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How do a teacher logs in to Open LMS?
A Teacher can log in to the Sublime LMS using the username and password . The steps for
Registration Confirmation and Password Setup is similar to that of the students registration. The
only difference is teacher will have more rights and permissions to create and modify the course,
users and permissions for a certain extent.
Log In to Open Lms

Enter your email address [1] and password [2]. Click on the Log In button [3].
Note: Students need to be invited or enrolled through an institution to access a course.
Accessing my personal settings

The user can do the following in their personal settings page. You need to click the help corner
present in the Arrivu LMS
• add a Profile picture
• change their display name
• adjust Notification Preferences
• upload Files
• create ePortfolios
• adjust user settings
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How do I log in?
This lesson will show you how to log in to Arrivu LMS from an internet browser. If you are using
Arrivu LMS with an institution, you will log in either from your institution's webpage or by using their
direct Arrivu LMS URL. You can also log in to Arrivu LMS on the Arrivu LMS Mobile apps.
You must have an account to log in to Arrivu LMS:
•
•

If you are associated with an institution using Arrivu LMS and do not know your username and
password, please contact your site administrator.
If you do not yet have an account, learn how to create a Arrivu LMS account as a student or
instructor.
View Course Invitation

If you do not know your institution's URL, you can find a link to the page in your course invitation
email by clicking the Click here to view the course page link.
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Login to Arrivu LMS

Enter your email address [1] and password [2]. Click the Log In button [3]. If you have social
network's account, click the Link you want to login [4].
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What is the Dashboard?
The Dashboard is the first thing you will see when you log into your account. The Dashboard
helps you see what is happening in all your courses and allows you to figure out what to do next.
The Dashboard

The Dashboard consists of three main elements:
1. Global Navigation across the top of the page,
2. the Sidebar with various types of feeds, and
3. the Global Stream, which comprises the main body of the page.
The Dashboard is designed to answer the questions, "What is going on in all of my courses?"
and "What do I need to do next?"
Global Navigation
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The Global Navigation directs users to menus or pages that display:
1. all of a user's courses
2. all of a user's Grades,
3.
4.

the Calendar and
the Leader Board.

These four menus and pages will display different items depending on whether you are a student
or an instructor. Under Grades, for example, Instructors will see Grades for all students and
students will see their assignments grades in courses.

The Sidebar contains three helpful feeds:
1. The To Do feed lists the next five assignments you need to turn in (if you are a student) or need
to grade (if you are an instructor). Assignments will still show up in this list even if they are past
due. Click the links to go directly to the Assignments page.
2. The Coming Up feed lists the next five assignments or events coming due in the next week.
3. The Recent Feedback feed lets students know when their instructor has left a comment or a
grade for one of their submissions. The same feed will let instructors know when students have
left comments about work they have evaluated. This feed helps students and instructors keep the
conversation alive around Assignments.
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Global Stream

The Global Stream contains a stream of recent activity from all of your courses. There are
announcements, discussions, assignment notifications, and conversations. This activity stream
helps students and teachers to stay on top of what is going on in the course and allows them to
easily ask questions and post to discussion forums. You can view the details of each section by
hovering in the section area and clicking the Show More button.
Return to Dashboard

Click the Dashboard link in the help corner to return to your Dashboard.
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How do I use the Dashboard?
Dashboard is arranged into categories such as Announcements, Assignments, Discussions,
Conversations and other Notifications.
View the Dashboard

The Recent Activity stream comprises the main body of the page and lists all recent activity for
your courses.
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View the Recent Activity Stream

Items in the Recent Activity Stream are listed in categories such as Announcements, Assignment
Notifications, Discussions, etc. The total number of activities are indicated by the number next to
the category name [1]. New or unread activities are shown by the blue indicator number [2].
Expand Recent Activity Categories

To view the details of a category, hover over that category and click the Show More link.
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Remove Recent Activities

You can directly access your recent activities by clicking the course link [1]. Recent activities can
be removed by clicking the X icon [2].
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Collapse Recent Activity Categories

To collapse the details of a category, hover over that category and click the Show Less link [1].
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How can I change the Course Home Page Layout?
As a teacher you can change the Homepage Layout of the Course. The course appears with the
layout which is set by the teacher to the students
Open Course

Select the course from the course list. You will see the Course Home Page when you open the
course course.
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View Course Home Page

After entering the course homepage , click the Change Home Page Layout link.
Open Home Page Layout Drop Down Menu

Open the Home Page Layout drop down menu
Select Home Page Layout
Click on the home page layout you prefer.
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Your choices for the home page include:
1. Recent Activity Dashboard,
2. a Page I'll Design Myself,
3. the Course Modules/Sections,
4. the Assignment List,
5. or the Assignments with Syllabus.
Update Layout
Once you select the layout you prefer, select the Update Layout button to save the changes made
to the Course Home Page.
1. Recent Activity Dashboard

The Communication Stream lets participants see the most recent conversations, notifications
and interactions
for this course. It is very similar to the dashboard page where users first log in, but only shows
content for the
specific course.
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2. A Page I'll Design Myself

A Page I'll Design Myself allows instructors to design your the course homepage and include
links, images or rich media.
3. View the Course Modules/Sections

The Course Modules/Sections allows instructors to organize the course into modules or sections.
This layout
is probably best for courses that aren't based on a specific schedule like a term or semester.
How can I change the Course Home Page Layout?
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4. View the Assignment List

The Assignment List shows the list of assignments for the course with upcoming and recent
assignments at the top of the page.
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5. View the Assignments with Syllabus

The Assignments with Syllabus allows instructors to write up a description of course expectations
or introduce the
course with links, images, etc. It then shows a calendar view of all assignments and course
events.
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How do I logout?
Logout of my account

Click the Logout link [1]. You will be returned to the login page.
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What are announcements?
Announcements allow you to communicate with your students about course activities and post
interesting course-related topics.
View Announcements

Announcements are used to communicate with students about the logistics of your course.
In Arrivu LMS, you have the option of feeding posts from your blog or other information sources
directly into your Announcements page using RSS. RSS feeds can be filtered by keyword to
prevent irrelevant content from entering the course. Students who use RSS readers can
subscribe to course Announcements outside of Arrivu LMS. 
When would I use Announcements?

What are announcements?
18

Use Announcements to:
1.

Remind your students what they need to accomplish to stay on track.

2.

Point students to internal and external resources that will help them achieve course
Outcomes.
Leave a message for the entire class with video or audio comments.
Celebrate student success and important events that may be of interest to your students.
Feed a custom RSS feed related to the topic of the course to your students.
Automatically share blog posts written by your students on Wordpress, Blogger, etc. with
custom RSS feeds.

3.
4.
5.
6.
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How do I use the Announcements Index Page?
The Announcements Index Page allows you to view, filter, and make new announcements for your
course.
Open Announcements

Click the Announcements link in course navigation.
Filter Announcements

There are a few ways to filter Announcements:
1. Search for a announcement by typing a announcement title, a user name, or a keyword in the
Search title, body, or author field.
2. Click the Unread button to hide all read announcement and view only the unread
announcements.
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Perform Bulk Actions

Click the checkbox next to the announcement to apply a bulk action such as locking or deleting
[1].
Click the Lock button to close all selected announcements to comments [2].
Click the Trash button to delete all selected announcements [3].
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How are Announcements listed?
Announcements are listed in reverse chronological order, with the newest appearing at the top.
Open Announcements

Click the Announcements link.

View Announcements

Announcements are listed in reverse chronological order with the newest appearing first [1] and
the older Announcements appearing towards the bottom [2].
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How do I make an Announcement?
Announcements are simple to make in Arrivu LMS.

Open Announcements

Click the Announcements link.

Make Announcement

Click Make Announcements button.
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Create Announcement

Type a title for the announcement in the topic title field [1] and add content in the Rich Content
Editor [2].
In the Announcement Options, you can delay the posting of your announcement [3],
You can attach a file to your announcements [4],
require students to reply to a post before seeing other replies [5],
and enable an announcement podcast feed [6].
Add new announcements

Click the Save button to post the announcement.

How do I make an Announcement?
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View Announcement

Once you save the announcement, it will show up on the announcements page.
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How do I edit an Announcement?
If you forgot to add something to your announcement, you can easily edit and add more
information.
Note: Editing an announcement will create a notification on the Global Dashboard and Course
Activity Stream.
Open Announcements

Click the Announcements link.
View Announcement

Click the title of the Announcement to open the Announcement.
How do I edit an Announcement?
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Click Edit

Click the Edit button
Edit Announcement

Edit the necessary announcement fields.
If you want to change any of the Announcement Options, check or uncheck the appropriate boxes.
For example, to remove a podcast feed, uncheck the Enable podcast feed checkbox.
How do I edit an Announcement?
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Save Announcements

Click the Save button to post the announcement.
View Announcement

View the Announcement.
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How do I delete an Announcement?
Open Announcements

Click the Announcements link.

View Announcement

Click the title of the Announcement to open the Announcement.
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Click Settings Icon

Click the Settings icon to open the dropdown menu [1].
Delete Announcement

Click Delete. A popup window will appear in your browser.
Confirm Deletion

Click the OK button to delete the announcement.

How do I delete an Announcement?
30

How do I add an external (RSS) feed to my Announcement?
You can add an external (RSS) feed to your announcements for users to read. RSS, also known
as Rich Site Summary or Really Simple Syndication, is a web feed format that publishes
frequently updated information from external websites such as blogs, news headlines, audio, and
video. RSS feeds benefit users who want to receive timely updates from favorite websites or to
aggregate data from many sites.
Open Announcements

Click the Announcements link.

Locate Add External Feed Link

In the sidebar, click the Add External Feed link to add a feed from another website or blog (via
Tumblr, Blogger, and/or Wordpress) to the Announcement stream.
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Add a New Feed

Paste the feed URL into the feed URL field. All new entries from that RSS feed will be added to
Announcements.
Set Content to Post

Select what type of content you would like to post by selecting an option from the Content to post
drop-down menu.
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Add a New Feed

You also have the option of choosing to add only posts with a specific phrase in the title by
selecting the Only add posts with a specific phrase in the title checkbox [1]. Indicate which
words or phrases you want posts from by typing in the text box below the checkbox . Click the Add
Feed button [2].

View External Feeds

Now that you have added the RSS feed, it will show up under the external feeds [1]. If you want to
delete the external feed, click the X [2].
Note: You will have to wait until a new post is published on the external (RSS) feed before you can
see it on the Announcement feed.
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How do I view an Announcement RSS feed?
When set up as part of Announcements, the Announcement RSS Feed displays all posts from
Announcements. These posts can be from an announcement or from external RSS feeds on the
Announcement Index Page.
Open Announcements

Click the Announcements link.

Open Announcement Feed

Click the Announcements (RSS) Feed button.
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View Announcement Feed

You can use this link to subscribe to the Announcement feed to receive Announcements via a
feed reader.
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How do I delay posting an Announcement until a specific date?
If you want to create announcements to post at a certain date and time, follow these steps.

Open Announcements

Click the Announcements link.

Make Announcement

Click Make Announcements button.
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Create Announcement

Type a title for the Announcement in the title field [1] and add content in the Rich Content Editor
[2]. Click the Delay posting checkbox [3].

View More Options

Select the Calendar icon and set the date and time using the calendar tool [1]. Or manually enter
a date and time.
Add new announcements

Click the Save button to post the announcement.
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View Announcement

Once you add the Announcement, it will show up on the Announcements page. However, since
you delayed the posting, it will have the reminder that "This topic will not be visible to users until
DATE at TIME." [1]
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How do I add content to my Announcement?
You can add text, images, files, and link to course content in your announcements.
Open Announcements

Click the Announcements link.

Make Announcement

Click Make Announcements button.
Note: Students can only create announcements within a group
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Edit Announcement

Edit the Announcement using the Rich Content Editor [1] and Content Selector [2].

Save announcements

Click the Save button to post the announcement.
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View Announcements

View the announcement.
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How do I attach a file to an Announcement?
You can attach files to your announcements for users to download.

Open Announcements

Click the Announcements link.

Make Announcement

Click Make Announcements button.
Note: Students can only create announcements within a group
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Edit Announcement

Type a title in the topic title field [1] and write a message in the Rich Content Editor [2]. Click the
Choose File button [3].

Browse for File

Choose the file you want to attach [1]. Click the Open button to attach the file to the Announcement
[2].
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View Attached File and Create Announcement

View the attached file [1]. Click the Save button [2].
View Announcement

Once you save the Announcement, attached file will show up on the Announcements page.
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How do I require students to post to an Announcement before they see replies?
You can require students to post to an announcement before they can see replies.

Open Announcements

Click the Announcements link.

Make Announcement

Click Make Announcements button.
Note: Students can only create announcements within a group
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Create Announcement

Type a title for the announcement in the topic title field [1] and add content in the Rich Content
Editor [2]. Click on the Users must post before seeing replies checkbox [3].
Save announcements

Click the Save button to post the announcement.
View Announcements in Student view

Once you add the Announcement, it will show up on the Announcements page. Students will not
be able to see replies until they reply to the Announcement.
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How do I close an Announcement for comments?
To stop students from posting replies to individual announcements, use the close for comments
button.

Open Announcements

Click the Announcements link.

Open Announcement

Click the announcement title to open the announcement.
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Close for Comments

Locate the Settings icon and click the Close for Comments link.
View Announcement

View the announcements, you can see this topic is closed for comments at the bottom of the
discussion content.

Re-Open for Comments

Locate the Settings icon and click the Open for Comments link to re-open the announcement for
comments.
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How do I reply to an Announcement?
If you have a question about an announcement, you can reply directly to that announcement.

Open Announcements

Click the Announcements link.

Open the Announcement

Click the announcement title to open the announcement.
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Reply to Announcement

Click the Reply field to reply to the Announcement.
Post Reply

Format your response and add media, links, photos, and/or equations using the Rich Content
Editor [1]. Click the Post Reply button to post your res ponse [2].
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What are Assignments?
Assignments include Quizzes, graded Discussions, and online submissions (i.e. files, images,
text, URLs, etc.)
Assignments

Assignments in can be used to challenge students' understanding and help assess competency
by using a variety of media. The Assignments page will show your students all of the
Assignments that will be expected of them and how many points each is worth.
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How are Assignments used?

Assignments can be used to:
•
Assess how well students are achieving course Outcomes
•
Set up online submissions that can be quickly graded in the SpeedGrader™
•
Grade online as well as student work submitted "on-paper"
•
Create multiple due dates for sections
•
Set up peer review
•
Grade Discussions, either by the whole class or student groups
•
Open Quizzes for a limited amount of time
•
Record attendance
•
Create ungraded activities that align with course Outcomes
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Where do Assignments appear?

Any Assignment you create in the Assignments page will automatically show up in the Grades,
Calendar, and Syllabus features. The reverse is true. Any Assignments you create in the Calendar
will automatically show up in the Grades, Assignments, and Syllabus features.
To access an assignment, click the name of the assignment.
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What are the different Assignment types?
Within an assignment shell, assignments can be placed within different assignment types:
Assignments, Discussions, Quizzes, External Tools, and Not Graded.
Assignment

An Assignment can be submitted online through text entry, file uploads, media recordings,
Google Docs, URLs, or pages. This assignment will show up in the Gradebook, on the Syllabus
page, and on the Dashboard.
Discussion

A Discussion is an assignment that will grade student response to discussion topics. This
assignment will show up in the Gradebook, on the Syllabus page, and on the Dashboard.
Quiz

A Quiz is an assignment that can be used to conduct a survey or assess a student's
comprehension of course content. This assignment will show up in the Gradebook, on the
Syllabus page, and on the Dashboard.
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External Tool

An External Tool is an assignment that utilizes LTI technology to link to a third-party application or
website. This assignment will show up in the Gradebook, on the Syllabus page, and on the
Dashboard.
Not Graded

Not Graded is an assignment with a due date, but no points or grades will be given for completing
the assignment. This assignment type can be used for practice assignments as well. This
assignment will show up on the Syllabus page and the Dashboard.
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How do I add Assignment Groups?
Using Assignment Groups allows you to organize the assignments in your course.
Open Assignments

Click the Assignments link.
Add Assignment Group

Click the Add Assignment Group link.
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Add Assignment Group Title

Type the Assignment Group title in the Group Name field [1]. Click the Add Grading Rule button
[2] to add a grading rule.
Add Grading Rule

For each Assignment Group, you can Drop the lowest or Drop the Highest x number of grades.
You can also specify which Assignments should never be dropped from the Assignment Group
calculation.
Update Assignment

Click the Update button to create the Assignment Group.

How do I add Assignment Groups?
57

View Assignment Group

View the Assignment Group details by clicking the more info... link by the Assignment Group
name.
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How do I create an Assignment shell on the Assignments page?
You can create an Assignment shell on the Assignment page. Assignment shells are
placeholders for the Assignment until you fill in the Assignment details.
Open Assignments

Click Assignments in the Course Navigation.
Create an Assignment Shell

Click the plus icon in an Assignment group header [1] or the Add Assignment to link [2] to create
an assignment shell.
How do I create an Assignment shell on the Assignments page?
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Enter Assignment Shell Details

Enter the Assignment title in the first field [1], click the Calendar icon to select a due date [2] or
manually enter a due date, and enter the number of points for the assignment in the points field
[3]. Set the Assignment type by selecting the type drop-down menu [4].
If you want to create the assignment shell and edit the details later, click the Update button [5]. If
you want to add the details now, click the More options button [6] to edit the as signment details.
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How do I weight the final grade based on Assignment Groups?
You can weight final grades based on the Assignments group weights.
Open Assignments

Click Assignments in the Course Navigation.
Weight Final Grade

Click the Weight the final grade based on assignment groups checkbox.
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Set Weights

Enter the percentage weights for each of the different Assignment Groups you created. The
percentage weights you specify here will determine how the final grade for your course is
calculated. These percentages can be changed at any time and students will be notified when
any changes are made. The weights will show up in the Gradebook for both students and
instructors.
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What is the difference between due dates and availability dates?
In addition to setting a due date for an assignment, instructors can specify a specific date range
that students can submit the assignment. These dates are called availability dates.
View Due Dates

The due date is when you want students to turn in the assignment or Assignment.
View Availability Dates

Availability dates are the date range where students can submit the assignment . The first available
date is the Available From date, and the last available date is the Until date. After the Until date,
students will not be able to submit the assignment.

What is the difference between due dates and availability dates?
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What are Varied Due Dates?
Varied due dates is a feature that lets you create Assignments, Graded Discussions, and Quizzes
with different due dates for each section of your course. Examples of this feature include a course
that meets on different days of the week or in different formats (online vs. face-to-face).
Varied due dates do not affect your students since they will only see the date associated with the
section they are enrolled in. However, Multiple Due Dates will appear across your entire course
including Quizzes, Assignments, Discussions, Syllabus, Modules, Course Analytics, Calendar,
and SpeedGrader™.
Quizzes View

Varied due dates are located within individual Quizzes. Open a Quiz from the Quizzes Page and
view the due dates for each section.
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Assignments Page View

Assignments that contain varied due dates will read Multiple Due Dates on the Assignment page
[1]. Users can hover over multiple due date links and view each section’s individual due date [2].
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Assignment Due Dates

When you click the title of an assignment, the assignment details will also display the list of due
dates for each section.
Discussions View

Varied due dates are located within individual Discussions. Open a Graded Discussion from the
Discussions Page, then click Show Due Dates.
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Discussions Due Dates

View the due dates for each section.
Syllabus View

The Syllabus lists all Assignments according to due date, which causes Assignments with varied
due dates to appear more than once. For example, Discussion #1 [1] appears on three different
dates, corresponding with each section's individual due date—Section A on December 20,
Section B on March 6, and others on January 8.
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Assignments that do not have varied due dates will not have a section associated beneath the
Assignment title. For instance, Assignment #1 [2] does not have any associated sections,
meaning it is due on the same date for all students and only appear once in the Syllabus.
Modules View

Module contents with varied due dates will only be listed once within the Module. Multiple Due
Dates will appear next to the affected Module items [1]. Users can hover over multiple due date
links and view each section’s individual due date [2].
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Calendar View

Calendar displays all Assignments according to due date, which causes Assignments with varied
due dates to appear more than once. For example, Discussion #1 [1] appears on three different
dates, corresponding with each section's individual due date—Section A on December 13,
Section B on December 20, and Section C on December 27.
Assignments that do not have varied due dates with not have a section associated beneath the
Assignment title. For instance, Assignment 1 [2] do not have any associated sections, meaning
they are due on the same date for all students and only appear on the Calendar due date.
SpeedGrader View

SpeedGrader™ displays the assignment as having Multiple Due Dates. Users can view each
section's individual due date by opening the assignment.
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How do I create varied due date Assignments?
You can assign different availability dates and due dates for each section of your course. This
feature is designed to help you when you have sections of a course that meet on different days of
the week or in different formats (online vs face-to-face).
Open Assignments

Click the Assignments link.
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Select Assignment

Click the title of the Assignment you would like to edit.
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Open Assignment

Open the Assignment you would like to edit. Click the Edit button.
Edit Due Dates

Scroll down to the Due Dates section in the Assignment settings.
Set a due date by changing the following options:
1.
2.
3.
4.

For: Change the course section that the due date applies to.
Due Date: Set the date and time that the Assignment is due.
Available From: Set the date and time when the Assignment will become available.
Until: Set the date and time when the Assignment will no longer be available.
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Add Due Date

To add a Due Date for another section of your course, click the Due Date button.
Note: You can only create as many Due Dates as there are Sections in the course. For example, if
you have four sections in the course, you will be able to add four Due Dates. After that, the Due
Date button will disappear.
Edit Additional Due Date

Set the new Due Date by changing the For, Due Date, Available From, and Until fields.
Note: You don't have to add due dates for each individual section. You can set dates for a specific
section and then choose Everyone Else for the remainder of your students.
Due Date Warning

If you assign a due date for one section without assigning due dates to remaining sections, you
will see a warning message reminding you to add due dates to all sections. You can click the No
Due Date button [1] if you don't want to add due dates to the other sections, or click the Go Back
button [2] to go back and add due dates.
How do I create varied due date Assignments?
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Remove Due Dates

You can also delete additional due dates by clicking the X next to appropriate due date.
Error Notifications

Users will receive a notification when they submit an invalid string of due dates for a Quiz,
Assignment, or Graded Discussion. Such invalid entries include not unlocking the assignment
before it is due, or not placing the due date inside the range of availability dates.
Update Assignment

Save your new due dates by clicking the Update Assignment button.
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View Assignments Page

View Assignment with Multiple Due Dates on Assignments Page.
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How do I edit Assignment details?
There's a lot more that goes into an Assignment than due dates and points. If you want to type up
a description of the Assignment, allow file uploads, change the Assignment type or a bunch of
other things, you will need to edit Assignment details.
Open Assignments

Click the Assignments link.
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Open Assignment

Click the Assignment title to open the assignment.
Edit Assignment

Click the Edit button.
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Edit Assignment Details

Type the assignment title in the text field [1]. Use the Rich Content Editor to add images, text,
links, equations, or insert media [2]. Use the Content Selector in the Sidebar to link to or upload
course resources, including files and images [3].
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Show Advanced Options

As part of creating your assignment shell, the points field [1], Display grades as [2], and
Assignment Group [3] are already populated for you. You can edit these if necessary.
Some Advanced Options are available to edit the assignment details [4].
Select Grading Type

In the Grading Type drop-down menu [1], select the method you want to use for grading [2]. You
can grade your assignment by percentage, complete/incomplete, points, letter grade, or not grade
the assignment.
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Select Submission Type

In the Submission Type drop-down menu [1], select the type of submission you want to accept for
the assignment [2].
•

•
•

•

No Submission is when you do not want students to submit an assignment in Arrivu LMS.
This assignment type can be used to create extra columns in the gradebook, or when you
want to create an assignment that involves multiple scores.
Online is when you want students to submit their assignments using Arrivu LMS. There are
four online submission types to choose from.
On Paper is when you want students to submit an assignment to you but not through Arrivu
LMS. This assignment type applies to traditional face-to-face courses or hybrid courses when
you want the assignment turned in during class, but you still want to create a column in the
Arrivu LMS gradebook for grading purposes.
External Tool is when you want students to submit their assignments using an external
application (LTI) enabled for your course.
Edit Group Information

As part of an assignment submission,You can set up an assignment as a group assignment. If
you want students to work together on the assignment as a group, check the This is a Group
Assignment checkbox [1]. If you want to require students review each other's work, check the
Require Peer Reviews checkbox [2].
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Create Group Assignment

Some instructors choose to grade students individually even though they are participating in a
group assignment. If you want to assign grades individually, check the Assign Grades to Each
Student Individually checkbox [1]. Then select the set of groups you want to use for the
assignment [2].
Require Peer Reviews

When requiring peer reviews, you can select whether to manually assign peer reviews [1] or
automatically assign peer reviews [2]. Select the radio button next to the option you prefer.
If you automatically assign peer review, the menu will expand. In the Reviews Per user field [3],
enter the number of reviews each student will be required to complete. In the Assign Reviews
field [4], type in the date when should automatically distribute peer reviews to each student.
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Edit Due and Availability Dates

By default, Arrivu will set your assignment dates for everyone in your course [1]. The due date [2]
will already be populated for you, but you can change it if necessary. You also have the option to
add availability date fields [3].
Varied Due Dates

If you have sections in your course and want to create varied due dates, you can use the
drop-down menus to choose a specific section [1] and the due date for that section [2]. You can
create additional due dates for other course sections by clicking the Due Date button [3]. Once you
have exhausted all your sections, the Due Date button will disappear.
Update Assignment

If you want to notify users about any future assignment changes, click the Notify users that this
content has changed checkbox [1]. Click the Update Assignment button [2] to save your changes.
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How do I add content to my Assignment?
You can add different types of content to Assignments.
Open Assignments

Click the Assignments link.
Add Assignment

Click the Add Assignment link.
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Open More Options

Click the More Options button.
Edit Assignment

Edit the assignment using the Rich Content Editor [1] and Content Selector [2]. You can include
images, videos, documents, and links as part of your assignment description.
Update Assignment

Click the Update Assignment button.
How do I add content to my Assignment?
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View Assignment (Student View)

View the assignment.
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How do I add or edit points for an Assignment?
You can add or edit the amount of points on a given Assignment.
Open Assignments

Click the Assignments link.
Edit the Assignment

Click the Pencil icon.
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Edit Points

Edit the points available for the assignment by typing in the points field.
Update Assignment

Click the Update button.
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What are the different online submission types?
Instructors can enable a variety of different online submission types, including file uploads, rich
content, website URLs, and media files.
Open Assignments

Click the Assignments link.
Add Assignment

Click the Add Assignment link.
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Open More Options

Click the More Options button.
Select Submission Type

Select the submission type drop-down menu and choose the online submission type.
Select Online Submission Types
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You will be presented with four different checkboxes:
•

You can allow text entry

•
•
•

You can allow website URLs
You can allow File Uploads
You can Restrict Upload File Types

Notice that you can enable more than one type of online submission. Google Docs may also be
an acceptable submission type. Admins can enable or disable the Google Docs submission type.
Note: Students should be able to submit most file types. In the case of an odd or unusual file type,
try adding it to your course first before requesting students to submit the file type.
Update Assignment

Click the Update Assignment button.
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How do I restrict online submission file types?
Online submission types can be restricted to certain file types.
Open Assignments

Click the Assignments link.
Open Assignment

Click the assignment title.
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Edit Assignment

Click the Edit button.
Set Submission Type

Click the Submission Type dropdown menu and choose Online to create the option for students
to upload files.
Allow File Uploads

Click the Allow File Uploads checkbox.

How do I restrict online submission file types?
92

Restrict File Types

Click the Restrict Upload File Types checkbox to restrict file types which can be uploaded. Type
the file types you want to restrict in the text field. Remember, all file types need to be separated by
a comma. You can include spaces, caps, and periods in assignment file names.
Turnitin Submission Accepted File Formats
•
•
•
•
•
•
•
•

Microsoft Word™ (DOC and DOCX)
Corel WordPerfect®
HTML
Adobe PostScript®
Plain text (TXT)
Rich Text Format (RTF)
Portable Document Format (PDF)
Hangul (HWP)
Update Assignment

Click the Update Assignment button.
Student View

Students will see the permitted file types that can be submitted for the assignment in the sidebar.
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How do I create a student group assignment?
You can create a group assignment by using the Group Assignment checkbox.
Open Assignments

Click the Assignments link.
Create a New Assignment

Click the Add Assignment link to create a new as signment.
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Select More Options

Click the More Options button to create a group assignment.
Assign Group Work

Click the This is a Group Assignment checkbox to assign group work.
Select Group Set Drop-down Menu

Click the drop-down menu next to the Group Set option.
Select Group Set

Select which groups will be assigned [1] or create a new group category [2].
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Assign Grade Individually

You can assign grades to students individually by selecting the Assign grades to each student
individually checkbox.
However, if this box is left unchecked, all the students in the group will receive the same grade.
Update Assignment

Click the Update Assignment button to update the assignment.
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Can a student resubmit any Assignment?
Students always have the option to resubmit their assignments. As an instructor, you can decide
how to handle Assignment resubmissions.
You do have the option to set availability dates for each Assignment. Availability dates can restrict
the dates that an assignment can be submitted.
All Assignment submissions can be viewed in SpeedGrader™.
Student View for Resubmit Assignment

Students will see a Re-submit Assignment link in the Sidebar below the Assignment submission
details.

View Assignments in SpeedGrader™

Open the student's Assignment in SpeedGrader™. When a student has submitted multiple
submissions, you can view them by clicking the drop-down button.
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Select Submission

Select the submission you'd like to view.
Viewing Older Submissions

If you view an older submission, Arrivu LMS will warn you that the submission you are viewing is
not the most recent version.
Regrading Assignments

If you have already graded an assignment that a student has resubmitted, you have the option of
using the same grade for the resubmission without doing any additional work. To apply the same
grade to the new assignment, click the Use this same grade for the resubmission link.
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Set Assignment Availability Dates

If you want to keep students from resubmitting assignments after a certain date, you can change
the Assignment availability dates. Next to the date you want to change, choose the Calendar icon.
Set Date

Set the date and time the assignment availability date by selecting a date [1] and time [2]. Click
the Done button to save your changes [3].
Update Assignment

Click the Update Assignment button.
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Where can I find statistics about Assignments and submissions?
The Assignment Statistics will give you a usage report on how many assignments of each
submission type are in the course. It will also give how many submissions have been made for
each assignment type.
View Settings

Click the Settings link.
View Course Statistics

Click the Course Statistics button to view the statistics.
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Open Assignments Tab

Click the Assignments tab.
View Course Statistics for Assignments

You can view the Submission Type, the number of Assignments, and the number of Submissions.
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How do I create a peer review assignment?
A peer-review assignment enables students to comment on submitted assignments.
Open Assignments

Click the Assignment link.
Create a New Assignment

Click the Add Assignment button to create a new assignment.

How do I create a peer review assignment?
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Select More Options

Click the More Options button to create a peer reviewed assignment.
Require Peer Reviews

After selecting the submission types for the assignment, select the Require Peer Reviews
checkbox.
Determine Peer Review Assignment Type

Determine if you are going to manually assign peer reviews [1] or automatically assign peer
reviews [2].

How do I create a peer review assignment?
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Automatically Assign Peer Reviews

You can add the number of reviews per user [1] and when the reviews will be assigned [2]. You
can automatically assign peer reviews.
Update Assignment

Click the Update Assignment button.

How do I create a peer review assignment?
104

How do I manually assign peer reviews?
Manually assigning peer reviews allows you to choose which students review a certain
assignment.
Open Assignments

Click Assignments link.
Select Assignment

Click the title of the assignment to assign peer reviews.
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Open Peer Reviews

Click the Peer Reviews link.
Manually Assign Peer Reviews

Click the Plus icon to manually assign the review.
Select Student Drop-down Menu

Select the student drop-down menu [1].
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Select Student

Select the peer you would like the student to review [1]. Remember, a student can not review
themselves. Click the Add button [2] to assign the review.
View Assigned Peer Reviews

Assigned peer reviews appear underneath the students name. A checkmark [1] indicates a peer
review as been completed. A caution triangle [2] indicates a peer review still needs to be
completed.

How do I manually assign peer reviews?
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How do I automatically assign peer reviews?
Automatically assigning peer reviews will assign students with submissions peer reviews. The
best way to do this is through creating or editing an assignment.
Open Assignments

Click Assignments link.
Select Assignment

Click the title of the assignment to assign peer reviews.
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Edit Assignment

Click the Edit button.
Automatically Assign Peer Reviews

1.
2.
3.
4.
5.

Click the Require Peer Reviews checkbox.
Click the Automatically Assign Peer Reviews radio button.
Decide how many Reviews Per User are needed.
Assign Reviews after the due date. If this field is left blank, the due date will be used.
The Due Date must be specified in order to automatically assign peer reviews.

Update Assignment

Click the Update Assignment button.
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Open Peer Reviews

Click the Peer Reviews link.
View Assigned Peer Reviews

Automatically assigned peer reviews appear underneath the students name [1]. A check mark [2]
indicates a peer review has been completed. A caution triangle [3] indicates a peer review still
needs to be completed. If the student has not submitted the assignment, the student will not
automatically be assigned a peer review [4].
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Another Option: Automatically Assign Reviews

You can assign multiple peer reviews to students, if you want to [1]. You can also assign peer
reviews to those users who have submitted but don't already have reviews assigned to them.
When you are ready to go, click on the Assign Peer Reviews button [2].
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How to add badges to your classes?
By default, teachers can only award course badges. Badges are a good way of celebrating
achievement and showing progress. Badges may be awarded based on a variety of chosen
criteria.
Course badges are available to users enrolled in the course and related to the activities that
happen inside the course.
Open classes

Click classes in course navigation.
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view classes

View classes in your course.
Click Design classes link [1] to add badges to classes.
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Add item

Click + Add button to add item to class.
View external tool

Choose External Tool from the drop down to add badges.
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Add badges

Choose Badges.

How to add badges to your classes?
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Select / Create a badge

you can select a badge[1] to embed or create a new badge[2].

Create new badge

Give badge name [1] and click Add Badge button [2].
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Add Item

View the badge name [1] you created, and click Add Item button [2].
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View badge

View the badge in class item.
Click the badge name [1] to edit badge settings.
Note : Badge will be available to students after editing the badge settings.
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Badge settings

You can give the following details to edit Badge settings:
1. Badge name
2. Badge icon - Already you have badge give that URL to add badge or you can design your badge[1]
3. Badge description
4. Explanation of requirements
5. Approximate hours for completion - optional
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6. Evidence - Requires an URL evidence before awarding the badge.
7. Manual approval - Requires manual approval from teacher before awarding the badge.
8. Credits - use variable credits to allow multiple completion paths
9. Modules requiring completion - used to set the modules requirement completion option to
obtain the badge.
choose which item and condition as requirement from the drop downs to give badge.
After editing the badge settings click Save Badge Setting [3] button.
View Badge settings

View the badge settings and students those who are participating in this course.
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How to manually award badge to student ?
Instructors can manually award badges to their students.
Student view Before manual approval by instructor

view the notification for manual approval. Your students should wait for instructor's manual
approval.
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Award badge manually

Click the earned notification icon [1] (Wrong mark in red color) to award badge manually
View manually awarded student record

View the manually awarded student record.
Earned notification icon turned to green color tick mark to indicate the manual approval by
instructor.
How to manually award badge to student ?
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View student status

Click the student name to view the status of s tudent.
Student view after manual approval

Student view for the manually approved badge.

How to manually award badge to student ?
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What is the Calendar?
One of the challenges facing both students and instructors is keeping track of all of the
assignments planned throughout the term. Instructors are teaching multiple courses and
students are learning in multiple courses. Every course has its own timeline for when things need
to be done. The Calendar helps everyone stay on schedule and up to date.
Helpful tips about the calendar:
•
•

•

•

The Calendar is used for to remind you about graded Assignments with specific due dates
as well as undated calendar items.
The Calendar automatically syncs with other features in Arrivu LMS, such as Assignments,
Syllabus, and Grades, so if your instructor creates, changes, or deletes the due date of an
Assignment on the Calendar, it will show up in all the others and vice versa.
The Calendar in Arrivu LMS is a global feature, meaning you can see all of your assignments
from all of your courses in one place. If your Calendar becomes too crowded, you can filter
the number of events listed on your Calendar by selecting or deselecting courses in the
Sidebar.
The Calendar is designed to display up to 10 calendars at any given time. To help manage
user calendars, courses customized in the courses drop-down menu as a favorite course
will always be listed at the top of your calendar list in the calendar sidebar.
Locate Calendar Link

To view the Calendar, click the Calendar link.

What is the Calendar?
124

View Calendar

After clicking the Calendar link, you will see the Calendar Month with the events [1], the mini
Calendar [2], and the Calendar list for courses and/or groups [3].
Note: You can use keyboard shortcuts to navigate the Calendar. Press the comma key and a
pop-up window with keyboard shortcuts will appear for keyboard navigation.

When would I use the Calendar as an instructor?

•
•
•
•
•

View and create activities in your course as well as events and personal reminders; you can
also filter the calendar view to only see specific calendars.
Quickly add Assignments to a blank course. Fill in the details of those Assignments later.
Adjust the dates of Assignments that have been imported from previous terms. Arrivu LMS
makes it easy to drag and drop events across multiple months.
Copy the iCal feed for all of your courses and import it to your preferred personal Calendar,
such as Google or Outlook.
Schedule appointments with students using the Scheduler (optional feature).
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How do I view the Calendar?
The Calendar is a great way to view everything you have to do for all your courses in one place.
Locate Calendar Link

To view the Calendar, click the Calendar link.
View Calendar

the Calendar displays everything you are enrolled in since the Calendar spans across all
courses. In the navigation bar, you can choose to view the calendar in Month, Week, or Agenda
view [1]. The view you choose dictates the style of the calendar window [2]. By default, the calendar
appears in Month view.
The sidebar [3] shows a quick-view calendar, your list of courses and groups, and undated items
for your courses and groups.
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View Calendar List

Each personal, course, and group calendar is identified by a separate color that populates the
calendar view. Associated assignments for each course or group will appear within the calendar
view for each calendar. For instance, in the above example, assignments and events from the
Cryptography course will appear as Red in the calendar view.
By default, all your course calendars and group calendars will be selected and appear in the
calendar view [1]. To hide a calendar, click the box next to the name of the calendar [2].
Calendars that are not active within the calendar view will appear in gray [3].
Note: Colors are arbitrarily assigned to each course; they cannot be changed.
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View Undated Events List

Expanding the Undated events link will show you a lis t of events and assignments that are not
dated. The assignments and events will be differentiated by icons and by the personal, course, or
group calendar color.
View Calendar by Month

In month view, you can click the calendar buttons to move from month to month [1]. You can also
easily view the events for the current date [2].
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View Due Dates

Assignments are shown with an icon next to the assignment title. The icon reflects the
assignment type: Discussion [1], Assignment [2], Quiz [3], or Events [4].
Each item on the calendar is color-coded to match the courses or calendars in the sidebar.
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View Varied Due Dates

If a course has sections with varied due dates, instructors will see the multiple due dates [1].
Students will only see their section's due date.
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View Calendar by Week

Click the Week button to see the calendar by week.
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View Calendar Agenda

By clicking the Agenda button, the Calendar will show you all of your calendar items, beginning
with the month selected in Month view.
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How do I filter my Calendar view by course?
You can filter your Calendar by courses.

Locate Calendar Link

To view the Calendar, click the Calendar link.
View Calendar

After clicking the Calendar link, you will see the Calendar for everything you are enrolled in.
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Choose Courses to View

In order to filter your Calendar by courses or groups, click the color box next to the Calendar. The
calendar can show up to 10 courses and/or groups at a time. In this example, not all of the
calendars are being shown.
Note: Colors are arbitrarily assigned to each course; they cannot be changed.
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How do I add an event to the course Calendar?
This lesson will help you to add an event to the course Calendar. Events are different than
Assignments in Arrivu LMS. Events you create on the Calendar will not appear on the
Assignments page or in the Gradebook. But they will show up on the Syllabus page and student
calendars. You can create events with due date times as well as all-day events.
Locate Calendar Link

To view the Calendar, click the Calendar link.
Select a Date for the Event
Click any date on the calendar [1] to add an event; click the arrows next to the month name to
navigate to a different month [2].
If you don't want to manually locate the date, you can click the Add icon [3] to add an event or
assignment to the calendar.
Add New Event

Enter a title for the event [1]. The date will already be entered, but you can change it if you like [2].
Specify the start and end time for your event [3]. Make sure that the correct course is selected in
the Calendar drop down [4]. Click More Options to link to files or other resources related to the
event [5]. Click the Submit button [6].
How do I add an event to the course Calendar?
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Note: To create an all-day event, leave the From fields blank so there is no start and end time for
your event.
Explore More Options

If you click more options, you will be taken to the Rich Content Editor [1]. Here you can add video,
images, and links that will assist students as they prepare for the event. Remember, events are
not designed to be graded. If you want to hold students accountable for an extracurricular activity,
you should create an Assignment, not an event.
You can also use a different date for each section in your course by selecting the Use a different
date for each section checkbox [2]. Click Update Event to save changes.
It is important to understand the difference between a Arrivu LMS Assignment and a Arrivu LMS
Activity. Calendar events may be considered a kind of Arrivu LMS Activity. For example, you may
link to the readings that you want students to do in preparation for a class discussion in the
Calendar. You will not grade students on whether or not they have done the reading, but you are
providing the readings to them on a specific day to help them find the resources they need more
efficiently.
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Student View: Event Details in the Calendar

Students will see your event on their own course Calendar. When they click the event title, they
will see a summary page with all of the rich content you've added.
Note: Event time will show based on the student's time zone.
Student View: Calendar Events on the Syllabus Page

Students will see the event listed in the Syllabus page. The link will be un-bolded, signifying that it
is not a graded Assignment, and the event will not display a due date.
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How do I add a personal reminder to my Calendar?
You can add a personal reminder to your own Calendar.

Locate Calendar Link

To view the Calendar, click the Calendar link.
Select a Date

To add a personal event, click the day for the event on the Calendar [1]. Or you can click the Add
icon [2].
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Enter Event Settings

A window will appear. Here you will determine the settings of the event. Enter title [1], date [2],
and times [3] for the event. If you double clicked the day on the Calendar the date will already be
entered.
Select a Calendar

From the drop-down menu, choose the Calendar you want to add the event to. Remember, if you
add it to a course calendar, everyone in the course will be able to view it.
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Add Event Details

By clicking the More Options button you will be able to add a description to the event. Use the
Rich Content Editor to add images, files, or links to the Calendar event.
Submit

When you have finished editing the event settings, click Submit.
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View Calendar Event

The event will now show on the Calendar.
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How do I create an Assignment shell from the Calendar?
You can create Assignment shells from the Calendar. Assignment shells are placeholders for the
Assignment until you fill in the Assignment details. You can create varied due date Assignment
shells via the Calendar too.
Locate Calendar Link

To view the Calendar, click the Calendar link.
View Calendar

After clicking on the Calendar link, you will see the Calendar for everything you are teaching or
enrolled in.
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Add New Assignment

Click the Add icon.
Enter Assignment Details

Enter a title [1] and due date [2] for the new assignment. Make sure that the correct course is
selected in the Calendar drop-down [3], then choose the appropriate assignment group [4]. Click
More Options to link to files or other resources related to the assignment [5]. Click the Submit
button when you are finished.
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Add More Options

When you click on the More Options button, you have the ability to add more details to the
Assignment as well as adding Links, Files, and/or Images.
Add Multiple Due Dates

You can add multiple due dates to your assignment.
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Update Assignment

Click Update Assignment to save your changes.
View New Assignment

Once you update the information, you can see the Assignment on the Calendar.
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How do I change the date of an Event or Assignment on the Calendar?
You can change the date of an Event or Assignment by clicking on the Event or Assignment or by
dragging and dropping the Event or Assignment to a different date.
Locate Calendar Link

To view the Calendar, click the Calendar link.
View Calendar

After clicking on the Calendar link, you will see the Calendar for everything you are teaching or
enrolled in.
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View Event Details

View event details by clicking the event you want to view [1] and clicking the Edit button [2].
Edit Event Details

Here you can edit the event Title [1], Date [2], specify a time range [3]. Click the More Options
button [4] if you want to edit additional event details. Otherwise, click the Submit button to save
your changes.
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View Assignment Details

View assignment details by clicking the event you want to view [1] and clicking the Edit button [2].
Edit Assignment Details

Here you can edit the assignment Due Date [1]. Click the More Options button [2] if you want to
edit additional assignment details. Otherwise, click the Submit button to save your changes.
View Calendar

View your updated Events and Assignments on the Calendar.
How do I change the date of an Event or Assignment on the Calendar?
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Drag and Drop Event or Assignment

You can also change the date of an Event or Assignment by dragging and dropping the Event or
Assignment to a different date on the month view or mini calendar. Click the Event or
Assignment, drag to the new date, and release your mouse.
How do I change the date of an Event or Assignment on the Calendar?
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You can drag and drop undated assignments to and from the month view of the calendar [1] or
mini calendar [2]. Notice the due date of that assignment will change to 11:59pm on that day.
Moving events or assignments to the undated items section will remove the date.
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How do I set a different Calendar event date for each section in my course?
This lesson will help you use different Calendar event dates for each section you have in your
course.
Note: You need to add sections to your course before you can set a different date for an event for
each section.
Locate Calendar Link

To view the Calendar, click the Calendar link.
Select a Date for the Event

Click any date on the calendar [1] to add an event; click the arrows next to the month name to
navigate to a different month [2].
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If you don't want to manually locate the date, you can click the Add icon [3] to add an event or
assignment to the calendar.
Add New Calendar Event

Enter a title for the event [1]. The date will already be entered, but you can change it if you like [2].
Specify the start and end time for your event [3]. Make sure that the correct course is selected in
the Calendar drop down [4]. Click the More Options button to link to files or other resources
related to the event [5]. Click Submit [6].
Explore More Options

If you click more options, you will be taken to the Rich Content Editor [1]. Here you can add video,
images, and links that will assist students as they prepare for the event. Remember, events are not
designed to be graded. If you want to hold students accountable for an extracurricular activity, you
should create an Assignment, not an event.
How do I set a different Calendar event date for each section in my course?
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You can also use a different date for each section in your course by selecting the Use a different
date for each section checkbox [2].
Set a Different Calendar Event Date for Each Section

Select the Use a different date for each section checkbox [1]. You can choose the date and time
for each section separately. If you don't want one section to see the event, leave the date and time
fields blank [2]. When you are finished, click Update Event [3].
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View Calendar Events

The events will show up in the Calendar. Each section will have a separate Calendar event.
Student View: Event Details in the Calendar

Students will see your event on their own course Calendar. When they click on the event title, they
will see a summary page with all of the rich content you've added.
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Student View: Calendar Events on the Syllabus Page

Students will see the Calendar event listed in the Syllabus page. The link will be un-bolded,
signifying that it is not a graded Assignment.
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How do I subscribe to the Calendar Feed using Google Calendar?
You can import your Arrivu LMS calendar to Google Calendar.
The steps in this lesson are also relevant for those using Gmail via Google Apps for Education.
Google Apps for Education provides an Institution Email Account to those institutions participating
in the program.
Locate Calendar Link

To view the Calendar, click the Calendar link.
View Calendar

After clicking on the Calendar link, you will see the Calendar with events and assignments from
every class you are enrolled in.
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Locate Calendar Feed

Click the Calendar Feed link to subscribe to a feed.
Copy Calendar Feed Link

Once you click the Calendar Feed link, copy the iCal link.
Note: iCal links will also work with any calendar that accepts iCal feeds such as iCal, Outlook,
and Yahoo Calendar.
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Log in to Google Account

In a new browser, log in to your Google Account.
Note: If you are participating in Google Apps for Education, log in to your Institution Email Account
to subscribe to the Calendar Feed.
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Locate Calendar

Click the Calendar link.
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View Calendar

Once you click the Calendar link, you will view your Calendar.

Add Other Calendars

Locate the Other Calendars drop-down menu to find the Add by URL option.

How do I subscribe to the Calendar Feed using Google Calendar ?
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Add Calendar by URL

Take the copied URL from Arrivu LMS and paste it into the box [1]. Click the Add Calendar button
[2].
View Subscribed Calendar Feed

The Arrivu LMS Calendar will now show up in your Institution Email Account Calendar, and you
can even click the event and it will give you all the details of that event. Any updates to the Arrivu
LMS calendar will automatically be updated in your Google Calendar.
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When would I use the Scheduler?
Scheduler is part of the new calendar and creates appointment groups (collection of individual
appointments) that students can sign up for.
Note: The Scheduler tool is optional in the Calendar. Please contact your Customer Success
Manager to enable it.
View Scheduler

You can use Scheduler to:
•
•
•
•
•
•

Create office hours
Schedule TA Sessions
Schedule lunches
Assign presentation times
Host Parent-Teacher conferences
Host Other appointments
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How do I limit the number of appointments a student can sign up for within an
appointment group?
The Scheduler tool is optional. Please contact your Customer Success Manager to enable it.
Note: Scheduler has already been enabled for those accounts that have been actively using it.
Locate Calendar Link

To view the Calendar, click the Calendar link.
Open Scheduler

Click the Scheduler button.
Create an Appointment Group

Click the Create an Appointment Group button.
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Name the appointment [1], add a location [2], select the calendar for which the appointm ent
belongs to [3], and add a date and time slots to your appointment [4] .
Set Options

Limit the number of appointments a student can sign up for within the appointment group by
typing the number in the limit participants to attend # appointments field. By default, participants
are limited to one appointment.
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Save and Publish Appointment Group

Click the Save & Publish button to create the appointment group.
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How do I limit the number of attendees for an appointment?
The Scheduler tool is optional. Please contact your Customer Success Manager to enable it.
Note: Scheduler has already been enabled for those accounts that have been actively using it.
Locate Calendar Link

To view the Calendar, click the Calendar link.
Open Scheduler

Click the Scheduler button.
Open Appointment

Click the appointment title.
Edit Appointment Details

Click Edit to edit appointment details.
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Limit Number of Attendees

Type the number of attendees in the Limit this slot to # users field [1].
View Individual Appointment

View the changes you have made.
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How do I remove students from an appointment?
The Scheduler tool is optional. Please contact your Customer Success Manager to enable it.
Note: Scheduler has already been enabled for those accounts that have been actively using it.
Locate Calendar Link

To view the Calendar, click the Calendar link.
Open Scheduler

Click the Scheduler button.
Open Appointment

Click the appointment title.
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Locate Appointment Slot

Find and click the appointment slot.
Remove Attendees

Hover over the name of the attendee you would like to remove from the appointment. Click the X
icon [1] to remove the attendee from the appointment.
How do I remove students from an appointment?
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Confirm Removal

Type the reason for deletion in the reason for deletion field [1]. Confirm the removal of the
appointment by clicking the Delete button [2].
View Calendar

Your calendar will automatically update.
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How to add Certificates to your classes?
By default, teachers can only award course Certificate . Certificates are a good way of celebrating
achievement and showing progress. Certificates may be awarded based on a variety of chosen
criteria.
Course certificates are available to users enrolled in the course and related to the activities that
happen inside the course.
Arrivu LMS allows for the dynamic generation of certificates based on predefined conditions set by
the teacher.
Open classes

Click classes in course navigation.
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view classes

View classes in your course.
Click Design classes link [1] to add Certificates to classes.
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Add item

Click Add button to add item to class.
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View external tool

Choose External Tool from the drop down to add Certificates.
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Add Certificates

Choose Certificates.
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Create a Certificate

you can create a new certificate to embed.
Give Certificate name [1] and click Add Certificate button [2].
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Add Item

View the Certificate name [1] you created, and click Add Item button [2].
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View Certificate

View the Certificate in class item.
Click the Certificate name [1] to edit Certificate s ettings.
Note : Certificate will be available to students after editing the Certificate settings.
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Certificate settings

How to add Certificates to your classes?
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You can give the following details to edit Certificate settings:
1.

Certificate background - choose an image file for certificate background.

2.
3.
4.
5.
6.
7.
8.
9.

Certificate name
Certificate heading - Heading for certificate (Optional )
Certificate description
Approximate hours for completion - optional
Evidence - Requires an URL evidence before awarding the Certificate.
Manual approval - Requires manual approval from teacher before awarding the Certificate.
Credits - use variable credits to allow multiple completion paths
Modules requiring completion - used to set the modules requirement completion option to
obtain the Certificate.
choose which item and condition as requirement from the drop downs to give Certificate [1].

After editing the Certificate settings click Save Certificate Setting [2] button.
Click Preview Certificate button [1] to preview your certificates after saving settings.

View Certificate settings

View the Certificate settings and students those who are participating in this course.
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How to manually award certificates to student ?
Instructors can manually award Certificates to their students.
Student view Before manual approval by instructor

view the notification for manual approval. Students should wait for instructor's manual approval.
Award Certificate manually

Click the earned notification icon [1] (Wrong mark in red color) to award Certificate manually
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View manually awarded student record

View the manually awarded student record.
Earned notification icon turned to green color tick mark to indicate the manual approval by
instructor.
View student status

Click the student name to view the status of student.
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Student view after manual approval

Student view for the manually approved Certificate.
Students can download and verify their certificates.
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What are Classes?
Classes allow you to organize your content to help control the flow of your course.
View Course Classes

Classes are used to organize course content by weeks, units, or a different organizational
structure that works for your course. With classes, you are essentially creating a one-directional
linear flow of what you would like your students to do.
Each class can contain files, discussions, assignments, quizzes, and other learning materials
that you would like to use. You can easily add items to your class that you have already created in
the course or create new content shells within the classes. Course content can be added to
multiple classes or iterated several times throughout an individual class. Classes can be easily
organized using the drag and drop feature. Elements within the classes can also be reorganized
by dragging and dropping.
Note: You can use keyboard shortcuts to navigate the classes page. Press the comma key and a
pop-up window with keyboard shortcuts will appear for keyboard negation.
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When would I use Classes?

You can use classes to:
•
•
•

Create prerequisite activities that students must complete before moving on in the course
Track student progress through a sequence of learning activities
Organize course content by unit, day, week, topic or Outcome
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How do I create a new Classes?
Classes are used to organize course content by weeks, units, or whatever organizational
structure works for your course. With classes, you are essentially creating a one-directional linear
flow of what you would like your students to do. Once you create classes, you can add content
items, set prerequisites, and add requirements.
Open Classes

Click the classes link.
Create a Class

Click the Design Classes link .
Add Class

Click the Add class button.
How do I create a new Classes?
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Name the Class

Type a name in the Class Name field.
Lock Class Until a Given Date

Select the Lock class until a given date checkbox [1] to lock the class until a set date. Select the
Calendar icon [2] to set the date and time.
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Add Class Requirements

Select the Students must move through requirements... checkbox to require students to move
through the content in the classes in sequential order.
Add Class

Click the Add Class button to create the class.
View Class

View your created Class.
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How do I add items to a Class?
You can add an item to multiple classes or multiple iterations of an item to one class.
Note: If you add an unpublished quiz to a class, students will be able to view the quiz instructions,
but they can't see the quiz questions or the points possible.
Open Classes

Click the classes link.
Create a class

Click the Design Classes link .
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Add item

Click the Add button.
Add Item to class

Click the Add drop-down menu to select the item type.
•
•
•
•
•
•
•
•
•
•

Assignment
Quiz
File (document and media file types)
Content Page
Discussion
Text Header
External URL
External Tool
Videos
FAQ

•

Labs
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Note: LMS will accept most media files as uploads. However, not all media files can be played
within LMS.
Select Item

You can select the item you wish to add to the class by clicking on the title of the item.
Add a New Item

Click the [New Page] link [1] and type a name in the Page Name field [2] to create a new item.
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Indent Item

Choose the Indentation drop-down menu to indent the item inside of the class.
Add Item

Click the Add Item button to add the item to the class.
View New Item in class

View the new class item in classes.
You can items on each category.
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How do I add duplicate Class items?
You can add duplicate class items to one or more Classes in your course.
Open Classes

Click the Classes link.
Add Item

Click the Add button.
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Add Item

Use the Add drop-down menu to select the type of item you wish to add to the class [1]. Select
the item from the item list [2]. Choose the indentation level of the item by using the Indentation
menu [3]. Click the Add Item button to add the item to the class [4].
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View Classes

View your item located in two different classes [1]. You can also add multiple iterations of an item
to the same class [2].
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Reorder Item

Move the duplicated item by clicking the drag handle next to the item.
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How do I use duplicate Class items as checkpoints in my course?
You can use duplicate Class items to check a learner's understanding. If the learner doesn't pass
a checkpoint, class prerequisites can open classes that will provide additional help to the learner.
Learner can then attempt to pass the checkpoint again. In this lesson you will be learning how to
create checkpoints in your course using duplicate class items.
Open Classes

Click the classes link.
Create a Class

Click the Design Classes link .
Add Class

Click the Add class button.
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Create a Class

Click the Create a Class button.
View Created Classes

View the classes you created. classes CSS overview and Web will serves as checkpoints to test
student understanding.
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Add Content to Classes

In this example, the instructor would add the same quiz to the checkpoint in CSS overview and
web classes.

How do I use duplicate Class items as checkpoints in my course?
199

Set Class Item Requirements

Set the requirements for the class. In this example, the instructor wants the student to obtain a
certain score on the quiz found in class CSS overview before proceeding to class Web. If the
student proceeds through the content located in class CSS overview, the student can retake the
quiz found in class Web to obtain the required score and then proceed to Next classes.
Note: Duplicate class items may have different completion criteria. In this example, the
completion criteria for the quiz in class CSS overview is nothing. The completion criteria for the
same item in class Web is atleast 15 points.
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Set Class Prerequisites

Set the prerequisites for the class. In this example, the instructor set prerequisites to lock the
content in class Web. This requires students Must submit the assignment and score minimum
20 points in class : CSS overview to unlock class Web. If the student obtains the necessary
score indicated by the requirement in class : CSS overview, all the Classes will unlock.
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How do I reorder classes?
You can reorder classes after you've created them.You can also reorder class items.
Note: You can also select, navigate, and drop a class using a keyboard. To view the keyboard
shortcuts, press the comma key. A class will always be placed below the class where you drop it.
To replace a class at the beginning of the Class list, drop the class at the top. By default the class
will appear as the second Class in the Class list. Then move the top Class down below your
preferred Class.
Select Class to Move

Hover over the name of the Class you wish to move.
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Drag Classes

Click the drag handle next to the Class name. A cross haired arrow will appear. Drag the
Class to the desired location.
Drop Class

Drop the Class in the desired location by releasing the mouse.
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View Class

View the Class in the new location.
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How do I delete a Class?
You can delete Classes that you no longer want on your Class list.
Open Classes

Click the Classes link.
Delete Class

Click the Settings icon [1]. Select the Delete link [2].
How do I delete a Class?
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Confirm delete

Click the OK button to delete the class.
Note: When you delete a class, all of the items in that class are removed, but they are not deleted
from the course.

How do I delete a Class?
206

How do I add text to a Class?
You can add text to your Class when you add a new item.
Open Classes

Click the Classes link.
Add Content

Click the Add button.
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Select Item Type

Click the Add [1] to drop-down menu and select the Text Header option.
Add Text

Type the text you wish to add in the header field [1]. Open the Indentation drop-down menu and
select the level of indentation for the text header [2].

How do I add text to a Class?
208

Add Item

Click the Add Item button to add text to the class.
View Class

View the new text header in your class.
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How do I edit Class items?
You can edit Class items' names and indentation after they have been created.
Open Classes

Click the classes link.
Edit class Item

Click the Edit link [1].
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Edit Item Details

You can edit the item title by typing in the title field [1]. You can also edit the indentation level by
selecting the indent drop-down menu [2].
Click the Update button [3] to save the changes you have made to the item.
Note: Changes made to one item will be made to all iterations of the item.
View Class

View the changes to the Class item.
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How do I remove Class items?
You can delete an class item that you no longer want to appear in your class.
Open Classes

Click the classes link in the Course Navigation.
Remove class Item

Click the Remove link [1].
Note: Removing a item will only remove it from the selected class. If you have included the item in
other classes, they will not be affected.
How do I remove Class items?
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Confirm Removal

Click the OK button to confirm the removal of the item.
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How do I require students to move through each Class item in order?
You can add requirements to Classes to require students to move through each class item in
order.
Open Classes

Click the Classes link.
Edit class Settings

Click the Settings icon [1]. Select the Edit link [2].
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Set Requirements

Click the for drop-down menu and select the requirement [1]. Select an action [2]. To add
additional requirements, click the Add requirement link [3].
Require Students Move Through Requirements in Sequential Order

Click the " Students must move through requirements in this class in sequential order"
checkbox to require students to move through the class requirements in a sequential order.
Update Class

Click the Update class button to save the changes.
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How do I lock a Class?
You can set Classes to be locked until a given date.
Open classes

Click the classes link.
Edit class Settings

Click the Settings icon [1]. Select the Edit link [2].
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Lock Class

Click the Lock class until a given date checkbox [1].
Type the date in the Unlock At field [2] or select the Calendar icon [3] to set the date when the
class will unlock.
Set the Date and Time

Set the date and time the class will unlock at by clicking on the day [1], typing the time in the time
field [2], and clicking the Done button [3].
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Update class settings

Set the date [1] and click Update class [2].
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View Class

The unlock date and time will appear next to the bottom of the class.
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How do I set up prerequisite Classes?
Prerequisites are defined by associated requirements in a class, meaning that students must
complete all requirements within one class before moving to the next class. Without setting
requirements in order, prerequisites do not serve a purpose. Note that you cannot prevent a
student from accessing an upcoming class unless prerequisites have been set for the prior
classes.
Open Classes

Click the classes link.
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Edit Class Settings

Click the Settings icon [1]. Select the Edit link [2].
Add Prerequisite

Click the Add Prerequisite link.
Note: You will only see the Add Prerequisite link if you have created at least two classes.
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Set Prerequisite

Select the They must complete drop-down menu, and select the class students must complete
before moving on.
Add additional prerequisite

Click the Add Prerequisite link to add additional prerequisites.
Update Class

Click the Update Class button.

How do I set up prerequisite Classes?
222

View Class

The prerequisites will appear at the bottom of the class.
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How do I add requirements to a Class?
You can add requirements for a Class that students must meet before they can move to a
following Class. You can also set up prerequisite classes.
Open Classes

Click the Classes link.
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Edit Class Settings

Click the Settings icon [1]. Select the Edit link [2].
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Add Requirement

Click the Add Requirement link.
Note: You will need to add content items before you can specify how a user will complete this
class.
Set Item and action Requirements
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Click the For drop-down menu [1] to select the requirement item.
Click the users must drop-down menu [2] to select the result of the requirement. You can set
the minimum score [3] to complete the class as requirement.
Click the Add Requirement button to create additional requirements.
Note: If you have multiple iterations of an class item, you can set different requirements for each
item.
After adding all requirements click the update Class button [4] .
View Requirements

The newly created requirement will appear below the class item.
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How do I expand or collapse Class contents?
At the user level, you can expand or collapse Class content from your personal view, but not for
other course members.
Open Classes

Click the Classes link.
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Collapse Class Contents

Click the Expand/Collapse arrow. This will only hide the class contents from your personal view.
View Classes

The class content will stay collapsed until you decide you show it again. You can show class
contents by again clicking the Expand/Collapse arrow.
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How do I view the progress of my students in classes?
Within classes, you can view the progress of your students and see how they are progressing
through the course.
class progress is determined by the students completing required elements in the class. If you
don't set up any requirements, you won't be able to track your students' progress within each
class. Required elements may include requiring the students viewing a page, submitting an
assignment, or earning a minimum score on an assignment or quiz. For more information please
see the lessons about setting up prerequisites and adding requirements.
Click View Progress Button

Classes displays an overview of each class and the content within each class. Any completion
requirements are listed below the class content item [1]. Prerequisite requirements are posted at
the bottom of the class [2].
To view student progress in your course, click the View Progress button [3].
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View Class Progress by Student

The Class Progress by Student window shows the progress of each student in your course.
Classes can be completed, unlocked, or locked. Classes that have no completion requirements,
or classes where the students have completed the requirements, will be marked as completed. If
a student is in the middle of a class, the class will be marked as unlocked. If a class cannot yet
be accessed by the student because of completion or prerequisite requirements, the class will be
marked as locked. Student progress is displayed showing the state of each class [1]. Select
different students by clicking their name in the Student Progres s list [2]. When you click the
name of a student to view their progress, their name will be selected. Click the X icon to return to
the Classes Index [3].
Note: When opening the View Progress window, Arrivu LMS will always default to show the first
student in your course (listed alphabetically by last name).
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How do I link to an un-configured External Tools in Classes?
Many third-party integrations with Arrivu LMS can be supported using Basic LTI. Basic LTI
provides a framework through which an LMS (Arrivu) can send some verifiable information about
a user to a third party. For Basic LTI to work, the third party needs to provide an account id and
shared secret that Arrivu LMS can use to generate a signature to verify the authenticity of the data
sent. By default most user information is anonymized, but this can be configured when the
configuration is first set up. Learn where to find External Tools
Open Classes

Clicks Classes link in Course navigation.
Add Content

Click the Add button [1].
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Select External tool

Click the Add [Item Type] To: drop-down menu and select the External Tool option.
Set External Tool

Locate the configuration URL for the tool you want to link to and type the URL in the URL field [1].
Give your External Tool a Page Name [2].
To have the tool open in a new browser tab, click the Load this tool in a new tab checkbox [3].
Choose whether or not to indent the item in the class dropdown menu [4].
Click the Add Item button to add the item to the class [5].
Note: Because Basic LTI configurations can be added at a later time, the dialog will accept URLs
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that don't match any existing configurations. However, when you try to navigate to an external tool
that is not configured, you'll see an error message indicating the problem. You can configure
External Tools in your Course Settings.
View Classes

The External Tool will be added to the bottom of the class.
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What are the basic computer specifications for Arrivu LMS?
This is a list of basic computer system requirements to use Arrivu LMS. It is always
recommended to use the most up-to-date versions and better connections. Arrivu LMS will still
run with the minimum specifications, but you may experience slower loading times.
Computer Specifications
Arrivu LMS and its hosting infrastructure are designed for maximum compatibility and minimal
requirements.
Screen Size
A minimum of 1024x600. That is the average size of a netbook. If you want to view Arrivu LMS on a
device with a smaller screen, we recommend using the Arrivu LMS mobile app.
Operating Systems
Windows XP SP3 and newer
Mac OSX 10.6 and newer
Linux - chromeOS
Mobile Operating System Native App Support
iOS 7 and newer
Android 2.3 and newer
Computer Speed and Processor
Use a computer 5 years old or newer when possible
1GB of RAM
2GHz processor
Internet Speed
Along with compatibility and web standards, Arrivu LMS has been carefully crafted to
accommodate low bandwidth environments.
Minimum of 512kbps
Screen Readers
Macintosh: VoiceOver (latest version for Safari)
PC: JAWS (latest version for Internet Explorer 10 &11)
PC: NVDA (latest version for Firefox)
There is no screen reader support for Arrivu LMS in Chrome
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Which browsers does Arrivu LMS support?
Supported Browsers

Because it's built using web standards, Arrivu LMS runs on Windows, Mac, Linux, iOS, Android, or
any other device with a modern web browser.
Arrivu LMS supports the last two versions of every browser release. We highly recommend
updating to the newest version of whatever browser you are using as well as the most up-to-date
Flash plug-in.
Internet Explorer 10 and 11
Chrome 36 and 37
Safari 6 and 7
Firefox 31 and 32 (Extended Releases are not supported)
Flash 14 and 15 (for recording or viewing audio/video and uploading files)
Some supported browsers may still produce a banner stating Your browser does not meet the
minimum requirements for Arrivu LMS. If you have upgraded your browser but you are still seeing
the warning banner, try logging out of Arrivu LMS and deleting your browser cookies.
If you are using an unsupported browser, you can update your browser, or you can dismiss the
warning banner during the duration of your browser session. For instance, testing centers can
dismiss the banner and it won't appear until the next browser session.
Required Components
Flash is required in several places in Arrivu LMS: media recording/streaming and viewing as well
as uploading files to a course or an assignment. Other than these features, Flash is not required
to use most areas of Arrivu LMS.
The Java plug-in is required for screen sharing in Conferences. Please note that some browsers
do not support Java. Otherwise, there are no other browser plug-ins used by Arrivu LMS.
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Update Your Desktop Browser
There are a couple of different ways to update your desktop browser.
1. Every time you open your browser, it will check to make sure it is using the most current
version. If it is not updated, your browser will prompt you with a notification and walk you through
the update process.
2. Download the latest version of your desktop browser directly. Click the name of your browser
below to visit your browser's download page:
Internet Explorer
Chrome
Safari (Safari 6 is only included with OS X Mountain Lion; Safari 7 is only included with OS X
Mavericks)
Firefox
Flash
Browser Privacy Settings
Some browsers may occasionally make modifications to privacy settings to protect users from
possible unsecured content. Unsecured content is identified with the prefix http:// in the URL and
can create mixed content in your Arrivu LMS Page. Secured content is identified with the https://
prefix in the URL.
Note: If you embed Arrivu LMS lessons inside your course, you can now prevent browser issues
with mixed content using secured Arrivu LMS Guides URLs.
We recommend following any browser security policies established by your institution, especially
if you are using Arrivu LMS on a computer provided by your institution. You may want to use Arrivu
LMS in an alternative browser instead.
If you are using a browser that is affected, please be aware of possible restrictions. The following
are known issues in specific browsers that may block or create mixed content within Arrivu LMS.
Chrome Security

Google Chrome verifies that the website content you view is transmitted securely. If you visit a
page in your Arrivu LMS course that is linked to insecure content, Chrome will display a shield
icon in the browser address bar.
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You can choose to override the security restriction and display the content anyway by clicking the
shield icon and then clicking the Load unsafe script button.
Chrome Media Permissions

Chrome has its own media permission within the browser. To use your computer camera and
microphone within any Arrivu LMS feature, you will have to approve two permissions:
Allow access to Arrivu LMS via the Adobe Flash Player Settings [1]. This prompt appears in the
center of the video and audio pop-up windows, or the center of the browser if you are accessing
Conversations.
Allow access to Arrivu LMS via Chrome's media permission settings [2]. This prompt appears just
below the address bar. Click the Allow button.
Firefox Security

Firefox verifies that the website content you view is transmitted securely. If you visit a page in your
Arrivu LMS course that is linked to insecure content, Firefox will display a shield icon in the
browser address bar [1].
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You can choose to override the security restriction and display the content anyway by clicking the
shield icon, clicking the Keep Blocking drop-down menu [2], and selecting the Disable Protection
on This Page option [3].
Arrivu LMS on Mobile Devices
The Arrivu LMS interface was optimized for desktop displays, so using small form factors such as
phones may not be a pleasant experience in using Arrivu LMS. Arrivu LMS is not officially
supported on mobile browsers. We recommend using Arrivu LMS mobile applications for an
improved user experience. (Note: At this time, Arrivu LMS apps are only available in English.)
Since Arrivu LMS uses small elements of Flash, not all Arrivu LMS features may be supported on
mobile devices, especially on iOS.
Mobile Browsers
Visit the Apple store or the Play store to download mobile browsers. The following major
browsers are compatible with mobile devices but Arrivu LMS features may not be supported:
iOS
Safari (default browser that opens from Arrivu LMS)
Chrome
Photon Flash Player (supports Flash)
Android
Internet
Firefox
Chrome
Note: Android default browser varies per mobile device.
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How do I clear my Chrome browser cache ?
Open Chrome Menu

On the Chrome browser toolbar, click the Chrome menu.
Open Tools

Click the Tools link.
Clear Browsing Data

Click the Clear Browsing Data link.
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Select Time Range

Select the time range you want to clear the browsing data from by clicking on the time range
drop-down menu.
Clear Browsing Data

Click the Empty the cache check box [1]. Then click the Clear Browsing Data button [2].
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How do I clear my Firefox browser cache on a Mac?
Open Firefox Menu

In the menu bar, click the Firefox option.
Open Preferences

Click the Preferences link.
Open Privacy

Click the Privacy tab.
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Clear Your Recent History

Under the History heading, click the clear your recent history link.
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Select Cache

Check the Cache checkbox. You can select checkboxes for other browser information to clear as
well.

Clear Cache

Click the Clear Now button.
Once cleared, the Clear All History window will disappear and you will return to the main Firefox
Preferences menu.
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How do I clear my Firefox browser cache on a Windows system?
Open Firefox Menu

Click the Firefox dropdown menu [1].
Select the Options Dropdown Menu

Click the Options dropdown menu [1].
Select Options

Click the Options link.
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Select the Privacy Tab

Click the Privacy tab.
Clear Recent History

Click the Clear Your Recent History link [1].
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Select Time Range

Select the time range you want to clear the browsing data from by clicking on the time range drop
down menu [1].
Open Details

Click the Details dropdown menu.
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Clear Browser Data

Make sure the browsing and download history checkbox is selected [1] and click the Clear Now
button [2] to clear browser data.
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What is the Conversations Inbox?
Conversations is a messaging system within LMS. The Conversations Inbox is split into two
windows and displays messages chronologically.
Open the Inbox

Click the Inbox link.
View Conversations Toolbar

In the toolbar, you can:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Filter messages by course
Filter messages by type (Inbox, Unread, Starred, Sent, Archived)
Compose a new message
Reply to a message
Reply-all to a message
Archive a message
Delete a message
Forward and star conversations via the settings icon
Filter conversations by a user
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View Conversations Inbox

Conversations are listed on the left side [1]. All sent and received Conversations appear. The
Conversations messages preview window is on the right side [2]. You can reply, reply-all, or
forward or delete via the settings icon [3].
View Conversations Inbox

The Conversation Inbox is organized chronologically from newest to oldest with the newest
Conversations [1] appearing on top and the older Conversations [2] appearing towards the
bottom.
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Other Ways to View Conversations

By clicking the Inbox drop-down menu [1], the window can show the Inbox, Unread
Conversations, Starred Conversations, Sent Conversations, and Archived Conversations.
Select Multiple Messages
To select multiple messages to archive , delete , mark as read or unread, or star , press the
command key (Mac) or the control key (Windows) while clicking each message you want to select.
When multiple messages are selected, the right panel displays a multiple conversations
message icon.
Note: You can also use the same key command to deselect a message.
To select all messages, click the command + A keys (Mac) or the control + A keys (Windows).
To select a range of messages, click the first message you want to select, hold down the Shift
key, and then click the last message you want to select. All messages between the first and the
last messages will be selected.
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How do I access the Conversations Inbox?
Find the Conversations Inbox Link

Click the Inbox link in the Help Corner to open your Conversations Inbox. The message indicator
will let you know how many messages you have in your Inbox.
If you right-click or option-click on the Inbox link, you can open your Conversation Inbox in a new
browser tab to keep it handy while you are doing other tasks in LMS.
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How do I find my unread messages in Conversations?
You can view all unread messages in your Conversations Inbox. You can also filter messages to
show only unread messages.
Open the Inbox

Click the Inbox link.
Locate Blue Dot

All unread messages have a blue dot next to the message[1]. Once a Conversation has been
read, the blue dot disappears.
Mark as Unread

If you want to mark a Conversation as unread, hover next to the message until you see a dot and
click it.
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Select Unread Conversations

To view only unread messages, open the the Inbox drop-down menu [1]. Select the Unread [2]
link.
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How do I adjust my Notification Preferences for Conversations?
You can adjust the notifications that you receive for Conversations.
Open Settings

Click the Settings link.
Verify Communication Channels

View the communication channels you have set up in LMS.
Open Notifications

Click the Notifications link.
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Set Conversations Notification Preference

Find the Conversations category [1]. Set the notification preference for each column by clicking the
appropriate icon [2].
View Set Notification Preferences

Verify the notification preference was correctly set.
When a message is sent and users have notifications enabled, users will be able to see the
subject line of the conversation as part of the message notification. This feature allows users to
see the context of the message they are receiving without having to log back into LMS. In HTML
view, the subject line is in bold text above the message. In plain text view, the subject line is
prefaced with the Subject: identifier.
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How many messages are in this Conversation?
You can easily see how many messages are in a conversation thread.
Open the Inbox

Click the Inbox link.
Select the Conversation

Select the Conversation
View the Conversation Label

The total number of messages in a Conversation appears underneath the date stamp.
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How do I compose and send a message?
The compose message icon creates a new window in the middle of your screen. You can filter
recipients by course, send messages to individuals, multiple recipients, or course rosters, create
subject lines, and add attachments.
Open the Inbox

Click the Inbox link.
Compose Message

Click the Compose icon to start a new message.
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Compose Window

In the compose message window, you can:
1.
2.
3.
4.
5.
6.
7.

Filter the course
Add recipients (Note: You can only add recipients once you have selected a course)
Enter a subject line
Optional: Select the Bulk messages checkbox to create individual messages for all recipients
in the To: field.
Type a message
Attach files or media
Click the Send button
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Filter Course

In the Courses drop-down menu, select the course where you want to send your message. You
can filter your courses by current favorite courses [1], other courses [2], and concluded courses [3].
Note: If you filter your Course list by Concluded Courses, you will only be able to compose
messages to instructors.
Type Name in the To Field

When you start typing an individuals name in the To field, LMS will automatically populate
matching names. If multiple names appear, use the arrow key to select the individual you want to
message. Then press Enter. The individual's name will appear in the To field, highlighted in light
blue .
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If you accidentally select the wrong individual(s), press Delete (on a MAC keyboard) or Backspace
(on a PC keyboard) to remove the name(s).
You can also hover over a recipient name and click the white x to delete it from the To field.
Add Multiple Recipients

Type another name in the To field to send a message to multiple recipients.
If you accidentally select the wrong individual(s), press Delete (on a MAC keyboard) or Backspace
(on a PC keyboard) to remove the name(s).
You can also hover over a recipient name and click on the white x to delete it from the To field.
Note: If you have a long list of recipients, the To field will only show 5 lines before scrolling is
enabled. If you select the Send individual messages checkbox, individual messages for all
recipients will be created.
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Use Course Roster

To select an individual from the course roster, click the Address Book icon [1] next to the To field.
From the address book, locate the individual and select his or her name [2]. Repeat this step if
you want to send the message to multiple individuals. To navigate back to the course roster, use
the arrow icon [3].
To exit the course roster menu, press Return (on a MAC keyboard) or Enter (on a PC keyboard).
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View Sent Message

Your message will appear as at the top of your Conversations [1].
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How do I reply to a message in Conversations?
Open the Inbox

Click the Inbox link.
Select Conversation

Click the Conversation you want to respond to [1]. Hover over the timestamp and click the reply
icon [2] within the message or the reply icon in the toolbar [3].
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Reply to the Message

Type your reply in the message field [1]. You can attach a file [2]. When you are ready, click the
Send button [3].
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View Sent Message

Your message appears in the preview text of the conversation [1] and at the top of the individual
thread [2].
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How do I send a message to an entire class?
You can use Conversations to send a message to your entire class. Depending on how
permissions are set, you may or may not have the ability to message the entire class.
Open the Inbox

Click the Inbox link.
Compose Message

Click the Compose icon to start a new message.
Select Course

Select the course you wish to message from the course drop-down menu.
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Open Address Book

Click the address book to send a message to the entire class.
Select Class

Click the name of the course.
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Add Message

Add a subject line and type in the message field. Click the Send button when you are finished.
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How do I forward a message from a Conversation?
You can forward Conversations to other individuals in your courses.
Open the Inbox

Click the Inbox link.
Select the Conversation

Select the Conversation
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Select the Message

Hover over the the timestamp to view more options. Select the Forward option.
View Compose Window

In the compose message window, you can:
1. Add recipients
2. Type a message
3.
4.

Attach files
Click the Send button
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How do I delete a Conversation?
You can delete Conversations from your Inbox when you no longer need them.
Open the Inbox

Click the Inbox link.
Select the Conversation

Select the Conversation.
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Locate Trash Icon

Click the Trash icon.
Confirm Deletion

Select the OK button to confirm deletion. All messages from that conversation will be deleted.
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How do I archive a Conversation?
Archive old messages to hide them from the Inbox and clean things up a bit.
Open the Inbox

Click the Inbox link.
Select the Conversation

Select the Conversation
Archive Conversations

Click the archive button in the tool bar.
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View Archived Conversations

Click the Inbox drop-down menu [1]. Select the Archived link to open archived Conversations [2].
Unarchive Conversations

Inside of the Archived messages, click the message [1] you want to unarchive. Click the
Unarchive button [2] to unarchive the message and move it to your Inbox.
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How do I compose and send a message?
The compose message icon creates a new window in the middle of your screen. You can filter
recipients by course, send messages to individuals, multiple recipients, or course rosters, create
subject lines, and add attachments.
Open the Inbox

Click the Inbox link.
Compose Message

Click the Compose icon to start a new message.
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Compose Window

In the compose message window, you can:
1.
2.
3.
4.
5.
6.
7.

Filter the course
Add recipients (Note: You can only add recipients once you have selected a course)
Enter a subject line
Optional: Select the Bulk messages checkbox to create individual messages for all recipients
in the To: field.
Type a message
Attach files or media
Click the Send button
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Filter Course

In the Courses drop-down menu, select the course where you want to send your message. You
can filter your courses by current favorite courses [1], other courses [2], and concluded courses [3].
Note: If you filter your Course list by Concluded Courses, you will only be able to compose
messages to instructors.
Type Name in the To Field

When you start typing an individuals name in the To field, LMS will automatically populate
matching names. If multiple names appear, use the arrow key to select the individual you want to
message. Then press Enter. The individual's name will appear in the To field, highlighted in light
blue.
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If you accidentally select the wrong individual(s), press Delete (on a MAC keyboard) or Backspace
(on a PC keyboard) to remove the name(s).
You can also hover over a recipient name and click the white x to delete it from the To field.
Add Multiple Recipients

Type another name in the To field to send a message to multiple recipients.
If you accidentally select the wrong individual(s), press Delete (on a MAC keyboard) or Backspace
(on a PC keyboard) to remove the name(s).
You can also hover over a recipient name and click on the white x to delete it from the To field.
Note: If you have a long list of recipients, the To field will only show 5 lines before scrolling is
enabled. If you select the Send individual messages checkbox, individual messages for all
recipients will be created.
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Use Course Roster

To select an individual from the course roster, click the Address Book icon [1] next to the To field.
From the address book, locate the individual and select his or her name [2]. Repeat this step if
you want to send the message to multiple individuals. To navigate back to the course roster, use
the arrow icon [3].
To exit the course roster menu, press Return (on a MAC keyboard) or Enter (on a PC keyboard).
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View Sent Message

Your message will appear as at the top of your Conversations [1].
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How do I attach a file to a message?
You can upload supplemental files as part of your Conversations messages.
Open the Inbox

Click the Inbox link.
Compose Message

Click the Compose icon to start a new message.
Select a File

You can upload files by clicking the papercilp icon[1] . If you accidentally select the wrong file,
press the Delete icon [2] to remove it, or click the paperclip icon or double click the file to select a
different file. When you are finished, click the Send button [3]. You can upload multiple files to by
clicking the paperclip icon again.
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View Attachments

The attachments will appear below the message. Click the link to view the file.
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How do I filter Conversations?
Open the Inbox

Click the Inbox link.
All Courses Menu

You can filter your Inbox by selecting:
1. Courses in your Favorites
2. More Courses that are not in your Favorites
3. Concluded Courses that are no longer active
Search Filter

Type the name of a user in the filter field [1], or browse for the course, group, or user by selecting
the Address Book icon [2].
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View Filtered Conversations

The conversations will be filtered based on what is entered in the Filter field.
Select the Conversation

Select the conversation and view the name of the course or student group associated with the
message. This information appears next to the names of the conversation recipients.
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View Unread Messages

You can view only unread messages. This will sort the messages so only the unread
Conversations will appear in your Inbox.
View Starred Messages

You can view only starred messages. This will sort the messages so only the starred
Conversations will appear.
View Archived Conversations

View archived Conversation messages in the Archived Conversations after you archive individual
messages. Visit the How do I archive a Conversation? lesson for more information.
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Delete Unwanted Conversations

Delete unwanted Conversations to clear out the Inbox. Any new messages sent by any participant
in that conversations will appear in your Inbox.
Adjust Notification Preferences

This can help reduce the amount of email messages you receive.
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How do I star Conversations?
Starring Conversations allows you to see important messages at a glance.
Open the Inbox

Click the Inbox link.
Star and Unstar Conversations

Click the star icon to turn it yellow, indicating a starred message. If you want to remove the star,
click the star icon again.
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View Starred Conversations

To view only Starred Conversations, click the Inbox drop-down menu [1]. In the drop-down menu,
select the Starred link [2].
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What does the Course Import tool do?
The Course Import Tool makes it easy to extract course content, assignments, and quizzes from
previous semesters and quickly import them into existing courses. The same tool is used to
import course materials from different Learning Management Systems.
When Would I Use the Course Import Tool?

Located in the Course Settings sidebar, use the Course Import Tool to:
Copy an entire course from semester to semester, including Announcements and Discussions.
You can adjust the events and due dates to coordinate with your current semester.
Select migrations content to select specific content you want copied. You can select individual
Assignments, Pages, Files, and anything else from previous courses you or your colleagues have
taught. The Course Import Tool supports keyboard navigation when selecting content to import.
Import course materials from different Learning Management Systems. The Course Import Tool
does not import user content.
Choose Import Source

Some of the Learning Management Systems currently supported in the Course Import Tool
include:
What does the Course Import tool do? - 1
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•
•
•
•
•
•

Copy a LMS Course
LMS Course Export Package (courses that were previously exported from LMS)
Unzip .zip file into folder
Common Cartridge 1.0/1.1/1.2 Package
Moodle 1.9/2.x .zip file
QTI .zip file
Adjust Events and Due Dates

In addition to recreating the structure and content of the course, the Course Import Tool will
intelligently re-schedule due dates and calendar events to the new date ranges of the new
semester. Enter the beginning and end dates of the old semester [1], and then enter the dates of
the new semester [2].
If you copy a Arrivu LMS course with beginning and end dates, those dates will be pre-populated
in the initial date fields.
Note: You must enter both sets of beginning and end dates as accurately as possible for the
dates to adjust correctly. Varied Due Dates will not be adjusted during the import.
Create Substitutions

In addition to date adjustments, you can also create substitutions and change the days of the
week, such as if you need to change a MWF course to a TTH course. For instance, if you want to
move all the Monday assignments to Tuesday, choose Sunday [1] and Monday [2], respectively, in
the drop-down menus.
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To remove a substitution, click the end icon [3].
Note: Substitutions will be applied to your import after Arrivu LMS has made the initial adjustment
of course beginning and end dates.
View Current and Prior Imports

Once you have started in import, the Current Jobs menu will display the status of any reports in
process, as well as any prior import history. The status menu will show the import status by color:
1.
2.
3.
4.
5.

Queued: gray
Running: blue (displays a menu bar with the time remaining to generate the report)
Waiting for select: gray (only appears when selecting course content; click the Select Content
button to continue the import)
Completed: green or orange (orange indicates an issue associated with the import; click the
issue link to view the list)
Failed: red

To correct any issue(s) that may have occurred with the import, you can use either the issue
link(s) next to the import to access the course area directly, or you can use the standard course
navigation menu to move around the course and correct the errors.
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How do I copy a Arrivu LMS course?
Copy content from another Arrivu LMS course when you want to use or repurpose previously
created content including course settings, syllabus, assignments, Classes, files, pages, and
discussions. You can also copy or adjust events and due dates.
Note: Draft State settings are retained in course copies. If an assignment is unpublished in a
course, the assignment will also be unpublished in the course copy.
Open Settings

In the Course Navigation, click the Settings link.
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Copy Course Content

Click the Copy this Course button.

Enter New Course Details

Enter the Name [1], Course Code [2], Start Date [3], and End Date [4] for the new course.
Click the All content radio button [5] if you want to copy all of the content from the course. If you
want to copy specific content, click the Select specific content radio button [6].
Choose Term Drop down [8] option.
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If you want to adjust the due dates associated with the course events and assignments, click the
Adjust events and due dates checkbox [7]. You have two options to choose from: Shift dates and
Remove dates.
Adjust Beginning and Ending Dates

Click the calendar icon and select the beginning date of the course you are copying [1]. Select the
new date you want the new course to begin [2]. Then select the end date of the course you are
copying [3], as well as the new date you want the new course to end [4].
Create Date Substitutions

You can also explicitly define day substitutions to adjust for changing class schedules (i.e. move
everything that was on Mondays to now happen on Tuesdays). To create a date substitution, click
the Substitution button [1]. Use the drop-down menus [2] to select the days of the week. You can
also remove Substitutions by clicking the end icon [3].
Click the Create Course [4] button to create a new arrivu LMS course.
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View Current Jobs

The Current Jobs menu will copy the selected course content. Running reports will display a
status bar with the time remaining to generate the report.
You will also receive an email notification when your course copy is completed.
View Course

The content from your course copy is now organized in your Arrivu LMS course.
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How do I import content from another Arrivu LMS course?
Import content from another Arrivu LMS course when you want to use or repurpose previously
created content including course settings, syllabus, assignments, Classes, files, pages, and
discussions. You can also import and adjust events and due dates.
Note: Draft State settings are retained in course imports. If an assignment is unpublished in a
course, the assignment will also be unpublished in the content import.
Open Course

In Global Navigation, click the Courses & Groups drop-down menu [1], then click the course title
[2] of the course where you would like to import content.
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Open Settings

In Course Navigation, click the Settings link.

Import Content into Course

Click Import Content into this Course to import content.
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Copy a LMS Course

In the drop-down menu, select the Copy a LMS Course option.
Search for a Course

In the drop-down menu, select the course you would like to access.
Search by Course Name

In the Course name field [1], start to type the name of the course you would like to access. Click
the name of the course when it appears [2].
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Select Migration Content

If you want to import all of the content from the course, click the All content radio button [1].
If you want to select specific content, such as only assignments or quizzes, click the Select
specific content radio button [2].
Adjust Events and Due Dates

If you want to adjust the due dates associated with the course events and assignments, click the
Adjust events and due dates checkbox. You have two options to choose from: Shift dates and
Remove dates.
Note: Varied Due Dates will not be adjusted during the import.
Adjust Beginning and Ending Dates

Click the calendar icon and select the beginning date of the course you are copying [1]. Select the
new date you want the new course to begin [2]. Then select the end date of the course you are
copying [3], as well as the new date you want the new course to end [4].
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Note: If the course you are copying has beginning and end dates, those dates will be
automatically pre-populated in the initial date fields.
Create Date Substitutions

You can also explicitly define day substitutions to adjust for changing class schedules (i.e. move
everything that was on Mondays to now happen on Tuesdays). To create a date substitution, click
the Substitution button [1]. Use the drop-down menus [2] to select the days of the week. You can
also remove Substitutions by clicking the end icon [3].
Click the Create Course [4] button to create a new arrivu LMS course.
Import Course

Click the Import button.
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View Current Jobs

The Current Jobs menu will display the status of your import. Running reports will display a menu
bar with the time remaining to generate the report.
You will also receive an email notification when your import is completed.

Course Completion

Import statuses include pre-processing, queued, running, completed, and failed.
If you imported the course and did not select specific content, Arrivu LMS will show any issues that
occurred with the import. Click the issues link to view them.
If you imported the course and selected specific content, Arrivu LMS will ask you to select the
content you want to import. Click the Select Content button.
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A new window will list all the content in your course by category. For instance, if you did not create
any Rubrics in your course, Rubrics will not appear as an import option.
To import all content for a content type, click the checkbox next to the content name [1]. If the
content type is a group containing multiple items, Arrivu LMS will automatically select all items
within the group.
To import only a few items from a content group, expand the drop-down arrow [2] and click the
specific items to be imported [3]. Arrivu LMS will place a dash in the group checkbox, indicating
that only a few items are selected within the group.
If a content type should not be imported, leave the checkbox blank [4].
Click the Select Content button [5] to import your content.
Note: Arrivu LMS supports keyboard navigation when selecting content to import. The tab key
focuses on the content inside of the select content area. Use the up and down arrow keys to
navigate the categories and use the left and right arrows to expand and collapse items. Use the
spacebar to select and deselect items.
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View Course

The content from your course is now organized in your Arrivu LMS course. Open the link(s) for the
imported item(s) to view, and organize the content to fit your students' needs.
For instance, if you imported Quizzes and Classes, click Quizzes and Classes to view the
imported content.

How do I import content from another Arrivu LMS course?
304

How do I import a Arriuv LMS course export package?
In this lesson, you will learn how to import a LMS course export package.
Notes:
•
•

•

Draft State settings are retained in course imports. If an assignment is unpublished as part
of a course export, the assignment will also be unpublished in the course import.
When importing a LMS course export package, the package will overwrite some of the
existing course settings. For example, if your destination course is set up with a private
copyright, and you import a package that has a creative commons (CC) copyright, the
copyright license in the destination course will change from Private to CC. We suggest you
revisit the course settings after any course import to make sure important settings are still in
place.
Courses are allotted 500MB quota for file storage. Administrators at your institution set the file
storage quota for each course.

Open Settings

In Course Navigation, click the Settings link.
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Import Course Content

Click the Import Content into this Course button.
Choose LMS Course Export Package

Choose the LMS Course Export Package option from the Content Type drop-down menu.
Choose File

Locate the Choose File button to browse for your LMS Course Export Package. A popup window
will appear in your browser.
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Open File

Choose the .imscc file you wish to import content from. Click the Open button to continue.
Select Migration Content

Click the All content radio button [1] if you want to import all of the content from the course. If you
want to select specific content, click the Select specific content radio button [2].
Adjust Events and Due Dates

If you want to adjust the due dates associated with the course events and assignments, click the
Adjust events and due dates checkbox. You have two options to choose from: Shift dates and
Remove dates.
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Click the calendar icon and select the beginning date of the course you are importing [1]. Select
the new date you want the course to begin [2]. Then select the end date of the course you are
importing [3], as well as the new date you want the course to end [4].
Create Date Substitutions

You can also explicitly define day substitutions to adjust for changing class schedules (i.e. move
everything that was on Mondays to now happen on Tuesdays). To create a date substitution, click
the Substitution button [1]. Use the drop-down menus [2] to select the days of the week. You can
also remove Substitutions by clicking the end icon [3].
Import Course

Click the Import button.
View Current Jobs

The Current Jobs menu will display the status of your import. Running reports will display a menu
bar with the time remaining to generate the report.
You will also receive an email notification when your import is completed.
Import statuses include pre-processing, queued, running, completed, and failed.
If you imported the course and selected specific content, LMS will ask you to select the content
you want to import. Click the Select Content button.
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Note: If you imported the course and did not select specific content, LMS will show any issues that
occurred with the import. Click the issues link to view them.
View Course

The content from your course export package is now organized in your LMS course. Organize the
content to fit your students' needs.
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How do I export a LMS course?
You can export a Arrivu LMS course to give to someone in another Arrivu LMS account, to upload to
another institution's account at a later date, or to create a copy as a backup on your local computer.
Note: Arrivu LMS exports do not include backups of student interactions and grades. Grades can
be exported separately as a .csv file.
Open Settings

In Course Navigation, click the Settings link.
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Export Course

In the sidebar, click the Export Course Content button.
Select Export Type

Click the Course export type option [1]. Click the Create Export button [2] to begin the export.
Note: If you have previously exported the course, LMS will display prior exports under the Content
Exports heading.
Monitor Export

View the progress bar. Exporting a course in LMS may take a few minutes, depending on its size.
You will receive an email when the export is complete.
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Download New Export

Click on the Click here to download link to download the new export.
Note: The export will be in .imscc format, a common standard file that can be imported into any
system that accepts Common Cartridge. You can also change the extension from .imscc to .zip
and treat it as any other zip file.
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What is Course Navigation?
Course Navigation is a series of links on the left side of your screen that help you get to where you
want to go inside of a course.
What is Course Navigation?
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When you create a new course, by default, you will see fourteen links:
Home
Announcements
Assignments
Discussions
Grades
People
Pages
Classes
Files
Syllabus
Outcomes
Quizzes
Refer a friend
FAQ
Testimonial
Labs
Live Class Links
Settings
Configured External (LTI) Tools may create additional links.
Note: instructor can reorder and hide the items from students in the course navigation.
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When would I use Course Navigation?

Course Navigation can be used to:
•
Explain to your students how to navigate inside of the course.
•
Move quickly to the activities or tasks that you need to complete.
•
Reorder Course Navigation links in a way that makes sense to you.
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How do I navigate a course?
A course is divided into six main sections.
Course Navigation Overview

There are six main sections in a course:
1. Course Navigation
2. Global Navigation
3. Breadcrumb Navigation
4. Content Area
5. Sidebar
6. Help Corner
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Course Navigation

The Course Navigation links help you get to where you want to go within a course. As an
instructor, you can customize what links are shown in your course.
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Global Navigation Menu

The Global Navigation menu helps you get to where you want to go across all of the courses you
are enrolled in.
Help Corner

The Help Corner helps students contact the instructor or Arrivu LMS Support. It also provides
places for user feedback and user ideas.
Breadcrumbs

The Breadcrumbs appear above the main body of the page. Breadcrumbs leave a trail that help
you see where you have navigated to inside a course. Follow these links backward to visit parent
pages. Click on the house icon at the far left of the Breadcrumbs to move all the way back to the
Dashboard.
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Content Area

The content of the course will be displayed in the Content Area. The content can be a page, the
syllabus, discussions, announcements, quizzes, or imported content.
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Sidebar

The Sidebar provides the tools available for the feature you are currently using. The Sidebar will
change dynamically as you use different tools in a feature as well as when you move from feature
to feature.
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How do I reorder and hide Course Navigation links?
By default, all links are enabled for all courses. Please note that links cannot be renamed.
Links to sections that don't have any content and that students cannot create content for will not be
shown to students and will be "grayed" for your view. For example, if there are no learning
outcomes set for the course, you will see the "Outcomes" link in gray, but students will not see the
link at all. You can also hide and reorder links in the left navigation for your course.
Open Settings

Click the Settings link.
Open Navigation

Click the Navigation tab.
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Reorder Navigation Links

Drag and drop items to reorder them in the Course Navigation. You can also drag and drop
course navigation links to hide them from students. Click the Save button when you are finished
reordering everything.
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What are Course Navigation indicators?
The Course Navigation indicator represents the number of changes in a course since your last
visit. Currently, this feature is only used for Grades.
Course Navigation Indicators

Sometimes a user wants to know what has changed since the last time he or she has visited a
course, especially with Grades. The numbered indicator for Grades shows a user either a change
in a score, including new scores, or a comment left on a submission by an instructor or a peer.
To clear the indicators, view the Grades page. When you refresh or navigate away from the page,
the count will reset.
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Student View of Indicators

As a student, when you visit the Grades page in a course, you will see a blue dot next indicating
that the assignment that was graded or commented on by your instructor or peer. Remember, the
indicators will disappear when you navigate away or refresh the page.
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What is the Course Setup Checklist?
The first few times you create a new course, it's a challenge to remember all of the steps
required. The Course Setup Checklist exists to help you remember to cover all your bases before
the course goes live.
View Course

A course originally starts in an unpublished state allowing instructors to set up your course and
ready the content while concealing it from students. Instructors, designers, and admins can add
students, teachers, and TAs to the course. As soon as you’re ready then you can publish your
course and make it available to the students.
When would I use the Course Setup Checklist

The Course Setup Checklist appears as a grey pop-up pane at the bottom of your screen when
you first create a new course. The checklist reminds you to:
•
•
•
•
•
•
•
•
•

Import content using the Course Import Tool
Add assignments or assignment shells on the Assignments page
Add Students to the course under the "Users" tab in Settings
Select the links you wish to display in the Course Navigation under the "Navigation" tab in
Settings
Choose a layout for your Course Home Page
Add events and Assignments to your course Calendar
Publish the course, which will automatically send invitation emails to any students of the
course
Add TAs to the course under the "Users" tab in Settings
Publish the course, which will automatically send invitation emails to any students you have
already added to the course
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What are Course Statistics?
Course Statistics give you a glimpse into which content Pages are engaging students and what
might be improved in the future. It will also help you to detect which students are not participating
to the fullest or have started to fall behind the rest of the class.
Open Course Settings

To open Course Statistics, click the Settings link in the Course Navigation Menu.
Open Course Statistics

Click the Course Statistics button in the right side of your window.
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When would I use Course Statistics?

Use Course Statistics to:
•
•
•

Share with your students what you have observed in terms of their participation online
Identify the dates and times of days the course is most frequently visited by your students
Identify which pages are most frequently visited by your students
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Where can I find statistics about when students are accessing the course?
View Settings

Click the Settings link.
View Course Statistics

Click the Course Statistics button to view the statistics.
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Open Students Tab

Click the Students tab.
View Course Statistics for Students

Click a student's name to view the student's information.
Open User Details

Click the Access Report for student button in the sidebar to view how the individual is accessing
the course.
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View User Access Report

The user access report allows you to view what the student has accessed: Content, Times
Viewed, Times Participated, and Last Viewed.
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Where can I find statistics on file storage?
Open Settings

Click the Settings link.
View Course Statistics

Click the Course Statistics button to view the statis tics.
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Open File Storage Tab

Click the File Storage tab.
View File Storage Statistics

You can view the Allotted Storage, Uploaded Files, and Media Files, the amount of files stored,
and the numbers of Files [1].
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Where can I find statistics about online interactions with my students?
View Settings

Click the Settings link.
View Course Statistics

Click the Course Statistics button to view the statistics.
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Open Students Tab

Click the Students tab.
View Course Statistics for Students

Click a student's name to view the student's information.
View Details

Click the your Interactions Report with Student link in the sidebar to view the online interactions
with the student.
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View User Interaction Report

The user interaction report allows you to see the Student Name, Last Student Interaction, Current
Score, Final Score, Ungraded Assignments, and send a message via the envelope icon [1]. Click
the View the full Student Interaction Report for [Course Name] link to view an interaction report
for all the students in the course [2].
View Interaction Report for All Students in Course

The user interaction report allows you to see the Student Name, Last Student Interaction, Current
Score, Final Score, Ungraded Assignments, send a message via the envelope icon [1]. You can
also sort the table [2].
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What are Discussions?
Arrivu LMS provides an integrated system for class discussions, allowing both instructors and
students to start and contribute to as many discussion topics as desired. Discussions can also
be created as an assignment for grading purposes (and seamlessly integrated with the Arrivu
LMS Gradebook), or simply serve as a forum for topical and current events. Discussions can also
be created within student groups.
•
•
•
•
•

Help students start thinking about an upcoming Assignment or class discussion.
Follow-up on a conversation or questions that began in a face-to-face classroom.
Test student comprehension of important points made in class.
Debate contradictory ideas.
Brainstorm different approaches to a class problem.
How do I access Discussions?

Discussions are accessed within the Forum link on the Course Navigation.
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How are Discussions Organized?

The Discussions Index Page is organized into four main areas: Discussion forum tags,
Discussions, Pinned Discussions, and Closed for Comments Discussions.
Discussions are organized into three main areas. Note that some section headings may not
always appear.
Discussion forum tags. These are used to filter discussions . User can view any specific
discussion topics based on the tags.
Discussions. These are current discussions within the course. Discussions are ordered by most
recent activity. You will only see this section heading if there are discussions within this section.
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Pinned Discussions. These are discussions that your instructor wants you to pay specific attention
to and will appear at the top of the Discussions page. You will only see this section heading if there
are discussions within this section.
Closed for Comments. These discussions have been manually closed for comments, or the
discussion is past the available from/until date. These are discussions that are only available in a
read-only state and are ordered by most recent activity. You will always see this section heading,
even if there are no discussions within this section.
How do I use Discussions?
Within Discussions you can:
•
•
•
•

•
•
•
•
•
•

Create, edit, and delete discussion topics. You can also reply to, edit, and delete individual
student discussion posts.
Create threaded or focused discussions within your course. (Private discussions can be
initiated within student groups, which are not viewable by others outside that group.)
Create discussions with varied due dates for different sections within your course.
Create a graded discussion or a group discussion as an assignment. When a discussion is
marked as a graded assignment, the Arrivu LMS SpeedGrader™ isolates each student’s
comments from the thread and combines them into one easily readable view for grading.
Subscribe to a discussion and be notified of replies.
Enable podcast feeds within your discussions.
Embed or attach files, images, and YouTube videos.
Add course content directly from your course.
Delay discussion posts until a defined date.
Pin discussion threads that you want your students to see at the top of the Discussions page.

Note: You can also use keyboard shortcuts to navigate individual discussion threads. Press the
comma key and a pop-up window with keyboard shortcuts will appear for keyboard navigation.
What Settings Can I Control in Discussions?
You can control certain settings within Discussions:
•
•
•
•
•

Tell Arrivu LMS how to mark your discussion posts as read and unread. You can also
manually mark posts as read.
Require students to reply to a discussion before viewing other replies.
Allow students to edit or delete their own discussion posts.
Allow students to create new discussions and attach files in your course discussions (this
setting does not apply to student groups).
Close discussion threads to comments.
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How do I use the Discussions Index Page?
The Discussion Index page allows students to view all the discussions within a course.

Open Discussions

Click the Forum link on the Course Navigation.
Filter Discussions

There are a few ways to filter Discussions:
1.
2.
3.

Search for a discussion by typing a discussion title, a user name, or a keyword in the Search
title, body, or author field.
View only unread discussions by clicking the Unread button.
View graded discussions by clicking the Assignments button.
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4.
5.
6.

Start a new discussion by clicking the Add Discussion button. (Note: Some instructors may
choose to disable this option.)
Change the discussions settings by clicking the Settings icon. (Note: Some instructors may
choose to disable this option.)
View discussions using tags by clicking any of the tag in discussion forum tags.

View Discussions

The Discussions Index page will display an icon overview of each discussion and whether or not
the user is subscribed. Green discussion icons indicate a subscription to the discussion.
Discussions are organized into three main areas:
1. Discussions. These are current discussions within the course. Discussions can remain open
indefinitely, or you can specify a date range (as designated by the available from/until date).
Discussions are ordered by most recent activity. Students will only see this section heading if
there are discussions within this section.
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2. Pinned Discussions. These are discussions that you want your students to see at the top of
their page. Pinned discussions can be arranged in any order. Students will only see this section
heading if there are discussions within this section.
3. Closed for Comments. These discussions have been manually closed for comments, or the
discussion is past the available from/until date. These are discussions that are only available in a
read-only state. Closed for comments discussions are also ordered by most recent activity.
Students will always see this section heading, even if there are no discussions within this section.

Discussions are date-stamped when they are created, as well as when they are replied to [1].
The Discussions Index page will display an icon overview of each discussion and whether or not
the user is subscribed. Green discussion icons indicate a subscription to the discussion [2].
Graded discussions display the discussion's due date [3].
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How do I pin a Discussion on the Index Page?
You can pin discussions so students will see them at the top of the Discussions index page.
Such discussions could include short-run discussions, discussions that only run for a single
week, and any other discussions that students should specifically pay attention to. You can also
pin discussions within Student Groups.
There are two ways to pin a discussion.
Note: Students do not see the Pinned Discussion heading when there are no pinned discussions.
Open Discussions

Click the Forum link on the Course Navigation.
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Pin Discussion with Settings Icon

You can pin a discussion using the Settings icon. Click the Settings icon next to the discus sion
you want to move. Click the Pin link.
Pin Discussion by Dragging

You can also pin a discussion by dragging it to the Pinned Discussions area. To drag a
discussion, hover over the discussion you want to move.
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Drag Discussion

Drag the discussion into the Pinned Discussion area. Release your mouse and the discussion
will be in the Pinned Discussions area.
Unpin Discussions with Settings Icon

You can unpin a discussion by selecting the discussion's Settings icon and clicking the Unpin
link. The discussion will automatically move back to Discussions. If the discussion became
locked after it was pinned, the discussion will move to Closed for Comments after unpinning.
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Unpin Discussions by Dragging

You can also unpin discussions at any time by dragging them back to another Discussion group.
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How do I close a Discussion for comments?
To manually stop students from posting replies to discussion posts, use the close for comments
link. You can also pin discussions to the closed for comments section on the discussion index
page.
Note: You can automatically set your post to close for comments on a specific date by creating
discussion availability dates.
Open Discussions

Click the Forum link on the Course Navigation.
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Open Discussion

Click the title of a discussion.
Close For Comments

Locate the Settings icon [1] and click the Close for Comments link.
Note: For Graded Discussions, the Close for Comments option will not appear until after the
Discussion due date.
View Discussion

Verify the discussion is closed for comments by locating the This topic is closed for comments
indicator.
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Re-Open for Comments

If you want to re-open your discussion, locate the Settings icon [1] and click the Open for
Comments link [2] to re-open the discussion for comments.
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What is the difference between Announcements and Discussions?
Announcements are designed to allow instructors to deliver information out to an entire class.
Discussions are designed to allow interactive communication between two or more people within
a course. Instructors do have the option to allow replies to Announcements. Also, one person can
use a Discussion to communicate information to an entire class. The main distinction between
the two is that Announcements are intended for broadcasting information while Discussions are
designed for participation in a public conversation.
Mass Communication

Announcements are a way to communicate important information to a large group of people. It
does not require a response, like a Conversation, which eliminates the risk of spreading
personal information. Students can respond to your announcements unless you close the
announcement for comments.
Presentation

Announcements and Discussions will both appear in the Course Activity Stream and on a user's
Dashboard. Announcements are indicated by a megaphone icon [1] and Discussions are
indicated by a bubble icon [2]. Next to the icon, Arrivu LMS will display the number of
Announcements or Discussions, along with a link to the course(s) where the new Announcement
or Discussion has been posted.
Students can still reply to Announcements, but replies will not appear in the Conversation Inbox.
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Notifications

You can set separate notification preferences for Announcements [1] and Discussions [2]. They
can be sent to a student's cell phone, email account, Twitter, or Facebook at different points
during the day, week, or month.
RSS Feed

Additionally, students can subscribe to Announcements via any external RSS reader. The link to
the announcement feed is at the top of the Announcements page.
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When would I use Threaded Discussions?
Threaded Discussions lend themselves to the refining of complex ideas. Responses and
different lines of inquiry that can be quickly navigated due to its hierarchical structure. Threaded
Discussions may be long-standing spaces for thoughts that persist throughout an entire course.
View Threaded Discussions

Use a Threaded Discussion for multiple posts and related comments. One or more discussion
leaders post a message and multiple learners comment on it with the freedom to create any
number of related discussion topics and comments (infinite layers of nesting). Learn more about
how threaded discussions are organized.
Threaded Discussions might also be used to:
•
•
•
•
•
•
•
•
•

post and answer multiple related or unrelated questions
organize results from a complex research activity
share and iterate upon ideas shared by each student in the course
debate the pros and cons of a single issue or multiple issues
ask multiple questions of a single discussion leader
refine ideas between multiple discussion leaders and multiple learners
facilitate group discussions around multiple topics
facilitate discussions around a discussion (fishbowl conversations)
explore at length the feasibility of different solutions to a complex problem
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How do I create varied due date Graded Discussions?
You can create a Graded Discussion that has multiple due dates. Arrivu LMS will let you create
one due date for each section in your course.
Open Discussions

Click the Forum link on the Course Navigation.
Start a Discussion

Click the Add Discussion button.
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Create New Discussion

Type a Topic Title [1]. Enter your discuss ion content in the Rich Content Editor [2]. Click the
Graded checkbox [3].
Enter Grading Details

Enter the number of points possible [1], Grading Type [2], and Assignment Group [3].
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Add Due Date

Click the For drop-down menu [1] and select a section. Assign a Due Date using the calendar
icon [2].
By default, the Discussion will be available for the entire duration of the course unless you want to
restrict the dates that the Discussion appears. If you want to make it available to students only a
few days or weeks before the due date, enter an Available From date [3]. If you want the
assignment to be hidden from students after a certain date, enter an Until date [4].
Add Additional Due Dates

To add additional due dates, click the Add Due Date button [1]. You can create as many due dates
as the number of sections in your course. For example, if you have 4 sections in your course, you
can add 4 due dates, after which the Due Date button will disappear.
Note: You don't have to add due dates for each individual section. You can set dates for a specific
section and then choose Everyone Else for the remainder of your students [2].
Error Notifications

Users will receive a notification when they submit an invalid string of due dates for a Quiz,
Assignment, or Graded Discussion. Such invalid entries include not unlocking the assignment
before it is due, or not placing the due date inside the range of availability dates.
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Save Varied Due Dates

When you are finished adding due dates, click the Save button.
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How do I start a new Discussion?
You can create new discussions in your course.
Note: If the Add Discussion button does not appear, your instructor has restricted this setting in
your course. However, this setting does not affect discussions in course groups.
Open Discussions

Click the Forum link on the Course Navigation.
Start a Discussion

Click the Add Discussion button.
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Create a Discussion

Create your discussion by utilizing the following options:
1.
2.
3.
4.

5.
6.
7.

8.

Enter your topic title in the topic title field.
Use the Rich Content Editor to format your content.
Add tags to filter discussions.
Attach a file to your discussion. (Note: If the attachment option does not appear, your
instructor has restricted this setting. Depending on your browser you may also see "Browse"
instead of "Choose File".)
Create a threaded replies by clicking the Allow threaded replies checkbox.
Require users to post to the discussion before viewing other replies by clicking the Users
must post before seeing replies button.
Set specific dates the discussion can be viewed. Select the date you want the discussion to
be show in the Available From field and the date the discussion should be hidden in the Until
field. If you do not enter any dates, the discussion will be show during the entire duration of
the course.
Use the Content Selector to add additional content to your discussion post.
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Save Discussion

Click the Save button.
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How do I create a Threaded Discussion?
Threaded Discussions lend themselves to the refining of complex ideas. Students can quickly
navigate responses and different lines of inquiry using the threaded discussion's hierarchical
structure. For example, Threaded Discussions can be long-standing spaces for thoughts that
persist throughout an entire course.
Open Discussions

Click the Forum link on the Course Navigation.
Start a Discussion

Click the Add Discussion button.
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Create Discussion

Create your discussion by utilizing the following options:
1.
2.
3.

Enter your topic title in the topic title field.
Use the Rich Content Editor to format your content.
Create a threaded replies by clicking on the Allow threaded replies checkbox.

Save Discussion

Click the Save button.
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With Threaded Discussions, you can see when a student replies to another student's reply. A
blue dot [1] indicates a new reply, and a white dot [2] indicates an unread reply. Click the Settings
icon [3] to select one of the following options in the drop-down menu:
•
•
•

Click the Go To Parent link to return to initial discussion post or comment.
Click the Edit link to edit the response.
Click the Delete link to delete the response.

Note: Graded discussions will also include an Open in SpeedGrader link to grade the discussion
replies.
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View Collapse Replies

By hovering over the reply, you can collapse all replies [1] and expand all replies [2] to make the
Discussion easier to manage. Or you can collapse and expand a single thread by hovering over
the thread [3]. Click the Reply link to reply to the main discussion [4]. You can also reply to any
other post in the thread by clicking the reply arrow.
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How do I reply to a Discussion?
You can easily reply to any discussion, threaded or focused. However, the reply process varies
depending on the type of discussion.
Open Discussions

Click the Forum link on the Course Navigation.
Open Discussion Topic

Click the title of the Discussion.
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Reply to Discussion Topic

To reply to the main discussion, type your reply in the Reply field.
Post a Message

Write your response in the Rich Content Editor [1]. You can add links, photos, equations, and/or
media. If your instructor allows, you can also attach files [2]. Once you finish, click the Post Reply
button [3].

How do I reply to a Discussion?
364

View Your Reply

Your reply will be posted at the bottom of the discussion reply thread. The border of your post will
flash blue indicating it has been newly posted. The dot indicator next to your post will immediately
turn white if Arrivu LMS automatically marks your posts as read. However, if you manually mark
your posts as read, the indicator will remain blue.
Reply to a Comment in a Focused Discussion

In a focused discussion, you can reply to a comment already posted by another student by
clicking in the reply field below the post.
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Post a Message

Write your response in the Rich Content Editor [1]. You can add links, photos, equations, and/or
media. If your instructor allows, you can also attach files [2]. Once you finish, click the Post Reply
button [3].
View Your Reply

Your reply will be posted at the bottom of the discussion reply thread. The border of your post will
flash blue indicating it has been newly posted. The dot indicator next to your post will immediately
turn white if Arrivu LMS automatically marks your posts as read. However, if you manually mark
your posts as read, the indicator will remain blue.
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How do I attach a file to a Discussion reply?
You can attach a file to a Discussion reply using the attachment icon.
Note: If the attachment icon does not appear, this option is not available in your course.
Open Discussions

Click the Forum link on the Course Navigation.
Open Discussion

Click the discussion you wish to read.
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Write a Reply

Create a new discussion entry by clicking the Reply text field.

After adding content using the Rich Content Editor to the discussion reply [1], click the Attach
button [2].
Note: Once an attachment is posted to a discussion post, the attachment cannot be deleted.
Browse for File

Depending on your browser, click the Choose File or Browser button to locate personal files on
your computer.
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Select File to Upload

Browse personal files on computer and select the file or files you wish to attach [1]. Double click
the selected files or click the Open or Choose button [2] to upload the files to the discussion reply.
Note: You can only upload one attachment in your reply.
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Post Reply

Click the Post Reply button to post your dis cussion reply.
View Discussion Reply

View your discussion reply. Your attached file will appear under the text.
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How do I edit or delete my Discussion posts?
If your instructor allows, you can edit and delete your own Discussion posts. If the edit or delete
option does not appear, your instructor has restricted this setting in your course.
Note: This setting does not affect Discussions in course groups.
Open Discussions

Click the Forum link on the Course Navigation.
Open Discussion Topic

Click the title of the Discussion.
How do I edit or delete my Discussion posts?
371

Open Settings Icon

Each of your posts have a settings icon with edit and delete options. Click the Settings icon on the
post you want to modify.
Edit Post

To edit a post, click the Edit link.
Note: If the edit or delete option does not appear, your instructor has restricted this setting in your
course.
Save Edit

Make your edits in the Rich Content Editor [1]. When you are finished, click the Done button [2].
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Verify Edit

Arrivu LMS will indicate the post has been edited. The text will include your name, and the date
and time the post was edited. This entry cannot be removed.
Delete Post

To delete a post, open the settings icon and click the Delete link.
Confirm Delete

To delete the entry, click the OK button.
Verify Delete

Arrivu LMS will remove the entry and indicate the post has been deleted. The text will include your
name, and the date and time the post was deleted. This entry cannot be removed.
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How do I attach a file to a Discussion reply?
You can attach a file to a Discussion reply using the attachment icon.
Note: If the attachment icon does not appear, this option is not available in your course.
Open Discussions

Click the Forum link on the Course Navigation.
Open Discussion

Click the discussion you wish to read.
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Write a Reply

Create a new discussion entry by clicking the Reply text field.

After adding content using the Rich Content Editor to the discussion reply [1], click the Attach
button [2].
Note: Once an attachment is posted to a discussion post, the attachment cannot be deleted.
Browse for File

Depending on your browser, click the Choose File or Browser button to locate personal files on
your computer.
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Select File to Upload

Browse personal files on computer and select the file or files you wish to attach [1]. Double click
the selected files or click the Open or Choose button [2] to upload the files to the discussion reply.
Note: You can only upload one attachment in your reply.
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Post Reply

Click the Post Reply button to post your dis cussion reply.
View Discussion Reply

View your discussion reply. Your attached file will appear under the text.
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How do I link to a YouTube video in a Discussion reply?
You can add a YouTube video in a Discussion reply by adding the URL of the video as a link to the
response.

Open Discussions

Click the Forum link on the Course Navigation.
Open Discussion

Click the title of the discussion.
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Write a Reply

Create a new discussion entry by clicking the Reply text field.
Embed a URL

Embed a URL link in the discussion reply by clicking the Link to URL link.
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Paste the URL

Paste the URL in the text box and click the Insert Link button.
Note: You can also automatically insert a YouTube video by copying and pasting the link directly
into the Rich Content Editor. However, it is better to create an accessible hyperlink by typing the
YouTube video title in the Rich Content Editor, highlighting the title, and then inserting the
YouTube link.
Post Response

Click the Post Reply button to post your discussion reply.
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View Discussion Reply

The embedded media can be viewed inside the discussion post [1] or by clicking Link [2] to view
the media in a new window.
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How do I embed an image file in a Discussion reply?
You can insert an image file directly into Discussion replies using the image icon.
Open Discussions

Click the Forum link on the Course Navigation.
Open Discussion

Click the discussion you wish to read.
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Write a Reply

Create a new discussion entry by clicking the Reply text field.
Open Image

Click the Image icon.
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Select Image

Locate the image you want to embed. If you need help with one of the three image options, please
reference the chapter on the Rich Content Editor.
Update Post

When you have located the image, click the Update button.
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Post Response

Click the Post Reply button.
View Post

View your post.
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How do I mark Discussion posts as read or unread?
By default, as you read new Discussion posts, Arrivu LMS will mark them as read (changing the
indicators from blue to white) as you scroll down the page. However, you can manually mark each
posts back to a read or unread state.
You can tell Arrivu LMS not to automatically mark all your posts as read in your Discussion
settings.
Note: Once a post's state is manually changed, the post will not change states (become read or
unread) until you manually change it again.
Open Discussions

Click the Forum link on the Course Navigation.
Open Discussion

Click the discussion you wish to read.
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View Posts

A white dot [1] indicates the reply has been read. A blue dot [2] indicates a reply is new or unread.
Mark Post as Read

To change an unread post to read, click the dot next to the post you wish to change.
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Verify Post as Read

View the post now marked as read.
Note: Once a post's state is manually changed, the post will not change states (become read or
unread) until you manually change it again.
Mark Post as Unread

To change a read post to unread, click the dot next to the post you wish to change.
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Verify Post as Unread

View the post now marked as unread.
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How do I subscribe to a Discussion as a instructor?
You can subscribe to entire Discussion threads in your courses and be notified when new
comments are posted to the topic. If you reply to a discussion, you will automatically be
subscribed to discussions and will be notified of updates unless you manually unsubscribed to
that discussion. Please note that you cannot subscribe to individual threads within a threaded
discussion.
You will automatically be subscribed to discussions you create in your student groups. You will
also be subscribed to any new discussions you create in your course, if your instructor has set
course permissions that allow you to do so.
Note: You must specify your Notification Preferences to receive updates for subscribed
discussions.
Open notification in settings

1. click the settings link in the help corner.
2. click the notifications link
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Edit notification preferences

In Notification Preferences, you can change the method and frequency of subscribed discussion
posts.
Open Discussions

Click the Forum link on the Course Navigation.
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Open Discussion

Click the title of the discussion you want to subscribe to.

Subscribe on Discussions Index Page

You can subscribe to an entire discussion from the Discussions page. Locate the discussion you
want to subscribe to and click the Discussions icon.
Note: The Discussions icon will turn green when you hover over the icon and then stay green
when you are subscribed.
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Subscribe to Discussion

Click the Subscribe button.
Note: The Subscribe button will become green when you are subscribed to the discussion topic.
Unsubscribe from Discussion

To unsubscribe from a discussion, open the discussion and click the green Subscribed button.
Note: The Subscribed button will become a gray Subscribe button when you are unsubscribed to
a discussion topic.
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What is an ePortfolio?
Because ePortfolios are tied to the user Profiles and not a specific course, users can build an
unlimited number of ePortfolios in which to collect and document their educational projects,
submissions, experiences, and other work products. Users can keep ePortfolios private or share
with other students, instructors, and/or future employers.
What is an ePortfolio?

Student ePortfolios remain active as long as the student is in the institution’s SIS and maintains a
school log-in, they will have access to their ePortfolio even after they graduate. Arrivu LMS also
offers the opportunity for the students to download their ePortfolio to a zip file.
ePortfolios can be public for everyone to see, or private so only those you allow can see, and you
can change that setting at any time.
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When would I use ePortfolios?

Use ePortfolios to:
•
•
•
•
•

Create an online educational journaling and reflection
Create an online site that can be turned as an online Assignments
Demonstrate mastery of course Outcomes
Share your best work from multiple courses
Showcase professional-quality work for prospective employees
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What is the ePortfolio dashboard?
The ePortfolio dashboard is a place to control visibilty and settings.
Open Settings

Click the Settings link.
Open ePortfolios

Click the ePortfolios link to access all personal ePortfolios.

What is the ePortfolio dashboard?
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Manage ePortfolio Dashboard

From the ePortfolio dashboard, users can control visibility and other settings:
1.
2.
3.
4.

5.
6.
7.

The Getting Started Wizard link will help user customize your ePortfolio.
The Go to the Actual ePortfolio link will show users what others see when they view your
ePortfolio.
Your ePortfolio is [privacy setting] heading tells you the current visibility of your ePortfolio. If
your ePortfolio is Public anyone can view it if they know the address.
If your ePortfolio is Private only those with a non-guessable special link you give them can
access the information. The link is available by copying the destination of selecting the Copy
and share this link... link or by going to your portfolio and sharing that URL.
The Recent Submissions heading allows users to make any recent coursework part of an
ePortfolio.
Users can download the contents of an ePortfolio as a zip file by clicking the Download the
contents of this ePortfolio as a zip file link.
Users can delete an ePortfolio by selecting the Delete this ePortfolio link.
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How do I create a new ePortfolio?
Creating an ePortfolio is as simple as clicking a button.
Open Settings

Click the Settings link.
Open ePortfolios

Click the ePortfolios link to access all personal ePortfolios.
Create an ePortfolio

Click the Create an ePortfolio button.

How do I create a new ePortfolio?
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Create ePortfolio

Name your ePortfolio by typing in the ePortfolio Name field [1]. Decide if your ePortfolio will be
public [2] (you can change this setting later) and then click on the Make ePortfolio button [3].

View ePortifolio

Once the ePortfolio is created, there are several options for creating content for your portfolio,
including a wizard that will walk you through your creation, step by step [1].
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How do I create a new ePortfolio section?
You can organize your ePortfolio by creating multiple sections.
Open Settings

Click the Settings link.
Open ePortfolios

Click the ePortfolios link to access all personal ePortfolios.
Select ePortifolio

Click the title of the ePortfolio you want to create a new section for.

How do I create a new ePortfolio section?
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Select Organize Sections

Click Organize Sections.
Locate Add Sections Link

To create a new ePortfolio Section, click the Add Sections link.
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Name Your New ePortfolio Section

Type your new section name in the section name field [1]. Press Return (on a MAC keyboard ) or
Enter (on a PC keyboard).The section name will show up in your navigation links. Click Done
Editing [2].

Organize Sections Link

To edit a new ePortfolio Section, click the Organize Sections link.
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Edit ePortfolio Section Name

You can rename any section by clicking on the Pencil icon [1], rearrange sections by clicking and
dragging them, or delete sections by clicking the Trash icon [2].

Click Done Editing button

When you are finished adding and/or editing your new ePortfolio Sections click the Done Editing
button.
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How do I change the name of my ePortfolio?
You can change the name of your ePortfolio whenever you want to.
Open Settings

Click the Settings link.
Open ePortfolios

Click the ePortfolios link to access all personal ePortfolios.
Select ePortifolio

Click the ePortfolio title.
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Open ePortfolio Settings

Click the ePortfolio Settings link to change the nam e and privacy settings on your ePortfolio.

Change Name and Set Privacy

Type a new name for the ePortfolio in the ePortfolio Name field [1] and click the Update ePortfolio
button [2] to save changes to your ePortfolio.
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405

How do I edit the default page in my ePortfolio section?
The default page in an ePortfolio can be a page that explains what it is included in the ePortfolio.
Open Settings

Click the Settings link.
Open ePortfolios

Click the ePortfolios link to access all personal ePortfolios.
Select ePortifolio

Click the ePortfolio title.
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Open ePortifolio

Click the Go to the Actual ePortfolio link to open your ePortfolio. The ePortfolio will open to the
default page.

Edit Default Page

Click the Edit This Page button to add or change content on the default page.
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Edit Content

Content can be edited by using the Add Content links. The Add Content links will allow you to work
with personal images or files, course submissions, or HTML content. You can also add content to
the default wiki page text box.

Save Changes

Click the Save Page button to save the changes you made.
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View Page

View your changes to the default page.
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How do I create a new page in my ePortfolio section?
Within an ePortfolio section, you can create pages to add to the section.
Open Settings

Click the Settings link.
Open ePortfolios

Click the ePortfolios link to access all personal ePortfolios.
Select ePortifolio

Click the ePortfolio title.
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Organize/Manage Pages link

Click the Organize/Manage Pages link [1].
Add Another Page

Click the Add Another Page link [1] to create a new page in your ePortfolio section.
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Name Page

Type the name of the new page in the page name field [1] and press Return (on a MAC keyboard )
or Enter (on a PC keyboard).
Save Page

Click the Done Editing button to add a new page to your ePortfolio section.
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Open Page

Click the title of your new page to open it.
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How do I preview a page in my portfolio?
You can preview a page before saving and publishing it.
Open Settings

Click the Settings link.
Open ePortfolios

Click the ePortfolios link to access all personal ePortfolios.
Select ePortifolio

Click the ePortfolio title.
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Open ePortifolio

Click the Go to the Actual ePortfolio link to open your ePortfolio.

Select Page

Click the page you want to edit.

Edit This Page

Click the Edit This Page button.
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Preview Page

After you have edited the page, you can preview the changes you made by clicking the Preview
button.
Save Page

You can save the changes you made by clicking the Save Page button [1]. If you would like to
continue making changes, click the Keep Editing button [2].
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What content can I add to my ePortfolio page?
You can add Rich Text Content, HTML/Embedded Content, Course Submissions, or Image/File
Uploads.
Open Settings

Click the Settings link.
Open ePortfolios

Click the ePortfolios link to access all personal ePortfolios.
Select ePortifolio

Click the ePortfolio title.
What content can I add to my ePortfolio page?
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Open ePortifolio

Click the Go to the Actual ePortfolio link to open your ePortfolio. The ePortfolio will open to the
default page.
Edit Page

Click the Edit This Page button to add or change content on the page.
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Add Content

You can add content to your ePortfolio in several different ways. You can add Rich Text Content [1],
HTML/Embedded Content [2], Course Submissions [3], or Image/File Uploads [4].

Save Changes

Click the Save Page button to save the changes you made.
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How do I create a FAQ?
You can easily create FAQ in Arrivu LMS
Open FAQ

Click the FAQ link.
Create a New FAQ

Click the Create a FAQ button.
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Name the FAQ

Click the Create a FAQ button [1]. Type a name for the FAQ in the new FAQ title field [2]. Click
Create Button [3] .
Add Content

Click Question & Answer icon [1] in rich content editor to create a FAQ
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Insert FAQ

Type your question in the question filed [1],
Type your answer in the answer field [2]. click update button [3] to create FAQ.
Save changes

Add content to your page using the Content Selector [1].
Edit the content using the Rich Content Editor [2] or
switch to HTML view to edit [3].
How do I create a FAQ?
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Click save changes button [1] to save your changes.
Edit FAQ Settings

You can choose to hide the Page from students by selecting the Hide this Page from Students
checkbox [1].
You can decide who can edit the Page by selecting the Who can edit this Page drop down menu
[2].
You can enable comment to students by selecting Allow comments on this Page [3] check box.
You can change the wiki type (Page , FAQ, Videos and Labs) by selecting the change wiki type
drop down [4]
You can also notify users that content has changed by selecting the Notify users that this content
has changed checkbox [5].
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View FAQ

View the FAQ you created.
Users can give comments about this FAQ using Add a new Comment field [1] .
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How do I view FAQ in my course ?
Open FAQ

Click FAQ in course navigation.
View FAQ

View the FAQ front page.

How do I view FAQ in my course ?
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What are Files?
Files are where you upload course files, syllabus, readings, or other documents. Instructors can
lock the folders so students cannot access your files. Files can be placed in Modules,
Assignments, or Pages. Files and folders are put in alphabetical order and cannot be rearranged.
Open files

Within the Files tool, users can rename, delete, organize, and upload files. There are no file type
or size limitations, but be aware of the amount of file storage available to you as set by the
institution. Users can also upload a .zip file or download entire directories as .zip files.
Note : Folders and files are in alphabetical order and cannot be rearranged.
Arrivu LMS users can view files (documents, images, media, etc.) in three different places:
•
•
•

Personal files, located in each user's profile (students, instructors, and TAs)
Course files, located in each course (only instructors and TAs can upload course files)
Group files, located in each group (students and instructors who are enrolled in groups)
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When would I use Files?

Use Files to:
1.
2.
3.
4.

Share course documents and syllabus with your students
Copy documents from one course to another
Organize course documents by day, week, or unit
Store personal documents that you don't want to share with others
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How do I move and organize my files?
Files are organized in alphabetical order. While you can still move files into folders, you cannot
rearrange the alphabetized structure of the files and folders.
Open files

Click the Files link.
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Move Files

Hover over the file you wish to move and once you see the four-direction arrow, click and drag the
file to the desired location. Once you see the folder highlighted, release your mouse. The file has
been moved.
Note: You can only move a file within the right pane or from the right pane to the left pane. Files
are organized in alphabetical order. While you can still move files into folders, you cannot
rearrange the alphabetized structure of the files and folders.
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Organize Files

Your files can be easily managed using a basic click-and-drag method; however, you can only
drag from right to left or within the right pane. You cannot drag from left-to-right. You can see
several document files in the Files area; however, you can move them into a dedicated folder.
You will need to individually drag and drop each file from within the right file pane. Files are
organized in alphabetical order. While you can still move files into folders, you cannot rearrange
the alphabetized structure of the files and folders.

How do I move and organize my files?
430

Move Files from Right to Left

Drag and drop from the right pane to the left pane.
Replace Uploaded File

You can replace or rename files once they have been uploaded to Arrivu LMS by clicking Add Files
in Files. If the file already exists in the folder, you will be asked if you want to replace or rename it.
1. To rename the file, click Rename New Files and there will be a copy made.
2. To replace the file, click Overwrite and the file will be replaced.
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Rename File

Click the Pencil icon [1 ] to rename the file.
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Where are my personal Files?
Personal files include profile pictures, uploaded assignment submissions, and other files
uploaded to your personal LMS file storage area. By default, each user has 50 MB of storage
space in Arrivu LMS. Administrators can change the quota for personal files for the entire
institution.
Open Personal Settings

Click the personal Settings link.
Open Files

Click the Files link to open your personal files.
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View Personal Files

All your personal files will be located in the folders. You also can see the amount of Storage Used
[1].
Note: If you want to see the Files for all your courses and/or groups, click the see files for all your
courses/groups link [2].
View Files for Courses/Groups

Here you can see all the files from your courses and/or groups [1], as well as your personal files
[2].
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Where are my course Files?
Course files include any content uploaded to your course. Files uploaded to your course will not
count towards your personal file.
Open Files

Click Files in the Course Navigation.
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View Course Files

All course files which are unlocked can be viewed by all course users.
Note: If you want to see the Files for all your courses and/or groups, click the see files for all your
courses/groups link [1].
View Files for Courses/Groups

Here you can see all the files from your courses and/or groups, as well as your personal files.
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Where are my group Files?
Groups files include any content uploaded to your group workspace.
Locate Group

Find and select the group you want to view Files for.
Open Files

Click Files link.
Where are my group Files?
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View Group Files

All group files which are unlocked can be viewed by all group members.
Note: If you want to see the Files for all your courses and/or groups, click the see files for all your
courses/groups link [1].
View Files for Courses/Groups

Here you can see all the files from your courses and/or groups, as well as your personal files.
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How do I create a folder in Files?
Folders can be used to organize files in your course, group, or personal files.
Open files

Click the Files link

How do I create a folder in Files?
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Add Folder

Click the Add Folder link [1] to create a new folder.
Name Folder

Type the name of the folder in the folder name field [1] and press Return (on a MAC keyboard ) or
Enter (on a PC keyboard).
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Change Folder Name

If ever you need to change the folder name, click the Pencil icon to unlock the title and rename
and press Enter.
View Folder

Your folder will appear in both panes of the Files view. You can organize your files on LMS by
moving them to folders.
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441

How do I preview a file?
You can preview a file in a course, group, or personal file storage area.
Open Files

Click the Files link.
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Choose File

Click the title of the file you wish to preview [1].
Preview File

The selected file will appear in the preview pane to the right.
You can scroll through the document, zoom in and out, and view the document in full screen [1].
How do I preview a file?
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How do I import .zip files?
You can import .zip files to LMS through Files or Course Settings.
Import through Files

You can import a .zip file directly in Files. In Course Navigation, click the Files link.
Import Files

If you have .zip files you would like to upload, the LMS system can automatically upload and unzip
these files for you. Click the Upload icon [1] to select files.

How do I import .zip files?
444

Choose File

Click the Choose File button to select the .zip file.
Note: Depending on your browser, you may see Browse... instead of Choose File.
Select File

Click the title of the file you wish to import [1] and click the Open button [2] to upload the .zip file.
Note: Depending on your web browser, you may see Choose instead of Open.

How do I import .zip files?
445

Choose Upload Destination

You can designate which folders the files should be uploaded to by clicking the Upload to:
drop-down menu.
Upload File

Click the Upload File button.
Monitor Upload

You can track the progression of the upload by monitoring the progress bar.
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View Files

Your files will be uploaded to Files in LMS

Import through Course Settings

You can also import files through the Course Import Tool in Course Settings. In Course
Navigation, click the Course Settings link.
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Note: Through this option, you must upload the .zip file to an existing folder in Files. You cannot
create new folders through the Course Import Tool.
Import Content into this Course

Click the Import Content into this Course button.
Select .zip Import

Click the Content Type drop-down menu [1]. Select the Unzip .zip file into folder option [2].
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Choose File

Click the Choose File button to select the .zip file.
Note: Depending on your browser, you may see Browse... instead of Choose File.
Select File

Click the title of the file you wish to import [1] and click the Open button [2] to upload the .zip file.
Note: Depending on your web browser, you may see Choose instead of Open.

How do I import .zip files?
449

Choose Upload Destination

You can designate which folders the files should be uploaded to by clicking the Upload to:
drop-down menu.
Note: You must upload the file to an existing folder. You cannot create new folders through this
feature.
Upload File

Click the Import button.
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Uploading files to import

You can track the progression of the upload by monitoring the progress bar.
View Import Progress

The Current Jobs menu will display the status of your import. Running reports will display a menu
bar with the time remaining to generate the report.
Import statuses include queued, running, completed, and failed.
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View Files

Open Files and view your imported files.
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How do I bulk upload files to my course?
f you have a lot of files to add to your course, you can bulk upload them.
Note: You can also bulk upload files by dragging and dropping the files into LMS from your
computer. However, sometimes too many files can cause problems. If you have more than 50
files, try zipping the files and uploading the zip file into your course.
Open Files

Click the Files link.
Add Files

Click the Add Files link [1] to upload files. A pop-up window will appear in your browser.
Note: You can also bulk upload files by dragging and dropping the files into LMS from your
computer. However, sometimes too many files can cause problems. If you have more than 50
files, try zipping the files and uploading the zip file into your course.

How do I bulk upload files to my course?
453

Select the files you wish to upload to your course. Click the Open button [1] to upload the files.
Monitor Progress

Click the Uploading progress bar to view the file uploads queue.
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View File Uploads Queue

You can monitor the progress of your file uploads by clicking on the Uploading [number] Files...
link when you are monitoring the file upload to view the file uploads queue. It will automatically
close after all files have uploaded.
Note: Remember, when bulk uploading files, sometimes too many files can cause problems. If
you have more than 50 files, try zipping the files and uploading the zip file into your course.
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How do I delete a file?
You can delete a file in courses, groups, or personal files. This process also applies to deleting
folders. Once a file is deleted, it cannot be recovered.
Note: The Unfilled Folder stores documents, graphics, and any other files from your account that
you have posted to different areas of LMS, such as Discussions. Deleting these items within
current courses may create broken links and submissions.
Open Files

Click the Files link.
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Delete File

Click the Trash icon [1] to delete the file. A pop-up window will appear in your browser.
Note: Currently you can only delete one file at a time.
Confirm Deletion

Click OK to delete the file.
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How do I download a single file?
You can download a single file from any file storage area in LMS.
Open Files

Click the files link.
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Download File

Click the file name to download the file to your computer.
Monitor Downloading

You can monitor the status of your downloading file in the bottom of browser.
View files

Your file will download to your computer. Open the appropriate folder to view the file.
Note: The file may be saved to the Downloads folder on your computer.
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How do I download a folder in .zip format?
You can download folders from your files in a .zip format.
Open Files

Click Files link
Download Files

Click the Zip Folder icon to download the files in the folder in .zip format. A pop-up window will
open in your browser.
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Monitor Download

Monitor the progress of your download by viewing the progress bar [1].
Open .zip File

Click the "Click here to download [file size] link " [1] to open your .zip file.
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How do I lock files and folders?
By default course files are visible and accessible to all users. Teachers and TAs can lock files
and folders, which means the content will only be accessible to teachers and TAs in the course.
Open Files

Click the Files link.
Select File

By default course files are visible and accessible to all users. Teachers and TAs can lock files
and folders, which means the content will only be accessible to teachers and TAs in the course.
Click the Lock icon to lock the file or folder.
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Select Lock Settings

There are two lock options.
Click the Let students download... checkbox [1] to let students view the file only if you link to it, but
will not allow students to access the file via the Files tool.
Click the Lock until I manually unlock it checkbox [2] to manually lock the file. Click the Lock this
File button [3].
Note: You can set a lock date on a file or folder.
Set Lock Date

Type the date you wish to the lock the file until in the Lock Until field [1]. Type the date you wish to
lock the file after in the Lock After field [2].
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Note: Make sure the Lock until I manually unlock it checkbox is not checked. Otherwise the Lock
Until or Lock After fields will not appear.
Currently the setting for Lock Until and/or Lock After is set up to only accept input in very specific
format. You will be able to set the lock by using one of the following inputs:
dd/mm/yyyy 00:00 (24hr) Ex. 27/02/2013 23:59
dd/mm/yyyy 00:00am/pm Ex. 27/02/2013 11:59pm
Mon Da 00:00am/pm Ex. Feb 27 11:59pm
Mon Da 00:00 (24hr) Ex. Feb 27 23:59
Note that the time field is optional and if not selected it will default to 12am.
Click the Lock this File button [3].
View File

View your locked file, indicated by the lock icon.
Preview File

To preview your file, click the preview link.
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View Lock Dates

When you click the file name to view it will display the file details with lock explanations.
LMS will display your file, along with confirmation that your file is locked and will be locked
between the indicated dates.
Unlock File

To manually unlock a file, view the file you want to unlock and click the Open Lock icon [1].
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What types of media files can be uploaded into LMS?
Video and audio uploads to LMS through the media tool can be up to 500 MB in size.
Note: LMS will accept most media files as uploads. However, not all media files can be played
within LMS.
Upload Audio

Click the Files link
LMS will accept the following audio files as an upload:
•
rm – Real Media
•
mp3 – Digital Audio Format
•
wma – Windows media audio
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Upload Videos

LMS will accept the following video files as an upload:
•
•
•
•
•
•
•
•
•
•
•
•
•

flv – Flash Video
swf – Macromedia flash
asf – Microsoft Media
aqt – Apple Quicktime
mov – Apple Quicktime
mpg – Digital Video Format
mpeg – Digital Video Format
avi – Digital Video Format
wav – Digital Video Format
m4v – Digital Video Format
wmv – Windows Media
mp4 – Digital Video Format
3gp – Multimedia Mobile Format
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What is my File Storage quota for my course?
Courses are allotted 500 MB quota for file storage. Administrators at your institution set the file
storage quota for each course.
Open Settings

Click Settings in the Course Navigation.
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View File Storage

The file storage quota for your course is located in the course details tab.
Note: Administrators at your institution set the file storage quota for each course. However, there
is 2GB limit on individual files uploaded to LMS and a 500MB limit for files created using the
media tool in LMS.
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Where is the HTML Editor?
The HTML Editor is a tool that allows you to change and update the design of web pages. This
tool exists only in the Course Files page to edit the HTML code before using it in a course.
Open Files

Click the Files link.
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Edit HTML File

Hover over the HTML file. Open the HTML Editor by clicking the Edit Content link [1].
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How do I use the HTML Editor in Files?
The HTML Editor is a tool that allows you to change and update the design of web pages. This
tool exists only in the Course Files page to edit the HTML code before using it in a course.]
Open Files

Click the Files link.
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Edit HTML File

Hover over the HTML file. Open the HTML Editor by clicking the Edit Content link [1].
Edit File Contents Using HTML

Use the HTML text box to edit the HTML code [1]. Click the Switch Views link to edit the HTML file
using the Rich Content Editor [2].
How do I use the HTML Editor in Files?
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Edit File Using Rich Content Editor

Use the Rich Content Editor to edit the HTML file [1]. Click the Update File button to save the
changes [2].
View File

View edited file.
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What are Grades and the Gradebook?
Grades can serve as a communication tool between students and instructors and allow
instructors to track the progress of students.
The Gradebook stores all information about student progress in the course, measuring both letter
grades and course outcomes.
Access Grades across all Courses

To see a Grade summary across all courses, click the Grades link in Global Navigation.
Access Grades in a Specific Course

To access the Gradebook for a specific course, open the course and click the Grades link in
Course Navigation.
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What is the Gradebook?

The Gradebook helps instructors easily input and distribute grades for students. Grades for each
assignment can be calculated as points, percentages, complete or incomplete, pass or fail, GPA
scale, and letter grades, and assignments can be organized into groups for weighting as well.
You can also use SpeedGrader™ to help you assign out grades.
Columns are automatically created in the Gradebook when you create Assignments, graded
Discussions, and graded Quizzes and Surveys. A column is also automatically added for the
Attendance tool.
When would I use the Gradebook?
Use the Gradebook to:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

View assignment submission notifications and assignment details
Sort the gradebook by assignment due dates, student names, secondary id, total scores, or
group scores (if applicable)
Download assignment submissions from students to grade or view them offline when no
internet connection is available
Manually enter student grades
Automatically calculate total and final grades
Assign zeros after deadline (this will send a notification out to students)
Simultaneously view grade information across all courses
Notify students when an assignment has been graded
View Grade history and revert updated assignment scores to previous scores (including
grades from multiple submissions and/or regraded quizzes)
Download or upload Grades as a CSV file
Hide grades from students until they are published
Create custom weighting, curving, and grade ranges
Message students who haven’t submitted an assignment yet, or who scored more than X or
less than Y on an assignment
Leave private grading notes/comments for the student
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Note: You can use keyboard shortcuts to navigate the Gradebook. Press the comma key and a
pop-up window with keyboard shortcuts will appear for keyboard navigation.
View Gradebook

In the Gradebook, which will populate the select student data [1] and assignment data [2]. You
can also use the Settings drop-down menu to specify settings for the entire Gradebook [3].
View Student Information

Once you have selected your students, the Gradebook will display the following student
information:
Student Name: View name and section
Secondary ID: this can be the student's email or student number
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Click a student's name to view the student's Grades page. (This is the same view that you can
see if you access the Gradebook via Student View.)
Sort Student Information

To sort columns, click the heading of a column and use the blue arrow to sort the content in
ascending or descending order.
View Assignments

Each column in the Gradebook represents an assignment. Each column displays the
assignment title, total points, and each student's grade. Icons and colors represent assignments
and submission statuses within Arrivu LMS. You can sort, resize, and reorder any assignment
column.
With Assignments in the Gradebook you can:
1.

Evaluate both individual and group work
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2.
3.
4.

Enter and edit scores
Leave comments for your students
View total grades as a point value instead of a percentage (by default, total grades are shown
as a percentage)

View Assignment Drop-down Menu

For each Assignment, you can set one or more options:
1.
2.
3.
4.
5.
6.
7.

View assignment details
View the assignment in SpeedGrader
Send a message to your students
Set a default grade
Curve grades
Bulk Download submissions/Re-upload Submissions
Mute an assignment
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View Settings

In the Settings drop-down menu, you can specify settings that apply to your entire Gradebook,
including:
1.
2.
3.
4.
5.
6.
7.
8.
9.

View Grading History
Download Scores (.csv)
Upload Scores (from .csv)
Set or change Assignment Group Weights
Show/Hide Student Names
Arrange columns by due date
Treat ungraded submissions as zeros
Show Concluded Enrollments
Show/Hide Notes Column
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How do I use the Gradebook?
The Gradebook helps instructors easily input and distribute grades for students. Grades for each
assignment can be calculated as points, percentages, complete or incomplete, pass or fail, GPA
scale, and letter grades, and assignments can be organized into groups for weighting as well.
The default view in the Gradebook is to view all students at a time
Open Grades

In Course Navigation, click the Grades link.
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View Gradebook

In the Gradebook, you can sort your Gradebook by all students or by section [1], which will
populate the select student data [2] and assignment data [3]. You can also use the Settings
drop-down menu to specify settings for the entire Gradebook [4].
View Sections

You can sort the Gradebook by all course sections or individual sections by clicking the Sections
drop-down menu.
Sort Student Information

To sort columns, click the heading of a column and use the blue arrow to sort the content in
ascending or descending order.
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View Settings

In the Settings drop-down menu, you can specify settings that apply to your entire Gradebook,
including:
•
•
•
•
•
•
•
•
•

View Grading History
Download Scores (.csv)
Upload Scores (from .csv)
Set or change Assignment Group Weights
Show/Hide Student Names
Arrange columns by due date
Treat ungraded submissions as zeros
Show Concluded Enrollments
Show/Hide Notes Column
View Student Information

Once you have selected your students, the Gradebook will display the following student
information:
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1.
2.
3.

Student Name: View name and section
Secondary ID: this can be the student's email or student number
Notes: Any notes you want to remember about a student

Click a student's name to view the student's Grades page. (This is the same view that you can
see if you access the Gradebook via Student View.)
View Assignment Drop-down Menu

For each Assignment, you can set one or more options:
•
•
•
•
•
•
•

View assignment details
View the assignment in SpeedGrader
Send a message to your students
Set a default grade
Curve grades
Bulk Download submissions/Re-upload Submissions
Mute an assignment
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What do the icons and colors in the Gradebook represent?
There are different icons and colors in the new Gradebook. Depending on how you grade
assignments (manually or otherwise), you will see different icons or colors.
For more information on grading assignments, please visit the Assignments and Grades
chapters in the Arrivu LMS Guides.
Submission Type Icons

The following icons represent different assignment functions in the Gradebook:
1.
2.
3.
4.
5.
6.
7.

Discussion Icon: Graded discussion submitted, but not graded
Document Icon: File upload submitted, not graded
Filmstrip Icon: Media recording submitted, not graded
Text Icon: Text entry submitted, not graded
Link Icon: Website URL submitted, not graded
Muted Icon: Assignment is muted
Q icon: Auto-submitted Quiz score has been deleted from the Gradebook; a new grade needs
to be assigned

Grading Types
Each grading type shows up differently in the Gradebook. Here you can see how each grading
type is represented:
1.
2.
3.
4.
5.
6.
7.

Dash: No submission
Number: Points grade
Check Icon: Complete grade
X Icon: Incomplete grade
Letter: Letter grade (see also Course Grading Schemes or Account Grading Schemes)
Percentage: Percentage grade
GPA: GPA scale
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Note: In the Total column, you will see a percentage that represents your total grade at that time.
Next to the percentage you will see the letter grade you have, based on the percentage.
Assignment Group Warning Icons
The following icons represent different warnings for Assignment Groups in the Gradebook:
1.

Blue Warning Icon: Notifies you that the assignment is part of an assignment group with no
points possible and cannot be included in the final grade calculation
2. Black Warning Icon: Notifies you that the final score does not include one of the assignment
groups because the group has zero points possible (the warning will tell you which
assignment group is affected).
You can correct these warnings by making sure a weighted assignment group has an
assignment worth more than zero points, or, if an assignment is supposed to have zero points,
adding another assignment with more than zero points to the assignment group.
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How do I view assignment details in the Gradebook?
Follow these steps to view the statistics and other details of an assignment in the Gradebook.
Open Grades

In Course Navigation, click the Grades link.
Open Assignment Drop-down Menu

Under the assignment title, click the drop-down menu.
Click the Assignment Details link.
How do I view assignment details in the Gradebook?
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View Assignment Details

View the details for the assignment. You can see the average score, high and low score, and the
number of total graded submissions. When you are finished click the X to return to the Gradebook.
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How do I hide and filter students in the Gradebook?
You can hide and filter students in the Gradebook.
Filtering your Gradebook can allow you to quickly find students to enter or edit their grades. Hiding
student names is an optional feature that lets instructors choose to remove bias in grading and
does not guarantee that all assignments will be graded anonymously.
Open Grades

In Course Navigation, click the Grades link.
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Hide Student Names

You might want to hide the names of your students during grading to help eliminate bias. Click
the Settings icon [1] and select the Hide Student Names option [2].
Note: You can also hide names in the SpeedGrader™.
View Hidden Names

After choosing the Hide Student Names options, you will only see Student in your gradebook.
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Show Student Names

To view student names, click the Show Student Names option in the drop-down menu.

Filter Names

Filtering your Gradebook can allow you to quickly find students to enter or edit their grades. You
can filter the Gradebook by:
1.
2.

Using the arrow filter in Student Name or Secondary ID columns.
Searching for a student by name or secondary ID in the text field.
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View Sections

If your course has sections, you can filter the Gradebook by choosing all sections or just one
section.

View Filtered Student Name

You can filter the gradebook by typing a name into the text field at the top of the gradebook. Once
you type the student's name or secondary ID in the text field, the student's grades will be shown.
Removing Students from the Gradebook
You may have students drop your course who still remain in the gradebook. Institutions have
different policies on how to edit course rosters. If your institution allows, you can remove a student
from your course. Otherwise you may need to contact your administrator and request the student
be removed via SIS Import.
Test Student
If you have used Student View in your course, you may see the Test Student in your Gradebook.
The Test Student will always be listed at the end of the Gradebook and does not factor into course
analytics. If you want to remove the test student completely, you will have to remove the test
student from your section enrollments.
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How do I enter and edit scores in the Gradebook?
Most likely you will use the SpeedGrader to enter grades. The grades will appear in the
Gradebook when you are done. However, if you want to enter or edit scores in the Gradebook,
follow these steps.
Open Grades

In Course Navigation, click the Grades link.
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Locate Student Score

Click the assignment cell located in the row of the student whose score you want to enter.

Enter New Score

Type or use the arrows to enter the new score in the cell and press Return (on a MAC keyboard )
or Enter (on a PC keyboard). New scores are saved automatically.
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View New Score

View the new score.
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How do I use grading history in the Gradebook?
Grading history allows you to see who graded each assignment and revert scores for students.

Open Grades

In Course Navigation, click the Grades link.
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Choose Grading History

Click the Settings icon and select View Grading History.

View Grading History

Find the assignment you want to view the grading history for. Once you click the assignment, it will
expand and you can revert the grade for student submissions.
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Click Revert to this grade while hovering over the assignment grade for the student.

View Reverted Grade

Once you revert a grade, it will show in the Current column and the grade will change in the
Gradebook. To collapse the changes, click the assignment title.
Note: Grading history only displays up to 2000 grade changes.
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How do I leave comments for students in the Gradebook?
If you want to leave simple feedback for your students, you can leave a text comment directly in the
Gradebook. Gradebook comments will be placed within the Discussion portion of
Speedgrader™. You can also grade assignments from the comments window in the Gradebook.
Open Grades

In Course Navigation, click the Grades link.
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Open Comment Window

Click the small Speech Bubble icon to open the comment window.

Add Comment

Type your comment in the add a comment field [1] and click the Post Comment button [2] to save
and post your comment.
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View Comment

Where there is more than one comments for an assignment, comments will be listed in
chronological order with the oldest comments appearing at the top and the newer comments
appearing near the bottom.
Note: If you need to remove a comment, click the More Details in the SpeedGrader link to view the
assignment in SpeedGrader.
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How do I send a message to my students from the Gradebook?
Sending a message to multiple students regarding an assignment can be accomplished by
following the steps below.
Open Grades

In Course Navigation, click the Grades link.
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Open Assignment Drop-down Menu

Hover over the assignment title and click the drop-down menu.
Click the Message Students Who... link to create and send a message.
Select Message Recipients

Select whom you want to send the message to by clicking the drop-down menu and selecting the
type of recipients you want to message.
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Create Message

Based on real-time data, Arrivu LMS will show the names of the students who fall in the category
you selected [1]. Type a message to the students in the message field [2]. Click the Send
Message button to immediately send the message [3].
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How do I curve Grades in the Gradebook?
You can use the Gradebook to curve grades for an assignment. In the academic community,
curving grades is advisable if only a certain number of students can pass, or when you require a
fixed distribution of grades distributed throughout the class.
To curve grades, Arrivu LMS asks for an average curve score and then adjusts the scores as a
bell curve 66% around the average score. For instance, if the average score is the equivalent of a
C, Arrivu LMS would distribute mostly C- and C+ scores, distributing outward down the curve to
Bs and Ds, and then ultimately As and Fs. This type of scoring creates a predictable distribution,
but it means that students will compete against their classmates for scoring.
Note: Grade curving cannot be undone. Pre-curved grade histories will be available, but the
curving action is irreversible.
Open Grades

Click the Grades link.
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Open Assignment Drop-down Menu

Hover over the assignment title and click the drop-down menu.
Click the Curve Grades link to set curving options.

Set Curve Score

Type a number in the average score field to act as the curve score [1]. The graph above the
average score field will change depending on what score is entered and give you an
approximation of what the new scores would look like [2]. You can adjust the average score as
necessary to produce a desired grading outcome.
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You can assign zeros to students who did not submit their assignments by clicking the Assign
zeros to unsubmitted students checkbox [3]. Click the Curve Grades button to curve grades [4].
Note: Grade curving cannot be undone. Pre-curved grade histories will be available, but the
curving action is irreversible.

In a pop-up window, Arrivu LMS will show you how many scores were updated. Click the OK
button.
View Curved Grades

View the new grades for the assignment.
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How do I adjust my Notification Preferences for Grades?
Your Notification Preferences can be set however you want (right away, daily, weekly, or never).
Open Settings

Click the Settings link.

Verify Communication Channels

View the communication channels you have set up in Arrivu LMS.
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Open Notifications

Click the Notifications link.
Set Grades Notification Preference

Find the Grading notification row [1]. Set the notification preference for each column by clicking on
the appropriate icon [2]. If appropriate, click the Include scores when alerting about grade
changes check box [3].
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View Set Notification Preferences

Verify the notification preference was correctly set. Your preference will automatically save.
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How do I mute an assignment in the Gradebook?
By default, Arrivu LMS allows students to see assignment grades as soon as the instructor has
graded the assignment. In some cases, instructors may wish to hold student grades until all
assignments have been graded, and then release grades to all students at the same time. To
hide student grades temporarily, an instructor can choose to mark an assignment as "muted". A
muted assignment will not send out grade change notifications or any new instructor comments
until the assignment is unmuted. A muted assignment displays a "mute" icon on the student
grades page so students know the assignment is muted.
Notes:
•
If you make changes to a muted assignment, the overall score as you see it (in both the
Gradebook and the student Grades page) will be affected. However, students will not see any
changes when they view their Grades page. Once you unmute the assignment, the overall
grade in the student's view will update accordingly.
•
If you unmute an assignment with varied due dates, all students will receive score results at
the same time.
Students can still see and submit a muted assignment. Only the grade will be hidden.
Muting should only be used to temporarily block grading work in progress from student view. It
should not be used to conceal grades for longer than reasonably necessary.
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Open Grades

Click the Grades link.
Open Assignment Drop-down Menu

Hover over the name of the assignment. Look for the blue drop-down menu to appear. Click Mute
assignment link.
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Confirm Mute Assignment

Click the Mute Assignment button. Students will be unable to view their grades, including grade
and score changes, submission comments, and curved assignments for the assignment.
View Mute Assignment

View the muted assignment icon in the Gradebook.
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Student View: Muted Assignment

View the Mute icon next to the assignment title. A popup dialog informs the student that the
Instructor is working on the grades for that assignment.
Unmute Assignment

To unmute the assignment, click the drop-down menu and click the Unmute Assignment link.
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Confirm Unmute Assignment

Click the Unmute Assignment button to unmute the assignment. Students will now be able to see
their grades and feedback.
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How do I evaluate group work?
Before you can evaluate group work, you will need to create a group assignment. Learn how to
view what students are doing in their groups. Students can submit Google documents, Pages,
and other group work as an assignment.
Open Assignments

Click the Assignments link.

Locate Assignment

Click the assignment title to open the assignment.
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Open SpeedGrader™

Click the SpeedGrader™ link to open the SpeedGrader™.
Grade Assignment

Enter a grade into the grade field. This will be the grade for all the students in the group.
Learn more about evaluating group assignments in SpeedGrader™ .
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View Gradebook

View the Gradebook to verify each student in the group has received the correct grade.
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Where can I find the student view of the Gradebook?
Use Student View to see what your students see.

Open Settings

Click the Settings link.
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Open Student View

Click the Student View button.

Open Grades

Click the Grades link.
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View Grades

View how your students see their grades. You can view the name of the assignment, the due
date, the score, and comments.
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How do I view my students' total grades as a point value instead of a percentage?
You can switch your students' total grades from a percentage to a point value in the Gradebook.
This feature is available only if you use unweighted assignment groups in your course.
Find Total Column in the Gradebook

Access the Gradebook for your course and scroll to the Total column. Hover your cursor over the
column header until the blue toggle arrow appears.
Click the blue toggle arrow and select the Switch to points menu option.

View Point Values

View your students' point values in the Total column.
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Student View

If you switch to points in the Gradebook, students will also see their total grade in points [1]. You
can use your mouse to hover over the total grade to show the percentage. However, Assignment
groups will still be shown as as percentages for instructors and students [2]. You can use your
mouse to hover over the assignment group percentages to show the point totals [3].
Switch to Percentages

You can switch back to percentages by clicking the blue toggle arrow in the Total column and
selecting Switch to percent.
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How do I sort my Gradebook?
You can sort the Gradebook by assignment due dates, student names, secondary id, total scores,
individual assignment, and if you have assignment groups set up, you can sort the total scores by
assignment groups. You can also resize and rearrange the columns in the Gradebook.
Open Grades

Click the Grades link.
Open Gradebook Settings

Click the Settings icon [1].
Click the Arrange columns by due date link [2] to arrange the columns in the Gradebook by due
dates.
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Note: If you arrange columns in the Gradebook, they will stay in the order you arranged them until
you switch browsers or re-arrange them.
Resize Columns

Hover your cursor over between columns until you see the resize cursor [1] and then you can
change the size of the columns. You can hide a column by dragging the cursor so that the column
becomes smaller and disappears [2]. You can make a column reappear by dragging the cursor
back out.
Rearrange Columns

Hover your cursor over the column header you want to move until you see the hand cursor, then
drag and drop the column where you want it [1].
Note: If you rearrange columns in the Gradebook, they will stay in the order you arranged them
until you switch browsers or re-arrange them.
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How do I use the Notes column in the Gradebook?
You can use a Notes column in the Gradebook to keep track of extra information in your course,
such as SIS IDs or just general student notes. The Notes column is not visible to students.
Note: Instructors can only show and hide the notes column. Admin can use the API to create
additional columns for instructors, however, they cannot be hidden. The notes column and any
additional columns created by admins are not included in the Gradebook CSV export file.
Open Grades

Click the Grades link.
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Open Gradebook Settings

Click the Settings drop-down menu [1].
Click the Show Notes Column link [2].
Insert Comments

To make a comment, click the note field for the appropriate student and type in the textbox
provided. The note field allows up to 255 characters. Click Save to save your comment.
View Comments

View your comments in the Notes column. You can view the full comment by resizing the column.
Note: When you navigate away from the Gradebook, any changes to the size of the columns will be lost.
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Hide Notes Column

Click the Settings icon to open Gradebook options. Click the Hide Notes Column link.
Note: You can toggle between the show/hide notes column link without losing your notes.

How do I use the Notes column in the Gradebook?
528

How do I change assignment group weights in the Gradebook?
Once you set up assignment groups and add weights, you can change the weights via the
Gradebook.
Open Grades

Click the Grades link.
Open Gradebook Settings

Click the Settings drop-down menu.
Click the Set Group Weights link.
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Weight Final Grade

Click the Weight final grade based on groups checkbox to weight the final grade based on
groups.
After selecting the checkbox [1], type in the various weights for the assignment groups [2]. Click
the Save button [3] to update the group weights.
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How do I bulk download Assignment submissions in Arrivu LMS?
Bulk downloading assignments will take all the submissions and create a .zip file that you can
download and grade on your computer. You can download the submissions through Grades or
Assignments.
Note: If you want to bulk upload assignment submissions, you cannot change the names of the
submission files. Otherwise Arrivu LMS will not be able to recognize the files that should be
replaced.
Option 1: Open Grades

Click the Grades link.
Open Assignment Drop-down Menu

Hover over the assignment title and click the drop-down menu.
Click the Download Submissions link to download all the assignment submissions as a .zip file.
How do I bulk download Assignment submissions in Arrivu LMS?
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View Progress

View the progress of the file compression by tracking the progress bar.
Download .Zip File

Click the Click here to download [file size] link to download the assignment submission files.
Note: If you want to bulk upload assignment submissions, you cannot change the names of the
submission files. Otherwise Arrivu LMS will not be able to recognize the files that should be
replaced.
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Option 2: Open Assignments

Click the Assignments link.

Locate Assignment

On the assignments page, locate the assignment you want to download submissions from.
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Download Submissions

Click the Download Submissions link on the sidebar.

View Progress

View the progress of the file compression by tracking the progress bar.

Download .Zip File

Click the Click here to download [file size] link to download the assignment submission files.
Note: If you want to bulk upload assignment submissions, you cannot change the names of the
submission files. Otherwise Arrivu LMS will not be able to recognize the files that should be
replaced.
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How do I download scores from the Gradebook?
You can download scores from the Gradebook as a CSV file.
Notes about CSV files:
•

•
•

•
•
•

Some columns that appear in the CSV file are read-only columns calculated by rules or
percentages set in Arrivu LMS. Any changes made to these columns will be ignored when
you re-upload the file to your course.
For assignment group columns, changes made to assignment scores will automatically be
included in the assignment group calculation in the Gradebook.
The Total Score displayed in the Gradebook reflects each students score at the time of
viewing, taking into account whether the teacher has chosen to have ungraded assignments
treated as zero, muted certain assignments assignment due dates, etc. Therefore, the CSV
download includes read-only columns for current and final score. Current score reflects the
total while ignoring unsubmitted assignments, and the final score counts unsubmitted
assignments as zero.
If a student has submitted an assignment multiple times, the CSV file only accounts for the
most recent submission.
The notes column is not included in the Gradebook CSV export file.
Concluded enrollments are not included in the CSV file unless the Show Concluded
Enrollments option is enabled in the Gradebook Settings menu.
Open Grades

Click the Grades link.
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Open Gradebook Settings

Click the Settings icon.
Click the Download Scores (.csv) link to download an editable Microsoft Excel file.
Scores

Edit the scores in Microsoft Excel. Make sure to save the file as a .csv file type.
Once you have made changes, you can upload it to your course.
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How do I upload changes to the Gradebook?
You can use a CSV file to upload changes to the Gradebook.
Notes:
The Gradebook CSV file does not currently support entries for assignments set to display grades
as complete/incomplete.
CSV file uploads can create assignments and update grades; they cannot update any other area
of the Gradebook, such as assignment status or comments
Letter Grade and GPA Scale assignments do not support any entries that are not part of the
assignment's grading scheme.
Open Grades

Click the Grades link.
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Open Gradebook Settings

Click the Settings icon.
Click the Upload Scores (from .csv) link.
Choose File

Click the Choose File to browse for your .csv file. Make sure the file is saved as
Grades-Course_Name.csv.
Note: If you are unsure what the CSV file should look like, click on the What should the CSV file
look like? link. A image will appear in the window (see the next step).
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Upload Data

Click the .csv file containing the grades and click the Open button to upload the grades.
Click the Upload Data button to upload the .csv file.
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How do I view the Student Interactions Report?
Student Interactions Report allows you to see the interactions between you and those enrolled in
your course.
Open Grades

From the global navigation menu, click the Grades link to view the grades for all the courses you
teach.

Open Student Interactions Report

Click the Student Interactions Report link to open the report.

How do I view the Student Interactions Report?
540

View Student Interactions Report

The activity report lists the current grade for a student [1], the final grade for a student [2], and if
there are any ungraded assignments for the student [3]. You can also send a message to a
student by clicking on the envelope icon [4].
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What are What-If Grades?
What-If Grades allow students to calculate their total grade by entering hypothetical grades for all
ungraded assignments.

Current Grades

Arrivu LMS is always working to calculate two grades, the current grade and the total grade, for
students. The current grade is calculated by adding up the graded assignments according to their
weight in the grading scheme. It is displayed by default in the Grades tool [1].
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Total Grades

The total grade is calculated by adding up all the assignments according to their weight in the
grading scheme. This grade is only displayed if the student or instructor unchecks the Calculate
based only on graded assignments checkbox [1].
"What-If" Grades

The "What-If" tool allows students to calculate their total grade by entering hypothetical grades for
all ungraded assignments.
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How can I view Grades for concluded student enrollments?
You can view the grades of concluded student enrollments, but you cannot change the grades. In
Course Navigation, view grades in People or in the Gradebook.
View Grades in People

To view grades in People, click the People link.
View Prior Enrollments

Click the View Prior Enrollments button.
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Open Prior User

All prior enrollments will be listed alphabetically by last name. Click the name of a prior user to
open their account details.
Open Grades

Click the Grades for (Student name ) link.
View Grades

View the grades of the user. You will not be able to edit the grades.
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View Grades in Grades

To view grades in the Gradebook, click the Grades link.
Open Gradebook Settings

Click the Settings drop-down menu [1], then select the Show Concluded Enrollments link [2].
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View Grades

View the concluded user's grades. You will not be able to edit the grades.
Note: When you show concluded enrollments in the Gradebook, concluded enrollments also
show in downloaded downloaded CSV files.
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How do I view Leader board in Arrivu LMS?
You can view the course progress of peoples in courses from leader board
Open Leader Board

Click Leader Board in Global navigation.
Choose Course

Click the course name.
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View Leader Board

View course progress of all students in the course.
You can view who are all earned badges, and course progress of each and every students in the
course.
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What are Outcomes?
Administration and faculty to track mastery in a course through outcomes.You can import Account,
State, and Common Core Standards into your course. You can create nested outcomes by
dragging and dropping outcomes to create structure. This can be done at the account,
sub-account or course-level. Remember the hierarchical structure of top-level accounts,
sub-accounts, and courses.
Open outcomes

The administration and faculty can able to track students’ progress as measured by pedagogical
goals or desired outcomes. Assessments created to test student knowledge or to require
students to demonstrate a specific skill resulting from a learning activity can be aligned to
learning outcomes using rubrics (which can be used for grading simultaneously).
The data is available for reporting to support teaching improvement, identify at-risk students, and
support the accreditation process. This unified, streamlined approach dramatically reduces the
amount of work required to implement Learning Outcomes through the intelligent reuse of
assessment workflows in the grading process.
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What is an Instructional Objective?

An instructional objective is a collection of words and/or pictures and diagrams intended to let
others know what you intend for your students to achieve during the course enrollment.
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When would I use outcomes?

Use Outcomes to:
1. Focus students' attention on the most important skills and activities in your course
2. Align Quizzes and Assignments to different kinds of mastery
3. Run reports at the account-level about student artifacts of learning mastery
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How do I create Outcome groups for my course?
Grouping Outcomes in a course allows for organization of multiple related Outcomes.
Open outcome

Click the Outcomes link.
Add outcome group

Click the New Group button.
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Create Outcome Group

Type a Learning Outcome group name in the Name this group field [1]. Type a description in the
Rich Content Editor [2]. Click the Save button to create the group [3].
View Outcome Groups

View the Outcome group. You can also drag and drop outcomes to the groups or create new
outcomes within the group.
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Where do I find Outcomes reports for students?
Click people

Click the People link.
Choose student

Choose the student you want the Outcome report for by clicking on the name [1].
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Open outcome report

Click the Outcomes for [student name] link.
View report

View the report
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How do I align an Outcome with a Question Bank?
Aligning outcomes to a bank of questions can provide a more accurate measurement than a
single question because of the possible variety of questions and what is being measured. When
applicable, you can align multiple outcomes to a question bank by aligning outcomes one at a
time.
Open quizzes

Click the Quizzes link.
Manage Question Banks

Click Manage Question Banks.
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Select question bank

Click the title of the Question Bank to be aligned with the Outcome.
Align Outcome

Click Align Outcomes.

How do I align an Outcome with a Question Bank?
558

Find outcome

Choose the Outcome from the listed Outcomes [1]. Set the mastery level by typing in the percent
field [2]. Click the Import button to align the Outcome with the Question Bank [3].
Aligned outcome

View the list of aligned Outcomes.
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View all aligned outcomes

You can view all rubrics and artifacts aligned with an outcome. Open Outcomes in the Course
Navigation menu.
Open Outcome

Locate the outcome you wish to view, and click the name of the outcome.
How do I align an Outcome with a Question Bank?
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View Aligned Items

View any aligned items or outcome artifacts below their respective headings.
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How do I align an outcome with rubric?
Before you can align the outcome with the rubric, you will need to create the outcome and rubric
separately.

Open outcomes

Click the outcomes link.
Manage Rubrics

Click the manage rubrics button.
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View Rubrics

View the rubrics for your course.
Edit Rubric

Click the Pencil icon to edit the rubric.
Find outcome criterion

Click the Find Outcome Criterion link to align an Outcome with the rubric. A pop up window will
appear in your browser.
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Choose outcome

Choose the outcome you wish to align [1] and decide if you want to use the criterion for scoring
[2]. Click the Import button [3].
Update Rubric

View the aligned outcome [1]. Click the Update Rubric button [2].
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View all aligned outcomes

You can view all rubrics and artifacts aligned with an outcome. Open Outcomes in the Course
Navigation menu.
Open outcome

Locate the outcome you wish to view, and click the name of the outcome.
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View aligned outcomes

View any aligned items, like assignments or rubrics or outcome artifacts below their respective
headings.
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How do I track student progress on a Learning Outcome?
Outcome performance is recorded in Arrivu LMS for each student and Outcome reports can be
accessed by users with adequate permissions: in a course as a teacher, or in a sub-account as
an administrator.
Open outcome

Click the Outcomes link.
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View outcomes

After opening Outcomes, you can choose which one you want to track student progress on.
Select outcome

Click on the outcome title to see student results and artifacts.
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View student progress

View the assessments and activities aligned to the Outcome [1]. View the progress of individual
students on each artifact (the aligned assessment or activity).
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How do I create a new Page?

You can Easily create pages in Arrivu LMS.
Open Pages

Click the Pages link.
Create a New Page

Click the Create a Wiki button.
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Name the Page

Click the Create a Wiki button [1]. Type a nam e for the page in the new page title field [2]. Click
Create Button [3] .
Add Content

Add content to your page using the Content Selector [1].
Edit the content using the Rich Content Editor [2] or
switch to HTML view to edit [3].

How do I create a new Page?
571

Edit Page Settings

You can choose to hide the page from students by selecting the Hide this Page from Students
checkbox [1].
You can decide who can edit the page by selecting the Who can edit this page drop down menu
[2].
You can enable comment to students by selecting Allow comments on this page [3] check box.
You can change the wiki type (Pages , FAQ, Videos and Labs) by selecting the change wiki type
drop down [4]
You can also notify users that content has changed by selecting the Notify users that this content
has changed checkbox [5].
Save Changes

Choose allow comments on this page [1] option. Click the Save Changes button to save the
page.
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View Page

View the page you created.
Users can give comments about this page using Add a new Comment field [1] .
How do I create a new Page?
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Students Add Comments

Type your comments in the text area [1] . click Add Comment [2] button.
View comments

Instructor can only approve comments to view all users in this course.
User can delete their comments using trash icon [1].
Instructor Approve comments

Instructor can Approve [1] or delete [2] the comments.
Note : Users can view comment on pages after the instructor;s approval.
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View comments after approval

Users can view the comments and name of user who added the comments .
Instructor disapprove comments

Click Disapprove link to disable comments to users.
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How do I change a Page name?
Sometimes you want to rename a Page name. This lesson will show you the steps of how to
rename a Page name.
Open Pages

Click the Pages link.
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View Pages

Pages is designed to open to the front page for the course, if there is a front page selected. select
a page from the Pages Index.
Edit Page

Click the Edit this wiki button to make changes to the page.
Rename Page

Click the Rename this wiki link.
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Edit Page name

Type the new page name in the text box [1] click the Rename [2] button.
Save Changes

Click the Save changes button.
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How do I edit Pages?
You can easily edit a Page after it has been published.
Open Pages

Click the Pages link.
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View Pages

Pages is designed to open to the front page for the course, if there is a front page selected. select
a page from the Pages Index.
Click the title of the page you wish to change.

Click the title of the page you wish to change.
Edit Page

Click the Edit this wiki button to make changes to the page.
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Edit Content

Add content to your page using the Content Selector [1]. Edit the content and add links and media
using the Rich Content Editor [2] or switch to the HTML Editor [3].
Save Changes

Click the Save changes button.
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View Changes

View the changes you made to the page.
View the page updated notification at the top of the page.
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How do I delete Pages?
You can delete a Page if you no longer need it or if it is not used as the Front Page for your course.
Open Pages

Click the Pages link.
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View Pages

Pages is designed to open to the front page for the course, if there is a front page selected. select
a page from the Pages Index.
Delete Page

Click the Delete this wiki button to delete the page.
Confirm Deletion

Click the OK button to confirm you want to delete the page.
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How do I embed a video in a Page?
Arrivu LMS lets you embed video content within a Page.
Open Pages

Click the Pages link.
Create a New Page

Click the Create a Wiki button.

How do I embed a video in a Page?
585

Name the Page

Click the Create a Wiki button [1]. Type a nam e for the page in the new page title field [2]. Click
Create Button [3] .
Launch the HTML Editor

Click the HTML Editor link to launch the HTML editor.
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Get the Embed Code

Locate the code from the external video source you wish to use. To do this, right click your mouse
button inside the video and select the "Get embed code" option.
Copy the Embed code

Copy the displayed embed code for the video content.
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Paste the Embed Code

Paste it into the HTML editor in Arrivu LMS.
Save Changes

Click the Save Changes button.
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View Video

View the video embedded into your page.
2. Add Video using Media Gallery

Click the Media Gallery icon [1] in the rich Content editor
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Embed Video from Media Gallery

Choose a video from the gallery.
Save Changes

Click the Save Changes button.
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View Video

View the video embedded into your page.
User can comment the video in the comment section.
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How do I access People?
Find Course

In the Courses & Groups drop-down menu, click on the course you want to view the People in that
course.
Click on People

Click on the People navigation link.
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View People

In People, you can view the Student enrollments and Teachers & TAs for the student and
instructor view.
In the instructor view, you can View User Groups, View Prior Enrollments, View Registered
Services
, and Manage Users . In the student view, you will see View User Groups and View Registered
Services .
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Who are the People in the course?
People shows all the users enrolled in the course.
Find Course

In the Courses & Groups drop-down menu, click the course title.
Open People

Click the People link.
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View People

In People, students can:
1. View all the users participating in the course, including the ones whose course enrollment is
pending.
2. Use the search bar to find a specific person.
3. Use the drop-down menu to filter users by role. The filter will also display the number of
users in each type of role [e.g. student, TA].
4. View user groups in the course.
5. View registered services for course users.
View User

When a course is published, users will receive the course invitation. Pending identifies users
who have not yet accepted.
Who are the People in the course?
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To learn more about a specific user in the course, click the user's name.
Search Users

To search for a specific user, start to type the user's name in the search field [1]. Possible results
will be listed below [2].
Filter Users by Role

Use the Roles drop-down menu to view the number of users for each role type.
View User Groups

To view User Groups, click the View User Groups button .
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View Groups

View the groups.
View Registered Services

Click the View Registered Services button in the sidebar to view the registered services for each
person in the course. If a person has registered a social media account in Arrivu LMS, you can
see that service listed and communicate with that person through any social media site they have
registered.
View Registered Services

Click the View Registered Services button in the sidebar to view the registered services for each
person in the course. If a person has registered a social media account in Arrivu LMS, you can
see that service listed and communicate with that person through any social media site they have
registered.
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How are Students added to a course?
Instructors invite users to join their courses, and the users must accept the course invitation to
view the course. This lesson shows how instructors manually issue courses and enrollments
within LMS.
Instructor Issues Course Invitation

The instructor accesses course invitations from the People link in the Course Navigation Menu.
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Submit Email Addresses

The instructor types or pastes an email address or several email addresses in the type field [1].
Users will be assigned a role in the Role drop-down menu [2] and a course section in the Section
drop-down menu [3].
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Check People

After advancing to the next menu, LMS will verify that the email is a valid email address [1]. Once
confirmed, the instructor will add the users to the course roster with the Add Users button [2].
Note: If the user has previously created a LMS account with the email address being used, the
user's name will populate in the name field. Otherwise the name field will remain blank.
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Confirm Enrollment

LMS will verify the user's enrollment. To add more users, the instructor will click the Add More
Users button. If not, the instructor will click the Done button.
View Pending Enrollment

The instructor will see the user's status pending until the user accepts the course invitation.
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Student Receives Email Invitation

Student will receive an email that contains institution's URL [1] and student's email address to
use for login [2]. To accept the course invitation, click the Click here to get started link [3].
Student Accepts Invitation

After Student logged in to LMS, they will see an invitation window reminding them of their course
invitation. Click the Accept button.
Note: Student will have to sign in to LMS to accept the course invitation. If they don't have a LMS
account you'll be able to create one as part of the course invitation.
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How do I add students to a section?
Once you have created sections in your course, you can add students to different section. You can
also edit the sections students are in.
Open People

Click the People link in the Course Navigation Menu.
Locate User

To view user details, locate the name of the user [1]. In high-enrollment courses, you can more
easily find a single user by searching in the search bar [2] or filtering by role using the Role
drop-down menu [3].
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Edit Section

Hover over the user's name and click the Settings icon [1]. Select the Edit Sections [2] link.
View Section Enrollments

Arrivu LMS will show you the section(s) that the student is already enrolled in.
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Add Section

Type the section name to find the section you want to add the user to.
View Updated Enrollment

Click the Update button to save your changes. The user will need to accept the invitation for the
section before accessing it.
Note: Users can be in more than one section. You do not need to remove the original section.
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Remove Section Enrollment

If you want to remove a student from a section, hover over the section you want to remove. Click
the white X that appears.
View Updated Enrollment

View the student's updated Section Enrollment.
Update Enrollment

Click Update button to save the student section enrollments.
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How do I invite students into my course shell?
View People
In the event you need to send an invitation to a student in the course, click People link.
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List of People

The list of people present in the course will be displayed in the body of the page.
1. You can sort the people based on their roles
2. You can search them by entering their Name or Login / SIS ID or Role
3. You can also add new people to the course
Add Users to the course

You can invite different people to the course by clicking the Add People button and registering
them with their email address.
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Add email addresses

You can use their email address. Once you finish adding your list of people, then click on the
Next... button. The user will need to accept their invite after receiving the link to the course in their
email.
1 . You can add a single user email address or many email address at the same time using
same user roles
2. User roles can be assigned to the users
3. The course section can also be selected
Note: It could take up to 24 hours for students to receive their invitations.
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Check Users

You will receive a message Validated and ready to add [number] users . Double check the
user(s).
Clicking the Start Over button takes you to the previous page for adding email address
Click on the Add User button to add the users
The next screen with the following command appears when u click the Add User button
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Add User

Click Done to complete the enrollment.
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How do I edit my Profile?
Open profile

Click your user name to open your profile.
Edit profile picture

To upload a profile picture, click the placeholder profile picture icon.
Edit Ways to Contact Me

Click on the checkbox underneath the web service to indicate how you wish to be contacted via
that service. Click on the Manage Registered Services link to add additional services. Click here
to learn how to add additional web services. There are various ways to be contacted:
How do I edit my Profile?
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1. Speech Bubble Icon: Contact user through Conversations.
2. Skype Icon: Contact user through Skype.
Edit Bio

Type your biography in the bio field. Here you can add hobbies, interesting facts, and facts about
yourself.
Edit Links

Enter the title of the link in the title field [1]. Type the URL in the URL field [2]. Click the X button to
delete the link [3]. Click the Add another link button to add another link [4].
Save Profile

Click the Save Profile button.
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How do I access my Profile and personal Settings?
You can easily control your profile and personal settings.
Open Settings

Click the settings link.
Navigating to your Profile

Located in the Help Corner, the Settings link can be found in any page inside Sublime LMS.
1.
2.
3.
4.

View and edit your personal settings
View or add a profile photo
Access links to your Notifications, Files, and ePortfolios
Edit your profile information
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How do Notification Preferences work?
Notification Preferences allow users to select how and when they want to be notified when
various events occur within a course.

Click Settings in the Help Corner to view the notifications preferences.
It supports notification through email, SMS text message, Twitter, and Facebook. Users can
choose to receive notification alerts immediately, daily, weekly, or never.
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How do I set my Notification Preferences?
You can set notification preferences to receive updates about your courses. These steps apply for
all users.
Open Personal Settings

Click the Settings link.
View Settings

Within your personal settings, you can:
•
Add ways for your fellow classmates to contact you
•
Link to web services
•
View and set notifications preferences
•
View approved integrations
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Add Ways to Contact

Before you can set your Notification Preferences, you will need to set the ways you want to be
notified.
Your account will already display the email associated with your account. However, if you want to
add an additional email address, and If you want to add any other type of contact method such as
Twitter or text messages, click the Add Contact Method [2].
Edit Contact Methods
Once your additional contact methods have been verified, a checkmark will appear next to the
method type . You can delete additional contact methods at any time by clicking the trash icon .
Link to Web Services

The Web Services portion on your settings page is divided into two columns. Services you have
already registered, such as through the Ways to Contact section of your settings, or through
course Collaborations and assignments, appear in the left column under the Registered
Services heading [1].
Other services that are available for registration appear in the right column under the Other
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Services heading [2]. Register for any of these other services by clicking one of the
[ServiceName] buttons [3]. Once you have registered for that service properly, the service name
will move from the right column to the left column. Repeat this process to add additional services.
View Notification Preferences

You can view and set notification preferences within your course. In the navigation menu, click the
Notifications link.
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View Notification Descriptions

When you hover over the name of the notification, you can view the details of the notification and
adjust your preferences.
Note: Some notifications are for instructors and admins only as noted in the hover descriptions:
View Notification Preferences
Your notifications preference page will display all of the contact methods you have created across
the top of the page. You will need to specify how you want to be notified for each contact method.
The notifications are divided up into six categories:
1.
2.
3.
4.
5.
6.

Course Activities
Discussions
Communications
Scheduling
Groups
Alerts

How do I set my Notification Preferences?
619

Course Activities

•
•
•
•
•
•

•
•
•
•

Due Date: Assignment due date change
Grading Policies: Course grading policy change
Course Content: Change to course content including WikiPage, Assignment, and Quiz content
Files: New file added to your course. Arrivu LMS will only notify you of new files in a course
once they have been updated.
Announcement: New announcement in your course
Grading: Includes assignments/submission grade entered/changed, unmuted assignment
grade, grade weight changed. Check Include scores when alerting about grade changes
check box if you want to see your grades in your notifications. If you aren't using your
institutional email address, be aware that sensitive information will be sent outside the
institution.
Invitation: Includes invitations to web conferences, collaborations, groups, course, peer
review and peer review reminders
All Submissions (Instructor & Admin only): Assignment submission/resubmission
Late Grading (Instructor & Admin only): Late assignment submission
Submission Comment: Assignment submission comment. Check the Mark new submission
comments as read checkbox if you don't want submission comments to show up as a new
message in your Arrivu LMS Inbox.
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Discussions

•
•

Discussion: New discussion topic in your course
Discussion Post: New discussion post in a topic you're subscribed to
Conversations

•
•

Added to Conversation: You are added to a conversation
Conversation Message: New Inbox message
Scheduling

•
•
•
•
•

Student Appointment Sign ups (Instructor & Admin only): Student appointment sign up using
Scheduler
Appointment Sign ups: New appointment on your calendar
Student Appointment Cancellations: Appointment cancellation
Appointment Availability (Instructor & Admin only): Change to appointment time slots
Calendar: New and changed items on your course calendar
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Groups

Group Membership Updates: Group enrollment, accepted/rejected membership; (Admin only)
pending enrollment activated
Alerts

Administrative Notifications (Instructor & Admin only): includes course enrollment, report
generated, context export, migration export, new account user, new teacher registration, new
student group
View Weekly Notification Time

The date and time will vary between users.
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Edit Notification Preferences

To change a notification for a contact method, hover over the notification type you want to change.
Select one of four options.
1.
2.
3.
4.

Select the Checkmark icon to be notified imm ediately of any change for the activity.
Select the Clock icon to be notified daily of any change for the activity.
Select the Calendar icon to be notified weekly of any change for the activity.
Select the X icon to remove the notification preference so you won't be notified of any change
for the activity.

View Approved Integrations

When you allow third-party integrations to access your account, they will appear in the Approved
Integrations section. Each integration will show you the name of the application, the purpose (if
one is noted), the date the application was last used, the date the application expires, and a link to
view further details.
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How do I change my login password?
You can change your password in your profile settings. There are no password reset intervals, so
you can change your password as little or as often as you want. However, you can keep strong
passwords effective by changing them often.
Here are some good password guidelines:
•
Use at least eight characters (the more the better), but most people will find anything more
than about 15 characters difficult to remember.
•
Use a random mixture of characters, upper and lower case, numbers, punctuation, spaces
and symbols.
•
Don't use a word found in a dictionary, English or foreign.
Open settings

Click the personal Settings link.
Edit Settings

Click the Edit Settings button.
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Click Change Password Checkbox

Follow the steps to change your password.
1. Click on the Change Password checkbox to create a new password.
2. Type your old password in the Old Password field.
3. Type your new password in the New Password field.
4. Type your new password again in the Confirm Password field.
Update Settings

Click the Update Settings button.
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How do I change my Full Name, Display Name and Time Zone?
Open settings

Click the personal Settings link.
Edit Settings

Click the Edit Settings button.
Change Settings
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Edit your settings:
1. Full Name is used for grading, SIS imports, and other administrative items.
2. Display Name is the what other users will see in discussions, announcements, etc.You can
3.
4.
5.

set yoyr own display name if the setting is enabled.
Sortable Name is your last name, first name default and it can be edited. This appears in
sorted lists and admins can search for it.
Language can be set to the your native language.
Time Zone can be set to where you are located.

Update Settings

Click the Update Settings button.
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How do I add an additional email address in Arrivu LMS?
You can add additional email addresses that your classmates can use to contact you. To enable
additional contact methods, please edit your profile.
Open settings

Click the personal Settings link.
Add E-mail Address

Click the Add contact method link.
Register Communication

Type in the email address you want to add in the text field [1]. When you are finished, click
Register Email [2].
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Confirm Email Address

Open your email account you just added. Click the link that is in the email to finish registering the
additional email address.
View Email Addresses

The email address you added will show up under the Ways to Contact sidebar under Email
Addresses. To delete an email address, click the Trash icon.
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How do I change my default email address?
Open settings

Click the Settings link.
View Email Addresses

In the Ways to Contact sidebar, under Email Addresses, if you have added multiple emails, you
can choose the one you want as your default.
You can tell what email address is your default by the star icon next to the email address.
Choose Default Email Address

When you hover by the other email address, you will see a faint star icon. If you want to change
your default email address to that one, click the Faint Star icon and it will make your default email
address change.
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How do I remove an SMS communication channel?
Open Settings

Click the personal settings link.
View Other Contacts

Click the Trash icon next to the SMS number you would liked removed [1]. A pop-up window will
appear in your browser.
Confirm Deletion

Click the OK button to delete the number from your Profile.

How do I remove an SMS communication channel?
631

What are the different types of Quizzes?
The quiz tool is used to create and administer online quizzes and surveys. You can also use
quizzes to conduct exams and assessments.
Create Graded Quiz

A graded quiz is the most common quiz, and automatically a column will be created in the grade
book for any graded quizzes you build. After a student takes a graded quiz, certain question types
will be automatically graded.
Create Practice Quiz

A practice quiz can be used as a learning tool to help students see how well they understand the
course material.
Create Graded Survey

A graded survey allows the instructor to give students points for completing the survey, but does
not allow the survey to be graded for right or wrong answers. Graded surveys have the option to
be anonymous.
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Create Ungraded Survey

An ungraded survey allows you to get opinions or other information from your students, but they
are not given a grade for answering. Ungraded surveys have the option to be anonymous.
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What options are available for Quizzes?
You have a variety of options to choose from within a quiz, while creating the quiz.
Set Quiz Name, Quiz Type, and Assignment Group

There are 3 basic options when creating a quiz:
1.
2.
3.

Give the quiz a name.
Select the quiz type.
Categorize the quiz into the proper Assignment group. You can create Assignment Groups
within Assignments.
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Quiz Options

Quiz settings have the following options:
1.
2.

3.
4.
5.
6.
7.

You can shuffle (randomize) answers.
You can choose to set a time limit by entering the number of minutes students have to
complete the entire quiz. Timed quizzes begin once a student begins the exam and will not
be paused if the student navigates away from the quiz. If no time limit is set, students will
have unlimited time to complete the quiz.
You can allow multiple attempts.
You can let students see their quiz results.
You can let students see which answers were correct.
You can restrict the quiz so it can only be taken in specific situations.
You can show one question at a time and lock questions after answering.

By default, quizzes will always let students see their quiz responses and see which answers were
correct (options 4 and 5). If you do not want students to have these options, you will have to
uncheck the boxes.If you want students to be able to see their responses once all the students have
taken the quiz, for example, you can edit the quiz and select these options at a later time.
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Set Quiz Options

A few of the settings contain expanded menus when selected:
1. Allow Multiple Attempts
•
•

Choose whether to keep the highest or latest score of all attempts. By default Arrivu LMS
will keep the highest score unless this setting is changed.
Allow multiple attempts and limit the number of attempts. The default dashes represent
unlimited attempts.

2. Show One Question at a Time
•

Lock questions after answering, meaning students cannot return to the previous question.

3. Restrict this Quiz
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•
•

Require an access code (given by a proctor) in order to start the quiz.
Require students to take a quiz from computer lab with a specified IP address range.

Set Due and Availability Dates

You can set the Due Date [1], Available From date [2], and available Until date [3] for the quiz.
Due Date: Set the date and time that the Quiz is due.
Available From: Set the date and time when the Quiz will become available for students to take
the quiz.
Until: Set the date and time when students can no longer take the quiz.
Save Quiz

Click the Save button to save your work on your quiz.
Publish Quiz

Then click the Preview button to see what students will see when they take the quiz [1]. If
everything looks okay, click the Publish button [2].
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Other Quiz Options

When you view a quiz, you can:
1.
2.
3.
4.
5.
6.
7.

Edit a quiz
Show a rubric to a quiz (or add one if none exists) and use the rubric to evaluate student
answers (to essay questions, for example)
Preview the quiz
Lock this quiz now so that students can no longer access it (once it is locked the button will
change to Manually Unlock a Quiz)
Show quiz results from students who have taken the quiz
Message students who have taken the quiz already or who haven't yet taken the quiz
Delete this quiz

Related items you can do on other pages but related to the quiz:
8. Moderate this quiz and grant students more time or additional attempts
9. Grade quiz in the SpeedGrader™
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How do I create a new Quiz with individual Questions?
You can add your own questions to your quizzes.
Open quizzes

Click the Quizzes link.
Create New Quiz

Click the Create a New Quiz button.
How do I create a new Quiz with individual Questions?
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Edit Quiz Settings

In the Settings tab, enter the name of your quiz [1]. In the Rich Content Editor [2], introduce your
quiz with formatted text, images, video, or sample math equations. You can even use the media
commenting tool to record an introduction to the quiz.. Complete the rest of the quiz settings [3].
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Add New Question

Click the Questions tab [1]. Manually create a new quiz question by clicking the New Question
button [2].
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Complete Question

In the question type drop-down menu, you can create the following types of quiz questions:
•
•
•
•
•
•
•
•
•
•
•

Multiple Choice
True/False
Fill-in-the-Blank
Fill-in-Multiple-Blanks
Multiple Answers
Multiple Drop-down (can be used for Likert scale)
Matching
Numerical Answer
Formula (simple formula and single variable)
Essay
File Upload

You can link course content to create Quiz questions, such as linking a diagram image.
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Save Quiz

Click the Save button to save your work on your quiz.
Publish Quiz

Then click the Preview button to see what students will see when they take the quiz [1]. If
everything looks okay, click the Publish button [2].

How do I create a new Quiz with individual Questions?
643

How do I create a Question Bank?
Question Banks are a place to house questions that can be added to quizzes across courses or
accounts.
Open quizzes

Click the Quizzes link.
Manage Question Banks

Click the Manage Question Banks button.
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Add Question Bank

Click Add Question Bank button to create a new question bank.
Create Question Bank

Name the question bank and press Return (on a MAC keyboard ) or Enter (on a PC keyboard).
Open question bank

Open the question bank by clicking the title of the question bank.
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Question Bank Options

After opening the Question Bank, you can:
1. Add a Question
2. Edit Question Bank Details
3. Move Multiple Questions
4. Delete Question Bank
5. Verify Question Bank Bookmark (by default new Question Banks are bookmarked
automatically)
6. Align Outcomes

Add a Question

Click the Add a Question button.
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Create New Questions

Add as many individual questions as you wish to your question bank. Click the Update Question
button to save your changes.
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How do I create a new Quiz with a Question Group?
You can create a quiz using a question group.
Open quizzes

Click the Quizzes link.
Create New Quiz

Click the Create a New Quiz button.
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Edit Quiz Settings

In the Settings tab, enter the name of your quiz [1]. In the Rich Content Editor [2], introduce your
quiz with formatted text, images, video, or sample math equations. You can even use the media
commenting tool to record an introduction to the quiz.. Complete the rest of the quiz settings [3].
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Create New Question Group

Click the Questions tab [1]. Click the New Question Group button [2].
Name Question Group

Name your question group [1]. Decide how many questions you want to randomly select from the
group [2] and the number of points assigned to each question [3]. Click Create Group [4].
Add New Questions to Group

Click the Add button to add new questions to the group. You can add individual questions or find
questions using a Question Bank.
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Drag Existing Questions into Question Group

If you have already created questions in your quiz, you can drag them into your group. To drag a
question into a group, hover over the Question Name until the double arrow appears. Click the
arrow and drag and drop the question into the question group.
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Edit question group

To change the number of questions to be picked from the group or to change the points
assigned, click on the Pencil icon.
Save Quiz

Click the Save button to save your work on your quiz.
Publish Quiz

Then click the Preview button to see what students will see when they take the quiz [1]. If
everything looks okay, click the Publish button [2].
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How do I create a Multiple Choice question?
You can create a multiple choice question for your students.
Create New Question

Click the Questions tab [1]. Manually create a new quiz question by clicking the New Question
button [2].
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Select Multiple Choice Question Type

Multiple Choice is the default question type, so no selection in the drop-down menu is necessary.
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Edit Multiple Choice Question Details

To build a multiple choice question, you will need to add the following details:
1.
2.
3.
4.
5.

Question title
The number of points the question is worth (quiz totals are calculated based on combined
total of questions)
The question text (use the Rich Content Editor to include video, images, math equations, or
flash activities)
Question response options
Text for the feedback bubbles under each answer and/or at the end of the question
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Create Answers with Rich Content Editor

To create your answer with the Rich Content Editor, hover over the response and click the Pencil
icon. This switch will allow you to post video, audio, math equations, and more in the answer
response. Click Done when finished.
Add or Delete Answers

Click the Trash icon [1] to the right of an answer to delete it. Click the Add Another Answer link [2]
to create as many distractors as you like. Multiple Choice questions can have more than four
answers.
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View Correct Answer

Correct responses are indicated in green, while incorrect responses are in red.
By default, the text in the first answer field is the answer that will be considered as correct. The
correct answer is identified by a solid green arrow [1] next to the answer, and the answer's
feedback bubble [2] is also green.
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Change Correct Answer

To select another response as the correct answer, hover your cursor to the left of the answer you
want to reveal a faded green "ghost" arrow. Click the arrow.
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The arrow will become solid green [1], and the feedback bubble [2] will also turn green to indicate
the correct answer has changed.
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Enter Feedback Text

You can choose give students feedback in the feedback bubbles. Give feedback for each answer
[1] beneath each answer.Each text box can be expanded in size by clicking and dragging the
handle at the bottom-right of the text box.
Update question

Click the Update Question button.
Save Quiz

Click the Save button to save your work on your quiz.
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Publish Quiz

Click the Preview button [1] if you want to verify the quiz before you publish it. When you are ready,
click the Publish button [2].
Student View of Multiple Choice Correct Answer

This is what students see if they are allowed to see correct answers after submitting the quiz.
Students can see which response was correct by viewing the green flag [1]. Credit is assigned if
the student answers a Multiple Choice question correctly [2]. Notice that the blue feedback bubble
appears the student answers this question correctly [3].
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Student View of Multiple Choice Incorrect Answer

This is what students see if they are allowed to see correct answers after submitting the quiz.
Students can see which response was incorrect by viewing the red flag [1]. No credit is assigned
if the student answers a Multiple Choice question incorrectly [2]. Notice that the blue feedback
bubble appears the student answers this question[3].
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How do I create a True/False question?
Create New Question

With the Questions tab [1] selected inside a new quiz, click the New Question button [2].
Select True/False Question Type

Click the drop-down menu and select the True/False question type.

How do I create a True/False question?
663

Edit True/False Question Details

To build a True/False question, you will need to add the following details:
1.
2.
3.
4.

Question title
The number of points the question is worth (quiz totals are calculated based on combined
total of questions)
The question text (use the Rich Content Editor to include video, images, math equations, or
flash activities)
Text for the feedback bubbles at the end of the question
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Select Correct Answer

Hover your cursor to the left of the correct answer to reveal a green "ghost" arrow. Click on the
green arrow to the left of the correct answer. You will know which answer is the correct answer
because both the arrow and the feedback bubble around that answer will turn green. In this
example, the "true" answer is the correct answer.
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Complete True/False Question Details

Type or paste in text for the feedback bubbles. Use the handle at the bottom-right of the text box to
expand.
Save question

Click the Update Question button.
Save Quiz

Click the Save button to save your work on your quiz.
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Publish Quiz

Click the Preview button [1] if you want to verify the quiz before you publish it. When you are ready,
click the Publish button [2].
Student View of True/False question

This is what a student sees when they encounter a True/False question in a quiz.
Student View of True/False Feedback

This is what students sees if they are allowed to see correct answers after submitting the quiz.
They will see if their answer was correct or incorrect. No credit is assigned if the student answers a
True/False question incorrectly [2].

How do I create a True/False question?
667

How do I create Likert scale questions?
A Likert scale question is a list of statements with response points that indicate agreement. Arrivu
LMS Multiple Dropdown question type can be used for Likert-style questions in Surveys.
Create Survey

After clicking the Quizzes link, either create or edit a quiz. Make sure the quiz type is set as either
a Graded or Ungraded Survey.
Create a New Question

With the Questions tab [1] selected inside a new quiz, click the New Question button [2].
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Create a Multiple Dropdowns Question

Within your Quiz or Survey, create a new Multiple Dropdowns question type.
Add a Table

After adding in any preliminary instructions, click the table icon [1] in the Rich Content Editor
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Insert / Edit Table

Choose two columns [1] and as many rows as you need (one per statement) to contain the entire
Likert scale of items. In this example, there are three rows. Click the Insert button [2] when you
are finished.
Add Likert Items as Statements and Answer Choice Boxes

Each row of the table will be a distinct Likert item, which is a statement with answer choice boxes,
and users can select how strongly they agree or disagree with that statement.
Create a name for the answer choice boxes, and use square brackets to frame the answer choice
boxes. In this example, we made shoulders the reference word to create answer choices for the
three statements and set them up as [shoulders1], [shoulders2], and [shoulders3].
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Add Responses as Possible Answers for Each Likert Item

Each Likert item needs to have its own listing of responses as possible answers.
Select each Possible Response and add as many Answers as possible, with consistent Answer
Text. You will have to input the Answer Text for each answer choice box. For example,
[shoulders1], [shoulders2], and [shoulders3] will all need to have each possible response added
separately.
Select the first reference item from the drop-down list [1]. Then fill in the Likert responses. The
standard five-point Likert responses are:
1.
2.
3.

Disagree
Agree
Strongly agree

When you are finished, select the second reference item and repeat the process of filling in the
Likert responses.
Repeat this process until all reference items are associated with Likert response options.
Update Question

Click the Update Question button.
Save Quiz

Click the Save button to save your work on your quiz.
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Preview Quiz

Click the Preview button [1] if you want to verify the quiz before you publish it.
Review Question

This is what the question will look like in a quiz. Each statement will show the drop-down menu
with the Likert statements. Students can select their opinion that goes along with each statement.
Make sure each statement has every possible answer response added correctly.
Publish Quiz

When you are ready for students to view the Quiz, click the Publish button.
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View Responses

When you view the quiz results, Arrivu LMS will show you the answers each student selected.
Students will also be able to see their answer choices if you allow them to see their responses.
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How do I link course content to a Quiz question?
You can add files and images to your quiz questions by linking to your course content. You can
also follow these steps to link course content in the quiz instructions.
Open Quizzes

Click the Quizzes link.
Create New Quiz

Click the Create a new Quiz button. View the lessons in this chapter to learn how to create or add
questions in your quiz.
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Edit Existing Quiz

Click the pencil icon [1] next to the quiz you want to edit.
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Add Course Content to Quiz Question

You will use the Rich Content Editor to link to content in your quiz question. If you want to add
course content to your quiz question, you can access it in the content list on the sidebar.
You can upload images and files from your desktop or link to images and files you have
previously uploaded.
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Add Images to Quiz Question

You can add course images into your quiz questions. Place your cursor where you want to embed
the image. Click the Images [1] tab in the Content Selector. Search for the image [2] you want to
add and click on it to embed it in the Rich Content Editor. You can also upload a new image or
find images on flickr [3].
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View Quiz Question with Image Added

The image will appear in your quiz question.
Update Question

Click the Update Question button.
Save Quiz

Click the Save button to save your work on your quiz.
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Publish Quiz

When you are ready for students to view the Quiz, click the Publish button.
View Published Quiz Question

This is what students will see when they take the quiz.
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How do I create a Question Bank?
Question Banks are a place to house questions that can be added to quizzes across courses or
accounts.
Open quizzes

Click the Quizzes link.
Manage Question Banks

Click the Manage Question Banks button.
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Add Question Bank

Click Add Question Bank button to create a new question bank.
Create Question Bank

Name the question bank and press Return (on a MAC keyboard ) or Enter (on a PC keyboard).
Open question bank

Open the question bank by clicking the title of the question bank.
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Question Bank Options

After opening the Question Bank, you can:
1. Add a Question
2. Edit Question Bank Details
3. Move Multiple Questions
4. Delete Question Bank
5. Verify Question Bank Bookmark (by default new Question Banks are bookmarked
automatically)
6. Align Outcomes
Add a Question

Click the Add a Question button.
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Create New Questions

Add as many individual questions as you wish to your question bank. Click the Update Question
button to save your changes.
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How do I unbookmark a Question Bank?
You can easily removed bookmarked Question Banks.
Open quizzes

Click the Quizzes link.
Manage Question Banks

Click the Manage Question Banks button.
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Unbookmark Question Bank

Click the Bookmark icon.
Verify Unbookmarked Question Bank

The bookmark will fade, indicating the Question Bank is no longer bookmarked.
Open Question Bank

You can also bookmark a Question Bank by clicking the title of the Question Bank.
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View Bookmarked Bank

Verify the bank is bookmarked.
View Unbookmarked Question Bank

Verify the bank is unbookmarked.
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How do I move multiple questions from one bank to another?
You can move multiple questions from one Question Bank to another.
Open quizzes

Click the Quizzes link.
Manage Question banks

Click the Manage Question Banks button.
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Open Question Bank

Open the Question Bank by clicking the title of the Question Bank.
Move Multiple Questions

Click the Move Multiple Questions button to move multiple questions to another question bank.
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View Unbookmarked Question Bank

Verify the bank is unbookmarked.
Move Questions

Select questions to move [1] and select the destination bank [2]. Then click the Move Questions
button to move the questions to the selected bank.
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View Questions

Open the Question Bank you moved question(s) to and view the moved question(s).
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How do I move/copy a question from one bank to another?
You can easily move questions from one Question Bank to another.
Open quizzes

Click the Quizzes link.
Manage Question Banks

Click the Manage Question Banks button.
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Open Question Bank

Open the Question Bank by clicking the title of the Question Bank.
Move/Copy Question to Another Bank

Click the move/copy question to another bank link to copy the question to another bank.
Select Question bank

Click the title of the bank [1] where you would like to copy/move the questions. Click the Keep a
copy in this question bank as well checkbox [2] if you only want to copy the question. Then click
the Move/Copy Questions button [3] to copy the question.
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View Moved/Copied Question

View the moved/copied question in the new bank.
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How do I import a Question Bank from one course to another?
You can easily share Question Bank questions among several Arrivu LMS courses.
Open course settings

Click the Settings link.
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Import Content into Course

Click the Import Content into this Course button.

Copy Content From Another Course

Click the Copy a LMS Course button.
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Select course

You can search for the course you want to import the question bank from by typing in the Search
for Course field [1] and click the course name when it appears. Or you can select the course
from the drop-down list [2]. If you want to search for courses that have already completed, check
the Included completed courses checkbox [3].
Deselect the Copy Everything Option

By default, All content check box will be selected. Deselect the check box.
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Locate Question Bank

A list of course content will appear. Locate the heading called Question Banks.

Choose Question Banks

Choose the Question Banks you want to import by clicking on the check box located next to the
bank name [1]. If you want to select all the Question Banks for a course, click the check box next
to the Question Banks heading [2].
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Import Course Content

Click the Import Course Content button.
Monitor Import Progress

You can monitor the progress of the import by viewing the progress bar.
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Open quizzes

Click the Quizzes link.
Manage Question banks

Click the Manage Question Banks button.
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View Imported Question Bank

View the imported Question Bank.
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How do I make a Quiz show one question at a time?
Quiz Settings include the option to choose one quiz question at a time for all types of quizzes and
surveys.
Open quizzes

Click the Quizzes link in your course.
Create New Quiz

Click the Create a New Quiz button.
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Create Your Quiz

With the Settings tab selected, enter the quiz instructions in the Rich Content Editor.
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Edit Quiz Options

Click the Show one question at a time checkbox [1]. If you want to keep your students from
returning to a previous question during the quiz, click the Lock questions after answering
checkbox [2].
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Edit Quiz Questions

With the Questions tab selected [1], create your quiz by finding questions from the database,
creating new question groups, or creating new questions [2].
Once you have added quiz questions, click the Save button [3].
Open Quiz Preview

Click the Preview button to verify your quiz questions.
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Preview your quiz

Click the Next button [1] to advance through the quiz questions and verify the quiz appears
correctly. To go back to the quiz, click the Keep Editing this Quiz button [2].
Publish Your Quiz

When you are ready to publish your quiz, click the Publish button.
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View Your Quiz

View your new quiz.
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What do one-question-at-a-time quizzes look like for students?
When you enable one question at a time in your quizzes, students will receive only one quiz
question on their screen at a time instead of all questions posted at once.
View Next Questions

The students' view is exactly as you see it when you preview your quiz before publishing it. They
will have to click the Next button to advance through the quiz. Once the question has been
answered, the Next button will turn blue.
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View Prior Questions

If you allow students to return to prior questions, they can click the Previous button.
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Navigate Questions in Sidebar

Students can also click the sidebar links for quicker navigation between questions.

Lock Questions after Answering

If you enable the Lock questions after response option, students will receive a warning message
when the begin the quiz, telling them that they will not be able to view previous questions once
they have submitted an answer.
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View Blank Responses

If students leave a question blank, they will receive a warning message telling them that they will
not be able to return to this question.
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What are Varied Due Dates?
Varied due dates is a feature that lets you create Assignments, Graded Discussions, and Quizzes
with different due dates for each section of your course. Examples of this feature include a course
that meets on different days of the week or in different formats (online vs. face-to-face).
Varied due dates do not affect your students since they will only see the date associated with the
section they are enrolled in. However, Multiple Due Dates will appear across your entire course
including Quizzes, Assignments, Discussions, Syllabus, Modules, Course Analytics, Calendar,
and SpeedGrader™.
Quizzes View

Varied due dates are located within individual Quizzes. Open a Quiz from the Quizzes Page and
view the due dates for each section.
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Assignments Page View

Assignments that contain varied due dates will read Multiple Due Dates on the Assignment page
[1]. Users can hover over multiple due date links and view each section’s individual due date [2].
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Assignment Due Dates

When you click the title of an assignment, the assignment details will also display the list of due
dates for each section.
Discussions View

Varied due dates are located within individual Discussions. Open a Graded Discussion from the
Discussions Page, then click Show Due Dates.

What are Varied Due Dates?
713

Discussions Due Dates

View the due dates for each section.
Syllabus View

The Syllabus lists all Assignments according to due date, which causes Assignments with varied
due dates to appear more than once. For example, Discussion #1 [1] appears on three different
dates, corresponding with each section's individual due date—Section A on December 20,
Section B on March 6, and others on January 8.
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Assignments that do not have varied due dates will not have a section associated beneath the
Assignment title. For instance, Assignment #1 [2] does not have any associated sections,
meaning it is due on the same date for all students and only appear once in the Syllabus.
Modules View

Module contents with varied due dates will only be listed once within the Module. Multiple Due
Dates will appear next to the affected Module items [1]. Users can hover over multiple due date
links and view each section’s individual due date [2].

What are Varied Due Dates?
715

Calendar View

Calendar displays all Assignments according to due date, which causes Assignments with varied
due dates to appear more than once. For example, Discussion #1 [1] appears on three different
dates, corresponding with each section's individual due date—Section A on December 13,
Section B on December 20, and Section C on December 27.
Assignments that do not have varied due dates with not have a section associated beneath the
Assignment title. For instance, Assignment 1 [2] do not have any associated sections, meaning
they are due on the same date for all students and only appear on the Calendar due date.
SpeedGrader View

SpeedGrader™ displays the assignment as having Multiple Due Dates. Users can view each
section's individual due date by opening the assignment.
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How do I make a Quiz available before or after the due date?
You can make your quiz available before or after the due date.
Open quizzes

Click the Quizzes link.
Create New Quiz

Click the Create a New Quiz button.
How do I make a Quiz available before or after the due date?
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Select Quiz

If you are editing the settings of an existing quiz, click the quiz title.
Edit the Quiz

Click the Edit button.
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View Quiz Options

View the quiz options below the Rich Content Editor. You can choose an Available From date and
time [1] and an available Until date and time [2]. The Available From date keeps users from
attempting the quiz until the date and time you set. The Until date ends the student's ability to start
and/or complete the quiz. The quiz will be automatically submitted after the due date passes or
the available Until date.
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Set Available From Date

Click on the calendar icon [1] to select the date the quiz will become available. Select the date [2]
the quiz will open, select the time [3] the quiz will open (leaving it blank defaults to 12:00 am), and
click the Done button [4] to set the date the quiz will become available.

Lock Quiz After the Due Date

Click the calendar icon [1] to select the date the quiz will close, or no longer be available. Select
the date [2] the quiz will close, select the time [3] the quiz will close (leaving it blank defaults to
11:59 pm), and click the Done button [4] to set the date the quiz will no longer be available.
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Save Quiz

Click the Save button to save your work on your quiz.
Publish Quiz

Continue editing your quiz until you are ready to publish or re-publish your quiz.
View Quiz

View the quiz and the dates you have made the quiz available to students. In this example, users
can access the quiz from November 6 until November 15.
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What is the difference between due dates and availability dates?
In addition to setting a due date for an assignment, instructors can specify a specific date range
that students can submit the assignment. These dates are called availability dates.
View Due Dates

The due date is when you want students to turn in the assignment or quiz.
View Availability Dates

Availability dates are the date range where students can submit the assignment or quiz. The first
available date is the Available From date, and the last available date is the Until date. After the
Until date, students will not be able to submit the assignment or quiz.
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Edit Quiz Details

The Until date does not restrict student access to view the result of their assignment. For
instance, in Quizzes, you may not want students to view the results of their quiz after the Until date.
To make this change, you need to edit the quiz options and restrict the quiz results.

What is the difference between due dates and availability dates?
723

View Due and Availability Dates

After you save the quiz, view the details of the quiz. The assignment due date displays under the
Due heading [1]. The availability dates display under the Available from and Until headings [2].
Student View

When students open an assignment with availability dates, they will see the assignment details
for when the assignment is due [1] and available [2].
If the available date is current, students can submit the assignment or take the quiz.
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If the assignment is not yet available, students will see the date that that they can submit the
assignment.
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How do I create varied due date Quizzes?
You can assign different availability dates and due dates Quizzes for each section of your course.
This feature is designed to help you when you have sections of a course that meet on different
days of the week or in different formats (online vs face-to-face).
Open quizzes

Click the Quizzes link.
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Select Quiz

Click the title of the quiz you would like to edit.
Edit Quiz

Click the Edit button.
Edit Due Dates

Scroll down to the Due Dates section in the Quiz options. Set a due date by changing the following
options:
1.
2.
3.
4.

For: Change the course section that the due date applies to.
Due Date: Set the date and time that the quiz is due.
Available From: Set the date and time when the quiz will become available.
Until: Set the date and time when the quiz will no longer be available.
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Due Date

To add a Due Date for another section of your course, click the Due Date button.
Edit Additional due date

Set the new Due Date for the additional section by changing the For, Due Date, Available From,
and Until fields.
Delete Due Dates

You can delete additional due dates by clicking the delete button next to the section you want to
remove.
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Due Date Warning

If you assign a due date for one section without assigning due dates to remaining sections, you
will see a warning message reminding you to add due dates to all sections. For example, the
sample course in this lesson has 3 sections. Section 1 was assigned a due date, but Sections 2
and 3 were not.
You can click the No Due Date button [1] if you don't want to add due dates to the other sections, or
click the Go Back button [2] to go back and add due dates.
Error Notifications

Users will receive a notification when they submit an invalid string of due dates for a Quiz,
Assignment, or Graded Discussion. Such invalid entries include not unlocking the assignment
before it is due, or not placing the due date inside the range of availability dates.
Save Quiz

Click the Save button to save your changes.
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View Varied Due Dates

View the varied due dates.
View Quiz Page

View Quiz with Multiple Due Dates on Quizzes Page.
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How do I delete a Quiz?
You can delete quizzes from your course.
Note: Deleting a quiz will remove it completely from your course. If you would rather hide the quiz
or make it inaccessible to submissions, you can lock the quiz or modify the access dates. If the
quiz has no student submissions, you can unpublish the quiz.
Open Quizzes

Click the Quizzes link.
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Select Quiz

If you are editing the settings of an existing quiz, click the quiz title to open the quiz [1]. If you want
to delete the entire quiz, , then click Trash icon [2].
Delete Quiz

You can also visit the quiz page, click the Settings icon [1], and select the Delete link [2].
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Confirm Deletion

A pop-up window will appear in your browser. Click OK to delete the quiz or Cancel to edit your
quiz in another manner.
Note: Deleting a quiz will remove it completely from your course. If you would rather hide the quiz
or make it inaccessible to submissions, you can lock the quiz or modify the access dates. If the
quiz has no student submissions, you can unpublish the quiz.
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How do I export Quiz content?
When you export quiz content, it is formatted in a QTI .zip file.
Open Course Settings

Click the Settings link.
Export Course Content

In the right sidebar, click the Export Course Content button.
How do I export Quiz content?
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Choose Export Type

Click the radio button for Quiz Export [1]. Choose the Quizzes you want to export [2]. Click the
Create Export button [3].When you create an export, It will create an export archive [4] where you
can download prior export files.

View Quiz Export

Depending on how much Quiz content you need to export, it may take a while. When the export is
complete, click the Click here to download link to download the file and view the Quiz content.
This makes it easier to view and share the Quiz content. Remember, it will be in a QTI .zip file
format.
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Once I publish my Quiz, how do I make additional changes?
Once you publish a quiz and make it available to your students, you can make changes to the
quiz. However, students who have already opened or completed the quiz will not see any changes
you make, which may affect their grades. If necessary, you can use quiz regrade to edit certain
types of quizzes.
Open quizzes

Click the Quizzes link.
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Open Quiz

Open the quiz by clicking the Pencil icon.
View Warning Message

If one of your students has opened or has already taken the quiz, you will see a warning
notification at the top of the quiz. If you change the quiz contents, you will need to either grant them
permission to retake the quiz, or you can regrade the quiz to compensate for any changes.
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Edit quiz settings

Edit any quiz settings you'd like to change.
After a quiz has been published, you can also grant extra time and attempts to all students or
individual students.
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Edit Quiz questions

To edit quiz questions, click the Questions tab.
Notify Students

To notify the students in your course that the quiz has changed, select the Notify users this quiz
has changed check box. Note that students will always receive a notification if you change the due
date of the quiz regardless of whether you select this check box.
Save Quiz

Click the Save button to save your changes.
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Publish Your Quiz

You can also Preview the Quiz again [1]. When you are ready, click the Re-Publish button [2].
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Once I publish my Quiz, what kinds of quiz statistics are available?
You can view quiz statistics for quizzes that have been published. Please note that statistics will
not be available until at least one student has completed the quiz.
Open quizzes

Click the Quizzes link.
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Open Quiz

Click the title of the quiz you want to open.

Open Quiz Statistics

Click the Quiz Statistics link.
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How do I create a Survey?
You can use Surveys to receive feedback from your students or give them some extra points by
responding to a Survey.
Open quizzes

Click the Quizzes link.
Create New Quiz

Click the Create a New Quiz button.
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Select Quiz Type

Click the Quiz Type drop-down menu.
Select Survey Options

Place your survey in an Assignment Group [1], assign your survey a score [2], and complete the
survey options [3]. Within surveys, you have all the regular quiz options, but you can also keep
submissions anonymous [4]. This anonymous option applies to both graded and ungraded
surveys.
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Select Availability Dates

You can also set a due date and available from/until dates for your survey.
Create Survey Information

Give your survey a name [1], and complete any survey instructions in the text box [2].
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Create Survey Questions

Click the Questions tab [1], then create or find questions you'd like to add to your survey. For help
with question types, creating a new question, adding a question group, or finding questions in a
question bank.
Save Quiz

When you are finished adding questions, click the Save button to save your changes.
Publish Quiz

Click the Publish button to make it accessible to students. You can also preview your quiz before
publishing.
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View Survey

View your Survey. It will appear under the Surveys heading in the Quizzes feature.
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How do I view Survey results?
You can see the results after one or more users have taken the survey.
Open quizzes

Click the Quizzes link.
Open Survey

Click the Survey title to open the Survey.
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Show Student Survey Results

Click the Gear icon [1] and select the Show Student Survey Results link to view individual
submissions [2].
Select Student Survey Result

Under Students who have taken the survey, click the name of a student you wish to view statis tics
for.
Open Survey Statistics

In the Survey, you can also click the Survey Statistics link to view all the responses to the Survey.
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View Results

View the Survey results. Depending on the type of question in the survey, the results may look
different than seen here.
Download Survey Results

You can also download Survey results by clicking the Generate Student Analysis or Generate
Item Analysis button.
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What do Quiz results look like?
As an instructor, you can choose the type of quiz results to display to students as listed in the quiz
options.
Open quizzes

Click the Quizzes link.
Open Quiz

Click the title of the quiz.
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View results

Click the Gear icon [1], then select the Show Student Quiz Results link [2].

View Individual Results

Under the heading Students who have taken the quiz, click the name of a student.
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Student View Results

A correct answer will be indicated by a green flag. A wrong answer will show two flags—a red flag
[1] will point to your answer, while a gray flag [2] will show the correct answer.
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How do I sets rewards for a course ?
Before sending invitations to friends instructor can sets rewards for the course.
Open settings

Click Settings in course navigations.
Open rewards

Choose Rewards
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Add reward

Click Add Reward button
Add reward Details
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To create a new reward, you can fill ups the following details
1.
2.
3.

Reward Name : Name of the reward
How many : How many rewards for this course.
Referrer Amount : Amount for the Referrer

4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Referrer Percentage : Percentage value for the Referrer
Referrer Expiry Date : This date may be after one month time period of the course staring date.
Email Subject
Reward description : description of the reward
Reward Expiry date : This date must before the course ending date.
Referee amount : Amount for the Referee
Referee Percentage : Percentage value for the Referee
Referee Expiry date :This date may be after one month time period of the course staring date.
Alpha - Mask : Any 8 digit Capital alphabets ( for example LM-DO-ES-AK).
Email Text.

Click Submit [14] button to add a new reward.

View Rewards

View the rewards in the course.
You can Edit [1] and Delete [2] the reward details.
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How do I manually approve rewards?
Instructor can only approve rewards manually. Rewards can be awarded after manual approval.

Open settings in course navigation.
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Open rewards

Click rewards tab [1] and click Manage rewards [2] button.
Approve Rewards

Click Redeem button [1] to manually approve rewards.
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View Approval

Approved rewards settings changed in to Recover [1].
You can recover the manual approval.
View Rewards (Referrer)

Click the My Rewards [1] tab in refer a friend link to view your rewards.
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What is the Rich Content Editor?
Arrivu LMS has a simple, yet powerful, word processor that is available anytime for creating new
content (assignments, announcement, discussions, blogs etc.) within Arrivu LMS.
Although clean and streamlined, the Rich Content Editor is sophisticated enough to support
embedding any video content, math formula, and other rich media.
Open the Rich Content Editor

Anything that can be viewed in a web browser can be inserted into the Rich Content Editor content
area [1]. Content can also input HTML directly into Arrivu LMS using the HTML Editor link [2]. Users
can also easily link to course content using the Content Selector [3].
What Arrivu LMS Features Use the Rich Content Editor?
The following Arrivu LMS features use the Rich Content Editor:
•
•
•

Announcements
Assignments
Discussions

•
•
•

Pages
Quizzes
Syllabus
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How do I align text using the Rich Content Editor?
You can use the Rich Content Editor to align text.

Open the Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.
Place Cursor In Front Of Text

Place the cursor in front of the text you wish to align [1].
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Align Text

Use the tools on the Rich Content Editor toolbar to align the text. You can set the position of the
text on the page with the Left, Center, and Right Alignment tools [1] or indent the text using the
Indent tool [2].
Save changes

Click the save changes button.
View Content

View the content you edited.
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How do I use the Font Size and Paragraph drop-down menus to style my text?
You can use the Rich Text Editor to change font size and format paragraphs
Open the Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.
Use Font size Drop-down Menu

Select the Font Size drop-down menu to change the text font size. Here you can choose from 8,
10, 12, 14, 18, 24, or 36 sized fonts.
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Use the Paragraph Drop-down Menu

Select the Paragraph drop-down menu to change the text font size. Here you can choose from
paragraph, heading 2, heading 3, or heading 4 styles.
Single Space Text

To create single spacing in the Rich Content Editor, press the enter key . This will create a line
break instead of a paragraph break.
Save changes

Click the save button to save your content.
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View Content

View the content you created.
Superscript and Subscript Text

Use the superscript and subscript options in the Rich Content Editor.
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How do I remove formatting from text I am pasting from another source?
You can use the Rich Content Editor to format text that you pasted from another source.
You can use the following keyboard shortcuts:
•
•

Normal copy and paste on a PC: Ctrl-C, Ctrl-V
Copy and paste-without-formatting on a PC: Ctrl-C, Ctrl-Shift-V
Open the Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.
Paste Text

Paste the text you copied into the Rich Content Editor. Make sure to cite the source if appropriate.
Don't forget you can use the following keyboard shortcuts:
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•
•

Normal copy and paste on a PC: Ctrl-C, Ctrl-V
Copy and paste-without-formatting on a PC: Ctrl-C, Ctrl-Shift-V
Select the Pasted Text

Select the pasted text to remove the formatting.
Remove Formatting

Click the Eraser icon to remove the formatting from the pasted text.
Save changes

Click Save button.
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View Content

View the content you created.
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How do I create a bulleted or numbered list using the Rich Content Editor?
You can use the Rich Content Editor to create a bulleted or numbered list.
Open the Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.
Select Text

Select the text you wish to create a list with.
Create a List

Click the Bulleted List icon to make bulleted list .
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View Bulleted List

View the bulleted list you made.
Create a numbered list

Click the Numbered List icon to make Number list .
View Numbered List

View the numbered list you made.
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How do I insert a table using the Rich Content Editor?
You can use the Rich Content Editor to insert and format a table.
Open rich content editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.
Open Table Creator

Click the Table icon to open the Table Creator.
Edit General Table Properties

Edit the general properties of the table by typing in the appropriate fields.
•

Columns: The number of columns in your table.
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•
•
•
•
•
•
•
•
•

Cell Padding: The space between the cell border and its content (in pixels, e.g. 5px).
Alignment: The location of your table on the page.
Width: The width of your table (in pixels or percent, e.g. 500px, 50%).
Class: The name of the table element. This is optional unless you are an advanced CSS
user.
Table Caption: The table label is displayed on top of the table.
Rows: The number of rows in your table.
Cell Spacing: The space between individual cells as well as cells and table borders (in
pixels, e.g. 3px).
Border: The thickness of your table border (in pixels, e.g. 5px).
Height: The height of your table (in pixels or percent, e.g. 500px, 50%).

Note: Currently, you are unable to edit the number of columns and rows once you insert a table in
the Rich Content Editor.
Edit Advanced Table Properties

Click the Advanced tab to edit the advanced table properties. Some elements in this tab are more
suited for advanced users with knowledge of HTML and CSS and provides additional possibilities
for table design.
Basic users may still be interested in the following options:
Background Image: The location of the background image for the table. List as a URL.
Border Color: The color of your table border. You can either type in the hexadecimal RGB number
for the color you want (in #nnnnnn format) or you can browse from the color drop-down menu.
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Background Color: The color of your table background. You can either type in hexadecimal RGB
number for the color you want (in #nnnnnn format), or you can browse from the color drop-down
menu.
Insert Table

Click the Insert button to create the table.
View Table

View the table.
Edit Table

To edit the table content, select the table [1], then click the Table icon [2] in the Rich Content Editor.
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Edit Table Content

Update your table by changing the necessary fields in the table editor [1].
Note: Currently, you are unable to edit the number of columns and rows once you insert a table in
the Rich Content Editor.
When you are finished, click the Update button [2].
Delete Table

To delete a table, click the Switch Views (HTML Editor) link.
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View HTML Editor

Select the HTML code between the <table> [1] and </table> [2] tags and press delete or
backspace.
Save changes

Click the Save button.
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How do I edit content in the HTML view in the Rich Content Editor?
You can use the Rich Content Editor to edit content using HTML.
Note: Although you can toggle the "HTML Editor" and edit the HTML directly in the Rich Content
Editor, any code that you manually enter or copy and paste into the Editor may be stripped away
when you save your changes
Open the Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor. You
can add an image from your course files by using the Content Selector.
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HTML Editor

Click the Switch Views link to open the HTML view. When in HTML view, you can toggle back by
clicking the "Switch Views" link.
Edit Content

Continue editing content in the HTML view.
After completing your editing click the Save button.
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What HTML tags can be used in the Rich Content Editor?
When attempting to do custom HTML coding in Arrivu LMS, you may discover that certain HTML
codes do not work upon saving. This is because Arrivu LMS will only support certain HTML
elements for security reasons. This also applies to content copied and pasted from an external
source. Below is a link to a list of HTML tags that are permissible in Arrivu LMS. HTML tags that
are not on this list may be stripped out of the Arrivu LMS Rich Content Editor when you save your
work.
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How do I embed iFrame videos using the Rich Content Editor?
Embed iFrame videos using the Rich Content Editor.
Open Rich content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.
Open HTML Editor

Click the Switch Views link [1].
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Copy code

You will be copying code from an external video source to paste in Arrivu LMS. Locate the control
on the frame of the video player that opens and displays the HTML code for the content that is
currently loaded in the video player.
Embed Code

Copy the displayed embed code for the video content and paste it into the HTML editor in Arrivu
LMS.
How do I embed iFrame videos using the Rich Content Editor?
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Save Changes

Click the Save changes button.
View Video

View the video.
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How do I create a hyperlink in the Rich Content Editor?
You can use the Rich Content Editor to create a hyperlink.
Open Rich content editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor. You
can add an image from your course files by using the Content Selector.
Type text

Highlight the text you want to create a hyperlink for. [1].
Note: If you don't highlight the text before creating the hyperlink, then the link will show up at the
end of words as "Link."

Create Hyperlink

Click the Chain link icon [1]. A popup window will appear in your browser.
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Insert Link

Paste or type the URL you want to link to in the URL field [1]. Click the Insert Link button [2].
Note: The text will flash yellow before turning into the hyperlink.
Save Changes

Click the Save button.
View Content

View the content you created. The hyperlink is indicated by the default blue text color [1].
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How do I link to a YouTube™ video?
YouTube™ videos are automatically embedded in any feature that uses the Rich Content Editor.
This lesson applies to the Announcement, Assignments, Discussions, Pages, Quizzes, and
Syllabus features.
There are two different ways to link a YouTube™ video, depending on what you want it to look like:
1. Insert Link into the Rich Content Editor (full link with embedded video)
2. Insert Link with the Chain Link Icon (shortened link with optional embedded video)
1. Insert Link into the Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features that support the Editor.
Copy/paste the URL directly in the Rich Content Editor. Then press Enter (PC) or Return (MAC).
Verify Link

Verify the link, which will display the complete YouTube™ URL under the YouTube™ logo. The
link will include a small thumbnail with an embedded video.
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Save Changes

Click the save changes button.
Note: To save the YouTube™ link in other features:
Click on Add New Announcement or Update Announcement (for Announcements).
Click on Update Assignment (for Assignments).
Click on Add New Topic or Update Topic (for Discussions).
Click on Save Settings or Publish Quiz (for Quizzes).
Click on Update Syllabus (for Syllabus).
View Video

You can view the YouTube™ video by clicking on the link [1], which will open in a new browser
window. Or you can click on the embedded video image [2], which will expand to a larger size and
play the video without leaving the page.
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2. Insert Link with the Chain Link icon

Type or copy/paste the YouTube™ URL in the text box [1]. By default, a small embedded image of
the video will appear, showing the video you have selected. The link will also include a small
thumbnail with an embedded video.
Note: If you do not want to include the embedded video, click the Disable inline previews for this
link checkbox [2]. When you are ready to insert the video link into the Rich Content Editor, click the
Insert Link button [3].
Verify the Link

Verify the link. Using the Chain icon, Link appears under the YouTube™ logo [1]. The link will still
include a small thumbnail with an embedded video. You may see the link flash yellow the
moment it is inserted and then turn blue, indicating it is a link.
Note: When you insert a YouTube™ video link and disable the inline preview, only the link will
appear [2].
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Save changes

Click the Save Changes button.
View Video

You can view the YouTube™ video by clicking on the link [1], which will open in a new browser
window. Or you can click on the embedded video image [2], which will expand to a larger size and
play the video without leaving the page.

How do I link to a YouTube™ video?
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How do I use the Math Editor?
Arrivu LMS has an integrated tool for math and science formulas based on LaTeX, the industry
standard for academic publication. The LaTeX Math Editor is built into the Rich Content Editor.
Arrivu LMS also includes the option to create equations and expressions with its graphical
point-and-click editor.
The Math Editor can be used for basic mathematical formatting for introductory math courses or
for more advanced mathematical text for higher-level math courses. Both students and instructors
have access to the editor.
Open Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.
Open Math Editor

Click the "Pi icon" to open the Math Editor. A pop-up window will appear in your browser.

How do I use the Math Editor?
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Create Basic Math equation

Use the Math Editor toolbar [1] to insert a equation in the equation field [2].
Note: You can click Switch View to Advanced to type or copy and paste in LaTeX [3].

How do I use the Math Editor?
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Insert Basic Equation

Click Insert Equation.

How do I use the Math Editor?
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Insert Advanced Equation

Click Insert Equation.
Save Changes

In the Rich Content Editor, you can add text around your equations. Click the Save Changes button.
View content

View the mathematical text and/or formulas or equations you created.
How do I use the Math Editor?
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What is the Content Selector?
The Content Selector is displayed in the sidebar whenever the Rich Content Editor is opened.
View Content Selector

Users can easily link to any file, image or page that they have created in Arrivu LMS through the
Content Selector. The Content Selector is displayed in the sidebar anytime the Rich Content
Editor is open. Users can also upload new course files and images through the Content Selector.
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How do I insert links to course content into the Rich Content Editor using the Content
Selector?
You can insert links into the Rich Content Editor using the Content Selector.
Open the Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.
Locate Content Selector

The Content Selector will automatically open when the Rich Content Editor is opened.

How do I insert links to course content into the Rich Content Editor using the Content Selector?
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Open Links Tab

Click the Links tab to insert links to course content and navigation.
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Link to Course Content

Open the course content menu you want to access. By default the sidebar expands the Pages
content, but you can also expand content areas for Assignments, Quizzes, Announcements,
Discussions, Modules, and Course Navigation links.

How do I insert links to course content into the Rich Content Editor using the Content Selector?
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Insert Link

Click the title of the course content you want to create a link to.

View Link

View the inserted link in the Rich Content Editor.
Save Changes

Click the Save button.
How do I insert links to course content into the Rich Content Editor using the Content Selector?
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View Content

View the content. To view the linked course content, click the Overview of Course link.
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How do I insert course files into the Rich Content Editor using the Content Selector?
You can use the Rich Content Editor to insert course files from the Content Selector.

Open Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.

How do I insert course files into the Rich Content Editor using the Content Selector?
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Locate Content Selector

The Content Selector will automatically open when the Rich Content Editor is opened.
Open Files Tab

You have the option to link to existing course files [1] or upload a new file. Click the Upload a new
file link [2] to add a new file to the course.

How do I insert course files into the Rich Content Editor using the Content Selector?
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Choose File

Click Choose File. A popup window will appear in your browser.
Select File

Click the title of the file you want to insert [1]. Click Open to upload the file [2].

How do I insert course files into the Rich Content Editor using the Content Selector?
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Upload File

click Upload button
Track Upload Progress

Track the progress of your upload using the progress bar [1]. The file will be automatically
inserted wherever your cursor is in the Rich Content Editor when it is has been uploaded.

How do I insert course files into the Rich Content Editor using the Content Selector?
801

Save Changes

Click Save Changes button.
View content

View your file. You can download it by clicking the pop out icon [1].
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How do I insert course images into the Rich Content Editor using the Content
Selector?
You can use the Content Selector to insert and upload course images into the Rich Content Editor.
Open Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.

How do I insert course images into the Rich Content Editor using the Content Selector?
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Locate Content selector

The Content Selector will automatically open when the Rich Content Editor is opened.
Click the Images tab [1].
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Upload New Image

You have the option to link to existing course images [1], search the Flickr Creative Commons site
[2] or upload a new image [3]. Click the Upload a new image link [3] to add a new im age to the
course.
Choose file

After clicking the Upload a new image link, click the Choose File button. A popup window will
appear in your browser.
How do I insert course images into the Rich Content Editor using the Content Selector?
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Select File

Click the title of the file you want to insert [1]. Click Open to upload the file [2].
Upload Image

Click the Upload button to upload the im age to your course.
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Track Upload Process

Track the progress of your upload using the progress bar [1]. The image will be automatically
inserted into the Rich Content Editor when it is has been uploaded.
Save Changes

Click the Save Changes button.

How do I insert course images into the Rich Content Editor using the Content Selector?
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View content

View your content.
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How do I set the auto-open for inline preview for Files using the Rich Content Editor?
You can use the auto-open inline preview for Files in the Rich Content Editor.
Open the Rich Content Editor

Open the Rich Content Editor using one of the Arrivu LMS features which support the Editor.
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Locate Content Selector

The Content Selector will automatically open when the Rich Content Editor is opened.

Open Files Tab

Click the Files tab [1].
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Select File

Find and select the file you want to insert.
Open URL Link Icon

Insert the file. Make sure the cursor is in the file link somewhere [1]. Click the URL link icon [2] to
open a pop-up window.
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Enable Auto-Open for Inline Preview

Click the Update Link [1].
Save Changes

Click the Save Changes button.
View Auto-Opened File

View the auto-opened file.

How do I set the auto-open for inline preview for Files using the Rich Content Editor?
812

What is a Rubric?
Rubrics are a way to set up Outcome-based assessment criteria for scoring.
View rubric

A Rubric is an assessment tool for communicating expectations of quality. Rubrics are typically
comprised of rows and columns. Rows are used to define the various criteria being used to
assess an assignment. Columns are used to define levels of performance for each criterion.
When would I use a Rubric?

Use a Rubric to:
•
Communicate assessment expectations to users.
•
Align pre-defined learning Outcomes to your course assessments.
•
Assess online submissions in the SpeedGrader.

What is a Rubric?
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How do I create a Rubric?
A course-level Rubric will only be housed in your course.
Open outcome

Click the Outcomes link.
Click Manage Rubrics

Click the Manage Rubrics button
Add Rubric

click the Add Rubric button

How do I create a Rubric?
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Edit rubric title

Edit the rubric title by typing in the title field [1].
Edit Criterion Description

Click the Pencil icon next to the Criterion name to edit the Criterion description [1].

How do I create a Rubric?
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Edit Criterion Longer Description

Click the View Longer Description link to edit the criterion's longer description [1]. A pop up
window will appear in your browser where you can edit the longer description.
Add rubric ratings

To add a rubric rating, mouse over a cell wall and click on the double-ended arrow [1] to split a
single cell into two. Split cells on the row as often as necessary to created the desired number of
ratings.

How do I create a Rubric?
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Edit Rubric Rating

Hover over the rubric rating you wish to edit. Click the Pencil icon [1] to edit the rubric rating. Click
the Trash icon to delete the rubric rating [2].
Edit criterion point value

Edit the point value of a criterion by typing in the points field [1].
Delete criterion

Click the X icon to delete the criterion.
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Add Criterion

Click the Add Criterion link to add a new criterion to the rubric.
Find Outcome Criterion

Click the Find Outcome Criterion link to align course or account-level outcomes with the rubric.
Create rubric

Click the Create Rubric button.
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818

View New Course Rubric

View the new rubric

How do I create a Rubric?
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How do I add a Rubric to an Assignment?
You can create or edit or find a rubric to add to an assignment.
Open Assignments

Click the Assignments link.
Edit or Create New Assignment

click the assignment title.

How do I add a Rubric to an Assignment?
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Add Rubric

Click the Add Rubric button.
Edit rubric

You can edit rubric details or find an existing rubric.

How do I add a Rubric to an Assignment?
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Select Assignment Grading Check Box

If you intend to use this rubric for grading, be sure to select the Use this rubric for assignment
grading check box.
View Rubric

View your updated rubric.

How do I add a Rubric to an Assignment?
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How do I add a Rubric to a Graded Discussion?
You can create, edit, or find a Rubric to add to a Graded Discussion.
Open discussions

Click the Discussions link.
Open discussion

Open the Graded Discussion by clicking the discussion title.
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Add rubric

Click the gear icon, then click Add Rubric link to create the rubric.
Create Rubric

Now you can edit rubric details. If you want the discussion to be graded, select the Use this rubric
for assignment grading check box [1]. When you're finished editing the rubric, click the Create
Rubric button [2].

How do I add a Rubric to a Graded Discussion?
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View rubric

View the rubric.
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How do I add a Rubric to a Quiz?
You can easily add Rubrics to Quizzes.
Open quizzes

Click the quizzes link.
Open quiz

Click the quiz title to open the quiz.
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Show Assignment Rubric

Click the gear icon and select Show Rubric. A pop-up window will appear in your browser.

Add Rubric

Click the Add Rubric button.
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Create Rubric

Now you can edit rubric details or find an existing rubric.
Save Rubric

Click the Create Rubric button to save the rubric.
View Rubric

View the rubric for the quiz.
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How do I edit Rubric details?
Open outcome

Click the Outcomes link.
Manage Rubrics

Click the Manage Rubrics button.

How do I edit Rubric details?
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Edit Rubric

Click the Pencil icon to edit the rubric.
Edit Rubric Title

Edit the rubric title by typing in the title field [1].
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Edit Criterion Description

Click the Pencil icon next to the Criterion name to edit the Criterion description.
Edit Criterion Longer Description

Click the View Longer Description link to edit the criterion's longer description [1].

How do I edit Rubric details?
831

Add Rubric Ratings

To add a rubric rating, mouse over a cell wall and click the double-ended arrow [1] to split a
single cell into two. Split cells on the row as often as necessary to created the desired number of
ratings.
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Edit Rubric Rating

Hover over the rubric rating you wish to edit. Click the Pencil icon to edit the rubric rating.
Edit Criterion Point Value

Edit the point value of a criterion by typing in the points field.
How do I edit Rubric details?
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Delete Criterion

Click the X icon to delete the criterion.
Add Criterion

Click the Add Criterion link to add a new criterion to the rubric.
How do I edit Rubric details?
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Find Outcome Criterion

Click the Find Outcome Criterion link to align course or account-level outcomes with the rubric.

Update Rubric

Click the Update Rubric button.

How do I edit Rubric details?
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How do I use free-form comments?
You can enable free-form comments for each criterion in the rubric.
Open Assignments

Click the Assignments link.
Open Assignment

Click on the assignment title to open the assignment you want to evaluate using a free-form
comment based rubric.
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Edit Rubric

Click the pencil icon to edit the Rubric.
Add Free-Form Comments to Rubric

Click the I'll write free-form comments when assessing students check box
Update Rubric

Click the Update Rubric button.

How do I use free-form comments?
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Open SpeedGrader™

Click SpeedGrader™ button.
View Rubric

Click the View Rubric button.
View Rubric with Free-Form Comments

View the rubric with free form comments enabled. If you saved the comment for reuse, you can
find the comment in the dropdown menu.
How do I use free-form comments?
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Student View

Student view of a free-form comment rubric.
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How do I find existing Rubrics?
You can add an existing rubric to your assignment.
Open Assignments

Click the Assignments link.
Open Assignment

Select the assignment title to open the assignment.
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Add Rubric

Click the Add Rubric button.
Find a Rubric

Click the Find a Rubric link.
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Select Rubric

Select the location of the rubric [1]. Select the rubric you want to use [2]. Click the Use This Rubric
button [3].
View Rubric

View the rubric

How do I find existing Rubrics?
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How do I manage course-level rubrics?
Open Outcomes

Click the Outcomes link.
Manage Rubrics

Click the Manage Rubrics button.
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Edit Rubric

You will be able to view all the rubrics for the course. You can edit the rubric by clicking on the
Pencil icon.
View Rubrics That Can't Be Modified

Rubrics that have been used more than once cannot be modified on this screen but they can be
deleted.

How do I manage course-level rubrics?
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How do I grade student work with Rubrics?
This lesson describes how to use a Rubric to grade student work on an assignment.
Open Assignments

Click the Assignments link.
Open Assignment

Select the assignment title to open the assignment.
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Edit Rubric

Click the Pencil icon.
Verify Rubric Is Used For Grading

Verify the Use this rubric for assignment grading check box is selected [1]. Click the Update
Rubric button [2].
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Open SpeedGrader™

Click SpeedGrader™ button.
View Rubric

Click the View Rubric button.
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Grade Work Using Rubrics

Grade student work using the rubric. You can also add comments by clicking on the speech
bubble icon. Click the Save button when are you finished grading the student.

How do I grade student work with Rubrics?
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What course settings do I have control over?
The Settings navigation link is where you can easily update and see the different users, sections
and also modify the navigation of your course.
Open Settings

The settings portion of your course is only available to teachers. Students won’t be seeing this
link so this is where we put in the different reports just for the teachers themselves.

What course settings do I have control over?
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View Settings

Depending on your permissions, you can edit differing levels of the course settings.
1.
2.
3.

4.
5.
6.

In the Course Details tab, you can view the details of your course, its name, what your quota
is, and what license that you’ve attached to this content inside of your course.
In the Sections tab, you can manage the different sections of students and see all the people
associated with your course according to role.
In the Navigation tab, you can modify the Content Navigation links listed in your course. You
can drag and drop to change the order of of the links. You can also hide specific links from
students. Any configured External Application (LTI Tools) that appear in Course Navigation
also appear here as well.
The apes tab allows you to view installed Applications and link Applications enabled by your
institution to your course.
In the Rewards tab, you can generate a reward for both the referrer and referee and you can
edit and manage the rewards settings.
In the Reports tab, you can configure and view the course reports for the options enabled by the
admin.
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7.

In the Feature options tab,you can view which of the new options are enabled by the admin
for your courses. and you can enable some feature options visible to your course.
8. In the Course images tab, you can upload the course image and background image.
9. In the Course pricing tab, you can give the price details (in terms of paisa), course starting
and ending dates, and you can edit these details.
10. In the Course description tab, you can give the short description and description of your
course.
Edit Course Settings

You can view and edit the course settings by clicking the Edit Course Details button.
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Edit Start and End Dates

You can edit the start and end dates of the course by selecting the Calendar icon [1]. Select the
date you wish the course to start or end by clicking on the day [2].
Limit Course Availability

Click the Users can only participate in the course between these dates checkbox [1] to limit
course availability. This will override the default institution availability dates.
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Language Settings

Select which language your course will be displayed in by clicking on the language drop-down
menu and clicking on the language you prefer.
Enable Course Grading Scheme

Select the Enable course grading scheme checkbox to enable a course grading scheme.
Set License

Click the license drop-down menu, and select which license you want to apply to your course by
clicking the license title.
Set Visibility

Click the Make the syllabus for this course publicly visible checkbox [1] to make the syllabus
public. Click the Make this course publicly visible checkbox [2] to create a public course.
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Set Student Options

You can change student options by clicking the More Options link and selecting the appropriate
checkbox.
Update Course Details

Click the Update Course Details button to update the course settings.
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How do I change self-enrollment settings for my course?
Self-enrollment allows a student to sign up for a course using a secret URL or code. An account
administrator determines if self-enrollment is enabled or disabled for the account. If
self-enrollment is enabled, an instructor must also enable self-enrollment at the course level to
create a self-enrollment course.
Open Settings

The settings portion of your course is only available to teachers. Students won’t be seeing this
link so this is where we put in the different reports just for the teachers themselves.

How do I change self-enrollment settings for my course?
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Edit Course Settings

You can view and edit the course settings by clicking the Edit Course Details button.
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More Options

Click the More Options link.
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Set Self-Enrollment Options

Select the Let students self-enroll by sharing with them a secret URL or code checkbox.
Choosing this option allows students to self-enroll through a URL link and code. The URL option
is available whether or not the course is publicly visible.
Update Course Details

Click the Update Course Details button to save your setting changes.
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How do I change my course name and course code?
If you have permission from your admin, you can change your course name and course in your
course Settings.
Open Settings

The settings portion of your course is only available to teachers. Students won’t be seeing this
link so this is where we put in the different reports just for the teachers themselves.

How do I change my course name and course code?
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Edit Course Settings

You can view and edit the course settings by clicking the Edit Course Details button.
Edit Course Name and Code

Edit Course Name and Code by typing in the course name[1] and course code[2] fields.
Update Course Details

Click the Update Course Details button to save your setting changes.
How do I change my course name and course code?
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How do I change the start and end dates for my course?
Open Settings

The settings portion of your course is only available to teachers. Students won’t be seeing this
link so this is where we put in the different reports just for the teachers themselves.
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Edit Course Settings

You can view and edit the course settings by clicking the Edit Course Details button.
Set Start Date

Click the Calendar icon [1] and select the date on the calendar [2] to set a new start date for the
course.
How do I change the start and end dates for my course?
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Set end Date

Click the Calendar icon [1] and select the date on the calendar [2] to set a new end date for the
course.
Limit User Participation

Select the Users can only participate in the course between these dates checkbox to limit when
students will be able to access the course. These dates will override the dates set for the term.
Update Course Details

Click the Update Course Details button to save your setting changes.

How do I change the start and end dates for my course?
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How do I enable a grading scheme for my course?
You can enable an existing grading scheme for your course by editing your Course Settings.
Open Settings

The settings portion of your course is only available to teachers. Students won’t be seeing this
link so this is where we put in the different reports just for the teachers themselves.

How do I enable a grading scheme for my course?
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Edit Course Settings

You can view and edit the course settings by clicking the Edit Course Details button.
Enable Grading Scheme

Click the Enable course grading scheme checkbox.

How do I enable a grading scheme for my course?
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Set Grading Scheme

Click the set grading scheme link. A popup window will appear in your browser.
Find Existing Grading Scheme

LMS will show you the current grading scheme enabled by your institution, if any [1]. If you want to
select another grading scheme, click the Search icon [2].
Select Grading Scheme

To view a grading standard, click the title of the grading scheme. At the bottom of the grading
scheme, click the Use This Grading Standard button.
How do I enable a grading scheme for my course?
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Confirm Grading Scheme

View your enabled grading scheme. Click the Done button.

How do I enable a grading scheme for my course?
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How do I set a license for my course and make it publicly visible?
You can set a license for your course and make is publicly visible in your course Settings.
Open Settings

The settings portion of your course is only available to teachers. Students won’t be seeing this
link so this is where we put in the different reports just for the teachers themselves.

How do I set a license for my course and make it publicly visible?
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Edit Course Settings

You can view and edit the course settings by clicking the Edit Course Details button.
Open Licensing Options

Click the license drop down menu [1] to view licens ing options. Click the Question Mark icon [2]
to learn more about the different options.

How do I set a license for my course and make it publicly visible?
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View Content Licensing Help

After clicking the Question Mark icon, you can choose what type of license you want for your
course.
Select License Option

Click the license name to set your license option.
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Set Visibility Options

Click the Make the syllabus for this course publicly visible checkbox [3] to make the syllabus
public. Click the Make this course publicly visible checkbox [2] to make the contents of your
course visible to the public. The student data for the course will remain private.
Update Course Details

Click the Update Course Details button to save your setting changes.
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871

How do I add a section to my course?
You can add a section to your course by editing your course Settings
Open Settings

The settings portion of your course is only available to teachers. Students won’t be seeing this
link so this is where we put in the different reports just for the teachers themselves.
Open Sections

Click the Sections tab.
Add Section to Course

Add a new section to your course by typing the name of the section in the add section field [1] and
clicking the Add Section button [2]. You can add as many sections as are necessary.

How do I add a section to my course?
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View Sections

View your newly added sections. The sections will be listed in chronological order with the older
sections appearing at the top and the newer sections at the bottom.

How do I add a section to my course?
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How do I add students to a section?
Once you have created sections in your course, you can add students to different section. You can
also edit the sections students are in.
Open People

Click the People link in the Course Navigation Menu.
Locate User

To view user details, locate the name of the user [1]. In high-enrollment courses, you can more
easily find a single user by searching in the search bar [2] or filtering by role using the Role
drop-down menu [3].
How do I add students to a section?
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Edit Section

Hover over the user's name and click the Settings icon [1]. Select the Edit Sections [2] link.
View Section Enrollments

Arrivu LMS will show you the section(s) that the student is already enrolled in.

How do I add students to a section?
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Add Section

Type the section name to find the section you want to add the user to.
View Updated Enrollment

Click the Update button to save your changes. The user will need to accept the invitation for the
section before accessing it.
Note: Users can be in more than one section. You do not need to remove the original section.
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Remove Section Enrollment

If you want to remove a student from a section, hover over the section you want to remove. Click
the white X that appears.
View Updated Enrollment

View the student's updated Section Enrollment.
Update Enrollment

Click Update button to save the student section enrollments.
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How do I edit a section's details?
You can easily edit details for each section in your course.
Open Course Settings

Clicks Settings link in the Course navigation.
Open Sections Tab

Click the Sections tab.
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Open Section

Click the title of the section you wish to edit. [1]
Note: If you only want to change the name of the section, you can click the Edit icon [2].
Edit Section details

Click the section name you want to edit, then click the Edit Section in the side bar
Edit Section Details

Edit the section details:
1. Edit the name of the section.
2. Click the Calendar icon to select the section start dates.
3. Click the Calendar icon to select the section end dates.

How do I edit a section's details?
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4. Select the Users can only participate in the course between these dates checkbox to limit
user participation in the course.
5. Click the Update Section button to update your changes.
View Section Details

View the changes made to the section.

How do I edit a section's details?
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How do I change the name of a section?
You can change the name of a section by editing your course Settings in Arrivu LMS.
Open Settings

Click the Settings link in the course navigation
Open sections tab

Click the Sections tab to open the course sections.
Edit Section

Click the Pencil icon [1] to edit the course section.
How do I change the name of a section?
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Change the section name

You can change the section name by typing in the text box [1] and select Enter (on a PC keyboard)
to save your changes.
View Sections

You can view the updated course section in the sections list.
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How do I delete a section?
You can delete the section by editing the course section in arrivu LMS.
Note: You can not delete the section with students enrolled.
Open settings

Click the settings link in the course navigation.
Open Sections Tab

Click the Sections tab to open course sections.

How do I delete a section?
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Delete Section

Click the X icon [1] to delete a section.
Note: You cannot delete a section that have users enrolled.
Confirm Deletion

Click the OK button to delete the section.
View Sections

View the Existing section list in the Course Sections.
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How do I View Section Enrollments ?
You can view section enrollments within your course Settings in Arrivu LMS.
Open Settings

Click the Settings link.
Open Sections tab

Click the Sections tab.
Open Course Section

Click the section title [1] to view section enrollments.
How do I View Section Enrollments ? - 1
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View Section Enrollments

View enrollments in a section. Students are listed in alphabetical order by last name.
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Remove Section Enrollments

If you have used Student View in your course, you may see the Test Student in your Enrollments.
Having the Test Student enabled allows it to appear in your Gradebook. If you want to remove the
test student completely, hover over the Test Student and click the Delete icon [1].
if you want to display the test student again at a later time, access Student View (Clicks Student
View from the side Bar in Settings Link).
Note: The Test Student may appear in more than one section.
Remove Enrollment conformation

Click the OK button to confirm .
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Return to Course Settings

Click the Back to Course Settings button in the side bar to return to course settings.
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How do I conclude an enrollment in my course?
If you use terms, you shouldn't have to conclude any enrollments because it is automatic.
However, if for some reason you want to manually conclude an enrollment, follow these steps.
Please note that concluding an enrollment allows the user to view a course in read-only mode.
This means the user will be able to access the course but not be able to submit assignments,
participate in discussions or send/receive conversation messages in the course. The user's
analytics will still be available.
Open People

Click the people link in the course navigation
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Locate User

To view user details, locate the name of the user [1]. In high-enrollment courses, you can more
easily find a single user by searching in the search bar [2] or filtering by role using the Role
drop-down menu [3].
Manage User

Hover over the user's name and click the Settings icon [1]. Select the Users Details [2] link.
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View User Profiles

Scroll down until you find the Membership(s) section.
Note: This step is shown with Profiles enabled. This page may look slightly different if your
institution does not have Profiles enabled.
Locate Membership(s)

In the applicable section, click the Conclude this Enrollment link.
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Confirm Conclusion

Click OK to confirm that you want to conclude the user's enrollment.
Restore Enrollment

If you accidentally concluded a user's enrollment or want to restore a user's enrollment, click the
Restore this Enrollment link.
Note: If you navigate away from this page before you restore the enrollment, you will need to click
the People link in the Course Navigation and then click View Prior Enrollments to view and
restore the concluded enrollment.
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How do I delete an enrollment in my course?
You can delete an enrollment in your course within your course Settings in Arrivu LMS.
Note: If students are added via SIS Import, you cannot remove students from the course,
regardless of your permissions.
Open People

Click the Peoples link in the course navigation
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Locate User

To view user details, locate the name of the user [1]. In high-enrollment courses, you can more
easily find a single user by searching in the search bar [2] or filtering by role using the Role
drop-down menu [3].
Manage User

Hover over the user's name and click the Settings icon [1]. Select the Remove from Course [2]
link.
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Confirm Deletion

Click OK to confirm that you want to delete the user from the course.
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How do I reset course content?
You can reset course content with your course Settings in Arrivu LMS.
Open Settings

Click the Settings link.
Reset course content

Click the Reset Course Content button in side bar. A popup window will appear in your browser.
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Confirm Course Reset

Click the Reset Course Content button to confirm you want to reset the content of the course.
When you do this, all of your current content will be deleted and cannot be recovered.
View Course

After the course content has been reset, there is nothing left in the course.
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What is Student View?
Student View allows instructors to see the course as a student views it.
There is a separate Test Student account for each course in Arrivu LMS. Whenever you move to a
new course you will need to activate the Test Student for that course.
Note: Submissions and scores for the Test Student do not affect course analytics.
When would I use Student View?

To see the student's perspective on Arrivu LMS, use Student View to:
•
•
•
•
•
•
•
•

View the course
Post and reply to Discussions
Submit Assignments
View Grades
View People
View Pages
View the Syllabus
View Quizzes
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•
•
•

View the Calendar
View the Scheduler (if enabled)
Conversations, Collaborations, Groups, and Profile do not work for the Test Student. You will
see only what you, as the instructor, allow your students to see.

Note: You can only view the course layout as it is seen by your students. You cannot view
student-specific information, such as conversations between students.
View Course as the Test Student

You will see the course as a student. You can tell you are in Student View by noticing that your
name changed to Test Student [1] and the persistent bar across the bottom of the screen
indicating you are in Student View [2].
Reset Test Student

You can Reset the Test Student to clear the Test Student's history and re-check content in the
course. For example, if an instructor created an assignment and submitted it as the Test Student
but then forgot to add a certain submission type, the instructor can click the Reset Student button
and submit the assignment again as the Test Student.
What is Student View?
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How do I access Student View?
You can view your course from the view of a student in your Course Settings.
Open Settings

Click the Settings link.
Access Student View

Click the Student View button to access Student View In the sidebar.
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View course

You can now view the course as a student user would see it. For example, students cannot see
the Settings navigation link like instructors can.
Note: You will know if you are in Student View because of the persistent bar on the bottom of the
screen indicating you are logged into Student View.
Leave Student View

Click the Leave Student View button [1] to exit the student view.
Note: You can also reset the Test Student by clicking Reset Student [2]. This will clear all history
for the student allowing you to start with a clean slate.
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How do I enable self-enrollment with a secret URL?
You can enable self-enrollment with a secret URL in your course Settings.
Open Settings

Click the Settings link.
View course details

Select the course details tab from settings.
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Edit Course Details

Click the Edit Course Details button.
Click the Edit Course Details button.

Click the More Options link.
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Enable self enrollment

Click the Let students self-enroll by sharing with them a secret URL or code checkbox [1].
If you want to add a enrollment link to the course home page, click the Add a "Join this Course"
link to the course home page checkbox [2].
Update Course Details

Click the Update Course Details button.
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View Secret URL Self-Enrollment Option

Copy and share the secret course URL with the users.
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How do I enable self-enrollment with a join code?
You can use a join code to enable self-enrollment in your course Settings.
Open Settings

Click the Settings link.
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Edit Course Details

Click the Edit Course Details button.
Click the Edit Course Details button.

Click the More Options link.

How do I enable self-enrollment with a join code?
907

Enable self enrollment

Click the Let students self-enroll by sharing with them a secret URL or code checkbox [1].
If you want to add a enrollment link to the course home page, click the Add a "Join this Course"
link to the course home page checkbox [2].
Update Course Details

Click the Update Course Details button.
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View Join Code Self-Enrollment Option

Copy and share the provided join code. Students can enroll at lms.arrivuhiring.com using the join
code.
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How do I change the language preference for my course?
You can change the language settings for your course to override user and account settings. This
feature should probably only be used for foreign language courses.
Open Settings

Click the Settings link.
Edit Settings

Click the Edit Settings button.
Select Language

Click the Language drop-down menu. Select the new default language.
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Update Course Details

Click the Update Settings button.
View Course in New Default Language

View your Course in the updated language preference.
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How do I set a time zone for my course?
All dates and times throughout a course are displayed according to the course time zone.
Courses automatically default to the account time zone. However, as an instructor, you may be
able to change the time zone for your course.
Notes:
Setting a time zone is associated with a course permission.
Users can specify a time zone in their User Settings, which does not have any effect on the course
time zone. If users have set a specific time zone in their User Settings, all course dates and times
will display in their local time, but if they hover over the date and time, they can also see the
course date and time.
Open Settings

Click the Settings (User Settings) link in top right corner.
Edit Course Details

Click the Edit Course Details button.
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Set Time Zone

In the Time Zone drop-down menu, select a new time zone for your course.
Update Settings

Click the Update Settings button.
View Time Zone

View the new time zone for user settings.
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How do I hide totals in my students' grade summaries?
Instructors can hide totals in students' grade summaries. By default, totals are visible to students
Open Settings

Click the Settings link.
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Edit Course Details

Click the Edit Course Details button.
Open More Options

Click the More Options link.
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Check Hide Totals in Student Grades Summary

Check the box next to the option Hide totals in student grades summary.
Update Course Details

Click the Update Course Details button.
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Student view

This is what students will see when the totals are hidden from their view.
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How do I hide the box and whisker plot (grade distribution) graphs from students?
Instructors can hide the box and whisker plot (grade distribution) graphs to keep students from
viewing the summary statistics of the class and figuring out each others' grades. By default, the
whisker graph is on.
Open Settings

Click the Settings link.
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Edit Course Details

Click the Edit Course Details button.
Open More Options

Click the More Options link.
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Check Hide Totals in Student Grades Summary

Check the box next to the option Hide grade distribution graphs from students.
Update Course Details

Click the Update Course Details button.
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Student view

This is what students will see when the grade distribution graphs are hidden from their view.
Usually, they would see scoring details and a box and whisker plot graph once they clicked to
view the details [1].
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How do I manually configure an External Application for a course?
You can manually configure an External Application in your course.
Open Settings

Click the Settings link.
Open Application Tab

Clicks the Apps Tab.
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Click the Add New App button.
Note: The View Application Center button will only appear if the Application Center is enabled.
Enter Application Details

Enter the name of the Application in the name field [1]. Enter the consumer key in the consumer
key field [2] and the shared secret in the shared secret field [3]. This key and shared secret will
be provided by the vendor or (if using the Lt (Edu apes) Index) provided by the website.
Note: There are some Applications that do not require a consumer key or shared secret, so pay
attention to the configuration directions.
Set Configuration Type

Select the Configuration Type drop-down menu and set the configuration type to Manual Entry.
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Match Application Details

Enter the URL to match the application to Arrivu LMS [1]. Type the appropriate URL or domain in
the domain field [2].
Set Privacy

Select the privacy drop-down menu to set the privacy settings:
1.Anonymous: No identifying information about the user will be sent to the vendor
2.Name Only: The user's name is the only identifying information sent to the vendor.
3.Email Only: The user's email is the only identifying information sent to the vendor.
4.Public: Various identifying information (name, email, Arrivu LMS ID, SIS ID of the course, SIS ID
of user, etc.) is sent to the vendor.
Add Custom Fields and Descriptions

Type a custom field in Custom Fields [1]. Type a description of the Application in the Description
field [2].
Save Application

Click the Submit button to link the Application.
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How do I disable comments in Announcements for the entire course?
Open Settings

Click Settings link in course navigation.
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Edit Course Details

Click the Edit Course Details button.
Open more option

Click More options
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Disable Comments on Announcements

Check the Disable comments on announcements checkbox.
Update Course Details

Click the Update Course Details button.
Student View

This is what students will see when Announcement comments are disabled. Each
Announcement will display a lock icon to show that the Announcement is locked for comments.
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How do I manage new features for my course?
Arrivu LMS is continually creating new features to improve your experience. The majority of
improvements will be made available as part of our regular release cycle. We want you to be able
to learn about these features at your own pace, it’ll be placed in your Course Settings as a
Feature Option. Feature Options allow you to choose when you want to enable the new feature for
your course.
In order for a feature to appear, it must be activated by your institutional admin. On the course
level, you may have the option to implement features on a course-by-course basis.
This lesson gives an overview of how to manage a generic feature option.
Open Settings

Click the Settings link in the course navigation.
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Open Feature Options Tab

Click the Feature Options tab.
View Feature Options

Available features will appear in the Feature Options tab. New features are enabled by your
institutional admin, and the Feature Options tab will not display any features until they are granted
access to you.
View types of feature

Once course features are available, they will be listed in the Feature Options tab.
Each course feature includes a feature description. Click the arrow icon next to the feature to
expand the feature box and display the description.
Feature tags help identify the state of each feature. Features may include a "Development "
pre-production tag, which means it is coming soon but still being developed within Arrivu LMS. A
feature with no label means the feature is in your production environment.
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Feature Access
Each feature displays a feature access status as set by your admin.
Note: Course features are activated on a course-by-course basis.
Feature On

If a feature is turned on by your admin, the feature will display as Enabled. Your course will be
required to use this feature.
Feature Allow

If a feature is Allowed by your admin, you can choose how you want to manage the feature for your
course. The feature will display two options:
1.

On: Select this button to turn on this feature for your course. This option is good for features
that need to be implemented across the account immediately or that have been Allowed for
enough time that users have adapted to them (if necessary).

2. Off: By default, the feature will be off. Leave this button selected if you do not want to enable
this feature for your course. This option is good for features that you are not yet comfortable
allowing in your course, or features that appear within a semester and you do not want to
distract students from the course.
Note: Depending on feature functionality, when you enable a feature to On, Arrivu LMS may display
a warning message asking to confirm your option, as some course features may have
unintended consequences if turned Off.
Feature Off

If a feature that was previously made available by your admin has been turned off, the feature will
display as Disabled. Contact your admin for more information about this change.
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User-Level Features

Click Settings in the global navigation to view the user details.
Any features activated on the user level are displayed under the Feature Options heading at the
bottom of Profile Settings. User-level features are activated by your institution's Customer
Success Manager.
Note: Instructors have no control over user-level features.
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How do I use SpeedGrader?
The SpeedGrader allows you to view and grade student assignment submissions in one place
using a simple point scale or complex rubric. Arrivu LMS accepts a variety of document formats
and even URLs as assignment submissions. Some document assignments can be marked up
for feedback directly within the submission. You can also provide feedback to your students with
text or media comments.
Access SpeedGrader
You can access SpeedGrader in several ways:
Access via the Gradebook
Access via Assignment, Quiz, or Graded Discussion
View SpeedGrader
You can use SpeedGrader to:
1. Sort submissions by student and hide student names for anonymous grading
2. Evaluate assignments for each student, including resubmitted assignments
3. Use rubrics to assign grades
4. Leave feedback for your students
5. Track your grading progress and hide assignments while grading.
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For each student, SpeedGrade has six areas:
1. View student submissions. Preview .doc, .docx, .ppt, .pptx, and .pdf submissions
2. Assign a grade based on your preferred assessment method (points, Letter Grade,
Complete/Incomplete and percentage)
3. View Rubric to assist with grading (if one is added to the assignment)
4. View discussions created by you or the student about the assignment
5. Create text, video, and/or audio commentary for the student
Note: You can use keyboard shortcuts to navigate SpeedGrade. Press the comma key and a
pop-up window with keyboard shortcuts will appear for keyboard navigation.

How do I use SpeedGrader?
933

How do I get to SpeedGrade from the Gradebook?
You can access SpeedGrade from the Gradebook in just a few clicks.
Open Grade book

Clicks the Grades link in Course navigation.
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Open Assignment Drop-down Menu

Hover over the name of the assignment you want to grade and click on the gray arrow that
appears.
Open SpeedGrader

Click the SpeedGrader Link.
View SpeedGrader

View the SpeedGrader.
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How do I get to SpeedGrade from an Assignment, Quiz, or Graded Discussion?
Arrivu LMS allows you to access SpeedGrader from an assignment, quiz, or graded discussion in
just a few clicks.
Open Assignments

Click the assignments link in course navigation.
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View Assignments

Click the assignment title to open the assignment.
Open SpeedGrader

SpeedGrader will be available in every graded assignment, including quizzes or graded
discussions.
Open SpeedGrader from a Graded Assignment or Quiz
Within a graded assignment or quiz, the SpeedGrader™ link will appear in the sidebar under
Related Items.
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Open SpeedGrader™ from a Graded Discussion

Within a graded Discussion, click the Settings icon [1] and click the SpeedGrader link.
Use SpeedGrader

Use the SpeedGrader™ to view submitted assignments, comment on student submissions, and
grade assignments.
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How do I Evaluate Assignments in SpeedGrader?
SpeedGrader™ makes it easy to evaluate individual student assignments and group
assignments quickly.
You can access SpeedGrader through:
•
•
•
•

Assignments
Quizzes
Graded Discussions
the Gradebook
Sort Student List

Click the drop-down arrow to display the list of students in the course.
Students are displayed according to the section shown in the Gradebook. For instance, if you
want to view submissions from all students and you have sections in your course, make sure to
choose All Sections in the Student Names drop-down menu.
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View Assignment Indicators

For easy identification, each student is identified with a assignment submission status next to his
or her name:
•
•
•

A checkBox With green tick indicates the assignm ent has been graded
An Check Box with dotted line corners indicates the assignm ent has not been graded or has
been re-submitted
An checkBox with Dotted line corners indicates the assignment has not been submitted

Note: When you Hover over to the student name it indicates the status of that student.
Evaluate Individual Assignments

SpeedGrader opens the assignment for the first student listed in the student list, arranged
alphabetically by last name.
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View Student Submission

View the student's assignment in the main body of SpeedGrader.
To provide comments on the assignment, you can:
Download the submission, put feedback on the document, and re-upload the submission
View Submission Details

When you open SpeedGrader™ for a particular assignment, you will see each individual
submission, the date and time that it was submitted [1], and a red notification if the assignment
was submitted after the due date [2].
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Evaluate Multiple Submissions

If a student has submitted more than one assignment, the submission view will include a
drop-down menu [1] where you can view prior submissions.
By default, the date of the most recent assignment will always be shown first. Arrivu LMS will warn
you if you are not viewing the most recent submission [2].
Assign a grade

To submit a grade for the student's assignment, enter the grade in the grade field [1].
If a Rubric is attached to the assignment, you can click the View Rubric button [2] to evaluate the
assignment.
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Provide feed back

If you would like to submit a comment on the evaluated assignment, type in the Add a Comment
field [1]. You can also attach a file or a media comment by clicking one of the media icons [2].
When you are ready to submit your comment, click the Submit Comment button [3].
You can view any existing comments from the student, as well as new comments you post on the
assignment, in the Discussions area [4]. Comments on assignments will also appear as a new
thread in Conversations.
View assignments for next student

When you are finished grading an assignment, you can view the next student's submission by
clicking the arrow button next to the student list.
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Evaluate Group assignments

When evaluating group assignments, the SpeedGrader drop-down menu will display the name of
each group instead of each student.
Evaluating group assignments is the same process as individual students. You can mark up
documents directly or download them for feedback, enter grades and view the rubric, and post
and view comments.
Send a Group Feedback

Please note that with group assignments, group feedback is sent to all students in the group.
Reminder: Group assignment grading only applies when the assign grades individually option is
NOT selected while creating the group assignment.
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How do I open a Rubric in SpeedGrader?
If you have added a rubric to an assignment, you can view the rubric in SpeedGrader.
Note: If you intend to use a rubric for grading, be sure to select the Use this rubric for assignment
grading checkbox when adding a rubric to an assignment.
Open Assignments

Click the assignments link in course navigation.
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View Assignments

Click the assignment title to open the assignment.
Open SpeedGrader

SpeedGrader will be available in every graded assignment, including quizzes or graded
discussions.
Open SpeedGrader from a Graded Assignment or Quiz
Within a graded assignment or quiz, the SpeedGrader™ link will appear in the sidebar under
Related Items.
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View Rubric

Click the View Rubric button
Evaluate the Assignment

Use the rubric to evaluate the assignment. Select the grade for each criteria by clicking the
appropriate category. Click the Save button to save the grade.
Note: If you intend to use a rubric for grading, be sure to select the Use this rubric for assignment
grading check box when adding a rubric to an assignment in order to use SpeedGrader™ for
grading purposes.
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View Grade

View the grade.
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How do I leave feedback for my students in SpeedGrader?
You can leave feedback for your students using text, an attached file, video, or audio.
Open SpeedGrader

SpeedGrader will be available in every graded assignment, including quizzes or graded
discussions.
Open SpeedGrader from a Graded Assignment or Quiz
Within a graded assignment or quiz, the SpeedGrader™ link will appear in the sidebar under
Related Items.
Add Text Comment

To add a comment to the assignment, enter text in the add a comment field [1]. To expand the
size of the comment field, click and drag the corner of the text box [2].
Note: You can submit up to 16384 characters in the comment field.
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Add File Comment

To attach a file to the comment, click the Paper icon [1].
Submit Comment

Click the submit comment button.
View Comments

Comments will be organized chronologically with the older comments appearing near the top and
the newer comments appearing at the bottom .
Note: Depending on the size of your browser window, comments within the SpeedGrader™
Discussion box may appear to be limited. You can use the scrollbar [1] within the Discussion box
to view additional or longer comments.
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How do I view past versions of submissions in SpeedGrader?
You can view past versions of a student's assignment or quiz submission in SpeedGrader.
Open SpeedGrader

SpeedGrader will be available in every graded assignment, including quizzes or graded
discussions.
Open SpeedGrader from a Graded Assignment or Quiz
Within a graded assignment or quiz, the SpeedGrader™ link will appear in the sidebar under
Related Items.
View Submission

Select the Submission to view drop-down menu to view multiple subm ission from a single
student.
Select the Submission

Click the submission you wish to view. It will automatically appear in the SpeedGrader
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How do I download Assignments in SpeedGrader?
If a student or a student group has submitted a file upload for an assignment, you can choose to
download it to your local computer for grading.
Open Assignments

Click the assignments link in course navigation.
View Assignments

Click the assignment title to open the assignment.
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Download Individual Submissions

If you want to download individual student submissions one at a time or only download specific
student assignments, click the SpeedGrader link.
Download Assignment File

In the sidebar, click the File Download icon next to the assignment file.
Note: The location of this download is the same for both individual student and group
assignments.
Download All Submissions

If you want to download all student submissions together, click the Download Submissions link.
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Download Group Zip file

Arrivu LMS will generate the assignment submissions together and download them to your
computer as a .zip file. You can view the status of the download in the progress bar [1] and also by
download percentage [2].
Open a zip file

When the file is finished processing, download the file by clicking the Click here to download link
[1].
Arrivu LMS will also include the size of the download file as part of the link for your reference.
Click the X icon to close the download window [2].
View Downloaded Zip file

View the downloaded Assignment Submission Zip file in downloads.
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View Submission Files

Locate and open the downloaded .zip file (submissions.zip) on your computer.
In bulk downloads, note that Arrivu LMS automatically amends the file name for each submission
type:
•
•

For group assignments, the file name will include the name of the assigned group.
For individual student assignments, the file name will include the name of the student (last
name first).
Upload Assignments

If you made comments on the downloaded files, you can easily re-upload them to Arrivu LMS for
your students by clicking the Re-Upload Submissions link.
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Choose ZIP File

To successfully re-upload your files, you need to compress all your files back into a .zip file.
Locate and upload your .zip file by clicking the Choose File or Browse button, depending on which
browser you are using.
Note: Arrivu LMS can only re-upload files that retain their original file names. If you changed any of
the file names associated with the assignment, you will need to change the names back to how
they were when you downloaded them.
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Upload Files

Click the Upload Files button to upload your .zip file to Arrivu LMS.
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How do I sort Assignments in SpeedGrader?
For easier grading, you can sort assignments by student name [alphabetically], the date they
submitted the assignment, or by submission status. If your course has sections, you can sort
Assignments by section.
Open SpeedGrader Settings

Click the Settings link to open SpeedGrader™ Options.
Set SpeedGrader™ Options

Select the drop-down menu to open the sorting options for the student list.
Select Option

Click the option you want to sort the student list by.
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Save Settings

Click the save Settings button to set the SpeedGrader options.
Sort Assignments by Section

In the student drop-down menu, locate Showing: All Sections. Here you can choose the correct
section to grade assignments.
Note: If your course has sections, you will be able to sort assignments by section.
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How do I get back to the Course Home Page from SpeedGrader?
You can get back to the Course Home Page from SpeedGrader in the navigation menu.
Open Course Home Page

Click the Course Home link next to the Student list to open the course home page.
View course home page

View the Course Home page.
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How do I find a student submission in SpeedGrader ?
SpeedGrader™ gives you an overview of student submissions for an assignment.

Open Assignments

Click the assignments link in course navigation.
View Assignments

Click the assignment title to open the assignment.
How do I find a student submission in SpeedGrader ?
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Open SpeedGrader

The sidebar will show you how many submissions have been submitted and graded, if any [1].
Click the SpeedGrader™ link [2].

Open Student Drop-down Menu

Click the drop-down menu to open the list of students.

Find Submitted Assignments

For easy identification, each student is identified with a assignment submission status next to his
or her name:
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•
•
•

A checkBox With green tick indicates the assignment has been graded
An Check Box with line corners indicates the assignment has not been graded or has been
re-submitted
An checkBox with Dotted line corners indicates the assignment has not been submitted

Note: When you Hover over to the student name it indicates the status of that student.
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How do I track my progress and the average grade in SpeedGrader?
For each assignment, SpeedGrader™ gives you an overview of how many student submissions
have received grades and what the average grade is.

Open SpeedGrader

Click the SpeedGrader™ link [.

View Progress

Track your progress by locating the number of student submissions you've graded [1] and the
average grade received [2].
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How do I mute or unmute an Assignment in SpeedGrader?
By default, Arrivu LMS allows students to see assignment grades as soon as you have graded the
assignment. In some cases, however, you may wish to hold student grades until all assignments
have been graded, and then release grades to all students at the same time. To hide student
grades temporarily, you can choose to mark an assignment as "muted".
A muted assignment displays a "mute" icon on the student grades page so students know the
assignment is muted.
A muted assignment will not send out grade change notifications or any of your comments until
the assignment is unmuted.
Muting should only be used to temporarily block grading work in progress from student view. It
should not be used to conceal grades for longer than reasonably necessary.
Note: Students can still submit muted assignments.
Open Assignments

Click the assignments link in course navigation.
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View Assignments

Click the assignment title to open the assignment.
Mute Assignment

Click the Mute Assignment link.
Confirm Mute Assignment

A notification window will verify you want to mute the assignment. Click the Mute Assignment
button.
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Note: Students will be unable to view their grades until the assignment is unmuted.
Student View

The Mute icon will appear next to the title of the muted assignment. If a student tries to click on the
mute button, a popup dialog informs the student that the Instructor is working on the grades for
that assignment.
Note: The Mute icon will appear with the assignment in every instance throughout Arrivu LMS. In
this example, for instance, the icon is displayed next to the assignment in Grades, but the icon will
also appear next to the assignment in Assignments.
Unmute Assignments

To unmute the assignment and release grades to the students, open the assignment in
SpeedGrader™ and click the Unmute Assignment link.
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How do I hide student names in SpeedGrader ?
If you want to grade assignments without knowing who submitted them, you can hide student
names in SpeedGrader™.
Open SpeedGrader

Click the SpeedGrader™ link .

Open Settings

Click the Settings link next to the Wrench icon to open SpeedGrader™ Options.
Hide Student Names in the SpeedGrader

Click the checkbox next to Hide student names in the SpeedGrader to hide the student names.
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Save Settings

Click the Save Settings button.
View Student Submission Drop-down Menu

View the student drop-down menu and verify that all student names are hidden. You can also hide
student names in the Gradebook.
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What is Syllabus?
The Syllabus in Arrivu LMS makes it easy to communicate to your students exactly what will be
required of them throughout the course in chronological order.
Locate Syllabus Link

Click the Syllabus link in the course navigation.
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View Syllabus

To edit the Syllabus, click Edit Syllabus Description [1].
There are three main parts:
•
•
•

a calendar and weighted assignment groups [2],
a syllabus description [3],
and a syllabus table automatically managed by Arrivu LMS [4].
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View Syllabus Description

The syllabus description is where you can post your course description, a brief introduction, class
guidelines, weekly reminders, and other important information. You can copy content from Word
documents directly into the Rich Content Editor or create original content inside of the Rich
Content Editor. You can also link to your Syllabus by uploading it into Files.
View Calendar and Weighted Assignment Groups

The Calendar and Weighted Assignment Groups section will display information about course
events and grading. The assignment group information can be edited in the Assignments feature
while the Calendar information can be edited in both the Assignments and Calendar features. Any
changes made will be reflected in the Syllabus.
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View Syllabus Table

Any course assignment or event will be listed in the bottom half of the Syllabus page with the
undated items appearing at the bottom [1]. Changes to these dated events can be made in both
the Assignments and Calendar features and will be automatically updated in the Syllabus.
View Public Course Syllabus settings

You can choose to make your syllabus public so that people who aren't enrolled in your course
can view more information about the course. In your course settings, you can select the Make the
syllabus for this course publicly visible check box to make your syllabus public.
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When would I use the Syllabus?
In this lesson, you will learn the many ways you can use the Syllabus.

View Syllabus

Use the Syllabus to:
•
•
•
•
•

Post an introduction to your course and pesky policies.
Introduce yourself to your students.
See the Assignments and the due dates.
Display all of the upcoming Assignments and events in your course.
Display information about your course publicly using the public syllabus course setting.
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How do I edit the Syllabus description?
Editing the Syllabus allows you to link files, images, other course content in your Syllabus
Description by uploading them using the Content Selector.
Open Syllabus

Click the Syllabus link in the course navigation.
Edit Syllabus Description

Click the Edit Syllabus Description button.
How do I edit the Syllabus description?
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Edit Syllabus Description Using the Rich Content Editor

Edit the syllabus description using the Rich Content Editor.
You can post your course description, a brief introduction, class guidelines, weekly reminders,
and other important information in the Syllabus Description. You can copy content from Word
documents directly into the Rich Content Editor or create original content inside of the Rich
Content Editor. You can also use the Rich Content Editor to embed videos and input HTML.
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Add PDF or Word Document to your Syllabus Description

Within the Content Selector, click Files [1] tab. There you can upload a new file or select files you
have uploaded previously. Click and highlight the text in the Rich Content Editor you want users
to click on to download the syllabus [2]. Click the file in the Content Selector [3] and the text will
turn blue noting the link is downloadable.
Update Syllabus

Once you have completed your Syllabus Description, click Update Syllabus.
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View Syllabus

View the syllabus description.
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How do I navigate Syllabus table and Calender ?
Open Syllabus

Click the Syllabus link in the course navigation.
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Navigate the syllabus table

The Syllabus is automatically generated for the course and contains a list of assignments and
due dates in a table. Click the assignment title to view the details of the assignment [1].

Navigate Syllabus Calendar

The Syllabus calendar highlights the due dates of all the assignments. Dates which have an
assignment due while be shaded in a darker grey color [1]. Hovering over that date will highlight
the corresponding assignment in the Syllabus table.
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What is Wiki Tools?
The Wizard tools are another handy tool to help speed up course development. This LTI tool has
three parts:
•
•
•

Page Templates
Modules
Image

The Page Templates portion of the wizard allows you to create a Primary and Secondary template
page using the Content Tools.
The Modules portion of the wizard allows you to create or add existing modules, add template
pages and add shells for Assignments, Quizzes and Discussions.
The Images portion of the wizard allows you to upload, crop and send images to curse files.
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How do I use Page Template?
The Page Templates portion of the wizard allows you to create a primary and secondary
templates page using the Content Tools that you can duplicate later using the modules aspect of
the Wizard or through the Existing Content feature in the Content Tools.
Open Wiki Tool

Click the Wiki Tool link in the course navigation.
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Open Page Templates

Click the Page Templates Tab.
You can create a primary and secondary template pages using the Content Tools.
Create Primary Template Page

Add content and styles to the page using the content tools.
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1. If the template page already exists, the button will be gray
2. If not, it will be blue
Both buttons will open a page for editing in a new tab. All of the Content Tools can then be used to
create your primary or secondary Templates.
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How do I use Image option in Wiki Tool?
This tool allows you to crop and resize an image and upload it to your course files.
This tool includes image aspect ratios related to the front page themes that can be created by the
Arrivu Apps Custom Tools.
Open Wiki Tool

Click the Wiki Tool link in the course navigation.
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Open Images

Choose the Images Tab.
You can select an image [1] and upload it into the course files.
Click the Browse button to upload images.
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Choose file

Choose the image file from local system and click Open button.
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Crop your image

1. You can crop your image using the ratio details.
2. Give the name of your image
3. Mention the output dimensions of the image
4. Click Add Image button to upload images to the course files.
View Image

View the uploaded image.
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How do I use Modules on wiki Tool?
You can create or add existing modules, add template pages and add shells for Assignments,
Quizzes and Discussions.
Open Wiki Tool

Click the Wiki Tool link in the course navigation.
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Open Modules

Click the Modules Tab.
1.
2.
3.

You can Add new and Update Existing modules.
View all the modules in your course.
You can Expand or Collapse all the module items in your course.
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Add new modules

Click the Add New Modules button.
1.
2.
3.

Choose the Number of Modules you wish to create
Choose the Start Numbering at value you wish to create
Choose a Module Prefix (this will be added at the beginning of the modules and items that
are created). Options includes
> Module, Unit, Week, Section, Chapter, Part, Day, Topic, Objective, Outcome
4. Choose to include the Primary Template , you can add multiple Secondary Pages if the
template exists
5. Select the number of Assignments, Discussions or Quizzes that you want to start with
6. When you have made your selections click the Generate Module List button to customize
each module
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View Modules

View the modules.
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1.

Each module will be listed with the Module Prefix you selected

2.
3.
4.
5.

The module number will increase from 1 to the number of modules entered in step 1
Type in the title for the module
Adjust Assignment, Discussions and Quizzes for each module
When all of your modules are ready, click the Add Modules to Course button at the top or
bottom of the modules list and the modules will be created in your course.

View Progress Status

View the progress of Module creation status
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View Modules

Click the Classes link [1] in the course navigation.
View the newly Created modules [2] and existing modules [3].
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View Modules

Click the Modules Link [1] in the Course navigation.
View the modules details on right side screen [2].
View the module's title [3] and number of Assignments, Discussions and Quiz [4] details.
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