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Course Web Overview

The Law School Information Technology and Educational Technology Departments have created a
simple to use and flexible course web page application. Posting of all materials and other functions
are done using aweb browser. Microsoft Internet Explorer allows more functionality for file display
and downloading, but Netscape can be used effectively, aswell. Most full time faculty and many
adjunct faculty post materials using this system.

These are afew basic features of coursewebs:

. Faculty do not need to request a web page. One courseweb will be created automatically for
each class, and the faculty member who is designated as the instructor (by Academic
Services) will have rights to edit the web page.

. Faculty Assitants are automatically given access to coursewebs for al faculty they are
assigned. Carloline Lukaszewski, Manager of Faculty Assistants, maintains the database on
the assignments of faculty assistantsto faculty.

. CLS students will automatically be given accessto all Law School course web pages for
those courses in which they are registered. The registration data maintained by Academic
Servicesis used to control student access to a courseweb. When students add or drop a course
the registration data for the courseweb will be updated within 24 hours.

. IMPORTANT: For al non CLS students registered in aLaw School course, aform needsto
be filled out (in person) at Registration Services. If a student from another school at

Columbia does not fill out the form, they will not be included in the Law School registration
database. Student access to a courseweb is determined by the Law School Registration

Services registration database.

. Faculty and faculty assistants can manage who has access to a courseweb. Faculty can give
their TA edit or read rights to the web page through the "Manage Access Control" feature at

the bottom left of the page.

1


http://www.law.columbia.edu/law_school/education_tech
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. Thereisanimport function to facilitate the transfer of filesfrom previous semesters. See
"Importing Previous Semester's Courseweb Material”.

. Eachfolder that is created in the course web can be designated as "public” or "private". The
course description folder is automatically public. Information about the course for
prospective students or others outside the law school can be added in thisfolder. Any other
folder can also be made "public" and the pagesin the folder can be viewed by the outside
world. Materials designated by the instructor as "public" can be viewed through the link
available at:_
https.//coursawebs.|aw.columbia.edu/coursewebs/classindex.nsf

. All materials added to a course web (except the "Course Description”) are designated as
"private” by default. If materials are added in the default "private" mode, only students
registered in the course will have access to them. Anyone else who has a Law School
network account can be added to the course as a student or asa TA with authoring rights by
using the "Manage Access Control" feature.

. A new featurein Lawnet that was made available for the Fall Semester 2004 was an online
seating chart application. Students are able to sign up on the web through Lawnet to
designate their seatsin large classrooms.


https://coursewebs.law.columbia.edu/coursewebs/classindex.nsf
http://www.law.columbia.edu/lawnet
http://www.law.columbia.edu/lawnet
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Training

Training is given by individual sessionsin faculty offices aswell asin group sessionsin Case
Lounge on the 7th floor in Greene Hall. Full-time faculty should contact Educational
Technology (854-2400 or avrequest@law.columbia.edu) to arrange for an individual training

session. The schedule for group sessions, open to everyone, is as follows:

Date Time
07/10/2008 (Thursday) 11am - noon
07/17/2008 (Thursday) 2pm - 3pm
08/06/2008 (Wednesday) 2pm - 3pm
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Publishing Policies and Support

Support for the Law School Coursewebs s provided by the Educational Technology Department
and the Information Technology Department. Educational Technology will train full-time faculty in
their officesand give group trainings as described above. Educational Technology also trains full-
time faculty and faculty assistants on the use of the high speed scanner located in the Secretariat (7th
floor Greene Hall). Please contact Educational Technology (854-2400 avrequest@Iaw.columbia.
edu) for individual training.

The IT ATG helpdesk will answer questions concerning the basic functionality of the courseweb
application.

Faculty who are interested in using an application besides the courseweb should contact Brian
Donnelly, (Director of Educational Technology 854-3198 donnelly @law.columbia.edu), to discuss
the options available. The Law School has alimited number of sitesthat it can develop using the

L otus Quickplace application and those faculty who have been using Microsoft Front Page as an
editor can continue to use it for course development purposes.

Columbia University makes available to faculty an application called "COURSEWORKS"
and it is supported by Columbia Academic Computing and CCNMTL. The Law School
registration data is not available to the Courseworks system. As aresult, the Law School
Educational Technology Department and the Law School Information Technology
Department do not support (provide training or answer questions) for courseworks. Please
see Appendix C for more information about this.


http://www.law.columbia.edu/law_school/education_tech
http://www2.law.columbia.edu/edtech/courseweb/index.html
mailto:avrequest@law.columbia.edu
mailto:avrequest@law.columbia.edu
mailto:donnelly@law.columbia.edu
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Address of a Courseweb

The address of acourseweb is:_
http://www.law.columbia.edu/courses

Opening Screen

Thisisthe opening screen to the courseweb system. It
provides links for the "private" side for registered
faculty/students and alink to the index page for the
publicly available materials posted on coursewebs.

Thelink to "Important Courseweb Information™ will
give advice about access, formatting, downloading
and other functions.
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When the link for students and faculty is clicked, the login screen appears:
Login - e
i :ﬁ J:'J:.-d '{gmh et &) &-‘J-."; =l Jﬁ -,

et ] PERE i bt SR RS

Use your LAW1 network login and network
password (e.g. login: [brown and password: ******)
to login to the Course Web page. The convention = COLUMBIA LAY SCHOOL.
for the network login isthe first letter of your first E- e IR xR
name and the first five letters of your last name
(there are some exceptions). Thisisthe login and
password that you normally use to log into the
network from the computer in your office. If you are
unsure of your LAW1 network login, contact the IT
ATG Helpdesk (854-1370 or

hel pdesk @l aw.columbia.edu)

(1] 8 e
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Accessto a Courseweb
All materials added to a course web page are designated as private by default. Only the "Course Description” is
available to the public by default. Each folder can be designated as public through the yes/no drop down menu
on the "Create Folder" feature.
Faculty Faculty Assistant Other CourseWeb |Non CL S Person
Editor
View Cour seweb YES Yes, Accessgranted |Yes, Accessgranted |Yes, view access
Page through faculty through faculty through Public
account account folders
Edit Cour seweb YES Yes, Accessgranted |Yes, Accessgranted |NO
Page through faculty through faculty
account account
Participatein YES Yes, Accessgranted |Yes, Accessgranted |NO
Discussion Group through faculty through faculty
account account
Receive & Send YES Yes, Accessgranted |Yes, Accessgranted |NO
Email to Mailing through faculty through faculty
List account account
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List of Courses

These are the links to the specific courses you are
teaching for the Fall Semester, (highlighted in blue) and
courses taught in the Spring semester are listed below.

(When students login they see a list of the courses they are
registered for in the Fall Semester and those they took in the
Soring Semester)

The link in the right hand column allows faculty to send
amessage to al students that are registered in the class

The link in the left hand column opens the courseweb
template.
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Send a Messageto the Entire Class

1. Click on thelink that reads "Link to mailing list"
which is next to the appropriate class number and name.

2. After the above window appears fill in the subject
and message field.

3. Add an attachment if necessary by following the
instructions on Page **, if no attachment needsto be
added skip to Step 4.

4. Click on the Send button to send the message to
the entire class.
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The email address of student is the email address on record with the law school. The Law School IT Dept. maintains alist of email
addresses for all students, and students need to contact the IT Dept. if they wish to receive the class email at another address.

Please note: When students receive an email from the list and a student replies to the message, everyonein

the class will receive that reply.

If astudent wishesto send an email directly to the faculty a separate email should be sent directly to the
faculty and not through the list function. (see Appendix C Mailing List and Discussion Groups)
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Mailing List Log

A log iscreated in the courseweb of any email that is sent to the class email list.
All messages that are sent to students using the "Link to Mailing List" featurein
the courseweb and all messages from studentsin reply to the list will belisted in
thislog.

Thisfeature allows faculty to know that an email message that was sent out to the
entire class list has actually been received by student and it creates an archive of
the email messages for the course.

To view the message log simply click on the "Mailing List Log" link on the left
hand side of the courseweb located just below the Discussion links and above the
Access Contral links.
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Courseweb Template

When a courseweb is created there is no text or other
content included. The page "Course Description” is
included as the only standard element. Any text added
to this page will be publicly available.

More folders or pages within folders called "items" can
be created and named as desired.

The "new folder" is only a placeholder for content"
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Top Layer Toolbar

The"Top Layer" toolbar has five menu items to perform
different functions.

1) New ltem: Allows you to create a"New Item"
section to be placed in a"Folder". It is equivalent to a
"page" within afolder where you can add articles of text
and file attachments. Subitems can a so be created by
clicking "New Item" when an item section is open. So,
be sure that you are not in an open item section if you
want the "New Item" to be created at the top level of the
current "Folder" you arein.

2) New Folder: Allowsyou to create a"New Folder” in
the top level of the Courseweb.

3) LAWNET: Thislinks out to the "LAWNET"
database. This application alows you to view your class
list (including pictures of your students), and create/
edit your cour se descriptions among other things.

4) Online Manual: Takes you to the "Online Manual"
for Coursewebs where you may also download the
manual in PDF format for printing.

5) Logout: Log out of the Courseweb.

(@ e tem © e olcr O awner @ onive warwal @ Locout
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Edit Toolbar

The "Edit" toolbar has six menu items to perform
different functions.

1) Edit Document: Allows you to edit the descriptions
or content in "Folders" or "Folder Items'. Make sure
you have clicked on the appropriate "Folder" or "Folder
Item" you want to edit, before you click on "Edit
Document".

2) New Folder: Allowsyou to create a"New Item”
section to be placed in a"Folder”. It isequivalent to a
"page" within afolder where you can add articles of text
and file attachments. Subitems can a so be created by
clicking "New Item" when an item section is open. So,
be sure that you are not in an open item section if you
want the "New ltem" to be created at the top level of the
current "Folder" you arein.

3) New Folder: Allows you to create a"New Folder" in
the top level of the Courseweb.

4) LAWNET: Thislinksout to the"LAWNET"
database. This application alows you to view your class
list (including pictures of your students), and create/
edit your cour se descriptions among other things.

5) Online Manual: Takes you to the "Online Manual"
for coursewebs where you may also download the
manual in PDF format for printing.

6) Logout: Log out of the Courseweb.
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Edit the Course Description
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All coursewebs now have a course description
automatically generated from the CL S curriculum
guide. In order to edit the course description you must

it will be reflected both in the coursaweb AND in the
curriculum guide that is available to the public on the
CL S home page.
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Lawnet Login

The address of acourseweb is:_
http://www.law.columbia.edu/courses

Opening Screen

Before you can edit the course description, you must log
into lawnet. Use the same Law 1 username and
password as the courseweb.

Columbia Law School

Please poweblbe puar L 5iboad Toe riciter anld Puirarsed

Low Schosl Gemane: [
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Lawnet Opening Screen

The address of acourseweb is;_
http://www.law.columbia.edu/courses

Once you log into lawnet the opening screen gives you
several optionsincluding see your class lists with
pictures of students.

To edit your course description click on the " Submit
Course Description” link.

Columbia Law School
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Lawnet CourseListing

Thisisthelisting of the cour ses recently
taught

Cllick on the "Update" button in the right column to
start the edit process the particular course.

Course Descriptions for Currlculum Guide
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Lawnet Course Description

Thislevel displays the information that is currently in
the curriculum guide database.

Scroll to the bottom of the page to locate the
"Unpublish" button.

Each course that is taugh has its own course description.
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Lawnet Unpublish Button

Click on the unpublish button. Once thisis done follow
the buttons at the bottom of each page to edit the
description and then publish the description.

Once the edits have been published they will appear
both in the courseweb AND in the curriculum guide
available on the CL S home page.

This course has been already published !

Eefore making any changes, please, unpublish the course by |

pressing button below !

Unpublizh

sncxt et | pr e | ciose |
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Create/Edit a New Folder Jous it et b v -
I Qua - D [# @ §d P e Foen @ 255 KD
One "New Folder" isincluded as a standard element. 1122 N Yt as sorc e o S+ T
To edit thisfolder: LAWYERING TH THE
DIGITAL AGE CLINIC
1. Click on "Edit Document". i
2. Set access rights to Public Access: yes or ho. e —
= fipupe Deaplpiin e [ =
3. Type anew name for the folder in the field for 3 e T
"Folder Name". Inthiscaseitiscalled "Assignments’. || "5 bk e
oy raragney a et g tuin nl 1aldsiy i:nm- Ezlzcr will mestain mseciale celsted
4. Enter adescription for the materials you plan to put Plorumsen
into the folder. Y ou can either typeinthewords directly || aumaiwi-
into the box or copy and paste from another document. -
'Ew -
. WS Mamas essdan
5. Click on the "Save & Close" button. ez
ol B tiad

Additional folders can be created simply by clicking on the " New Folder" button in the top toolbar. Subfolders can
also be created by clicking on "New Folder" when afolder is open. So, be sure that you are not in an open folder at
the point when you click on "New Folder" if you want the folder to be created at the top level of the courseweb.
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Add a Folder Item

T R Tew ReaBe i W [

. . ) Qe - @D [F) [F 3 Do e @ @ 2- 5 H LA B

1. Click on the folder you wish to add materials 11 v et s it o B+ T
LAWYERING TH THE e

2. Click on "New Folder Item" button in top toolbar. RS ARREER ;.h & EOLUMBIA LAW SCHOOL
e 2 A LY T e R e ST

3. Typeintne”Folder tem Name', e i @ O Ol O .

4, Enter the text of the page you want to create (or it etk vl -

describe the attachments you will post). e el | mend

Alacha i = STLEY

Crmtte & gt Tk s 11 1erks an Ktk i

You can either type in the words directly into thebox or || &, o .. Goie &
copy and paste from another document. Ponuzeve e s
(To add HTML into the box, see instructions below). A

o wa ) fasde b ko e fage fam modn s

Paben it oy (e,
o — 10k CACHT RAS LJTRESE 18 MLCASIED.  IE 30
thaz by fepseneer 10 a% 10rlCer.

5. Add any attachments (see below for instructions). %”‘”"y; P

_:':l tet BN ECEEH
6. Click on the "Done" button at the bottom of the page 2
when you are finished. £ 3. Siiere

A "Folder Item" is equivalent to a page. This program uses the standard metaphor of folders and "folder items'. In
effect, "Folder Items' are pages within folders. Use the "New Folder Item"” to add a new page. To edit the page, use
"Edit Document"”.

To avoid creating "FOLDERS" as subfolders or creating "FOLDER ITEMS" as subfolder items, be sureto click on
the top level before creating afolder or afolder item.
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Add an Attachment

While you are creating a page (editing a "folder item" )
you can add an attachment to the page as follows:

1. Click on the "Browse" button. And the "Choose Fil€e"
dialog box will appear.

2. Select the path (H: drive, C:drive, etc.).

3. Select thefile (click on the filewhen it isdisplayed in
the dialog box).

4. Click on the "Open" button at the bottom right of the
dialog box.

5. Repeat these steps to add morefiles (upto a
maximum of 15).

6. Click on the "Done" button at the bottom of the page
when you are finished.

<1 .
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Dlsplay Of Attachments ull.l.u:u.:-mm.r:l Microeeti izl Cxplrer 2
Gean - |;='||a“' ) e rreen s &) 03- 05 TS ) AR
When afileis attached to a page (folder I1tem), the B e LRt
attachment is indicated in two ways: MR ETE AEE m COLUN 1h~ I/ .L [,.wq, q.‘]-j :Jm
Ay AT | AR OO ALY d".'. -
. paperclip symbol in the left hand frame A =
e || BB R DT B
. A listing under the heading "Attached Files" in Comn e S
the main frame of the folder item 8 o Fotbs Mem Mome:  Walarmne st A Emlgion s
S Aachmenk W Enn stacimectis b,
. ) TTETES: '::EI'EI:I['I'.:;L{C-'HWT 1% artachesd, 1n 19 dus by Soplemses 12 o
To read the attachments click on thefile (blue L — i
highlighted text) and the file should open. Internet E-;m el a3
Explorer will open MS Word or Corel Wordperfect in P
the browser. Netscape will bring up a dialog box Plassunerve
Am n

ol 8 it
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Open or Save Attachmentsin Netscape

When fileis attached a Word or WordPerfect format
and Netscape is used to open or download the file, a
dialog box appears when the attachment is selected.

To save thefilejust click OK.

To display the file using the word processor, click on
the "open it" option and then OK. The file will open
using the Word or WordPerfect program on the local
computer.

This dialog box has "save to disk" selected by default.

ol B O l-h- l-l--lpz-l-:nr-b-ub

| GD@ ﬁ @ ﬁl [ T R ] = 5' m]' c:l_._i:ﬂ 9
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Open or Save PDF filesin Netscape

e 08 fra f Snlnshs Ish b i

drive, C: drive, etc.) and click on the "Save" button at
the bottom right hand side of the box.

. 18,000 om—me S 4,0
When afilein .PDF format ( the adobe acrobat format), |5/ @1 med s me B G s & 3 Zoie.
is attached, it does not display when the Netscape SIC ' =
browser is used. (It will display using Internet e E ¢ COLUMBIA LAW SCHOOL
Explorer). So, to access afilein .PDF format when = b
using Netscape do the following: & )
ton T e B s B e e ey s il D
1. With the cursor over thefile, right click on the mouse. | |==* -s==r¥-ree ) R
P e Fifhrbam Mame:  rosra as o gt
2. The menu ShOWI’] here W|” appeal‘ Sdect "Sa\/e L|nk £ Hdewtbd AEachment e ket Bl
As" =13 The D arngronend o wshied ik by Sepmeden 130 (000w
) Erte bl Bis 2
i e oy £
8 Cocuimta Yum :::::::;w
3. When "Save Link As' is selected, the "Save As" B catvam ian et
: . Pl st vhur s ran
dialog box will appear. L":-'”-“-T-“;“"
4. Select the path where the file should be saved (H: e : = e :
ST Tk = [ wrceaCms 2] 1A iaEs & 48 05 rest

TP [ )

o D [ fem g Belasle e

5. Using Windows Explorer or the "My Computer" 0,000

function in windows, select (double click) the file that

£ ria,‘,_ [ £ e ke [ b O et 13 e ekl

l-:nv-h-ub

ﬁ | torzn st b e o b st pad

was downloaded and it will launch in Adobe Acrobat, | ==

LW ERTHG T frrmi [ Cona PP Temi
. DIGITAL AGE

TO AVOID THIS TROUBLE, USE Microsoft Internet g e
Explorer to read PDF files.

Bl Dt :_MIMEEI

i :.,.,:.,.. N

i ;l’T 15\1,::;_ mg’w

T ‘.g [ enone
e Lt L fascracessnin e =l Tea ﬂ"fj
T Seamres  [inbfosbatomres o] Cors M

B Pocummta e
B Catvrey van
Py st viun

- L e
AR GomE

= (e ferces b 4 8 e kgEs = 43 0% eta- Lrtw ., |LoS Saamras G2
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Delete a Folder
(6,00 0 oCemmmmm = 4.9
1. Click on the folder you wish to delete Tl Ses fosen P Siwer D0 S S
2. Click on the "Edit Document" button on the top bkl B ﬂ;‘ ~§ COLUMBIA LAW SCHOOL
toOI bar —IJ‘H'.T-'-'-WH.I LS ALY ‘f = = - _
3. Click on the "Delete Folder" button on the top toolbar || s | s s I e et et A et thanal ) |
menet B 2 el T 2 Eolige
4. Confirm the deletion and click on the "continue" | e
button. (| e TR
== il Drvodpdza sl Tl Tyi Toldar sdil coatadn pacertals celesal to
e
B s premirerts bime
B P oty i
1R bt b v
B 1avkrg s i
e ST e P e e T Ty T =
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Delete a Folder Item T —
@na ﬁ a @ [ s toseesrtas s na s sard o] [ ﬂag
1. Click on the Folder in which the materials are located || e Sru o s 0o i @ s @ )| it - “
{_|J_‘““*'““‘"‘""“‘“‘1‘~5 T ]
2. Click on the Folder item you wish to delete LAWY CATNG TH THI
DIGTITAL AGE CLIHIC
. iz i
3. Click on the "Delete Folder Item" button on the top s
toolbar Atat i F 1 —
R (|1 [ RS R [ E T
4, Confirm the deletion and click on the " Continue" Fut el
“ |'-‘l ¥ Mrgen Pl i i I”‘-" .
button. Ervmeadfrsd fetha] TEIECRIEIARF LM
.r-rr..:I =k [TFCh LacaM il Tezap Q103 TR
fram L] Fabdai o it [[uisss e ered Pt ey
Anaih ey P I]
EMGE DN Erebte i jub o Yol far 1o i cont ol s bz b
B s premirerts bime Teag
R oyt e ?;',I:Id:u-“u::m:v.rum
F2 by g v :m;mu =) b a]e |14 e 2
— bz fipsi asziemorsal a0 efdocheds I Lo dwe br
a &l‘lﬁ\l_lﬂ Marterkar 2@ sn Liddan.
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Adding Linksto a Page

1. With a separate browser open to the page you wish to
create alink to, highlight the address/location of the

page.

2. Go to the "edit menu" at the top right of the browser
and select copy, or hit CTRL +C.

3.Go to the courseweb page you are editing and place
your cursor in the text box.

4. To the "edit menu" at the top of the browser you are
using for the courseweb and select "paste”, or hit CTRL
+V.
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Moving a Folder to the Top e L] L
Qi D E P e e @ - E LA S
The "Course Description” folder will always be the first  [f=—trmemmsnmsny =B -
folder, however the order of all the other folders can be | procrss ace cuwie "o COLUMBIA LAY SEHOOL
Changa:j ey r e speim ey - che Rt riel S ed b RS
To move afolder to the top of thelist: i';;';i’ i 8o it @) Caneed Dot o Qi B ot vorssad Dot
| = M =
1. Click onthefolder 17 fotrimt TEIECKATAF L
2. Click on Edit Document it by P ,
3. Check the box "top level" m;:m L Bosasbom 480l [om e e ision 1o pess.
4. Click on "Save & Close" P s vy
B ppd ety e
The folder will now be the top folder on thelist. This Breamaiaie:
operation can be done one folder at atime to change the s sz i
order of the folders. The"Top Level" checkbox should || sui i
be checked only in the folder you wish to move to the -

top.
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AddingHTML from a Web Page

1. With a separate browser open to the page you wish to
copy, click on "view" on the top right of the browser.

2. In Netscape select "view page source”,
select "source".

in Explorer

3. The HTML code for the page will open in notepad in
a separate window.

4. Go to the edit menu” at the top right of the notepad
window and select, "select all" and then copy, or hit
CTRL +C.

3.Go to the courseweb page you are editing and place
your cursor in the text box.

4. To the "edit menu" at the top of the browser you are
using for the courseweb and select "paste”, or hit CTRL
+V.

5. Put brackets around the HTML. Put an open bracket
[ before <HTML> and a close bracket | after <
\HTML>].
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Access Control Management

To add a student or another person with TA/Instructor
level access:

1. Click on the "Manage Access Control" link at the
lower left hand of the index frame.

2. Typethefirst |etter of the last nameinto the "Search
by Last Name" field. Then scroll down in thelist of
names that begin with that |etter.

3. Select the name of the person you wish to add.
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4. The name of the person selected will appear in the
"User ID:" box, but it will not be highlighted.

5. Click on the text in the "User ID:" box to highlight it.

6. Click on the buttons below the "User I1D:" box to
grant student or instructor/TA level access.
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Mailing List and Discussion Group Links

Creation of both mailing lists and discussion groupsis automatic. A link to each automatically appears on your
course home page.

TO REMOVE THE DISCUSSION FEATURE FROM THE COURSEWEB ENTIRELY :
1. Click on“Manage Discussion Settings’ at the bottom of the right hand index frame.
2. Click on the “Edit Preference” button.
3. Under the heading:

Do you wish to enable the discussion feature?
Sdlect: “I do not want to enable the discussion feature”

4. Click onthe“Save & Close” button and the discussion links will not appear.

Thelist of registered users for both mailing lists and discussion groups is dynamic, based on registration. In
other words, the participants are updated according to the Academic Services database. As students register for a
course with Academic Services, their names will automatically be added to that particular course mailing list.
Likewise, if they drop the course Academic Services updates their database and the mailing list will
automatically drop that student from that course mailing list.

Mailing List Specifics

As mentioned earlier, amailing list is automatically created for every course. A link to your course’s mailing list
will appear automatically on your course home page.

Currently, both faculty and students enrolled in the course will have access to the mailing list link. The mailing
list cannot be subdivided into groups. In other words, if afaculty divides a 30-member class into 6 groups of 5
students, can the mailing list be divided into 6 sub-mailing lists? Unfortunately, the answer is no, not at thistime.
It will beasingle mailing list of the entire class.

Threaded Discussion Specifics
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A popular feature of a course web page is athreaded discussion. A threaded discussion is analogous to a series of
e-mails posted in one central place so that all users can view all comments and follow-up comments together. A
threaded discussion differs from e-mail because all messages are stored in one place, whereas with e-mail, a
single message is sent to many recipients, and it ends up in several different places (i.e., the inbox of the
recipient).

As mentioned earlier, discussion groups are automatically created for every course. A link to your course's
discussion group will appear automatically on your course home page.

Some faculty members have voiced concern about having to respond to electronic discussions. Their concern is
that they will involuntarily be pulled into the threaded discussion by responding to one question and then
inevitably having to respond to awhole host of other questions. The faculty member is, of course, not obliged to
participate in the threaded discussion. It isthere in order to encourage student interaction, and can occur with or
without faculty member participation (this occursinformally anyway). In this case, some faculty members have
told their class members that they are free to use the threaded discussion, but that he or she won’'t be logging into
it asapractice.
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Discussion Blank Template

All Coursawebs include a Discussion section by default.
The Discussion section isinitialy ablank template.
Messages can be posted and displayed as described in
this section.

If you wish NOT to include a Discussion section in your
courseweb click on “Manage Discussion Settings’ (last
link in the left hand frame) and choose “edit preference’
and select “1 do not want to enable the discussion
feature” and this section will not be displayed to anyone
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Posting a M essage
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Display of Posted M essages

When amessage is posted it appearsin the index page.
The “Message Preview” shows the first 50 words of the
message. To the left of the message text isthe topic
(text entered as the subject)

To display the entire message Click on the topic text (in
this case “First Discussion Assignment Instructions”)

The "By Category View” will sort and display the
messages by any categories that have been established.
See Using Categories below.

The "By Author View” will sort and display messages
according to the author. See Display by Author below.

A display by date view is available in the "All
Documents View". Simply click on the triagle next to
the Date colum. It will toggle the display of the
messages between first and last date.
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Display of the Entire M essage

After the text of the “topic” of a particular messageis
clicked on, the entire message will be displayed. (not
the preview of the message) and the discussion editor/

response menu appears.
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Discussion Editor/Response M enu

This menu give the options to edit the message (if you
are the author of the message) and it gives the option of
for others to respond to the message. A responseto a
message will create and a“thread” or alist of responses
under the first message posted under a particular topic.
(see Display of Responses below)
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Display of Responses

In the “All Documents View” the first message posted
in atopic is displayed with the first 50 words of a
posting in the “Message Preview” column.

Responses to the first message in atopic are displayed
with the author and the subject line of amessage. As
more responses are posted they are listed in order below
the first message.
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Using Categories

When the “New Topic” button is clicked on to create a
new posting, any category that was previously
established will appear in the window next to
“Category”. In this case 4 categories were previously
created.

When posting a new message, the existing categories
can be chosen (click once on the category and it will be
highlighted and the message will be posed under that
category), or anew category can be created by typing in
the “Enter anew category” field.
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Display of Categories

When the “By Category View” is selected in the left
hand frame, the messages are sorted and displayed
according to the categories in the main frame.

The display of al messagesisin an abbreviated format
with only the “Topic” or subject lines displayed along
with the name of the author in parenthesis.
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Display M essages by Date

A display by date view isavailable in the "All Documents View". Simply click on the triagle
next to the Date colum. It will toggle the display of the messages between first and last date.

See also "Display of Posted M essages'

44


http://www.law.columbia.edu/law_school/education_tech
http://www2.law.columbia.edu/edtech/courseweb/index.html

'S COLUMBIA LAW SCHOOL

Return to Educational Technology Home Page

Previous Page | Manual Index | Next Page

Importing Previous Semester's Cour seweb
Material

Click on the link "Import Courseweb".
To move afolder to the top of thelist:

1. Click on the folder

2. Click on Edit Document
3. Check the box "top level"
4. Click on "Save & Close"

The folder will now be the top folder on thelist. This
operation can be done one folder at atime to change the
order of thefolders. The"Top Level" checkbox should
be checked only in the folder you wish to move to the
top.
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Appendix A: List of New Features Available for Fall 2004

1. The ability to Import materials from last semester's courseweb has been added. For instructions goto "Importing Materials From Previous
Semester's Courseweb".

New Features Available for Fall 2003

1. Course descriptions are automatically posted in each courseweb. These descriptions are taken from the Lawnet database and the information
needs to be edited within the Lawnet database. Each page in the courseweb has a new link to Lawnet in the top layer toolbar. So, to edit the course

description, follow the instructionsin this manual. Thisis the same database that is used for the curriculum guide that is publicly available through
the CL S home page. Any changes made to the course description will also be made to the curriculum guide, as well.

2. Alog of al emails sent out through the courseweb email feature has been added. Thislogisan archive of al email sent out by faculty and any
responses sent by students. A link to thislog can be found on the left hand side of the courseweb below the Discussion links and above the Manage
Access Control links.

3. A sort by date up/down triangle has been added to the al documents view of the in the Discussion section.

Short list of Fall 2002 Cour seweb enhancements

1. Authors of the courseweb will have the ability to turn on or off the discussion page. If the feature is off, the space will be occupied by the
manage access region. (See Discussion Links Page)

2. Email links to the Professor are added to the upper left hand corner of the course web, under the Professor’ s namethereisanicon that is
automatically liked to the law school email address for example: professor@law.columbia.edu. If there is more than one professor each professor
will receive a copy of the email.

3. A new option isincluded to move afolder to the top of thelist (just below the course description). Thiswill give some flexibility in the order
folders are displayed. (See Moving Folder to Top)

4. Attachments with spacesin the file name will automatically be trimmed. All white space will be deleted. File name Competing Visions of
Federalism.wpd would become CompetingVisionsof Federalism.wpd. This avoids the problem of attaching files that have problems being displayed
due to incompatible naming of the original file.

5. Secure al elements on the site to comply with https. (Thiswill get rid of that vexing "you are about to view unsecured information” dialogue
box.)

6. Create a searchable database of all courses on the public index page of https:.//coursewebs.law.columbia.edu/coursewebs/classindex.nsf
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