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LMS GUIDE

About the Home Page

The Course Home Page involves Course Navigation (1), the Content Area (2), the Sidebar
(3), and the Global Navigation Menu (4).

Note: If you view Canvas with a smaller screen, any sidebar content will align with the bottom of
the page.

@ ¢ 2021-22 o [Estudent View
@ 2021-22 Test VE Firm CEdit || I Course Status
0 IHnm BH Unpublish
E For Students —O'
For Taschers T: Choase Home Page
-
(it Competition Rubrics [ View Course Stream
& Resources
o- (2 Course Setup Checklist
- Submission Forms
Q Assignments % New Announcement
@ Quizzes () View Course Notifications
‘:%: Sscisons Coming Up il View Calendar
Grades
\ VE Assessment Exam - FALL
o_ Pacple Welcome to VE S
Files ‘pcints » Jul 23 at 13:59
Rub
e For Students  For Teachers
Search
Modules —o
Pages & — "
?= Foundational Tasks & Resources
Announcements X
Outcomes £ 3
+ Orientation
Syllabus =
Global Navigation Menu @

The Global Navigation Menu provides quick links to all main Canvas areas and o__o

(2 1)
(1) Account - Log out of Canvas 0 :ﬂ
(2) Dashboard - View current courses

can be accessed from any page in Canvas.

(3) Courses - View all courses
(4) Search - Search Canvas courses E

(5) Hub - Return to VE Hub o

Search Bar

You can also search Canvas using the search box on the top right.

Search... Q
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Course Navigation

Course Navigation includes links that help you and your
students get to specific locations in the course. As an instructor,

Home
you can customize the links that are shown in your course.
For Students
(1) Home - View of Course Home Page For Teachers
(2) For Students - Welcome to VE, About VE, Your Portfolio Competition Rubrics
& the Career Readiness Framework, and The Future of & Resources
Work Learning Series Submission Forms
(3) For Teachers - Getting Started & Course Assignments
Implementation, Portfolios & the Career Readiness -
WZzZes

Framework (CRF), Assessment, and The Future of Work

Learning Series Discussions

(4) Competition Rubrics & Resources - Schedule of Grades

National Online Competitions, Schedule of Conferences Pecple

and Exhibitions, Competition Rubrics, Competition G_ -

es

Manager, Competition Results
(5) Submission Forms - Beginning-of-Year, Operational, e

Income Tax, End-of-Year Search
(6) Assignments - View all assignments Modules
(7) Files - View all files

Pages =

(8) Modules - View all modules
(9) Pages - View all pages

Announcements =

Outcomes —
Syllabus —
Sethings
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LMS GUIDE

Content Area (Home Page Content)

The Course Home Page is viewed from the Course Navigation Home link.

Welcome to VE

For Students For Teachers

#= Foundational Tasks & Resources

»+ Orientation

+ Career Development

»  Business Registration

2 Department Tasks & Resources

v Accounting » Finance

+ Dperations = Information Technology

»  Management # Risk » Legal

+ Human Resources

' ||

£ Personal Finance

+  Personal Finance

&= Student Portfolio

» Portfolio Planning

+ FALL
+ MID-YEAR
¢ SPRING

+ YEAR-END

[} External Links
WE Official Wishsite o
Acknowledzements
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LMS GUIDE

When you click on a unit link (1), it will display all tasks related to that unit.

= Foundational Tasks & Resources

Design Thinking is a human-centered approach to innovation that integrates the needs of people, the
possibilities of technology, and the requirements for business success. In short, it is a method of creative
problem solving.

Task 1 - Introduction to Design for Delight (D4D) Design

.. ALL LP
Thinking Process
Task 2 - Deep Customer Empathy ALL BF W
Task 3 - Go Broad to Go Narrow (ldeate) ALL LPF ¥
Task 4 - Rapid Experimentation (Prototype & Test) ALL P.F xY

» Career Development

» Business Registration

Home Page content (and all Canvas content) is displayed in the content area through a
series of links. The content on this page can be a link, the syllabus, discussions,
announcements, quizzes, or imported content as set by your Course Home Page layout.

Home
For Students For Teachers

Content

Foundational Tasks & Resources

These modules provide department specific tasks as well a resources that support task completion.

Task 1 - Introduction to Virtual Enterprises ALL « PCT b

Task 2 - Team Building ALL = LPCT
m Task 3 - Understanding Time Management ALL « RCT

Task 4 - Communication Strategies ALL « RCT B

Task 5 - Establish Meeting Procedures ALL s RCT

Design Thinking is a human-centered approach to innovation that integrates the needs of people, the possibilities
of technology, and the requirements for business success. In shart, it is a method of creative problem solving,

m |[Task 1- k and Collaboration ALL - LeCT
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LMS GUIDE

Working with a Task

To access the task and materials, select the task link on the home page. When you click on
the task link (Task 2 - Work as a Team in this example), the task page will open in a new
window.

Career Desi
Orientation Tasks Departments Involved | Readiness Portfolio Th.eskgn
o inking

Task 1 - Introduction to Virtual Enterprises ALL P, CT

Task 2 - Work as a Team ALL L P

Task 2A - Wor| Remotely as a Team ALL L,PCT

@ 2021-22 : Pages + ORWASK 2 - Work as a Team NEW Q ¥ Student View
2021-2022

Home VievAll Pages I Blueprint | BE Publish Okdit ||
For Students

For Teachers

ORI Work as a Team

Competition Rubrics
& Resources 2

Submission Forms

Assignments

Competency Dimension Departments Involved Month / Time Frame
Quizzes
* Leadership o Al Month 1/ One Day
Discussions ® Professional
Grades 6 Home
People
. #/ Objectives B Materials & Quick Guide @ Deliverables
lles
Rubrics Students will:
Search . N
* Practice concepts of group problem solving to complete the challenge.
Modules # Collaborate with a group to complete the Marshmallow Challenge.
* Recognize and practice elements of teamwork and strategy.
Pages L1

# Recognize and practice techniques for effective communication.

Announcements =

Outcomes = O

Syllabus = ACTIVITIES/STRATEGIES

Settings 1. Describe the Marshmallow Challenge: The Marshmallow Challenge is a popular team-building activity that engages participants in the process of
working with others by using innovative thinking to accomplish a task.

2. Either before or after the Marshmallow Challenge, direct students to view the Video - TED Talk with Tom Wujec <= . (Showing the video first will give
the students an overview of the project, and insight into building the structure. If you want students to use their own ideas for this activity without any

prior insight, show the video as a reflection after the challenge has been completed.)

07:22 o) LI R

3. Direct students to open Reference - Marshmallow Challenge Rules and review them with the class:
©  The winning team is the one that has the tallest freestanding structure (measured from the floor or top of desk/table) to the top of the
I needs to be on top of the structure.

The entire

©  The team can use as many or as few of the 20 spaghetti sticks as they wish, and as much or as little of the string or tape they wish. Teams are
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LMS GUIDE

Task Interface
Each task contains helpful features and visualizations including;:

e Tabs to access the Objectives, Materials, Quick Guide, and Deliverables included in
the lesson.

2021-2022
Home View All Pages [ Blueprint © Published OEdit | -l
For Students

For Teachers

Establish an Accounting System

Competition Rubrics
& Resources

Submission Forms

Assignments )

Competency Dimension Departments Involved Month / Time Frame
Quizzes

e Professional o All Month 1 / First Two Days
Discussions ¢ Functional
Grades * Core Technology
People
Files g q q .

Materials & Quick Guide @ Deliverables
Rubrics
Search Employees will:
Modules ¢ Describe the system used to keep accounting records for the company.
* Implement an accounting system for their firm.
Pages o Identify accounting source documents.
Announcements % o Distinguish between cash vs. accrual-basis accounting.
. * Recognize why the recommended forms are necessary for the company to maintain an adequate financial record-keeping system.

Outcomes =

I

Syllabus

Settings 0

e Quick Guides that are embedded, interactive, and can be downloaded as Google
Slides.

ACCT Establish an Accounting System
1

Competency Dimension Depariments Tnvolved Menth [ Tima Frama
= Professional = Al Petourths 4 7 First T Diarys:
= Functional

= Core Technology

I @ Home I
W Mterizks | BOfkGude  © Delverables

Emplopees will

* Desieribe the system used 1o keep accounting recoeds for the company

Implemest an accounting system for thesr firm.

Identify accounting source documents.

Distinguich between cash . accrual-hasis acoounting.

= Recopnize why the recommended forms. aee necessany for the company to maintain an adequate inancial recond- keeping syitem.

0

ACTIVITIES /STRATEGIES
1. Distet deguirtenint esglovess 10 open e | TUIUSUUISSSDUSIRIY 1ick-1#vira e Fivisew its CoAEAS.
Prervide the employees with the following guiding questions to comider while they read and disouss:
" What sveoenting records willthe depariment need fo keep track of the company's
financials?
= How will the department members share the work identified in the presentation? (Wil
o clepartment memibers leam how o compéete of foms and then fotate tasks, or will

different members specialize st
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LMS GUIDE

e Submission button at the top of the page for students to submit assignments; Add
an Assignment button to create and customize your own assignments for each
task.

Acct) Establish an Accounting System

Competency Dimension Departments Involved Month / Time Frame
e Professional o All Month 1 / First Two Days
¢ Functional

e Core Technology

o/ Objectives X Materials & Quick Guide @ Deliverables

o Establish an agreed-upon workflow for all accounting records and method for saving electronic and paper
copies of all accounting records.

Submit Accounting Workflow Diagram

e Embedded videos for easy viewing, without having to leave the page.

+ Explain that QuickBooks -
o s an accounting software package developed and marketed by Intuit.
o mainly supports small and medium-sized businesses.
o provides accounting applications that include accepting business payments, managing inventory, and paying bills as well as payroll
functions.
* Point out -
o people use QuickBooks because it helps save time on bookkeeping and paperwork and enables users to -
= quickly enter receipts and payments
= generate reports
= create budgets and track progress
= connect to their company bank account

+ Show students the Video - Introduction to QuickBooks &

Intoto @ | 7 O
QuickBooks |

Watch on B YouTube =
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LMS GUIDE

e Pop-up resources to quickly view and download documents.

Purchase Order

Click to download Purchase Order

3. Have employees open each of the iaccogw{ng source docu

purpose of the document and the infgfmation it includes.

a list of goods sent or s€rvices provided, with a s
the customep® proof that a purchase was ma
ageipts/and each company will use those

a hdyer-generated form that authorizes a p

binding on both faities. It includes descriptions, quantitie
seller.
a form that custdbmers can use to order produc
payment terms.
the record that lists emyployee hours worke

a summary of financial trarisactions over a
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Right Sidebar
The right sidebar shows content for the specific course and includes additional options.
The top of the sidebar (1) contains course tools for managing your course.

The bottom of the sidebar (2) includes the To Do list (for students only), in addition to other
sections depending on the layout you set for the Course Home Page.

Course Status

@ Publish

o — @ Choose Home Page

|tn View Course Stream
(?) Course Setup Checklist
&+ New Announcement

£4 Student View

Coming Up 51 View Calendar

o MNothing for the next week
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In the course tools section of the sidebar, you can manage your Course Home Page in

addition to view other helpful links for your course.

To change the course home page layout, click the Choose Home Page link (1).

If your course Home Page displays a
page other than the Course Activity
Stream, view recent activity by clicking
the View Course Stream link (2).
Recent activity displays all recent activity
and events in the course for
assignments, announcements,
discussions, and conversations. When
the Home Page is set as the Course
Activity Stream, this button will not
appear.

If your sidebar includes the Course
Setup Checklist link (3) you can view a

Course Status

@ Publish

o —— © Choose Home Page
e — |&g View Course Stream
o —— (@ Course Setup Checklist
@ — ¢ New Announcement

list of checklist items to help populate your course. Note: If you cannot view the Course
Setup Checklist link, your institution has enabled the Canvas course setup tutorial instead.

To make a new announcement, click the New Announcement link (4).

To view your LMS course using a test student, click the Student View link at the top-right of

the page next to the search bar.

2021-22 Test VE Firm

—
Search Q [ Student View

OEdit | -l Course Status

85 Unpublish

T2 Choose Home Page
View Course Stream
(© Course Setup Checklist
& New Announcement

@ View Course Notifications

Coming Up View Calendar
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LMS GUIDE

Saving a Task Lesson

Step 1: Select the Task Link on the Home Page to access the task lesson.

~ Career Development

Task 1 - Matching Abilities and Skills
i b Traits

Task 3 - Interview and Placement
Process

Task 4 - Introduction to the Career
I (CRF)

cp  Introduction to the Career Readiness Framework
4 (CRF)

—

Competency Dimension Departments Involved Month / Time Frame

« Professional o Al Month 1 / First Two Days
« Core Technology

o Objectives |~ B Materials & Quick Guide @ Deliverables

Employees will:

« Discuss the importance of being "career ready."

« Identify the Career Readiness Framework (CRF) competency dimensions.
« Recognize the career readiness skills developed through the CRF.

« Identify portfolio work samples that demonstrate career readiness.

Step 2: Once on the task lesson page, hold the CTRL key and press P. A pop-up screen on
the same page will appear to allow you to print the page. In the destination drop-down
menu (1), select Save as PDF (2) to save the lesson as a PDF file onto your computer.

Print

Total 2 pages

o —— Destination B saveasPODF -

Kyocera

Pages

Save a5 PDF  se— e
Layout

Save to Google Drive

More settings
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@ LMS GUIDE

Printing a Task Lesson

Once on the task lesson page, hold the CTRL key and press P. A pop-up screen on the same
page will appear to allow you to print the page. In the destination drop down menu (1),
select the printer (2) you would like to use to print out the lesson.

Print

Total: 1 sheet of paper

m Cancel
o — Destination = Kyocera TASKalfa

Kyocera

Fages e

Save as PDF

Coples

Save fo Google Drive

Color

More settings
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LMS GUIDE

Downloading a Reference File

Step 1: Select a reference link on the Materials tab in a task to access the resource.

orl ) Introduction to Virtual Enterprises

1

Competency Dimension Departments Involved Month / Time Frame

e Professional o All Month 1/ First Two Days
e Core Technology

»? Objectives X Materials & Quick Guide @ Deliverables

« Reference - Agenda
« Reference - Expectations and Requirements Memo

* Reference - Sample Job Descriptions

* Reference - Photograph & Video Consent Form
* Videos - Company Commercials

¢ Video - How to Perfect the Elevator Pitch

o Rubric - Personal Elevator Pitch
o Action Item - Personal Elevator Pitch

Once you select the link, the file will automatically save to your Downloads folder (example
in Google Chrome shown below).

For Teachers : . .
@ roduction to Virtual Enterprises
Competition Rubrics
© & Resources
g Submission Forms
Assignments Competency Dimension Departments Involved Month / Time Frame
:ﬂ Quizzes o Professional o All Month 1 / First Two Days
atmia Discussions * Core Technology
(i
Grades @ Home
E People - . . . .
»’ Objectives Materials & Quick Guide @ Deliverables
aQ Files
* Reference - Agenda
® Rubrics . .
* Reference - Expectations and Requirements Memo
Search * Reference - Welcome Slideshow
* * Reference - Sample Weekly Plan Progress Log
Modules * Reference - Guide to VE's Learning Management System
‘ Pages * Reference - Sample Job Descriptions
N * Reference - Photograph & Video Consent Form
Announcements < * Videos - Company Commercials
Outcomes * Video - How to Perfect the Elevator Pitch &
* Rubric - Company Presentation (Continuing Firms)
Syllabus  Rubric - Personal Elevator Pitch
Settings * Action Item - Personal Elevator Pitch

ORI 1 Reference....
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LMS GUIDE

Printing a Reference File

The downloaded file should appear on the bottom page of the web browser (1) or in the
downloads folder (2) in your computer.

ORI Reference - W...pdf

Name

ORI Reference - Weekly-Plan-Progress-L...

Open the file and select print to print the document. A pop-up screen on the same page will
appear to allow you to print the page. In the destination drop down menu (1), select the
printer you would like to use to print out the lesson.

Print

Tatal: 1 sheet of paper

m canee!
o Destination # Kyocera TASKalfa

Pages Al -

VIRTUAL R Fil
ENTERPRISES fere
INTERNATIOMAL elerence Hies resource file

Weekly Plan/Progress Log

‘Week of

Name, Department

Create a weekly plon of what you will need to accomplish in your pasition within the company.
List at keasst 34 things daily thot you will need to occomplish in order to meet your Friday
daadines. Chack off sach tima you secomplish the task and date & Give the eomploted log 1o
your HR Manoger ot the end of the week clong with the werk Bat is due.

Copies 1

Coler Color -

More settings v

Tuesday

Wadnes

Thussday

Employes Signature
Date Submited

Page 15



Edit an Existing Assignment for Student Submission

Once an assignment has been created, you can easily edit the assignment to make changes

and assign it to the class. Simply click on Assignments in the course navigation menu, click

on the assignment you wish to edit, and then click Edit.

C)

OB E e

— GL > Assignments

020-2021
Home
For Students
For Teachers

Competitions & H )
Events .

Submission Forms
Announcements $©

Modules

Assignments
Discussions g B
Grades
People
Pages
Quizzes
Files

Outcomes &

£ = Assignments

Fall #1

CD 1 ACTION ITEM - Personal Inventorv

CAREER DEVELOPMENT - Task 1 - Matching Abilities and Skills with Job Traits Module

5 CD1ACTION ITEM Job Profile and Me
CAREER DEVELOPMENT - Task 1 - Matching Abilities and Skills with Job Traits M

CD 1 ACTION ITEM My Quallﬁcahons
CAREER DEVELOPMENT - Task 1 - Matching Abilities and Skills with Jc

CD 1 ACTION ITEM - Discovering Your Career DNA

Career Development: Letter of Introduction
YOUR PORTFOLIO - FALL Modul

w, Career Develnpmenl Career Exploration

'OUR PORTFOLIO - FA

Syllabus & || i

Career Development: Resume
'OUR PORTFOLIO - FALL Module

Rubrics
Search

Settings

Career Development: Cover Letter
ORTFOLIO - FALL Mogiul

Fall Work Sample: Demonstration of Leadership
'OUR PORTFOLIO - FALL Module

{ Group + Assignment i

B wee ®

=— GL > Assignments

2020-2021
Home

For Students
For Teachers

Competitions &
Events

Career Development: Resume

Career Development: Resume

Upload completed resume in Word.

GRSl @ Published | RN
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You can edit the number of points, submission requirements, and a due date for the

assignment. Once you click save, updates will be pushed out to the students.

Points | o

Assignment Group Assignments hd

Display Grade as Points w

O Do not count this assignment towards the final grade

Submission Type
Online v
Online Entry Options
O Text Entry
[ Website URL
File Uploads
Restrict Upload File Types

_pdf

Enter a list of accepted extensions, for example

Group Assignment

O This is a Group Assignment

Peer Reviews

O Require Peer Reviews
Assign R
Assign to
Everyone b4
Due

Oct 30 11:59pm i

Fri Oct 30, 2020 11:5%pm
Available from Until

Oct 6 12am B || oct3011:59pm | [

Tue Oct &, 2020 Fri Oct 30, 2020 11:59pm

-+ Add

[ Motify users that this content has changed
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LMS GUIDE

From the Student View: Students will see the assignment on their To Do list. When they click
into the Assignment, they have the ability to “Submit Assignment.” Students have the ability
to resubmit up until the due date for the assignment.

Home
For Students
For Teachers

Competitions &
Events

Submission Forms
Announcements %
Modules
Assignments
Discussions
Grades
People
Pages
Quizzes
Files
Outcomes

Syllabus 4

Rubrics

Welcome to VE

Dear Students,

iz View Course Stream
(& Course Setup Checklist
¢ New Announcement

69 Student View

To Do

@ Grade Career

Development: Resume

Coming Up

3] View Calendar

Nothing for the next week

Whether you are working from home, working from school, or doing both, you can look forward to an exciting year

of experiences in VE that will enable you to try on a job and a step into a career. Your class will become a company

and you will become its employees, each expected to complete the work of your department to meet company

goals. In the months ahead, you will be transformed into business professionals with an entrepreneurial mindset,

armed with skills and knowledge that will prepare you for success in your post-secondary paths, employment and

the community.

Enjoy the ride.

GL > Assignments > Career Development: Resume

Home
For Students
For Teachers

Competitions &
Events

Modules

‘ Assignments

¥ OoHmBEHO6E B

Discussions
Grades
People
Pages
Quizzes
Files

Search

Submission Forms

Career Development: Resume

Due Oct 30 by 11:59pm
Available Oct 6 at 12am

Points 0O Submitting a file upload
Oct 30 at 11:59pm 25 days

Upload completed resume in Word.

< Previous

Re-submit Assignment

@ = Search Q
@ 2020-2021
Career Development: Resume
e Home
r For Students . . N "
:H Due Oct 30 by 11:5%pm Points 0 Submitting a file upload File Types pdf
For Teachers Available Oct & at 12am - Oct 30 at 11:5%pm 25 days
i
= . A
s
— GL > Assignments > Career Development: Resume Q
e Submission

~ Submitted!

File Types pdf

Next *

Oct 6 at 8:45am
Submission Details
Download Resume.pdf

Comments:
No Comments
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LMS GUIDE

Create a New Assignment for Student Submission

Each task page provides the teacher with an option to add a new assignment using the Add
an Assignment button on the deliverables tab. To add a new assignment:

Step 1: Click on Add an Assignment on the relevant task.

Establish an Accounting System

ACCT
1
Competency Dimension Departments Involved Month / Time Frame
* Professional o All Month 1/ First Two Days
« Functional

* Core Technology

»? Objectives Materials & Quick Guide @ Deliverables

e« Establish an agreed-upon workflow for all accounting records and method for saving electronic and paper copies of all accounting
records.

Submit Accounting Workflow Diagram

Step 2: Select Edit to customize the assignment including: Description, Points, Assignment
Group, Submission Type, and Assign to.

{.Jg\ 2021-22 > Assignments > ACCT 1 New Assignment Search Q [# Student View
2021-2022 Related Items

Home ACCT 1 New Assignment (7, Blueprint 88 Publish i

For Students

For Teachers

No additional details were added for this assignment.

Competition Rubrics

& Resources .
Points  None

Submission Forms Submitting  Nothing
Assignments

N Due For Available from Until
Quizzes
Discussions - Everyone
Grades
People @ Rubric

Step 3: Click  Save & Publish

For more information on adding or editing details in an assignment,

click here: How do I add or edit details in an assignment?
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Using and Accessing SpeedGrader

The SpeedGrader™ allows you to view and grade student assignment submissions in one
place using a simple point scale or rubric. When you click into an Assignment, select +
Rubric to add a Rubric for the assignment. You can use an existing rubric by clicking Find a
Rubric (1), select the existing rubric (2), then select Use This Rubric (3).

Home
For Students
For Teachers

Competitions &
Events

Submission Forms
Announcements &

Modules

¥ OoHMmEEGE ®

‘ Assignments
Discussions
Grades
People

Pages

— GL » Assignments

Career Development: Resume

Career Development: Resume
Upload completed resume in Word

Points O
Submitting  a file upload
File Types pdf
Due For Available from

Oct 30 Everyone Oct 6 at 12am

[ Blueprint © Published % Edit

Until

Oct 30 at 11:59pm

Related Items
7 SpeedGrader™
4 Download Submissions

0 out of 1 Submissions Graded

Title: Some Rubric

* Previous

L] 1'll write free-form comments when assessing s
(] Remove points from rubric
] Don't post Outcomes results to Learning Mastel  GL

(2]
L] Use this rubric for assignment grading

(] Hide score total for assessment results

Tech
Cancel Create Rubric

Criteria Ratings
Description of criterion 5 '
pts °0 pts
Full Marks No Marks
t+ Criterion O Find Outcome

) Find a Rubric | @

Pts

Find Existing Rubric

L

LU Z - LoverLer

er

GL Test Firm IL-MI

CD 2 - Resume

Grammar & mechanics

Oral Report & Slideshow

Presentation

Rubric - Personal Elevator

Pitch

9 Use This Rubric
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For each student, you can use SpeedGrader to:

e View student submissions. Preview .doc, .docx, .ppt, .pptx, and .pdf (.xIs and .xlIsx are

accepted but they are in beta support)

e Assign a grade based on your preferred assessment method (points or percentage)
e View Rubric to assist with grading (if one is added to the assignment)

e View discussions created by you or the student about the assignment

e Create text, video, and/or audio commentary for the student

Click into SpeedGrader on the Assignment page to review student submissions. You are
able to download submissions and see a listing of the number of submissions that have

@ — GL » Assignments > Career Development: Resume Q
O 2020-2024 Related Items
& tome Career Development: Resume (LTSNS © Pubiished RN | & SpeedGrader™
For Students
;ﬂ -\ Download Submissions
For Teachers
ﬁ c one & Upload completed resume in Word. Qout of 1 Submissions Graded
ompetitions
= Events 4
- Submission Forms Points 20
@ Amnouncements ® Submitting  a file upload
D;%: Modules File Types  pdf
Assignments Due For Available from Until
Discussions
Oct 30 Everyone Oct 6 at 12am Oct 30 at 11:5%pm
Grades

Some document assignments can be marked up for feedback directly within the
submission. You can also provide feedback to your students with text or media comments.
If a student did not submit the assignment, this will be indicated on the page. Click the

arrow to move to the next student.

Career Development: Resume
Du: Oct 30 st 1:5%pm.- GL

B e s

This student does not have a submission for this assignment

1/3  20/20(100%) 4
Graded Aversge

Jan Brady

L]

Assessment

Grade out of 20
View Rubric

Assignment Comments

IS

Download Submission Comments
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SpeedGrader Menu Icons

The SpeedGrader menu on the top left includes several tools and resources to assist with
grading assignments.

e To return to the Gradebook, click the Gradebook icon (1).
e To post or hide the assignment, click the Visibility icon (2).
e To view SpeedGrader settings, click the Settings icon (3). SpeedGrader settings
include:
o Options (4), which allows you to select student list sorting options and
enable anonymous grading.
o Keyboard Shortcuts (5), which opens a list of keyboard shortcuts for

SpeedGrader. You can also press the Shift+Question Mark keys
simultaneously.

o 9 | Career Devel R
& @ areer Development: Resume

Due: Oct 30 at 11:59pm - GL

I

Options 0o

Keyboard Shortcuts
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Assigning a Score Using a Rubric

Steve Austin v >

If a student has made a submission for an assignment, you will | 15

see the date and time they submitted, the file type, an area to

Submitted: Oct 6 at 8:45am

Submitted Files: (click to load)

enter a grade, a section to add a comment, and the Submit
button.

Resume.pdf

Assessment

Grade out of 0

Download Submission Comments

You can enter a score for each section of the rubric, then click
save. After you have reviewed the submission, you can include

a comment for feedback and press submit.

Grading
CD 2 - Resume
Criteria Ratings Pts
4pts 3pts 2pts 1t
s
Exceeds Meets Does Not Meet N:(
N Expectations Expectations Expectation
Function Demonstrated 3.5
. o Audience and Audience and Audience and /4 pts
view longer description Audience and
purpose of the purpose are purpose are less \:J
purpose are not
resume are strong | present but could clear, and weak clear
an clear. be stronger. parts remain.
4pts 3pts
P e 2pts 1pts
Exceeds Meets
L N Does Not Meet Not
Expectations Expectations .
Expectations Demonstrated
Format of the Format is mostly . N
. Formatis Format is hard to
. resume is clear. clear. Each major N
Form {functional or N . confusing. Major see. Major
h Jogical) & cont Each major section includes sections are sections are 4
chronelogical) & content . i i 5
. section includes most of the . tock /4pts
. . missing missing
view langer description required required N . N
N B a . a information information ;‘
information information - [
- . (objective lobjective
{objective (objective
statement, names, | statement names,
statement. names, | statement. names,
" " dates, locations, dates, locations,
dates, locations, dates, locations,
etc). etc.)
etc). ete)
2pts
3pts 1pts
P Does Not Meet P
4 pts Meets E tati Not
. xpectations
Exceeds Expectations P Demonstrated
Expectations Resume shows
Effectiveness P Resume shows an N Resume does not 35
less professional - /4 pts
. — Resume shows a appropriate appearance. tone, havea
wigws longer description ,
wvery professional appearance, tone, PP professional \:_|
and style. Several
appearance, tone, | and style. Some appearance, tone,
N N weaknesses need
and style. inconsistencies 5 and style. Much
attention or 5
remain. ok revision is needed.
revision,
1pts
4 pts 2pts P
3 pts Not
Exceeds Does Not Meet
i Meets " Demonstrated
Expectations . Expectations
Expectations -
N N Writer has
Writer follows all N Writer follows "
Grammar & mechanics P Writer follows . difficulty 4
guidelines for some guidelines, /4 pts
most guidelines following
view longer description spelling. grammar, but sentences -
N but some N N guidelines; most L:‘
usage, mechanics, contain multiple N
sentences are sentences contain
etc. Sentences are errors and are
unclear, uneven, NUMErous errors
strong and have a N difficult to
N or contain errors. and cannot be
wvaried structure. understand
understood.
Total Points: 15 out of 16
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After submission, students will receive their score and any comments that were included in
the review.

Submitted: Oct 6 at 8:45am
Submitted Files: (click to load)
+
Resume.pdf e
Assessment
Grade out of 20
20
View Rubric
CD 2 - Resume
Criteria Ratings
Function
view Mo details
longer 3.5/ 4 pts
descrip-
tion
Form
(1uncnona! or Exceeds Expectations
chronslogica
1) & content Format of the resume is clear. Each major section includes
required information (objective statement, names, dates,
view locations, etc.).
lenger 4/dpts
descrip-
tin L
Effectiveness
view No details
fonger 3.5/4pts
descrip-
tion
Grammer& Exceeds Expectations
mechanics
Writer follows all guidelines for spelling, grammar, usage,
view mechanics, etc. Sentences are strong and have a varied
':"Eer structure.
escrip-
o 4/4 pts
L
Total Points: 15
Assignment Comments
Good job. X
> 1

For more information on adding a rubric to an assignment,
click here: How do I add a rubric to an assignment?
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About Modules

Module is a container that includes all task files and resources.

@ # + ORIENTATION - Task 2 - Team Building o
O it DEPARTMENTS INVOLVED: ALL o
® E ORI Task 2 - Work as a Team-3
|_module gy
@ H ORI 2 - Video - TED Talk - Build a Tower, Build a Team - Tom Wujec [
ﬁ ORI 2 - Reference - Marshallmallow Challenge Rules-.pptx N ]
&
2
i+ ORIENTATION Task 3 - Understanding Time Management
ii DEPARTMENTS INVOLVED: ALL
it [® OriTask 3 Time Management
m_ # [ ORI Task 3 Lesson - Understanding Time Management
ORI 3 Reference - Weekly-Plan-Progress-Log (1).pdf (-]
ORI 3 Reference - Daily Progress Log SN - )
ORI 3 Activity 1 - Time Management (-]
ORI 3 Activity 2 - A Case Study (-]
ORI Activity 3 - Test Study Planner o
i [F] ORI Task 3 Video - How to Manage Your Time Better

The module is designed with global settings at the top of the page (1) followed by individual
modules (2). Course content items are nested within each module (3).

Note: The module supports keyboard shortcuts. To view a list of keyboard shortcuts, press the
Comma key.

~— | i DEPARTMENTS INVOLVED: ALL

i + ORIENTATION Task 3 - Understanding Time Management o —_

i [B  OriTask 3 Time Management

% [ ORITask 3 Lesson - Understanding Time Management oo
ORI 3 Reference - Weekly-Plan-Progress-Log (1).pdf

o _-< ORI 3 Reference - Daily Progress Log e - ]

i ORI 3 Activity 1 - Time Management

7 ORI 3 Activity 2 - A Case Study I

ORI Activity 3 - Test Study Planner

i [@ ORITask 3 Video - How to Manage Your Time Better NN
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Modules: Accessing Modules

You can also access Modules through Course Navigation. In
Modules, you can view all the modules in your course. Modules
are organized by order of progression.

Modules: Collapse or Uncollapse a Module

Modules house the content items within each module. By
default, modules are expanded and show all items in the

module (1). To collapse the module, click the collapse arrow (2).

Home
For Students
For Teachers

Foundational
Tasks

Department Tasks

Competitions &
Events

Submission Forms

Assignments

o _ﬂ)RIENTATION-TaSKZ-Team Building o
ii + ORIENTATION - Task 3 - Understanding Time Management -]

i DEPARTMENTS INVOLVED: ALL (-]

ORI Task 3 - Time Management-2 @

ORI 3 Reference - Weekly Progress Log, Individual Employees pdf & (]

ORI Task 3 Reference - Weekly Progress Log, All Employees.pdf E o

o IE— ¥ [ ORI3Video- Tips for Effective Time Management @

ORI 3 Video - Using Google Calendar.mp4 @

ORI 3 Web Reference - B Ways to Take Control of Your Time [ ]

? ORI 3 ACTION ITEM - Take Control of Your Time.docx [ - ]

QORI 3 ACTION ITEM - Take Control of Your Time, Answer Key.docx I °

ORI 3 ACTION ITEM - Personal Calendar (]
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Modules: Icons

The icons on the right side of the module name control the entire module. You can publish

or unpublish an entire module (1) and add a new content item to the module (2).

In the Options drop-down menu (3), you can edit a module (4), which allows you to rename
the module, lock modules, set prerequisites, and set modules requirements.

You can also move the module (5), move module items (6), delete the module (7), or

duplicate the module (8).

i » ORIENTATION - Task 2 - Team Building

i DEPARTMENTS INVOLVED: ALL

ORI Task 2 - Work as a Team-3

¥] ORI 2 - Video - TED Talk - Build a Tower, Build a Team - Tom Wujec

ORI 2 - Reference - Marshallmallow Challenge Rules-.pptx

000
il
o

"= Move Contents...

1 Move Module...

1] Delete

o
S
o
7
o

[=/] Duplicate

Modules can be filled with different types of content. Each module item

also includes an icon with its type:

e Page (1): a page of content to read

e Discussion (2): a course discussion

e Quiz (3): a course quiz

e Assignment (4): a course assignment

e Link or External Tool (5): an external link or tool to view outside of

the course
e File (6): a file to download or view
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Modules: Publishing a File

A published file is one that becomes visible to all members of the course. If a file is

unpublished, it becomes inaccessible to the students in your course. Click on the white

circle with the forward slash (1) to publish the course. The green circle with a check mark

(2) indicates a published file.

ii = ORIENTATION - Task 2 - Team Building

ii DEPARTMENTS INVOLVED: ALL

[¥] ORI Task 2 - Work as a Team

7 ORI 2 - Video - TED Talk - Build a Tower, Build a Team - Tom Wujec

’ ORI 2 - Reference - Marshallmallow Challenge Rules-pptx

i + ORIENTATION - Task 2 - Team Building
i DEPARTMENTS INVOLVED: ALL
[¥! ORI Task 2 - Work as a Team
" ORI 2-Video - TED Talk - Build a Tower, Build a Team - Tom Wujec

ORI 2 - Reference - Marshallmallow Challenge Rules-pptx

=]
(]
o
(-]
(]
BT o — ©
o
Gy . ]

Modules: Reorder Contents of a Module

You can reorder the contents of a module by hovering over the drag handle (1) and

dragging the module to the desired location. In the example, the file (2) was moved from

the top section to the bottom section.

~|ORIENTATION - Task 2 - Team Building

EPARTMENTS INVOLVED: ALL

i :| ORI Task 2 - Work as a Team-2 l—o

=1 ORI 2-Video - TED Talk - Build a Tower, Build a Team - Tom Wujec

ORI 2 - Reference - Marshallmallow Challenge Rules-pptx

~ ORIENTATION - Task 2 - Team Building

i DEPARTMENTS INVOLVED: ALL
‘ORI 2 - Video - TED Talk - Build a Tower, Build a Team - Tom Wujec

ORI 2 - Reference - Marshallmallow Challenge Rules-.pptx

[#1 | ORI Task 2 - Work as a Team-2 |;°

o
o :
e
@ i
ce :
°
o :
© :
© -
o :
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Modules: Manage Individual Module Items

For each individual module content item, you can use the options drop-down menu (1), to
indent the item up to 5 levels (or remove an indent) (2), edit the content item (3), duplicate
the item if the item supports duplication (4), move the item (5), or remove the content item
from the module (6).

ii v ORIENTATION - Task 2 - Team Building o o
ii DEPARTMENTS INVOLVED: ALL )
¥ ORI Task 2- Work as a Team-2 e - |

=] ORI 2-Video - TED Talk - Build a Tower, Build a Team - Tom Wujec > Increase indent

— %, Edit

@ Duplicate

I Move to...

e [l Remove

ORI 2 - Reference - Marshallmallow Challenge Rules-pptx o

ii + ORIENTATION - Task 3 - Understanding Time Management _

Modules: Blueprint Course

VE manages the Blueprint or master course. Teachers can modify their course by adding
content, but it will only affect that course. At the end of term, the added content will be
deleted. If you would like to use the files you uploaded again in the future, be sure to save
them onto your computer or Google Drive. If there are any changes to the master course,
you will be notified by the VE curriculum administrator of those changes.

i v+ ORIENTATION - Task 2 - Team Building (-]

i DEPARTMENTS INVOLVED: ALL (/]
ORI Task 2 - Work as a Team-3
ORI 2 - Video - TED Talk - Build a Tower, Build a Team - Tom Wujec

ORI 2 - Reference - Marshallmallow Challenge Rules-.pptx
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