resources
Finding the URL of a Resources item
Determining your site's siteID
Creating group folders using the Resources tool
  

________________________________________________________________ 
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Getting Started with Oncourse CL 

Posting an Announcement 
 

Why use this 
functionality in 
CL? 

You can think of Oncourse CL announcements as "breaking news headlines" for 
your course.  When your students log in to your course, they will immediately see all 
the new announcements (and those you have set to display for an extended period of 
time) displayed on the screen. And, since Oncourse CL provides such a richly 
integrated environment for sharing different types of information in multiple formats, 
you can (for example) include within your announcements links to: 
 

• Files you've uploaded to your Resources 
• External web sites 
• Multimedia files 

 
Quick Start: 
Posting an 
Announcement 

Posting an announcement is a straight-forward process, but one that still allows you a 
great deal of power in determining both how your announcement will appear, and the 
information it will contain (or, as mentioned above, link to). 
 
To post an announcement: 
 

1. From within a specific course, click the Announcements link. 
2. On the Announcements screen, near the top, click “Add.”  
3. In the text box next to "Announcement title,” type the subject of your 

announcement.  
4. In the text box under "Body,” use the editor to create and format the body of 

your announcement.  
5. Under the text box, select whether or not to display your announcement to 

people outside your site.  
6. Under "Attachments,” you can attach a file from your local computer or 

from Resources, or specify the URL (web address) for a web file. 
 

Note: As of June 2, 2007 you will also be able to choose to show or hide your 
announcement, or set a beginning and/or ending date for the file's visibility.   
 

7. You can choose to have your announcement emailed to participants in 
addition to being posted. From the “Email Notification” drop-down list, 
select the appropriate option:  

• If you do not want the announcement emailed, choose “None - No 
notification” (the default setting).  

• If you want to send it only to those participants who have chosen to 
receive low-priority mail notifications, choose “Low - Only 
participants who have opted in.”  
 

Continued on next page 
________________________________________________________________
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Getting Started with Oncourse CL 

Posting an Announcement, continued 
 

Quick Start: 
Posting an 
Announcement 
(continued) 

• If you want all participants to receive it, choose “High - All 
participants.”  

 
Note: Participants have the option to choose whether they want to receive all 
announcements or only high priority announcements. 
 

8. You can either post the announcement or preview it, as follows:  
 

• To see how your announcement will look, click “Preview.” 
• To post your announcement, click “Post.”  
 

________________________________________________________________ 
 
For more information on working with the Announcements tool in Oncourse CL, 
please see the following: 

More Info: 
Posting an 
Announcement  

https://oncoursehelp.iu.edu/helptool/doc/argc
 
You can also find these related topics in the online knowledge base (search on these 
topic titles at http://kb.iu.edu): 
 
Creating/adding, editing, or deleting an announcement
Posting an announcement previously saved as a draft
Reading announcements
Setting announcement permissions 

________________________________________________________________ 
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Getting Started with Oncourse CL 

Configuring and sending private Messages as course 
mail 

 
Why use this 
functionality in 
CL? 

You can use the messaging functionality within Oncourse CL to send private 
messages (that is, messages intended to be read only by the recipients), as well as 
setting up discussion forums, which are designed for public viewing forum postings.  
Configuring and sending private messages (the focus of this section) is a very useful 
communication tool, as it allows you "direct line" access to your students, and 
provides this access within the convenience of your larger Oncourse CL course. 

 
Quick Start: 
Configuring 
private 
Message 
functionality 

You will need to activate the private Message functionality within your course, the 
first time you use it.   
 
To configure/activate the private Message functionality: 
 

1. From within a specific course, click the Message Center link. 
 
Note:  After June 2, 2007, you will click the Messages link. 
 

2. On the screen that appears, click the “Settings” button (found at the far-right 
of your screen). 

3. Next to the text "Activate Private Messages,” select "Yes.” 
4. Click "Save Settings.” 

 
Quick Start: 
Sending private 
messages 

Once you have configured the private message functionality (see above), it is easy to 
send messages to your students from within your course site. 
 
To send private messages from within your course: 
 

1. From within a specific course, click the Message Center link (after June 2, 
2007: click Messages link). 

2. Click the "Compose Private Message" link.  
3. On the next screen, select the course participants that you wish to send your 

message. 
4. Next, select the "As Private Messages" option.   
 

Continued on next page
________________________________________________________________ 
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Getting Started with Oncourse CL 

Configuring and sending private Messages as course 
mail, continued 

 
Quick Start: 
Sending private 
Messages 
(continued) 

5. Next, type the subject of your message in the "Subject" field. 
6. Next, type the message itself in the text box provided. 
7. If you wish to add an attachment, click "Add Attachment.” You can attach a 

file from your local computer or from Resources, or specify the URL (web 
address) for a web file.  

8. When you are ready to send your message, click "Send.”  A copy of the 
message will be saved in your "Sent Folder,” within the “Private Message” 
folder. 

________________________________________________________________ 
 
For more information on working with the Message Center tool in Oncourse CL, 
please see the following: 

More Info: 
Configuring 
and sending 
private 
Messages as 
course mail 

 
https://oncoursehelp.iu.edu/helptool/doc/asbg
 
You can also find these related topics in the online knowledge base (search on these 
topic titles at http://kb.iu.edu): 
 
Creating a new forum and topic in Discussion Forums
Controlling access to Message Center Discussion Forums
Revising or deleting a forum or topic
Can I delete a Discussion Forum message?
Viewing Discussion Forums
Posting and responding to Discussion Forum messages
Grading responses in Discussion Forums
Activating Private Messages
Sending and replying to Private Messages
Viewing and managing Private Messages
Searching Private Messages
Message Center notifications 

________________________________________________________________ 
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Getting Started with Oncourse CL 

Posting Assignments 
 

Why use this 
functionality in 
CL? 

The ability to post assignments directly within Oncourse CL is not only convenient, 
but also highlights the powerful "cross-functionality" of so many of the tools 
available for your use within the application.  By drawing on this convenience and 
power, you can:  
 

• Create direct links between your assignments and the Oncourse CL 
Gradebook 

• Assign specific "due dates" for assignments 
• Assign specific grading scales for individual assignments 
• Add assignment due dates to the course calendar 

 
As with the Resources tool, the Assignments tool provides an extensive amount of 
rich functionality. This section will focus on the basics of posting an assignment, but 
you are encouraged to review the additional information links (see "More Info" 
section below) to learn about everything you can do with the Assignments tool. 

 
Quick Start: 
Posting an 
Assignment 

To post an assignment: 
 

1. From within a specific course, click the Assignments link. 
2. On the screen that appears, click the "Add" link. In the web form that opens, 

fill in all required information (fields marked with a red asterisk are 
required):  

3. Title: Enter a brief title for your assignment (e.g., Essay 1).  
4. Open date: At the open date and time, the assignment is available for 

students to begin working on it. To send an announcement alerting students 
to the start date, see step 10 below.  

5. Due date: This is the assignment's deadline. To list the due date on the 
course site's Calendar, see step 10 below.  

6. Accept until: No assignments can be submitted after this date. You can set 
this date and time later than the due date to continue accepting assignments 
(e.g., to allow for revisions) after the due date.  

7. Student submissions: You can choose to have students submit their 
assignments inline only (typed directly into a text box), as attachments only, 
or both.  

8. Grade scale: Currently, you can choose from five grading options: 
Ungraded, Letter grade, Points, Pass/Fail, or Checkmark. If you choose 
points, enter the maximum possible points (must be a positive number or 
zero).  For this example, choose the "Points" option. 

 
Continued on next page 

________________________________________________________________
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Getting Started with Oncourse CL 

Posting Assignments, continued 
 

Quick Start: 
Posting an 
Assignment 
(continued) 

9. In the "Assignment Instructions" box, type a description of the assignment.  
This step is optional, but you will receive an alert message at the top of the 
page when you post the assignment if you leave it blank. Click “Post” a 
second time to proceed. 

10. Under the text box for “Assignment Instructions,” you will see the following 
options:  
• Add due date to Calendar: To add the due date to the site's Calendar, 

check the box.  
• Add an announcement about the open date to Announcements: To 

announce the open date automatically when you post the assignment 
with an announcement on your site's homepage, check the box.  

• Add honor pledge: To display the honor pledge when students are 
submitting an assignment, check the box. Students must check a 
checkbox agreeing to the pledge before their work can be submitted. The 
text of the honor pledge is as follows:  "I have neither given nor received 
aid on this assignment. Yes (You must respond to submit your 
assignment.)" 

11. Under "Grading,” use the radio buttons to choose “Do not add assignment to 
Gradebook,” “Add Assignment to Gradebook,” or “Associate with existing 
Gradebook assignment.”  For this example, chose the "Do not add 
assignments to Gradebook" option.  

12. Under "Attachments,” you can attach a file from your local computer or 
from Resources, or specify the URL (web address) for a web file.  

13. Finally, you can determine the status of the assignment you've just created.  
Click “Preview” if you wish to review your assignment before you post it. 
To see how it will look to students, click the black triangle next to “Student 
View.” While previewing the assignment, you can click "Save draft" if you 
want to save your assignment before you post it. You can then go back to it 
and revise it, if you want, before you post it. Only instructors (or those 
with the proper permissions) can view drafts. 

14. Click “Post” when you are ready to make the assignment accessible by 
students.  For this example, click "Post.” 

________________________________________________________________ 
 
For more information on working with the Assignments tool in Oncourse CL, please 
see the following: 

More Info: 
Posting 
Assignments  

https://oncoursehelp.iu.edu/helptool/doc/argj
 

Continued on next page 
________________________________________________________________ 
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Getting Started with Oncourse CL 

Posting Assignments, continued 
________________________________________________________________ 
 
You can also find these related topics in the online knowledge base (search on these 
topic titles at http://kb.iu.edu): 

More Info: 
Posting 
Assignments 
(continued) 

 
Creating/adding, editing, or deleting an assignment
Grading an assignment or reviewing student status
Seeing how assignments look to participants
Returning an assignment to a student
Resubmitting a returned assignment
Downloading assignment grades to a spreadsheet
Reading or downloading students' assignments
Duplicating an assignment
Completing and submitting an assignment
Posting an assignment previously saved as a draft
Adding the Honor Pledge to an assignment
Checking a grade on an assignment 

________________________________________________________________ 
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Getting Started with Oncourse CL 

Starting a basic Gradebook 
 

Why use this 
functionality in 
CL? 

A functional, easy-to-use, up-to-date gradebook is an essential component of any 
course management system, and Oncourse CL is no exception. Major revisions to the 
Oncourse CL Gradebook are currently being developed and tested, and will be 
placed into production in June 2007. This section of the Getting Started guide will 
only touch on a few essential starting points for the Gradebook tool; however, what 
is described, along with your own additional exploration of the Gradebook tool (and 
all other tools/features listed in this guide), should provide a solid foundation from 
which to build on your comfort level and mastery of this critical Oncourse CL tool. 

 
Quick Start: 
Starting a basic 
Gradebook 

The first place to begin in starting a gradebook is to create a Gradebook item. 
 
To create a Gradebook item in your new Gradebook: 
 

1. From within a specific course, click the Gradebook link. 
2. In the screen that appears, click the "Add Assignment" link at the top of the 

page.  On the subsequent screen, fill-in the following information: 
• Title: A title is required for all Gradebook assignments. The title can be 

up to 255 characters long.  
• Assignment Point Value: You must assign a point value to all 

Gradebook assignments. Enter a value greater than zero. Decimals are 
permitted, but values are limited to two decimal places.  

• Due Date: You can optionally designate a due date for a Gradebook 
assignment. You can manually enter the due date (e.g., 09/28/06), or you 
can click the calendar icon to select a date from a pop-up calendar.  

• If you wish to include this assignment when calculating students' final 
grades, place a checkmark in the box provided. You can change this 
later.  

• To make the assignment visible to students, place a checkmark in the 
box next to "Release assignment." 

3. To create the assignment, click “Submit.” You will see a message saying the 
assignment has been added. Alternatively, click “Cancel” to discard the 
assignment. You'll be returned to the “Assignment Overview” page.  

 
Continued on next page 
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Getting Started with Oncourse CL 

Starting a basic Gradebook, continued 
 

Quick Start: 
Entering 
grades for a 
Gradebook 
item 

Once you have a Gradebook item (assignment) created, you'll then want to enter 
individual student scores for that item/assignment. 
 
To enter grades for a specific Gradebook item (assignment): 
 

1. From within a specific course, click the Gradebook link. 
2. Assuming you followed the instructions for creating a Gradebook item in the 

previous section, you should see that item now listed under the 
"Assignments" heading. Click the link that corresponds to the item you have 
just created. 

3. A screen appears, listing all students currently enrolled in your course, along 
with a box for you to enter their individual grade for this assignment. Enter 
grades (in points, as you configured this item in the previous section) for 
each student. When you are finished, be sure and scroll to the bottom of this 
page and click "Save" to record the scores you have entered. 

________________________________________________________________ 
 
For more information on working with the Gradebook tool in Oncourse CL, please 
see the following: 

More Info: 
Starting a basic 
Gradebook  

https://oncoursehelp.iu.edu/helptool/doc/arge
 
You can also find these related topics in the online knowledge base (search on these 
topic titles at http://kb.iu.edu): 
 
Creating/adding, editing, or deleting a Gradebook assignment
Setting student feedback options
Overriding an autocalculated course grade
Entering or editing grades
Importing scores into Gradebook
Exporting course grades from the Gradebook
Using Gradebook to view and export your student roster
Viewing assignment details
Sorting Gradebook tables
Why doesn't the assessment I created appear in my gradebook?
Can I export a class roster that contains email addresses?
Changing the grade type in Gradebook
Viewing and interpreting cumulative scores
Calculating grades based on scores for specific assignments 

________________________________________________________________ 
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Getting Started with Oncourse CL 

Need more information? 
 
As mentioned throughout this Getting Started Guide, there are tremendous resources 
in place to help guide and assist you in not just learning the basics of Oncourse CL, 
but also taking advantage of its advanced features to best supplement and enhance 
pedagogy through state-of-the-art technology (see oncourse.iu.edu/info.) The 
following list of resources should assist in guiding you to the help you need, at the 
level you need it, and when you need it! 

Resources for 
moving to and 
working with 
Oncourse CL 

 
• Transition Guide: This guide will help you see which tools in Oncourse CL 

best match with the way you use original Oncourse. While using the guide, 
you are asked to select the original Oncourse tools and features you 
depended on to support one of your recent courses. (It may help to bring up 
the course into a separate window to review its structure and contents.) For 
the items you select, you are provided references to recommended tools and 
features in Oncourse CL to accomplish the same or similar tasks. 

• Feature Demonstrations: Oncourse CL offers many features to help 
instructors and students collaborate and learn more effectively. To view 
feature demonstrations, go to: https://oncoursehelp.iu.edu/helptool/doc/arbl 

• The Least You Need to Know: for Instructors: If you are an instructor, 
materials are available that provide simple paths to success. Become familiar 
with common tasks and features in Oncourse CL with these short, printable 
PDF documents: https://oncoursehelp.iu.edu/helptool/doc/aube 

• Self-study Materials: To familiarize yourself with Oncourse CL, you can 
download the materials used in the IT Training and Education workshops.  
The following resources (in PDF format) are either new or updated for 
spring semester 2007: https://oncoursehelp.iu.edu/helptool/doc/aubl 

• Workshops for Instructors: UITS IT Training and Education and the 
campus teaching and learning centers offer free workshops to Indiana 
University faculty, staff and students. To learn more about the workshops or 
register, see: https://oncoursehelp.iu.edu/helptool/doc/aubl 

• Pedagogical Assistance: Pedagogical and technology assistance is available 
for faculty on every Indiana University campus through partnerships across 
the university between the UITS Teaching and Learning IT Division and 
Academic Affairs (Dean of Faculties): 
https://oncoursehelp.iu.edu/helptool/doc/aitz 

• Help Documentation: Complete help documentation for Oncourse CL is 
available in the Oncourse CL Help tool and the Indiana University 
Knowledge Base. See: http://kb.iu.edu/data/armv.html 

• Getting Application Help: During normal business hours, the UITS 
Support Center provides specialized assistance for Oncourse CL. To submit 
a support request, use the Contact Us form at 
https://falcon.iu.edu/iu/uits/oncourse-admins/occontact.html                      
For immediate assistance and after-hours support, contact your campus 
Support Center.  Before contact support, please refer to: 
http://kb.iu.edu/data/arms.html 
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