Control Panel: User Management
Goucher College

User Management Students are added to the course automatically by the system prior to the beginning
of the semester. User Management is useful to add or remove students, or modify
their status if needed.

ED_677_001_06SP: Special Projects - adriana val {Instructor)

The User
Management area is | IR
located on the right External Links List / Modify Users Remove Users from Course
side of the screen in PowerPoints Enroll User Manage Groups
the Control Panel.
_ Test Manager Gradehook
Discussion Board Survey Manager Gradehook Views
Collaboration Pool Manager Performance Dashboard
Digital Drophox Course Statistics
Glossary Manager
Woice Announcements _
Support Contact System Administrator

— Manual Quick Tutorials
Course Copy

Search for Users

Click on List/ User Management
Modify Users List / Modify Users Remove Users from Course
Enroll Manage Groups

The List / Modify
Users page opens. Bl List / Modify Users

This page lists only
the users enrolled in
the course. —> | Gear)

Search by: I@ Last Name () Usemame () Email I

SEARCH | STARTSWITH | ADVANCED ‘ LIST ALL ‘

By default, the page
opens with the D
Search tab, and the
default search option
is by Last Name.

[E List / Modify Users
Clicking on Search

Without typing a name SEARCH | starTswatH | Apvamwceo | usTaLL

will show all — 1%*%)

participants in the sesren vy @ vastriame O vsemame O eman

course, listed by last 2 usere locatod.

name. Displaying racords 1-2.
Smith, Frank noemailfFgoucher edu Student
val, adriana adriana.valf@goucher. edu Instructar




Type the last name of
the participant and
click on Search

Note: OK will take
you back to the
Control Panel.

[EJ List / Modify Users

| sTRTSWITH | AovanceD | LsTALL
_ﬁmith

Search by Usemame 'OEmaiI :

oK )
[ List / Modify Users
The user name
appears. This view
details the username, =R
email and role. Zmith
. Search by: @Last Name OUsername OEmaiI
Note: For security
reasons the student’s 1 ocated
username has been e OCaied.
€ rased ' Hame Username Email Raole
noemaii@goucher edy Studert
T oK )
EQl List f Modify Users
Instructors may also
type the Username or SEARCH | sartswitn | apvancep | usTALL
Emall and CI'Ck on adriana.val@goucher. edu
Search. Search by: O Last Name iLlsem}@Emau
1 users located.
Displaying recards 1-1
Hame Username Email Role
val, adriana adriana.val@@goucher. edu Instructor
oK )
EQ List f Modify Users
Select the tab Starts
With SEARCH ADVANCED | LISTALL
USing the firSt Ietter Enter the first characters of the last name.
and clicking on Wi ?
Search will list all
participants with last | 1userslocated.
nameS Starting With Displaying records 1-1.
Name Usernarmme Ermzil Role
the chosen letter. — =
Smith, Frank noemail@gaucher edu Student
Note: Instructors do oK )

not have access to
passwords, only
administrators.




Select the tab
Advanced

Type a letter in
Containing, and the
number of days the
participant has been
active. Click on
Search.

The page will list all

[EQ List f Modify Users

SEARCH

| STARTS WITH || LIST ALL

C""_,S ( o

Active within the past |10

days +

2 users located.
Dizplaying records 1-2.

Mame Username Erm=il Role
Abras, Chadia cabras@@goucher. edu Instructaor
Smith, Frank noemailé@goucher. edu Student

(Pssswud)

( Properties )

(Pssswud)

( Properties )

participants matching ok )
your criteria.
[EE List / Modify Users
Select List All and
CI ick Search SEARCH | STARTSWATH | ADVANCED
Mote: Depending on the number of records, this function may
take some time to process. Click List All to show the list
This page will show
all participants in the | Zuserslocated.
course, students and tams esnans
H Srrith, Frank noermaldgaucher edy Student
InStrUCtorS val, adriana adriana.valZ@goucher edu Instructor Cm) CW
oK )
Properties and Modify User Properties
[ List / Modify Users
Click on Properties
SEARCH STARTSWITH | ADVANCED | LISTALL
Search by @Last Hame OUsername OEmaiI
2 users located.
Dizplaying records 1-2.
Hame Usernames Email Fole
Smith, Frank zappa noermailEgoucher.edy Student Properties
val, adriana arvald0 adriana valf@goucher edu Instructor Eh!




The Modify User
Properties page
opens.

Instructors may
change the Role of
the student from this
page. For example a
graduate student may
be assigned as
teaching assistant or
grader.

By default the
changes in role affect
only the course in
which it was
modified.

Click Submit if
changes have been
made.

SPECIAL PROJECTS » COWTROL PANEL » LIST/MODIFY USERS » MODIFY USER PROPERTIES

[EJ Modify User Properties

© Personal Information

“First Name
Middle Name

"Last Name
Email

Student ID

@ Account Information

“Username

€© Personal Information
Wehsite
@ Role and Availability

Role

O Course Builder O Grader O Guest O Instructor] O Teaching Assistant

Frank

Srith
noemail@goucher. edu

Frank

Available (this course only)

Yes v

© Submit

" Requird Field

Click Submit to finish. Click Cancel to quit.

Cancel Submit
e g il

A receipt is given
with the changes
made.

SPECIAL FROJECTS » CONTROL PAMEL > LIST/MODIFY USERS

[EQ List / Modify Users

User information updated.

Mame: Frank Smith

Email: noemaili@goucher.edu

Student ID: Frank

. U :
Click OK oﬁﬁiﬁi?fme Student

Course Role Available: Y

Z006-10-23 10:28:14 At

QK )
Click OK to go to [ List / Modify Users
Control Panel and
exit this page. .
SEARCH STARTS WITH ADVANCED LISTALL

Gearch by: (& Last Hame (O Usename ) Email

=




Enroll User

Enroll

This feature is used if you need to enroll a participant manually. All your participants
are usually enrolled automatically in your course as soon as they register for class.

Click on Enroll User

User Management
List / Modify Users

Remove Users from Course

Manage Groups

Enrgll User

J

Search:

Type last name,
username or email,
and click on Search.

The list of users
located will be
displayed. Instructors
may ADD
participants by
selecting the square.

Note: Names from
this page have been
erased to protect the
privacy of the
students.

EQ Enroll User

SEARCH

) LLopez

Search by

| STARTS WITH

=
@LastName OUsername OEmaiI “

A

| LIST ALL

3 users located.
Displaying records 1-2.

Add Name Username Email Role

MNaone
MNaone

Maone

Cancel ) Submit )

Start with will show
all students who
match the search
category. Instructors
will have to view
several pages of
students’ lists.

SPECIAL PROJECTS » CONTROL PANEL » ENROLL USER

[ Enroll User

SEARCH | STARTS WITH |LBTALL

Enter the first characters of the last name.

Stanswith |3

839 users located.

Uisplaying records 1-25.

List All will display
all students within the
system. It may take a
while to display.

SPECIAL PROJECTS » CONTROL PAMEL > ENROLL USER

[ Enroll User

SEARCH | sTARTSWITH | LIST ALL

Note: Depending on the number of records, this function may
take some time to process. Click List All to show the list.

7611 users located.

Add Name Username Ermzil Raole




Click OK to go to
Control Panel.

SPECIAL PROJECTS » CONTROL PANEL > ENROLL USER

(3 Enroll User

SEARCH | smmTswmi | usTaL

()
@ Last Name O Usemame O Email

Search by:

5

Remove User

Click on Remove
Users from Course

User Management

List / Modify Users

Hemove Users from Course

Enroll User

Manage Groups

G

Click on Search, it
will display the list of
students in the course.

The other options
work the same way as
explained above.

$PECIAL PROJECTS » CONTROL PAMEL » REMOVE USERS FROM COURSE

(] Remove Users from Course

SEARCH | STARTS WITH

| | (S
searchby. () Lagthame (O Usemame O Email “

ADVANCED '| LISTALL

ok )

B3 Remove Users from Course
The Remove Users
from Course page
Opens SEARCH | STARTSWITH | ADVANCED '| LIST ALL

|Gam)

Check the square and seahby:  © Lasthame O usemame O Ema
type “Yes” as it
appears next to the 2 users located.
tethOX Dizplaying records 1-2.

Remowe Hame Username Email Riole

|| k S bmlt (_ Smith, Frank noermail@@goucher. edu Student

Click Su noemail@goucher.edu

O val, adriana adriana.val@goucher edu Instructor
Note: Removing a
user is flnal, it will Tyne the word Yes {_
erase a” information Click Submit to remove selected itemns

Cancel ) Subimit

about the person.
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