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Course Tab 

Course Tab 
By default, the Course tab appears when you enter a course. This page contains several 
sections that provide at-a-glance information about the course. 

 

By default, the Course tab includes the following sections: 

• Activity at a Glance shows a summary of course-related activities that have 
occurred during the past week, including the number of log-ins, discussion posts, 
mail messages, and submissions. 

• Grades displays a summary of your grades for the course. 

• Course Mail provides an entry point to Course Mail. Use View Inbox to jump to 
your inbox; use Quick Message to bypass the inbox and compose a new 
message; and use Unread Messages to see a count of unread messages. 

• Course Polls allow you to participate in any polls that are being conducted as 
part of the course. 

• Course Announcements displays any recent announcements that have been 
posted for the course. 
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Calendar Tab 
The Calendar tab allows you to view course-specific schedule items for the day, week, 
month, or year. To change your calendar view, click the Day, Week, Month, or Year link 
in the toolbar located near the top of the tab. 

 

The Calendar tab�s toolbar contains the following options: 

• The List and Grid links let you view calendar dates and events as a list or in 
standard calendar grid format. When viewing calendar entries in List format, you 
can choose a specific date from the small calendar navigator or choose a month 
and year from the drop-down menus. 

 
By default, the calendar appears in Grid format.  

• The Day, Week, Month, and Year links (at the right end of the toolbar) let you 
change your calendar view. 

• The Next and Previous links enable you jump forward to the next day, week, 
month, or year, or backward to the previous time frame, depending on your 
current view. Click Today to bring up the current day�s events. 

• In the All Entries box (located below the calendar grid), there are links that let 
you view public entries, entries made by members of a given team, or just your 
personal entries. 
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Content Tab 
The bulk of your instructional material is located on the Content tab. On this tab, your 
instructor can place create lecture notes, links, quizzes, discussion forums, drop-box 
assignments, and other objects. To open any content item, simply click its name on the 
Content tab. 

 

The Content tab�s toolbar contains the following options: 

• The My Notes link allows you to create or view personal notes for specific 
content items. 

• The Previous and Next links let you navigate through the course content. 
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Syllabus & Resources Tab 
The Syllabus & Resources tab provides resources that are important to your course. Your 
instructor and your institution�s ANGEL administrator can make specific resources 
available. To access any resource, you can simply click the links in the appropriate 
section of the tab. 

 

Typically, the Syllabus & Resources tab includes the following sections: 

• Syllabus provides access to the course�s syllabus, if one has been provided by 
the instructor. Click the Course Syllabus link to open the syllabus in a new 
window. 

• Wikipedia includes the standard search tools found on the Wikipedia Web site. 
Wikipedia is an online encyclopedia that anyone can edit. The Wikipedia section 
also provides access to the Wiktionary (a free wiki dictionary) and Wikibooks (a 
collection of free texts written collaboratively on the Wikipedia Web site). 

• Google provides the standard Web-search tools from the Google Web site. 

• Course Resources includes links provided by your instructor that can assist you 
in your course studies. 

• Institutional Resources are resources provided by your institution. These may 
include links to your institution�s help desk, libraries, events, organizations, and 
others. 
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Communicate Tab 
The Communicate tab provides access to the course�s communication tools. 

 

By default, the Communicate tab contains the following items: 

• The Course Mail area provides access to ANGEL�s e-mail tools, so you can 
exchange messages with other ANGEL users. 

• Course Roster provides a list of people in the course. 

• Team Files provides a space for student teams to share project files and other 
documents. (This item is available only if file sharing has been enabled for 
teams). 

• The Team Projects section provides a page describing the requirements for any 
team projects. (This section is made available as needed by your instructor.) 

• The Course News and Events area allows you to view course announcements, 
class news, and polls. 

• Live Office Hours provides a virtual office, including scheduling capabilities and 
a queue manager to control student access. 

• Discussion Forums are accessible through the Communicate tab, just as they 
are on the Content tab. 
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Course Mail 
The Course Mail tool allows students and instructors to correspond with each other 
without the use of an Internet e-mail account. The Course Mail tool provides access to 
the HTML Editor and Spell Checker utilities, and supports attachments. Course Mail can 
forward messages to Internet email addresses and allows the sender and recipients to 
monitor who has and has not read a message. 

How to Send Course Mail 
To send a course mail message: 

1. Log into your ANGEL course and click the Communicate tab. 

You�ll see the Course Mail section of the tab, as shown in the following figure. 

 

2. Click the Quick Message link. 

The Compose Message interface appears and displays the message 
composition window. 
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Communicate Tab 

 

3. Click the To: button to open the Select Message Recipients dialog box. 

 

 

Press and hold the Control key on your keyboard (or the Apple key on a 
Macintosh) to select multiple recipients. You may also send the 
message to students in other courses by selecting a different course 
from the View Section drop-down list. 
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4. To select a recipient for your message, click his or her name in the left-hand 
pane of the dialog box, then click the To button to add the name to the list of 
recipients. (Click the Cc or Bcc button to �copy� or �blind copy� the message to 
the selected recipient.) 

5. Click OK to close the dialog box and return to the message window. 

6. Click in the Subject field and enter a subject for your message. 

7. Select a priority from the Priority drop-down list. By default, Normal is selected. 

8. Click in the large text box and type your message. Alternatively, you can use the 
inline HTML Editor to format your message. 

9. Click the Send button. 

 

Click the Attach files link if you want to add an attachment to your 
message. Select the Send a copy to each recipient�s Internet e-mail 
checkbox to send a duplicate message outside the ANGEL environment 
to the recipients' e-mail address. You can save a draft of your message 
by clicking the Save Draft button. 

How to Read Course Mail 
To read a course mail message: 

1. Log into your ANGEL course and click the Communicate tab. 

2. In the Course Mail section of the tab, click the View Inbox hyperlink. 

Your Course Mail Inbox appears. 
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In the Inbox, messages have the following attributes: 

• New and unread messages appear in bold. After a message has been 
opened, it appears non-bold. 

• If a message has an attachment, a paperclip icon appears to the left of the 
sender�s name. 

• The message�s importance is displayed in the column marked by the red 
exclamation point. 

3. To open and read a message, click the sender�s name or the message�s subject. 

4. To return to your inbox, click the Inbox link in the list of folders that appears in 
the left-hand pane of the message window. 

5. You can perform the following tasks from the inbox: 

• To delete a message, select the checkbox located at the left end of the 
message header. Click the Actions drop-down arrow and select Delete, then 
click the Go button. 

 

Deleted messages are moved to the Trash folder. To completely delete 
a message, you must delete it from the Trash folder. 

• To select all your messages, select the checkbox on the Menu icon (  ). 
You can then move the selected messages to another folder, delete them, 
and perform other tasks. 

• To move a message to another folder, select its checkbox, select Send to 
Folder from the Actions drop-down list, then click the Go button. Select the 
desired folder from the Send to Folder pop-up list, then click the Continue 
button. The selected message is removed from the inbox and placed in the 
selected folder. 

• To view a different folder, select a folder from the System Folders or My 
Folders list located on the left side of the Course Mail window. 

• Click the Preferences link to configure mail preferences for viewing, 
signatures, editing, and privacy. 
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Report Tab 
The Report tab includes common course tools to help you track your course progress, 
grades, and more. 

 

The default reports include the following: 

• Learner Profile provides an analysis of your activity, submissions, and grades, 
and can compare them with the class average. Your learner profile also includes 
a place to store personal notes about the course. 

• Grades allows you to check your grades for all assignments (both online and off-
line assignments) and provides a cumulative grade at any point of the semester. 

• Milestones tracks your progress on key course objectives and assignments. 
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Common Tasks 
The following sections explain the procedures for performing common tasks in ANGEL. 

How to Log into ANGEL 
To log into ANGEL: 

1. On the ANGEL home page, type your username and password in the appropriate 
fields. 

 

2. Click the Log On button. 

 

Click the I forgot my password link to have an e-mail message sent to 
you in order to reset your password. If you don�t have an account, click 
the Request an account link to request a username and password for 
the system. The password reminder and account request options are not 
available at all institutions. For information regarding how to request an 
ANGEL user account, contact your institution�s support desk  

How to Forward Course Mail 
By default, users must log into ANGEL to send or read course mail messages. You can 
optionally configure ANGEL�s course mail forwarding settings to automatically forward 
course mail to an Internet e-mail address. 

 

Course mail forwarding is a global setting. Therefore, enabling course 
mail forwarding forwards all course mail messages received in any 
course or group for which you are enrolled. 

To forward your ANGEL course mail to an Internet e-mail account: 

1. Log into ANGEL and click the Personal Settings icon (  ) in Power Strip. 

The Preferences page appears. 
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2. Click System Settings in the General User Settings area. The System Settings 
page appears. 

 

3. Locate the Mail Settings area, click the Forwarding Address field, and type the 
full e-mail address where your ANGEL mail should be sent. 
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4. Click the Forwarding Mode drop-down list and select the forwarding mode of 
your choice. 

 

5. Click the Save button. 

How to Take an Assessment 
Your instructor can create several kinds of online assessments, including quizzes, tests, 
and surveys. An assessment can include images or other multimedia elements, as well 
as various types of questions (multiple choice, essay, fill-in-the-blank, etc.). The 
following steps apply to taking a quiz, test, or survey. 

To take an assessment: 

1. Log into your ANGEL course and click the Content tab. 

2. Navigate to the assessment you want to take and click its icon or title. 

An instruction page appears. 
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3. Click the Begin Now button. 

The assessment appears on the screen. 
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If your instructor has imposed a time limit on the assessment, the amount of time 
remaining is displayed in the upper right corner of the assessment. 

 

4. Select a choice or provide a response for each question. 

 

ANGEL attempts to automatically grade fill-in-the-blank question types 
based on an instructor-provided answer key. It is important to answer fill-
in-the-blank question types as concisely as possible. 

5. When you have answered all of the questions, scroll to the bottom of the page 
and click the Submit button. 

A pop-up message asks you to confirm that you�re really ready to submit the 
assessment for grading. 

 

If the instructor has imposed a time limit on the assessment, you may 
receive a pop-up warning message when your time is about to expire. If 
you do not submit the assessment before your time expires, a message 
appears asking you to submit the assessment. If the instructor has 
configured the assessment to auto-submit when time expires, the 
assessment automatically submits when you click the OK button. 

6. Click the OK button to submit the assessment. 

A results/confirmation page appears on the screen. 

 

Your instructor determines the amount of information that appears on 
the confirmation screen. This may include any combination of questions, 
responses, answers, score, instructor comments, and more. 

How to Post a Message to a Discussion Forum 
Threaded discussion forums allow you to post, reply to, and search messages from the 
instructor and other students. 

To post a message to a discussion forum: 
1. Log into your ANGEL course and click the Content (or Communicate) tab. 

2. Navigate to the discussion forum you want to post to and click its icon or title. 

The discussion forum appears on the screen. 
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3. Click the New Topic button. 

The Post a New Message window appears. 

 

4. Click in the Topic field and enter a topic for your message. 

5. Click in the Message field and type your message. 
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To attach a file to your post, click the add a file link, which appears 
under the Message field. 

6. When your message is finished, click the Save button. 

How to Post to Live Chat 
Live Chat supports real-time communication between students and instructors. If the 
feature is enabled, users can view a log of previous chat conversations by clicking the 
View Logs link, located below the hyperlinked chat room title. 

To post to Live Chat: 

1. Log into your ANGEL course and click the Communicate tab. 

2. Navigate to the Live Chat you want to join and click its title. 

The Live Chat interface appears on the screen. 

 
3. Type a message in the empty text box (located at the bottom of the screen) and 

click Send. 

4. Click the Options hyperlink to adjust the font color and message scroll options. 

5. When complete, click the Save Options hyperlink. 
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How to Submit an Assignment to a Drop Box 
Uploading electronic files to a drop box is a convenient way to submit assignments to 
your instructor. The Drop Box accepts virtually any type of electronic file, including word 
processing documents, images, Web pages, ePortfolio publications, and others. 

The following two sections describe how to submit dropboxes. Depending on how your 
instructor sets up the dropbox, you will either need to submit files, or submit an ePortfolio 
publication. The first section describes how to submit files to a dropbox. The second 
section describes how to submit ePortfolio publications to a dropbox. 

To submit a file assignment to a drop box: 

 

When uploading electronic files from a Macintosh computer, it is 
important to add the proper file extension to the file name (e.g. .doc, 
.jpg, .htm, etc.) before uploading the file. 

1. Log into your ANGEL course and click the Content tab. 

2. Navigate to your drop box and click its title or icon. The dropbox page appears. 

 

3. Enter a Title and Message for your submission. 

4. Click the Attachments button to locate and add one or more file. The 
attachments window appears. 
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5. Click the Browse� button, locate the file you want to upload, and click Open. 

You are returned to the attachments window. 
6. Click Upload File. 

The file you selected is added to the Uploaded Files section. Repeat this process 
to upload multiple files. 

7. When you�ve uploaded all the files you need, click the Finished button. You are 
returned to the Dropbox page; the files you uploaded are displayed. 

8. From the Dropbox page, if you�re ready to turn your work in, click the Submit 
button. 

 

If you need to delete files you�ve uploaded before submitting, click the 
Attachments button, select a file, and click Delete. 

To submit an ePortfolio publication assignment to a drop box: 
1. Log into your ANGEL course and click the Content tab. 

2. Navigate to your drop box and click its title or icon. The dropbox page appears. 
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3. Click the Create new ePortfolio Publication button. The following page appears: 
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4. Choose one of the following options and click Next Step when you are ready to 
continue: 
a. Create a new ePortfolio publication from scratch: Choose this option if you 

want to create a brand new publication in ePortfolio to design and submit. 

b. Copy an existing ePortfolio publication: If you have previously created at 
least one ePortfolio publication, this option is available to you. Choose this 
option if you have already started work on a publication that you want to make 
a copy of to complete and submit. When selecting this option, you must also 
choose the existing publication you want to make a copy of. 

5. On the next page, enter a Title, Description, and (if required) select a template 
for your new publication. You may preview templates by clicking the Preview link. 
When ready, click the Save button. 
 

 
 

6. Upon saving your new publication, you are returned to the dropbox page, and the 
newly created publication is displayed. You may edit your publication, or if you 
want to submit a different publication, remove the current publication and follow 
the previous steps to add a new one. 
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7. Clicking edit opens a new browser window with the ePortfolio publication 
designer displayed for the publication you created. You are now in ePortfolio 
where you may add freely artifacts and design your publication. You may make as 
many changes to your publication as you like (over multiple visits to the site, if 
desired) before submitting it to the drop box. 
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8. Back on the drop box page, when you�re ready to submit your publication, click 
the Submit button. 
 

 
 

9. Click OK to confirm the successful submission of your ePortfolio publication. 
 

 
 

 

When you submit a publication to an ANGEL drop box, the ePortfolio 
publication becomes �locked.� This means you can�t make any more 
changes to it. Additionally, any artifacts you added to the publication 
become locked as well. You may still add locked artifacts to other 
publications you create, as well as adding additional reflection 
comments, but you may not change the artifact file itself. 
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10. Your submission is displayed on the dropbox page. If you instructor chooses to 
grades or comments on your submission, it will be displayed here. Also, if your 
instructor asks you to submit another publication, you may do so by clicking the 
Create new ePortfolio Publication button, following the same steps described 
above.  
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