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Introduction

This guide is designed telp youuse the Labyrinth eLalw{vw.labyrinthelab.om) learning platform. It
provides an overview of eLab as well as detailed information on content, assignments, tests, and
grading.Alearneruser guide for eLab issailable and yu may want to revievit prior to the start of
your course. For convenieacpenty oflearnerview screenshotsra included in this user guide.

SystemRequirements

eLab is completely wehosted and requires no indtation at your instituton. You and youearners can
access eLab from any web browser on any computer. Thevialigable lists the programs required for
viewing the various files and content.

eLab System Requirements

Requirements Details

Web Browser 1 Internet Explorer @ (HML5 contentis displayed using Flash for IE8.IE10 the
gradebook is not fully compatid)

9 Edge (The gradebook is not compatible.)

i Firefox 2624 (HTML5 conteris displayed using Flash for Firefox28.)

9 GoogleChrome 25.0 or higher

PDF File Viewer | A PDF file viewer such as Adobe Acrobat Reader or Peeéted to open overview
presentatons (earnerview), which are saveith PDRo ensureoptimal viewingon
anyof web browser

Adobe Flash Flash is eeded to view simulation, hotspot, sequenegd matching questions, as
Player well as video tutorialsreated for Office 2013 and earlierrdgent.

Multimedia content associated with books published after 2013 was created i
HTML5 and Flash is not required.

Microsoft Word | Minimum version required is WorddB3Needed to view various supplementary
files, such as the course syllabus

The recommeded <reen resolution for eLab is 1440 x 990 and the minimum requirement is 1280 x
768. The recommended setting will allgwu to view the test questions without haygro scroll. If you
choose a different resolution, you can still view the test questibosyou may have to scroll down to
see anygiven question in its entirety.

Tip! Set your resolution as high as possible for optimal viewing.
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http://www.labyrinthelab.com/

Homepage

To access eLabo towww.labyiinthelab.com The eLab homepad®&s been redesigned arfidatures a

visually appealing and intuitive interface. It was carefully designde tas easy to use as pdssi

e

SIGN IN

Email
Password

Forgot Password?

[ Remember me

Help o

REGISTER AS NEW USER

Learner
Educator

Find out more

<&
LABYRINTH

LEARNING

& AboutUs | & Support | & ContactUs

Learners and instructors can access the learner user guide from the eLab homeéli@ddelpat the

top right of the page, then LearneeBources. It is only after an instructor logs in that he/she has access
to the instructor user guide. Your lewars will never have access to the instructor user guide. Under
Help, you can also dowrdd Irstructor Support Materials, student exercises filaad more.

X Help @

Sign In
‘R AS NEW USER
System Check
Course Registration
o FAQs
Support
elab Blog
tor
About Us
About eLab

t more Learner Resources

Educator Resources

Labyrinth Learimg

& AboutUs | ‘& Support | & ContactUs

Purchase a License Key

Purchase an eLab license key her}

Check if your computer
is compatible with eLab.

Have a question about eLab? Ca
Tech Support.

Go here to download Student
Exercise File®r your bak.

Download Instructor
SupportMaterials here.
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Registering in eLab

Registering with eLab is easy and only takes a few minutes. Your accoue adtivated within 24
business hours of you submitting the completed registration fovtouregister for eLab on the
homepage. To registeclickthe Educator button under REGISTER AS NEW U8&RKes you to the
CreateAccount page.

Tip! Choose password that you will remember. Passwords mugsdis alphanumerical
characters andnay indudethe symbols |@#3$%&*:;?/"+=.

CREATE ACCOUNT

First Name Last Name
Institution

Email

Password

Confirm Password

Zip/Postal Code Country

City State

CREATE ACCOUNT

Fill out the form, then clicKREATE ACCOUNWithin a few minutes, you will receive amsil

confirming that your form hasden received. The nextmail you receive, within 24 business hours, will
include confirnation that your account is active. If yoagister over a weekend or on a holiday, you will
receive notice of activation on the next business day.

Logging In
Once youhave registered with eLab and received confirmation of your account activation, yoaae r
to log in.
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SIGNIN

Email Ve ~
| Enteryour email and

\ password, and clicBIGN IN

Password N Y,

A

Forgot Password?

[0 Remember me m

After you click Sign In, you will be sent to the My Courses page. From this page, you can:

Manage your accountView your available courses angloaded files, edit your profile, change
your account settings, and changeuygassword.

Communicate with yourlearners: Receive notices such as when assignments and tests are
submitted andcreate announcements fdearners such as a snow day or an assignt

extension.

Manage your courseCreate a new course section, mandgaching assistan, and create and
view reports.

Get help:View help topics on frequently asked questions, access this user guide, and contact
technical support.

Tip! From any othefocation, you can return to the mapagewhere your courses
and associted sections arésted, by clicking the.istlink at the top right.

My Account

Profile

In the Profile section, you can view the profile you created when you signed up for eL&lth€liedit
button to make any changetgkingnote of the mandatory fields. In the Settys setion, you can create
course categories and create alerts fearners.

Change Password
Changing your password is easy. Simply enter your existing passwortdemdrter and confirm your
new password. Click Submit &pplyyour new password.
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Courses Sklls Evals

Courses & Skills Evals From the Course & Skills Evals section (in the left navigation pane), you

List can view your existing courses, create a new course/section, create
New shared ourses, and manage your class files.

Shared (1)*

Video Library

Course Materials & Files

List

Gourse Organization
On the List page, coursandsections appear under categories in greenish bars. Below, yosewitivo
categoriex; SPRING 201ahd FALL 2(i¢ and the associated course(s)/section(s) faclk.

The FALL 2017 categor
has 1course.

TheSPRING 2017 category
has 3 different courses.

FALL 2017

Microsoft Word 2013 (WRD-13)

Assignments | = Tests |~ Gradebook |~ Manage | = View as Learner | Edit Content

SPRING 2017

BAF with M5 Office 2016 - Ready To Go Course (BAF-16)

Assignments | = Tests | = Gradebook |~ Manage | = View as Learner | Edit Content

Clickoce to
hidel y Ré
to unhide
categoies

BAF with MS Office 2016 (BAF-16)

Assignments | = Tests | = Gradebook |~ Manage | = View as Learner | Edit Content

Excel 2016 (EX-16)

Assignments | = Tests | = Gradebook |~ Manage | * View as Learner | Edit Content

BASIC COMPUTER SKILLS )+

Draga categoryto move it to another place
on yourListpage.

Clicking a section title takes you to the learner view. A new browser tadrfew browser window,
depending on your web browser) opens and you can toggle between instructdeamar views. You
may want to use this feature to view the ova@w presentations, video tutorials, learner assignment
area, and more so you can familise yourself with the learner experience of eLab. This feature is also a
neat way to view how learnensgill see the tests and assignments you create.
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Section Organizabn

Each course section includes six links: Gradebook, Assignments, Tests, Manage L\éa@veia and

Edit Content. Use these links to build and manage your colicsget to a specific aaewithin the
Assignments, for example, click the arrow to exparemenu of related options. This can be used as a
shortcut.

Assignments ETests | = Gradebook |+ Manage |« View as Learner | Edit Content

Create Mew Assignment
5 2E (EC52-13)

ook | = Manage |« View as Learner | Edit Content

Assignment Library
Global Settings

Click View as LearnertaperS y OS S[ 6 | & @2dzNJ f SINYSNE R2¢ LGQa

Tip! You can also click the section title hyperlink to view the course exactlyraertedo.

Toggling Among Sections

If you have multiple sections of a course, you widl aegries of tabs at the top of the page when you
enter one section. You can togglmang sections with a click of the mouse button, making it easy for
you to comparecourse sections.

[ Active ourse ]

7641-Days 6888-Online

Gradebook Assignments Tests Manage View as Learner Edit Content
A

Active tab

In this illustration, the instructor is viewing the Assignmeragefor one of the two sections dheir
course. The active section tab and the active task tab are marked as chosen. The section tab is
highlighted (dark blue backpgund) and the active tab is white (not gray).

You can also toggle among different cowsmder the same category. So, if ybave a category called
Fall 2018 with courses for Excel 2016, Word 2016, Access 2016, and PowerPoint 2016, you can toggle
among hese with ease.

Tip! Create categories to suit your individual needs.

New

Qreate a Couse
Qreating a new course is easy.€lNew area allows you to choose from available eLab courses. Once
you have chosen your course, you can edit the description amek atetails about the course.
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Create Course/Evaluation

What do you want to create?
A COURSE:

® Using Labyrinth's pre-built course repository (these courses can be customized)
O By copying an existing course (commonly used for creating a new term or section of the same course)

© From Scratch (creates a course framework but includes no content)

A SKILLS EVALUATION GROUP:
O By creating a new skills evaluation group (you select from our question library and/or add your own questions)

@) By copying an existing skills evaluation group (commonly used for creating new term of the same evaluation)

Click the Create Course/Evaluation link, choose theediesgtion, and click Submit.

This setion will review the above options for creating a new eLab course. View the eLab SET guide in
0§KS AvyaidNHzO (G 2 NXigimatio® éhZreafiny a SEVAIJatioR tdlde far yesting purposes.

Creating a Course frao the Course Repository
You carchoose to create your course based on a prebuilt (and customizable) course. Choose the first
option in the Create Course/Evaluation wow, which is selected by default, and click Submit.

Create Course/Evaluation

What do you want to create?

A COURSE,
®" Using Labyrinth's pre-built course repository (these courses can be customized)

O By copying an existing course (commonly used for creating a new term or section of the same course)

 From Scratch (creates a course framewaork but includes no content)

Step 1: Course DescriptiotFillin the form as appropriate andick Next.
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Step 1

Course Description

Choose a Course:* BAF with MS Office 2016 - Ready To Go Course b
Choose a Category:"0 EMICROSOFF OFFICE 2016 w
Course Name:™ BAF with MS Office 2016 - Ready To Go Course {Max. Length 60 Char)
Course ID:* O FALL
Course Section:* 2017 {Max. Length & Char)
Course Description: e —
v A | B F U #|=E = = = | styles * Paragraph  ~ FontFamily = FontSize -
XB A== |=E | L EF@m |A-T-
—Q@|x v |0 HS
This course teaches some of the most essential skills for using the programs of the Microsoft ~
Office 2016 Suite. In addition to exploring some of the features and capabilities that all the Office
programs share, you vill learn many skills specific to each program, like promoting and demoting
lists in Ward, creating simple farmulas in Excel, applying a theme in PowsrPaint, rearganizing
forms in Access, and much maore. Use this eLab course to set up your course, access introductory
presentations for each chapter, and complete assignments, quizzes, and tests. v
Send Enroliment @ Mo (O) Yes
Notification?: * @
Time Zone: oy i "
(GMT -4:0) Eastern Time | U show All Time Zones
Notes:

9 Choose a Cours€hoose the course you want to create.

1 Choose a CategorZhoose the default category (Instructaat€gory) you want to place the course
under or select Add New to create a new category.

GourseName:Add a new courseame or leave the default.

Course IDFill in the Course ID. You can make this up.

Course SectiorFill in the new Course Section. Youn caake this up.

Course Descriptionpdate the existing course degutibn as desired oleaveit asis.
SendEnroliment Notification:Select Yes to provide a custom welcome message sent to learners
upon enroliment in the course.

1 Time ZoneChange your tira zone; also reflected on your tests and assignments.

= =4 =4 4 =4

Step 2: Course SettingDetermineyour course settingsHere you indicate the content to copy
0lFraaArayySyidazr GSadax yR fSIENYAYy3I NBaz2dz2NOSaved 2KS
Step 3: Validat Course Verify the information from Stepl and2 andclick Save. eLab will createwo

newO 2 dzNA S deady fBraiesslB

Note! Depending on the amount of content in your existing course, it may take some time for
the new course to be created. Batipnt.
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Gopying an Existing Course
You can duplicate an existing course to be usedragaalater course or if you are teaching multiple

sections of a course during the same term. Choose the second option in the Create Course/Evaluation
window and clik Submit.

Create Course/Evaluation

What do you want to create?

A COURSE;
O g Labyrinth's pre-built course repository (these courses can be customized)

® By copying an existing course (commonly used for creating a new term or section of the same course)

O From Scratch (creates a course framewark but includes no content)

Step 1: Course DescriptiorFill in the form as appropriate and click Next.

Step 1

Course Description

Choose a Course:” Your Digital Foundation (DF-101) >
Choose a Category: * O BASIC COMPUTER SKILLS

Course Name:* Your Digital Foundation {Max. Length 60 Char)
Course ID:* @ DF

Course Section:” 101 {Max. Length & Char)

Course Description:

3 | B 7 O &8¢ | = | Styles - Paragraph - FontFamily ~ Font Size -
I 7 = PE 4 @ » 37 .

£ B|HizZi=|=E| | LESO@ AP

— z[d| = = |

Your Digital Feundation uses a combination of a highly visual instructional design, video tutorials, and
web simulaticns to teach key computer concepts and skills for today's digital world, Topics covered

include internal and external hardware, managing computer software, using the internet, file and
folder management, intellectual property, and more.

Send Enrollment @ No (O Yes

Notification?: * ©

Time Zone: (GMT -4:0) Eastern Time “| [ Show All Time Zones
Notes

1 Choase a CourseChoose the course you want to copy.

1 Choose a Categorghoose the category for your new course.

1 Course NameFill in a new course name or leathe default (name of the existing course).
1 Course IDFill in the course ID or leavbkd default, which is the ID of the existing course.

1 Course Sectiorfill in the new course section.

9 Course Descriptionpdate the course description as desired.
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Step2: Course SettingsDetermine your course settings. Hemadicatesthe content to copy
(assigments, tests, learning resources, teaching assistants, discussion forum) and set the course
start/end dates. You can use the same dates as the existing cousst wew dates. If the original
course you are copying has due daset for tests andssignmats, when you set the new course

start/end dates, this will only adjust the new tests and assignment due dates in the new course based on
the newstartanden®Rl 6§ S&® 2 KSy @&2dzQNBE NBI R&

g2

Y208 2ys Of A

Note! eLab does ridactor out weekendand hdidays when calculating dates for new courses.
If you find that an assignment/test becomes available or is due on -&ctowol day, you can change

the date maually.

Step 3: Validate CourseVerify the new course start/endates andclick SaveeLabwill create your new
FaaA3dyySyada o6ATF

course and update thedatéds2 NJ | f £ (Sada I yR

Note! Depending on the amount of conten your existing course, it may take some time
for the new course to be created. Bdipat.

From Scratch

Use this option to build aew shdl for your course. Later, you can add the files and content you desire.

Begin by filling in the basic informati about your course.

Choose a Category:* O Add New...

New Category Name:* WINTER 2017 {Max. Length 50 Char)

Course Name:* American Government {Max. Length 80 Char)
Course ID:* O FOLS
Course Section:* 1101

{Max. Length 8 Char}

Course Description:

Notification?: * @

Ti yid : = ;
fme fone (GMT -4:0) Eastern Time | [ show All Time Zones

d|B I U = |E = = E | styls v Paragraph = FontFamiy |~ FontSize
XB|FE=|=E9 o LEF@m AW
—<cE|x x|Q B3
This course provides students with a broad understanding of American overnment.
Throughout the semester, we will examine the origins, development, and functions of the executive,
judicial, and legislative branches of governent.

Send Enroliment @® No (O Yes

-

Labyrinth Learimg
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Here, a new course category for Winter 2016 was created. Alssdagldrethe course name, ID, section,
andRSAONALIIA2Yyd b21A0S GKS OANDEtSR GAég A02yad | 20SI
description of the associategm.

When you are finished entering the basic information, click Next to move to théye@gnent section.

Here, you begin addingeadings and content. Click the link next to the green plus sign in the left
navigation pane to open a menu of availableiops in the main window.

What type of resource would you like to add?*

-VO Table of Contents:

+ Add headings or content —
O File:

O Website URL:

O Other ToollAsset:

To add a file to this course, click in the radio buttonFileand an expanded window appears.

Browse for the file you want to attach;
it is pulled from the My Files area.

What type of resource would you like to add?*

OAe of Contents: 8r¥nse These optionghange depending on
® rie " DI e @ new NN which radio button chosen above.
O Website URL- Display it as a ?:* ® TextLink O Button
File Name:* {Max. Length 20 Char)
O other ToollAsset: .
Tooltip: {Max. Length 25 Char)
Sub-neading: | ra) .
Choose Ye® make tte file
Release to Learner? &5 s O Mo L available to youtearnels.

a5AaLt e Al | - Ké& hLIAZ2
Option Details
Text Link /] K22aS (KA& 2LXA2Yy a2 @2 dzNhawigatios
pane. Fill in the filename and description, and then click Submit.
Button Chooseth & 2LJ0A2Yy &2 @&2dz2NJ FAES | LILISIH
navigation pane. Fill in the filename and subtitle, and then click Submit.
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L Add headings or content

Work Readiness Skills <— Hlename
Tips on work-readiness

SharedCourses

Gourses can be shared with any other instructor with an eLab account. Once shared, instructors can
copy the course into their own account and modify it as desired.

Shared courses can be retracted by the sharing party at any time. However, if the repaityrigas
already copied the course, the copied course is how under the control of the receivigg fae copied
course cannot be retracted by the sharing party.

Sharing a Course
From the My Courses/Evaluations page, clickNfamagelink under the couse b share.

Excel 2016 (EX-16)

Assignments | * Tests |+ Gradebook |v|v View as Learner | Edit Content

Next, clickCourse/Evaluation Sharing

Edit Course Description Manage Learners Course Backup Delete/Reset Co
Following is the information your learners need to access your course.
Course URL: http://Ims.labyrinthelab.com/addcourse.php?code=XLDXh57e-14129
Course Code: KLDXh57e-14129
Course ID: EX
Course Section: 16
Course License key: NIA
Institutional License key: LTI-ELAB-4C2BF58
Time Zone; (GMT -4:0) Eastern Time (ECT)
Resource Sharing: | Course/Evaluation Sharing |

Enter the email address for the receivingpy. This email address must be associated with an active
account within eLab. Enter an access code of your choice, up to 10 alphanumeric characterheCheck
box to agree witlithe terms andconditions andselectSave
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Share My Resources

Access Code: O {Mszx. Length 10 Char)

Share Resources: Content to copy

Assignments

Tests

B &

Learning Resources

|

Discussion Forum

1 have read and agree with Labyrinth Learning’s ferms and conditions.

Once saved, you will see a conmfation on yourCourselink and ID tab.

@ The course is shared successfully.

Following is the information your learners need to access your course.

Course URL: http://Ims.labyrinthelab.com/addcourse.php?code=XLDXh57e-14129 Download Course

Course Code: HLDXh57e-14129

Course ID: EX

Course Section: 16

Course License key: MIA

Institutional License key: LTI-ELAB-4C2BF58

Time Zone: (GMT -4:0) Eastern Time (EDT)

Resource Sharing: Course/Evaluation Sharin Hide Details &
s Tnsctortam [t e (20 s Rsmrcss ——pccsscads— o]
1 Liza Rasberry 05:02 PM Assignments!Tests,I__earning View Resend »®

101212017 Resources,Discussion Forum

You can view youaccessode or resend it to the receiving party. If you would like to stop sharing your
course, selet Delete. This will remove the shared resource from the receiving parties account. Note that
if the receiving party has already copied the shared resource, the copy cannot be removed by the
sharing party.

Receiving a Shared Course

eLab userstthe receiing end of a shared resource Mihd it under the Shared linkithin the Courses
& Skills Evalsection of theleft navigation paneAn email containing an Access Code required to copy
the shared resource will be received at the same time.

Courses & Skills Evals
List

Mew

Shared (3)*

Video Library

Course Materials & Files

To copy tle shared item into your account, click Copy.
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Excel 2016 (EX-16)
Shared Resources: Assignments, Tests, Learning Resources Discussion Py
Farum

Add the Access Code from theraiil and click Suhit.

Excel 2016 {(EX-16)

Access Code: © :
Shared Resources: Assignments, Tests Learning Resources,Discussion X
Farum

You can now add your own course category, name, ID, section, and adjust settings. The remaining steps
are the same as copying an existimgise, coveed earlier in this user guide.

Step 1

Course Description

Choose a Course:* Excel 2016 (EX-16)

Choose a Category: * ©

Course Name:* Excel 2016 {Msx. Length 80 Char)

CourseID:* O EX

Course Section:* {Max. Length & Char)

Course Description: B | B 7 =

= | Styles ~  Paragraph ~ FontFamily |~ Font Size -

1=
L

¥ B |H == iE | | LB F @ | A--
— <[] H@

Microsoft Excel 2016: Comprehensive provides thorough, extensive training in Microsoft Excel "
2016, covering introductory through advanced topics while teaching the broader practical skill of
creating & variety of business documents. Level 1 introduces the fundamentals of Excel, such as
entering data into & worksheet and using functions to perform calculations. In Level 2, you will

learn to apply themes and cell styles to your spreadsheet, as well as create conditional formatting
rules. Finally, you will master creating custom filters and PivotTables in Level 2. Use this eLab

T S S

X

x»
-y
o]

coirmn mremme inbeadicban: mramanbobinne far anch chonbar —nd cammnlobs

Send Enroliment @ No () Yes
Notification?: * ©

Time Zone: -0 F
(GMT -4:0) Eastern Time | [ Show All Time Zones

Next == Cancel

Course Materials & Files

In the Course Materials & Files sectigou can add and organize files (such as reference documents or
tip sheets you have created) to be used in your courses. Store the files hetleegindse then in your
courses. Begin by clicking the My Files link under Account Management in the nawvjgaiso From

there you can create folders to organize files, add new files, delete unwanted files, and download files.
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Manage Folders and Files

+4 Create Folders
.i. Add New Files
% Delete

|: Download File

H|
"|_| -

1] Instructor Support Materials

7] CI15101 Files

Create/Manage Files

Task

Details

Crede a folder

- Click the Create Folders button.
- Enter the folder name and the parent folder namiec(eating a subfolder).
- Click the Create Folder button.

Add a file

- Click the Add New Files button.
- Follow the appropriate step:
o Firefox and ChromeDrag the @sired file(s) onto the gray area.
o All other browsers:Click in the gray area, navigate to thested file(s),
and doubleclick.
- Choose where to store the file(s) and click Add.

Delete a file

- Click next to thdile/folder you want to delete.
- Click the Dkete button.
- Click Yes to confirm the deletion.

Download a file

- Click next to the file/folder gu want to download.
- Click the Download File button.
- Choose to open or save as appropriate.

Communications

Communications
Categories & Aleris
View Alerts (58)*
Discussions *
Announcements
Course Mail

Surveys

Reports
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Categories & Alerts

Categories

The Course Categesd tab under Categories & Alerts allows you to create, edit, modify, and rearrange

the categories wsed to organize your eLab courses. Here, you can rename or delete categories by clicking
the Edit icon.

Category Name: MICROSOFT OFFICE 2016
Category Display Order: |1
Category Widget Open: ®ves O No

Hide Category: Oyes ®nNo .
Just type the new name in the box

“ and click OK. Or, click Close to canc

To move a course or course section to a differeategory, click the Manage link for that course/section
from the My Courses page and then gahe EditCourse Description tab and change the category field.
Click Save to apply the change.

Alerts

You can configure eLab to notify you when certain eveatsettaken place, such as when assignments
or tests are submitted or when learners join or legeer class. There is even an alert for when a
learner has posted in the discussion forum and whenlyae new Course Mail. Simply choose your
desired options ad click Save.

Course Categories Alerts

Assignment

Notify Me When Yes No
1. There is a new assignment submission (O] 0
2 An Assignment has been graded by Teaching Assistant @] (O]
Test

Notify Me When Yes No
1. There is a new test submission (O] @]
Manage Students

Notify Me When Yes No
1. Anew Student has registered in your course (O] @]
2 A Student drops a course @] (O]
Discussion Forum

Notify Me When Yes Ho
1. Anew post has been added. (O] @]
Course Mail

Notify Me When Yes Ho
1. Anew course has been shared @] (O]
2 Anew mail is received. (O] 0
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View Alerts

The alerts that you configure und@ommunications > Categories &hAs area appear here. To view
your alerts, click Alerts. Notice you also see the number of aledsived. For example, in the below
illustration, two alertsare indicated.

Account Management Check All

My CoursesiEvaluations

Building a Feundation with Micresoft Office 2013 (BF153-012

My Files Date (P5T)

My Profile

Settings Test Excel Lesson 01 Test has been submitted by Sonia Smith 0534 P 1226812013 x
Change Password Test Word Lesson 01 Testhas been submitted by Nate James 08:26 PUl 12128/2013 x

Communications
Alerts (2)° |
Course Mall

If you have several alerts in different courses, alartslisted under eacltourse name. To delete all
alerts, simply click the Check All link and click Delete. To deletedudialerts, click the red X. To
change alert options, goack to Settings, click the Alert tab, and make your adjustments.

Discussions

My Discussions 8here you can communicate with your learners. It is also known as a discussion

forum, group, otboard. You can create a new forum category for a specific camde@dd different

topics to it. Learners can then post their responses to the topicand regif K SNJ f S Ny SNBR Q L2 &
CKA&a ONBIGSa + GOKNBI RPe | ilaNErs ilkthe@bugse. O2y araid 27
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Add a Forum
To create a new forum tegory, click Add New Forum, select your course, and click OK.

Note! You must have at least erourse added to create discussion categories and topics.

Add New Forum

There are no forums activated in your account. To activate forums please click the "Add New Forum™ button

Select a course section to add a Discussion Forum:

| Building a Foundation with Microsoft Office 2013 (BAF-13)

Add a Topic Category
After creating your course forum, you will need to create a category. StidiNew Topic Category.
Type the name of the category and click OK.

Building a Foundation with Microsoft Office 2013 (BAF-13)

Add Mew Topic Catego

- Topic Category Name: |

Note! Once a topic hasdenadded to a category, that category can no longer be deleted.

Building a Foundation with Microsoft Office 2013 (BAF-13) (1 Topic Categories)

Add Mew Topic Category

Topic Category Topics Posts Last Post (EDT) Edit Delete

UNIT 1 0 0 — X
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Add a Topic
To add a topic within a category, click on the Topic Category Name and itleAddl New Topic.

Topic Title: (Max length 75 Chars.)
B I U #||=E = = =| styles - || Paragraph = || FontFamily | =| FontSize -~
s || IEEE b e |FH OA - Q@)
= . —QEZZHIHG AT

Description:

Path: p

Availability Window: (@) Always Available (O Fixed Duration

Selective Release: (@ Publishto All Learners () Publish to Select Learners

Coaa | e

In the new topic window (shown above), type the topic name and descripgowell as the availability
(open and close date). If the topic will always be open, choosd@liiays Available option. If the topic
will not be graded, set# No.If it will be graded, choose whether you want to input the grades yourself
(Manual) or ¢ eLab do it (Automatic).

Graded Topic: () Yes (@ Mo

ChooseAutomaticto set criteria for automatic
gradirg. You can set more than one rubric
criteria by clickinghddNew Critera.

1
Grading Mode: (0 Manual (;P\utomatic
Rubric Criteria Condition Value  Score
# of Posts A R N 5 X Delete
“" Add New Criteria

Once you have entered all topic information, click Add. The wji¢hen be listed under the category.
You can edit the topiby clicking the icon under the Edit column; delete it by clicking the red X. To view
f S Naosingdt®the topic, simply click the topic title.

Grading Topics Manually
Once the topic has len created and has the option for you to manually grade ity gan then input
grades for each learner after reading their postings.

My Discussions | Unit 1

Add New Topic
- Start Dale End Dt Graded Scones : .
Topic Tithe Posts  Date Added (PST) (PST) (PST) Topic Publish Activity Edit Debele
v Chapter1 0315 PN ) -
Togic 1 1132013 Yos Published igw R 4

Click the View link uret the Activity column to view the grade settings.
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Topic Information Topic Statistics

Topic Name: Word Chapter 1 Discussion Total Posts: 2
Graded Topic: Yes Total Subscriptions: 2
Availability Window: Always Available

Score Statistics
Date Available: =

Score Points
Date Due: —

Average Score: —
Max Points: 10

Bbiiah Scores To Cradebook Waximum Score: oo After inputting leay” S NE
ublish Scores To Gradeboo -
< MRS EaEa: 0440

scores below and clicking

Update, click Publish
i | oecr :

Scores to Gradebook for

Search: In: | All Fields ~ Iearner VieW'
# First Name Last Name Email Last Post (EDT) Points Earned (Max Pts: 10)
1 Annie Apple annieapple@higherl.com 11:19 AM 101312017 10 L y L,_]dZL] f ¢
2 Meli Grant meligrant@higherl.com 11:15 AM 101312017 10 — grades here. )
3 Liza Grape 192_liza_instructor@higherl.com 11:15 AM 101372017 D
4 Sally Soto sallysoto@higherl.com 11:15 AM 1011312017 10
; <= First < Previous [ 1 to 4 of 4 ] Next > Last >>

Cupsoe | oo

Announcements

There may be times when you need to contact your learners all at once, perhaps to aermunc

cancelled class or an extension on adlée. You can do this in the Announcements sectitiok the
Add New Announcement button and fill in the form.

Announcements

Headline: Blizzard of 2016 {Max. Length 70 Char)

3 | B I U |Styles * Paragraph * FontFamly = 4(14pt) -
X G| H = |25 L 8 F@m |A- W~
— 2 H|x

News: Due to severe weather, class is cancelled today.

Check All

Click in the Check All box to send the announcement to all courses/sections in a categongthiube

section, choose Pending tweate and save your announcement without posting it. Chdtigdish to
send your message to learners.
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Course Mall

The Course Mail functionjsist like regular email. All messages sent to and from learners are sent within

eLab only. Course Maildoesnotg® f S NYySNEQ SYIFIAf I RRNBatwbg® , 2dz |
in to eLab to retrieve and send messages.

@ Delete Mark as Unread Mark as Read | Show All b |
Compose New Message Search: | In: | All Fields ~ | m

There are no course mails.

g << First < Previous [ 0 to 0 of 0 ] Next > Last >>

To send a new course mail, click Compose New Message. To send a general message to learners in all
your couses, select All Courses from thephdown list and check the All Learners box.

New Message

Send | Save as draft | Attach Files

Subject:

Max. Length 125 Char)

Choose Course: | V| D All Students Tomessage'ndividual
To: | R learners, click the icomand
ce | | selectthe desirednames.
Bee: | |

{

Message:

B 7 U & |9 o | g | = =

m Close

Addthe Subjedt line textand type your message. You can then send the message, attach files, or save
the message as a draft.

In addition to the basic features of the Gea Mail, you have the option to select the course you want
to see the Course Mail for only. $hiay, you can identify which learner belongs to which course. If you
have Course Mail set to Show All, then you gk messages from learners across all eesfsections.
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Show All

Building a Foundation with Microsoft Office 2013 (BF153-012)
Seal Essential Computing Skills & Building a Foundation with Microsoft Office 2013 (EB132-004)
Microsoft Access 2013 (AC140-002)

Microsoft Access
There are n{ Microsoft Excel 2 Search: In: | All Fields E|
Microsoft Excel 2( Select Field
Lo X Microsoft Excel 2( Description
R First<Previous [| .. - oo 9 Therefare no course mails. From a
Microsoft Excel 2( Subject
Microsoft PowerPq All Fields

Microsaft Ward 20 << First < Prevjous [ 0 to 0 of 0] Next> Last >>

Choose Show All for the greates¢ssage search flexibility.

Surveys

The My Suwveys sectiorallows you to create your own survey for students to completthe courseTo
create a new survey, click the My Surveys link, ked#t the eft navigation pane. This brings you to the
CreateaNew Survey page. Give the survey a namess®tt a categry to place it under. Next, you can
set a due date or leave it to always be available. Click Next to move to Step 2.

Step 1

Configure Survey

CREATE A NEW SURVEY

Title: {Msx. Length 200 Char)
Category: - Select one - ~

Availabili

Window:ﬂy ® Always Available O Fixed Duration

Status: ® publish O Pending

Chon | o

Step 2 allows you to sedeyour survey questions. Click the Show Question LilbceAdd Questions

button to begin seleting your survg questions. If you have not created your questions yet, you can
always create it during this process. You can also create your questionsQuéis¢ion Library first. See

the Question Librargectian on how to crate/add questions to the Question Libraditer selecting

your questions, click the Add Selected QuestitmnSurvey button. Click Save & Finisotice that a link

then gets generated. This is your survey link that you will need to attetGontent setion of your

course. Your students will then access this link to begin completing the survey. To see what the survey
looks like and complete itoyrself, copy and paste the link into a new browser window.

Survey URL:

|http:_.-'_.-'Ims.lab‘;‘rintheIab.cum_.-'hZhETc |
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After the survey is created, yauill see it listed on the My Surveys page. Note: Once the survey is
created, you will not be able to edit the questions. If you need to edit the questionsyylaueed to
delete the entie survey and create a new one.

Viewthe surveyanalysis,
as well agorint.

#  Survey Title Time Open (EDT) Time Close (EDT) Status Functions
1 Course Survey — — Active £ - |ij
I/
[ Preview your SUWGY-] Reset All allows you to
reset the surey analysis,
Reports deleting all submissions.

4 Learner Activity Report

J Question/Test Comparison Reports
& Test Completion Report

& Student Grade Report

& Content Tracker Report

The reporting mdule enables you to easily determine which tasks your learnersnaistering,and
which areas need further attention. You can pinpoint and address problem &seasalyzing test
results question by question, for an individual class section, or acrosiplaulass sections. You can
compare the results of all test questions or use filtergompare only those questions in common
across all tests being analyzdthis complg analysis is made easy in eLab.

Learner Activity Report

Click this link to see stigtics on individual learners, all learners in a course section, or all learnets in al
courses. eLab will generate a report showing information on loginszegiand assignments, course
time, and more.

First Last Course License View

First Last Total Quiz Forum Assignment

Total Content  Assignment

# ) . Course Name Login Login " - - - Content . . . ey Login
Name Name (CEST) (CEST) Login Time Time  Time Time Time Clicks Clicks Status Details
QuickBooks Online 05:33PM  09:14 AWM _ _ ) . 47 _ Loagin
1 John Mash (QBO_01) 032017 08/21/2017 6 00:11:40 00:05:40 00:17:20 1 4 Details

Question/Test Comparison Reports
Although the extasive table on the analysis page may look intimidating at first, this featigasg to
use. And, we have provided a legend to help you navigate and use #sti@u/test comparison table.
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Filters:
(O Al Tests in All Courses
® selected Tests/Quizzes
® Show Al
O show Matching only

All Tests in All Courses -
Compare questions in all pa
selected tests/quizzes to
matching questions in all course
sections.

Selected Tests/Quizzes -
Compare all questions on the
selected test(s).

Show matching only - Display
only questions that are identical

C2NJ @2dzNJ O2y@SyASy OS> (KAa
you scroll so you can always view the text and can easily click
the Get Repdrbutton.

in the selected testsiquizzes.

There are two sections to the table. In the first section & thble, you can enter specific question IDs
(separated by commas) to make your analysis.

Question IDs: Lis es D

» To view results for specific examitest questions, enter the question IDs separated by commas.

The second section is organized by course sections. Use thisdatdenpare against differarsections
of the same course. Simply click in the checkbox nexteddbt(s) you want to compare.

[ chapter 1 Quiz
[] Chapter 4 Quiz
[] Chapter 7 Quiz

[1 Chapter 1 Quiz
[ Chapter 4 Quiz

[ chapter 7 Quiz

Your Digital Foundation (VD - 101)

[ chapter 2 Quiz
[1 Chapter 5 Quiz

[1 Chapter 2 Quiz
[1 Chapter 5 Quiz

[] chapter 3 Quiz

ChapterBO.uiz

Your Digital Foundation (VC - 101)

[] Chapter 3 Quiz

ChapterBQuiz

Here we are comparing the results of tiBF Chapted Quiz in sectioD-101to the results of the/DF

Chapter 6 Quiin secton VG101 of the same cowse

When ready, click Get Report on the right side of the table. Wollpis asmallsection of the report
generated for our analysis. Neothe headings. You can vidine average points, number of learners who
took the test, numler of learners who answedethe question correctly/incorrectly, number of learners

who did not aswer the question at all, and average time for taking each question.
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Question Course Section Test Avg % of Total Correct  Incorrect Not Avg Time

S# QID  Question Text

Type Pts Earned Learners Answered {hh:mm:ss]
1 4812053 Windows 10 Search allows you to search  frue_false VO - 101 Chapter 6 Quiz _ _ _ _ _ _
ORLY for files, not applications.

WC-101 Chapter 6 Quiz — — — — — —

Totals — — — — — —

2 4812055 Windows File Explorer searches allow you true_false VD - 101 Chapter 6 Quiz - - . . - -
to search the current folder, all subfolders,

orthe entire computer. W -101 Chapter 6 Quiz — — — — — —

Content Tracker Report

The Content Tracker Report tracks how many resources each ldaseittilized. To view th€ontent
Tracker Report, click Reports undemmmunicationsthen clik the Content Tracker Report at the
bottom of the list of Reports.

A Learner Activity Report
A Question/Test Comparison Reports
A Test Completion Report

A Student Grade Report

& |C0ntent Tracker Report |

Select the course for which you would like to view a report. You may also filter thesemor receive
by selectiy a specific learner whose reports you would like to view, login d&iet, and/or login end
date. Once you have filled out your desired fields, click Search.

Report = Content Tracking Report
Content Tracker Report

Select Course:

Select Learner: @

Login Start Date:

Login End Date:

ECS2 Essential Computing Skills 2E BAF |:EE|

| - All Learners - |Z|

@ (mm-dd-yyyy)

@ {mm-dd-yyyy)

oo | | e

The Content Tracker Report generated contains five columns: Nuf#hevhich contains a plusgn to

view more detailed information for each learner; Learner,at® 2 y G | A y &

S OK t S8 NYSNDRA

email;, Percent Completed, where the percentage of the resources utilized by each learner is displayed,;
First Login, which slws the date of the firstime a learner logged into the course; and Last Login, which
shows thedate of the last time a learner logged into the course.

Learner

Percent Completed

Last Login (EDT)

Jason Favro
(161_jason@lablearning.com)

Paul Giambo
+ 2 (pgiambo@labpub.com)

3 Doug Masen
(dmason@labpub.com)

3.51%

4.56%

0.87%

08:27 AM 08/21/2014

10:57 AM 08/29/2014

0617 PM 0910/2014

05:18 PM 09/17/2014

04:13 PM 09/17/2014

01:47 PM 09/16/2014

To view a more detailed report of a learner, click the plus sign in the first column beside th® Napra
name. The Content Tcker Report displays each unit and lesson of the course and the percen
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completed for each. Click the plus sign to the right of a lesson to see the percentages for each type of
resource utilized, such as Lesson Overview, LeaRisgurces, and Conceptsvitgsv Quiz.

- 2 &Z‘;ﬂs&”@?;bpub_com) 4.56% 10:57 AM 08/29/2014 04:13 PM 09172014
Lesson Name Percent Completed
== Lesson 1 Windows: Computer Concepts 100%
== Lesson 2 Windows: Controlling Programs 53.57%
Resource Group Name Percent Completed
= Lesson Overview 100%
== Learning Resources 50.5%
== Concepts Review Quiz 9307

Some resources, like Learning Resources, may have sghdyeh as Videos and Guide Me Tutorials.

hllSy 2yS 2F GKSasS aSoitrzya yR @2dz Oy @ASe | f A&
percent conpleted for each. If youlick the plus sign to view details for a video or Guide Me, the report

shows each login time and exactly how much time was spent viewing each video. Details for other

resources, like the Overview Presentation and the Concepts R&¥igz will only includée login time

and do not measure the time a learner spent using th@seurces.

= 2 g}agl:las'::;n@?r]abpub.com) 4.56%
Lesson Name Percent Completed
o= Lesson 1 Windows: Computer Concepts 100%
== |esson 2 Windows: Controlling Programs 53.57%

Resource Group Name Percent Completed
&= Lesson Overview 100%
== | earning Resources 50.5%
Resource Group Name Percent Completed
= \/ideos 58.23%
Video Hame Percent Completed
== Starting Windows 100%
Login Time Time Spent
10:59 AM 08/29/2014 00:00:40
0213 PM 091712014 00:00:00
04:14 PM 0917/2014 00:00:00
+ Signing On {Windows 8) 100%

Note! For quizzes, the Content Tracker Report tracks how many questions a learner
answered not their scores.
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Assistants & Tools

Teaching Assistas

The Teachind\ssistants feature allows you to add supplementary educatorin@touctors) b your
courses. Cénstructors can be given permission to access several areas of eLab:

1 Assignments (View, Edit, Create, and Grade)
9 Tests (Create, Edit, and R8s
1 Gradebook (Maage)

1 Learner (Move, Access Deny, Delete, and Drop)
9 Discussion Forum (Manage)

Adding a ceinstructor is simple. Begin by clicking the Teaching Assistants link under

Assistants & Toolsn the Teaching Assistants window that appears, tiiekAdd New Tedtng

Assistants button. A popp box will appear, as shown at right. Enter tmail address of the new co
instructor and click OK. Fill out the next form, making sure to complete all mandatory fields, and click

Submit. Then, in the Teaciy Assistant Perissions window, you can set the permissions for your new
co-instructor. Clickheicon under Edit Permissions.

Note! Only one email address may be associated with one user type. If ymstrewtor
already has an email address in el(ab either instrator or learner), that same email address
may NOT be used for the teachingiast account. Use an alternate address.

Teaching Assistants

Teaching Assistants Permissions

Teaching Assistants Name: Sally Jackson

Email: sjackson@higherl.com
Institute Name: higherL

Department Name: Distance Education

MICROSOFT OFFICE 2013

[ Building a Foundation with Microsoft Office 2013 (BAF-13) Click in the checkbox for the desired

[ Excel 2013 (EX165-010) //[ course and then clicledit Permissions. J
[ PowerPoint 2013 (PPT120-001) (Edit Permissions)
[ PowerPaint 2013 (PPT120-002)

Labyrinth Learimg Page30



BAF with MS Office 2016 (BAF-16)
Check All
— A i

view [JEdit [ create [ Grade

— Test
O create Edit [ Reset

—Gradebook

O Manage

— Student

O move O Access deny [ Delete [ Drop

— Discussion Forum

[ manage

\Here, click in the checkboxes for thermissions you want your new -@estructor to have. Click Save
whenyout NB FAYAaAKSR® dnstiuctoRid now rigaddy to essighyjonydsyoudd@urse.

Find Learner

Use this feature to look up a learner by first name, last name, or emaikaddm this example, we
searched for the learner Sally Soto. Click\ew Details link to show the name of your course(s) Sally is
currently registered in, along wither license key, the date she registered for your course(s), as well as
the assignmenttests, and content statistics (time spent in each section).

FIND LEARNER INFORMATION

First Mame: Sally

Last Mame: Soto

Email:

Search Type: ® wide O Namow
vt | | Show e

# First Name Last Name Status Courses/Evaluations

1 Sally Soto sallysoto@higherl.com Active View Details

<< First < Previous [ 1 to 1 of 1] Next > Last >>

To viewthe learners in all your courses, simply click Show All Learners.

LMS Integration

If your schoolises D2L, Blackboard, or Canvas, you may use our LMS Integration tool. You can find
admin, instructor, andtsdent instructions for using this toah eLab Trey are available from a link
under the Assistant® Toolssection in the left navigation pane.
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Assistants & Tools
Teaching Assistants

Find Learner

LMS Integration

Sudent Accommodations Feature

The student accommodations feature allows an educator to set accommodationsdigidual students
that are applied to all tas or assignments in any eLab course taught by that instructor. The following
settings are avable to make student accommodatis.

Assignment Settings:
1 Additional Attempts:allows the educator to add onea aore additional attempts to the total
number d attempts allowed for assignments.
1 Extend Due Date Byhe number of days or hours entered idded to the due date for
assignmats, extending the window a student has, to submit assignments.
1 Extend Late Subission Datethe number of days or hours entettés added to the late
submission date for assignments.

Test Settings:

1 Extend Time Limitthe number of minutes entered is adddd the time limit that a student has,
to complete tests.

1 Extend Close Date Bi¥ie number of days or hours entered is addedhe close date for tests
which extends the window a student has, to complete tests.

1 Additional Aitempts: allows the educator to add one or more additional attempts to the total
number of attempts allowed fotests.

1 After setting accommodations for a studethe educator can enable or disable the settings as
necessary.

1 The key benefit to this featuns the accommodations only need to be set once for a student
and are applied to all tests and assignmentstfor & &G dzRSy i Ay |ye& O2dz2NES
eLabaccount.

Setting Accommodations for a Student
1. Click theSet Accommodationsink under the Assiants & Tools section of the left pane from your
eLab My Courses page.

Assistants & Tools
Teaching Assistants
Find Learner

LMS Integration

|Set Accommodations |

2. Click theEditbutton for the studen you wish to set accommodations for.
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Instructor: Jason Favro Contact Us | Sign Out

Accommodations Settings

First Name Last Name Email i StudentID Requires Accommodations Edit Preview
Doug Mason dmason@labpub.com Plattsburgh 70035 ] :‘ @
Doug Mason dmason1@labpub.com Excelsior 97634 :‘ @
Greg Marshall greggie@email.com ferndale 97921 :" @
Hannah L Noll hannahlnoll@yahoo.com Excelsior 97650 ,"‘ C)
Heather Mason hmason@labpub.com Plattsburgh 79005 ,"‘ )
Jillian Castro jillianc@demo.com Berkeley 30739 ,"‘ C)

3. Set theaccommodations for this student and cliSkve.

4. When you save the settings, tiiequires Accommodationscheckbox will automatically be
checked to enable the accommodations. If you wish to disablaticemnodations for a
student, uncheck the Requires Acemodations checkbox and click Yes in the popup box that
appears.

eBookIntegration

Our VitalSotce eBooks are now integrated with and accessible from etaiwill now see a new
eBook link withiryour eLabcourse.
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