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Course Setup Page 

This page allows you to set up the activities and information for your courses. The Course Setup 
page will display a notebook with eight tabs: Activities, Summary, Mapping, Community, 
Announcements, Media, Copy and Forum. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Course Home Page 

This page allows you to view all of the information relating to a specific course in one central 
location. Select the appropriate year/term/session and course. Course announcements, grade 
activities, collaboration center, private course forums, any media objects associated with the 
course. 

 

 

 

 

 

 

 

 

 



 

Community 

This window allows you to create 'course communities' for a course. The course name and 
description will default with a Default Membership Status of Active. Select the Active Community 
checkbox to create and grant access to the community for all students enrolled in the course. This 
will enable students to view an associated Course Home Page that displays course information, 
course activities, attached media, etc. 

 

 



 Course Manager Course Setup 



Activities 

Information for each course activity can be entered on this window. To indicate how all activities 
for this course should count toward the calculation of grades, select either Weighted Average by 
Activity, Total Points by Activity, Weighted Average by Activity Type or Total Points by Activity 
Type from the Calculate the (Midterm and) Final Grades using drop down list box. For more 
information about the different ways to set up and calculate grades, see Understanding Grading 
Schemas. 

 

Select the   icon to add a new activity or copy an existing activity. Select the  
(magnifying glass) icon to edit an existing activity.  

The Activity Setup page will display a notebook with up to four tabs: Information, Media, 
Access and Tasks. 



 

 

 

Using the Media window, media objects that are specifically attached to course activities can be 
uploaded to the central storage area for media files and linked to this specific course activity. 

Select the  icon to add a new media object. The media upload wizard is the same as 
that located on the Media window of the Course Setup page. For more information about the 
media upload wizard, see the subsequent documentation for the Media window. When you are 
finished uploading all necessary media objects for this activity, select the Back to Course 
Manager  Setup link.  

 



 

To delete a media object, simply select the  icon. To view an existing media object in a second 
browser window, simply select the appropriate icon displayed under View.  

 

You can edit a media object at any time by selecting the  (magnifying glass) icon. For more 
information about editing, see the subsequent documentation for the Media window.  

Using the Access window, student access to the activity can be restricted by date and time or 
made available at all times. Select the Save and Return button to return to the main Activities 
window. 

 



A paperclip icon to the left of an activity title represents one or more attached media objects. You 
can re-order the activity list by simply dragging and dropping the rows into the correct position. 
Any changes in the order of the list here will also change the list order on the Activities tab of the 
Gradebook page. 

 

 

 

 

 



Announcements 

This window allows you to create and edit announcements for a course. To create a new 

announcement, select the   icon to open the Add/Edit Course Announcements page and 
create a new announcement for all students enrolled in the course.  Students will be able to view 
the announcements on the Course Home Page.  To view or edit an existing announcement, select 

the   (magnifying glass) icon corresponding to the announcement you wish to view or edit 
from the View/Edit column.  To delete announcements, select the check boxes adjacent to the 
announcements you wish to delete and then select the icon. 

 



 

Add/Edit Course Announcements Page 

This page allows you to add and edit Course Home Page Announcements.  This page can be 
accessed via the Announcements tab on the Course Manager Course Setup page.  This page will 
be displayed in a pop-up modal window. 
 
The Title, Announcement and Start Date/Time fields are required fields.   
 
The Start Date/Time fields default to the Current Date/Time, however, you may change it to any 
date in the past or future.   
 
You may choose to enter an End Date/Time if you wish.  If left empty the announcement will be 
open-ended, i.e., it will not expire.  The End Date/Time must be in the future.   
 
Select the Email check box if you wish to send an email to all the course participants about this 
announcement.   
 
Select the Save button when you are done entering/updating the announcement. 
   
If selected, the email will be sent out on the Start Date/Time.   
 
After you close the window, the underlying Course Manager Course Setup page will refresh and 
display the new or saved announcement data. 

 

 

 



 

 

Collaboration Center  

 

The Collaboration Center section shows the messages that you have received relating to this 
course.  

The Collaboration Center does not use email to send messages. Rather, these messages are stored 
in the database under the recipient's user account Id. When the recipient of a message next opens 
the Course Home Page page, IQ.Web will pull all messages for his account from the appropriate 
database table. 

Using the Collaboration Center, you can send messages to and receive messages from other 
members of the community. A history of sent and unsent (draft) items is stored and can be 
accessed by selecting the appropriate tab. Messages can be deleted by selecting the checkbox to 

the left of the appropriate message and then selecting  Delete Selected Message(s). To view a 

message, select  (magnifying glass icon). 

Select the  New Message icon to compose a new message. An address book is available from 

the  icon to the right of theTo field when composing messages. Enter the desired recipients, a 
subject for your message and the message text. By selecting the Attachments tab, media can be 

attached to postings in the Collaboration Center. To do this, select the  Add button, enter or 
browse for the appropriate file, enter a title and description for that file, and select the Upload 
Media button. 



Forum 

This window allows you to create a Private Course Category and Forum. You must have an 
active Community in order to create a Private Course Forum.  The 'Category/Forum Name' 
defaults to the 'Community Name' and is read-only.  You can change the 'Category/Forum 
Description'. Select the 'Active Category/Forum' check box and select Save to create a new 
private forum for all students enrolled in the course that have an IQ.Web account. This will 
enable students to view and participate in the private course forum on the Campus Forum page.  
Students will also be able to access the private course forum via a link on the Course Home 
Page.   

 

  



 

Media 

This window allows you to do content management. Media such as course syllabi and 
assignments can be uploaded to the central storage area for media objects and attached to specific 
courses. These media objects will not be associated with specific course activities. Select the 

 icon to open the Course Manager Upload Wizard page where you can add a new 
media object.  

 

Select or enter the appropriate media file location for the file that you wish to upload. You may 
either upload a file from your computer or reference an external website address. If you wish to 
upload a file that is saved on a local or network drive, it will be stored on the server. Select the 
Browse... button in order to locate the file that you wish to retrieve. The path of the file that you 
have selected will automatically be entered into the text box. The size limit for uploading 
individual media files will display. If you wish to reference a file from the internet, it will not be 
stored on the server. Enter the web address of the site you wish to specify.  



 

You will know that the media file has exceeded the size limit if you receive a message on the 
Progress pop-up window that the 'Upload size is greater than the maximum allowed'. 

To delete media objects, simply select the  icon. To view an existing media object in a second 
browser window, simply select the appropriate icon displayed under View. 

To edit media using the Media window, select the  (magnifying glass) icon next to the media 
file that you wish to edit. The Edit Media page will display a notebook with three tabs: File, 
Accessibility and Attr ibutes. Information such as the file location and name, as well as who 

posted it and when, will display. You may select the  button to view the current 

media file or select the  button to replace the existing file with a new one.  Select the 
Accessibility tab to assign media categories, set viewing rights and set accessibility by date and 
time.  Select the Attr ibutes tab to edit the media attributes for the current media file. The edit 
media windows have the same options as those of the wizard described above. Here, you may 
replace the existing media file by uploading a file from either one of your local drives or an 
external website address, change your assigned media categories and your viewing rights, and/or 
change your media attributes. 

 

 

 

 

 

 



Delete Media Objects 

This page allows you to delete media objects that have been associated with your coursework. 
Select the appropriate year/term and then the Refresh Courses button to retrieve the course(s) 
from which media should be deleted. Select the appropriate course and then the Display Media 

button. To delete a media object from the object library, select  in the appropriate row. 

Media can also be deleted by selecting the Media tab of the Course Setup page and then  

selecting the  icon next to the appropriate media object. 



 

Procedure - Setting Up Activities for  a Course 

 

Use this procedure to 
enter information for an 
activity, including how 
you wish it to count 
towards students' 
midterm, if applicable, 
and final grades. 

  

   

The activities available 
from the Activity Type 
drop down list box were 
entered in the Course 
Activity Type code 
table using 
PowerCAMPUS. For 
more information, see 
the Code Tables 
manual. 

  

  

  

  

1. Select the Course Setup page from the menu bar. 
2. Select the Activities tab,  then select the Year/Term/Session 

and Course for which you wish to set up activities. 
3. To indicate how all activities for this course should count 

toward the calculation of grades, select either Weighted 
Average or Total Points from the Calculate the (Midterm 

and) Final Grades using list box. Select  to add a 
new activity. 

4. On the Information window, required fields are indicated by 
red asterisks. Enter an Activity Title and select an Activity 
Type. If the Activity Type selected is Perception Assessment, 
three new fields will display as follows: 

Assessment Name - this list box displays all Perception 
Assessments previously created by the Faculty. You can 
assign an assessment to an activity. 

Maximum Attempts - this text box allows you to specify the 
number of times (1 to 99) a student can take the assessment. 

Grading Method - this list box allows you to specify which 
grade is sent to IQ.Web: Average Grade, Highest Grade, 
Last Grade, Median (middle) Grade, or Total. 

Select the calendar icon to the right of the date fields to enter 
assigned and due dates for the activity. For more information about 
using the pop-up calendar feature, see Understanding the System. 
Depending on the value you selected in the last step, the Information 
window will either display % of Midterm Grade, if applicable, and % 
of Final Grade OR Counts for Midterm, if applicable, and Counts for 
Final for each activity that you create, indicating how the activity 
should be counted for grading purposes. Select the appropriate 
checkboxes and enter either the percentage weight out of 100% or 
the total number of points you want this particular activity to 
represent. Enter a Description, if desired. Then select Save. To attach 
any media objects to this activity, select the Media tab and proceed 
to Step 5. If not, select the appropriate link from the bottom to add an 
additional activity or return to the main Activities window. Repeat 
Steps 3 and 4 to set up any additional activities necessary. 

 



 

Procedure - Setting Up Activities for  a Course (cont'd.) 

 

A course community 
must be created in order 
for you to upload media 
for this course. If you 
find that you must 
create one in order to 
proceed, select the Save 
and return to 
Activities tab link and 
then select the 
Community tab. Enter 
a name and description 
for your community and 
select the Active 
Community checkbox. 
Select the Save button 
and then return to the 
Activities window. 

Finally, select the   
(magnifying glass) icon 
next to your activity and 
re-select the Media tab.  

5. On the Media window, select  to add a new media 
object. 

6. Follow Steps 4 through 6 of Procedure - Attaching Media to 
a Course to attach the object. Then select the Access tab. 

7. Enter the specific period of time that this object is to be 
available, if any. Select Save and Return to return to the 
Activities window.  

8. A paper clip icon next to the title of your activity indicates 

the attached media object. Select  and repeat Steps 
5 through 7 to set up any additional activities. Then select 
the Summary tab. 

9. A summary of course activities will display grouped by 
activity type. You can use this window to have the lowest 
score(s) and/or the highest score(s) dropped for activities 
within an activity type when calculating grades. For  
example, if a course has 4 quizzes before final grades are 
calculated and you only want the 3 highest scores to count 
towards the grade, enter '1' in the Drop Lowest field under 
Final for the Quiz activity type. To view more about an 

activity type,  select . Select the Save button. 
10. Your activities are now set up for the selected course. Once 

your grading system for your activities is set up, you can 
enter the Final Min Value (passing grade) for each credit 
type available for this course on the Mapping window. See 
Course Setup. 

 

 



 

Procedure - Attaching Media to a Course 

 

Use this procedure 
upload media, such as 
course syllabi and 
assignments, to the 
central storage area for 
media objects and then 
attach it to a specific 
course. 

1. Select the Course Setup page from the menu bar. 

2. Select the year/term/session and course for which you wish 
to attach media objects. 

3. If it has not defaulted as selected, select the Media tab. A 
course community must be created in order for you to upload 
media for this course. If you find that you must create one in 
order to proceed, select the Community tab.  Enter a name 
and description for your community and select the Active 
Community checkbox. Select the Save button and then 
return to the Media window. 

 
You may attach media to specific grading activities (rather 
than to a course in general) by selecting the Media tab 
available from the Activities window. This procedure applies 
to both Media windows, so the same steps can be followed 
once you reach the appropriate Media window. 

4. Select the  icon to add a new media object. 

5. Select the appropriate radio button to indicate whether you 
would like to upload the file from a local directory path or 
from an external website address. To upload a local file, 
select the Browse... button in order to locate the file that you 
wish to use. The path of the file that you have selected will 
automatically be entered into the text box. To upload a file 
from the internet, enter the web address of the site you wish 
to use. Select the Next button. 

 

 



 

Procedure - Attaching Media to a Course (cont'd.) 

 

Media types and media 
categories were entered 
in the Media Type and 
Media Category code 
tables using 
PowerCAMPUS. When 
media objects are being 
uploaded, the category 
and type will determine 
the attributes available 
for describing the 
object. For more 
information, see the 
Code Tables manual. 

6. Select one or more categories from the Available Media 
Categories list and select the forward arrow to move them to 
the Assigned Media Categories list. Rights to this object can 
be restricted to one or more selected security roles in the 
same manner. Finally, if desired, the availability of the 
object can be restricted by entering a start date/time and an 
end date/time. If you choose to limit by roles, the media 
object will be available to all faculty and students associated 
with the course, as well as to any additional roles you 
choose. For example, if you do not choose any additional 
roles, the media will be accessible only to faculty and 
students associated with the course, but if you choose the 
student and visitor roles, all students and visitors will be able 
to view the media object from the Course Section Details 
page as well. Select the Next button. 

 
If you are attaching media to a specific activity, the rights and 
availability sections will not display here. Rights are 
automatically given to all students in the course and the 
availability can be defined on the Access window, available 
from the Activities window. 

7. Enter any desired media attributes. Required attributes are 
indicated by red asterisks. Additional attributes can be added 
by selecting them from the drop down list box, entering a 

value, and selecting the   (plus) icon. Select the Finish 
button to complete the media upload. 

8. To add additional media objects, select the Upload another 
media object link and repeat Steps 5 through 7. If you are 
finished attaching media, select the Back to Course Manager 
Setup link to return to the Media window. 

 

 

 


