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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 a web browser.  Microsoft Internet Explorer allows more functionality for file display 
and downloading, but Netscape can be used  effectively, as well.  Most full time faculty and many 
adjunct faculty post materials using this system.  

These are a few 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 all faculty they are 
assigned. Carloline Lukaszewski, Manager of Faculty Assistants, maintains the database on 
the assignments of faculty assistants to faculty.

●     CLS students will automatically be given access to all Law School course web pages for 
those courses in which they are registered. The registration data maintained by Academic 
Services is 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 all  non CLS students registered in a Law School course, a form needs to 
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.  
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●     There is an import function  to facilitate the transfer of  files from previous semesters.  See 
"Importing Previous Semester's Courseweb Material".

●     Each folder 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 this folder. Any other 
folder can also be made "public" and the pages in 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://coursewebs.law.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 as a TA with authoring rights by 
using the "Manage Access Control" feature. 
 

●     A new feature in 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 seats in large classrooms.  
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Training

Training is given by individual sessions in faculty offices as well as in group sessions in 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 is provided by the Educational Technology Department 
and the Information Technology Department. Educational Technology will train full-time faculty in 
their offices and  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@law.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 a limited number of  sites that it can develop using the 
Lotus 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 a result, 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.
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Address of a Courseweb The address of a courseweb is: 
http://www.law.columbia.edu/courses

Opening Screen 

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

The link 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 

Use your LAW1 network login and network 
password (e.g. login: lbrown and password: ******) 
to login to the Course Web page.  The convention 
for the network login is the first letter of your first 
name and the first five letters of your last name 
(there are some exceptions). This is the 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 
helpdesk@law.columbia.edu)
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Access to 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 Course Web 

Editor
Non CLS Person

View Courseweb 
Page

YES Yes, Access granted 
through faculty 
account

Yes, Access granted 
through faculty 
account

Yes, view access 
through Public 
folders

Edit Courseweb 
Page

YES Yes, Access granted 
through faculty 
account

Yes, Access granted 
through faculty 
account

NO

Participate in 
Discussion Group

YES Yes, Access granted 
through faculty 
account

Yes, Access granted 
through faculty 
account

NO

Receive & Send 
Email to Mailing 
List

YES Yes, Access granted 
through faculty 
account

Yes, Access granted 
through faculty 
account

NO
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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 
Spring Semester) 

The link in the right hand column allows faculty to send 
a message to all students that are registered in the class 

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

1. Click on the link 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 needs to be 
added skip to Step 4. 

4. Click on the Send button to send the message to 
the entire class. 

The email address of student is the email address on record with the law school.  The Law School IT Dept. maintains a list 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, everyone in 
the class will receive that reply.   

If a student wishes to 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 is created 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"   feature in 
the courseweb and all messages from students in reply to the list will be listed in 
this log. 

This feature 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 Control 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 Item: Allows you to create a "New Item" 
section to be placed in a "Folder". It is equivalent to a 
"page" within a folder where you can add articles of text 
and file attachments. Subitems can also 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 are in.

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

3) LAWNET:  This links out to the "LAWNET" 
database. This application allows you to view your class 
list (including pictures of your students), and create/
edit your course 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.
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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: Allows you to create a "New Item" 
section to be placed in a "Folder". It is equivalent to a 
"page" within a folder where you can add articles of text 
and file attachments. Subitems can also 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 are in. 
 
3) New Folder: Allows you to create a "New Folder" in 
the top level of the Courseweb. 
 
4) LAWNET: This links out to the "LAWNET" 
database. This application allows you to view your class 
list (including pictures of your students), and create/
edit your course 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 
 
All coursewebs now have a course description 
automatically generated from the CLS curriculum 
guide. In order to edit the course description you must 
log into LAWNET and choose the button to "Submit 
Course Decsription".  

Instructions on how to edit your course description 
follow.  Once the course description has been changed, 
it will be reflected both in the courseweb AND in the 
curriculum guide that is available to the public on the 
CLS home page.
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Lawnet Log in The address of a courseweb 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.  
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Lawnet Opening Screen The address of a courseweb is: 
http://www.law.columbia.edu/courses

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

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

This is the listing of the courses recently 
taught

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

Each course that is taugh has its own course description. 
  This level displays the information that is currently in 
the curriculum guide database.

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

Click on the unpublish button.  Once this is 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 CLS home page.

19

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


 

Return to Educational Technology Home Page

Previous Page | Manual Index | Next Page
  

Create/Edit a New Folder 
 
One "New Folder" is included as a standard element.  
To edit this folder: 
 
1. Click on "Edit Document". 
 
2. Set access rights to Public Access: yes or no. 
 
3. Type a new name for the folder in the field for 
"Folder Name". In this case it is called "Assignments". 
 
4. Enter a description for the materials you plan to put 
into the folder. You can either type in the words directly 
into the box or copy and paste from another document. 
 
5. Click on the "Save & Close" button.

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 a folder 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. 

20

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


 

Return to Educational Technology Home Page

Previous Page | Manual Index | Next Page
  

Add a Folder Item 
 
1. Click on the folder you wish to add materials 
 
2. Click on "New Folder Item" button in top toolbar. 
 
3. Type in the "Folder Item Name". 
 
4. Enter the text of the page you want to create (or 
describe the attachments you will post). 
 
You can either type in the words directly into the box or 
copy and paste from another document. 
(To add HTML into the box, see instructions below). 
 
5. Add any attachments (see below for instructions). 
 
6. Click on the "Done" button at the bottom of the page 
when you are finished.

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 sure to click on 
the top level before creating a folder or a folder 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 File" 
dialog box will appear. 
 
2. Select the path (H: drive, C:drive, etc.). 
 
3. Select the file (click on the file when it is displayed in 
the dialog box). 
 
4. Click on the "Open" button at the bottom right of the 
dialog box. 
 
5. Repeat these steps to add more files (up to a 
maximum of 15). 
 
6. Click on the "Done" button at the bottom of the page 
when you are finished.
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Display of Attachments

When a file is attached to a page (folder Item), the 
attachment is indicated in two ways:

●     paperclip symbol in the left hand frame 

●     A listing under the heading "Attached Files" in 
the main frame of the folder item

To read the attachments click on the file (blue 
highlighted text) and the file should open. Internet 
Explorer will open MS Word or Corel Wordperfect in 
the browser. Netscape will bring up a dialog box 
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Open or Save Attachments in Netscape 
 
When file is 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. 
 
This dialog box has "save to disk" selected by default. 
To save the file just 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. 
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Open or Save PDF files in Netscape 
 
When a file in .PDF format ( the adobe acrobat format), 
is attached, it does not display when the Netscape 
browser is used. (It will display using Internet 
Explorer). So, to access a file in .PDF format when 
using Netscape do the following: 
 
1. With the cursor over the file, right click on the mouse. 
 
2. The menu shown here will appear. Select "Save Link 
As". 
 
 
3. When "Save Link As" is selected, the "Save As" 
dialog box will appear. 
 
4. Select the path where the file should be saved (H: 
drive, C: drive, etc.) and click on the "Save" button at 
the bottom right hand side of the box. 
 
5. Using Windows Explorer or the "My Computer" 
function in windows, select (double click) the file that 
was downloaded and it will launch in Adobe Acrobat. 
 
TO AVOID THIS TROUBLE, USE Microsoft Internet 
Explorer to read PDF files.
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Delete a Folder

1. Click on the folder you wish to delete 
 
2. Click on the "Edit Document" button on the top 
toolbar 
 
3. Click on the "Delete Folder" button on the top toolbar 
 
4. Confirm the deletion and click on the "continue" 
button. 
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Delete a Folder Item 
 
1. Click on the Folder in which the materials are located 
 
2. Click on the Folder item you wish to delete 
 
3. Click on the "Delete Folder Item" button on the top 
toolbar 
 
4. Confirm the deletion and click on the "Continue" 
button.
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Adding Links to a Page 
 
1. With a separate browser open to the page you wish to 
create a link 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

The "Course Description" folder will always be the first 
folder, however the order of all the other folders can be 
changed.

To move a folder to the top of the list:

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 the list.  This 
operation can be done one folder at a time to change the 
order of the folders.  The "Top Level" checkbox should 
be checked only in the folder you wish to move to the 
top.
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Adding HTML 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", in Explorer 
select "source". 
 
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. Type the first letter of the last name into the "Search 
by Last Name" field.  Then scroll down in the list of 
names that begin with that letter. 

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 ID:" 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 groups is 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? 
Select:  “I do not want to enable the discussion feature” 

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

The list 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, a mailing 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 a faculty 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 this time. 
It will be a single mailing list of the entire class.  
 
 
Threaded Discussion Specifics 
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A popular feature of a course web page is a threaded 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 a whole host of other questions. The faculty member is, of course, not obliged to 
participate in the threaded discussion. It is there in order to encourage student interaction, and can occur with or 
without faculty member participation (this occurs informally 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 as a practice. 
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Discussion Blank Template 
 
All Coursewebs include a Discussion section by default. 
The Discussion section is initially a blank 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 “I do not want to enable the discussion 
feature” and this section will not be displayed to anyone
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Posting a Message

1. Click on “New Topic” 

2. Enter a subject for the message in the Subject box

3. Create a category if you wish to have the message 
begin a new category (or leave this blank)

4. Enter the text of the message in the “Comments” text 
box

5. Click on the “Save and Close” button on the top left 
of the page
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Display of Posted Messages

When a message is posted it appears in the index page. 
The “Message Preview” shows the first 50 words of the 
message. To the left of the message text is the 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 Message 

After the text of the “topic” of a particular message is 
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 Menu

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 response to a 
message will create and a “thread” or a list 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 a topic is displayed with the first 50 words of a 
posting in the “Message Preview” column.

Responses to the first message in a topic are displayed 
with the author and the subject line of a message. 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 a new category can be created by typing in 
the “Enter a new 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 all messages is in 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 by Author 

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

The names of the authors are listed in bold. Underneath 
the names are the dates of the messages along with the 
“Topic” or subject line.

The authors names are the law school network IDs of 
the authors, not their full names. Encouraging students 
to write their names in the message is an option if the 
network ID does not closely match the name of the 
student.
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Display Messages by Date 
 
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.

See also "Display of Posted Messages" 
 

 

44

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


 

Return to Educational Technology Home Page

Previous Page | Manual Index | Next Page
  

Importing Previous Semester's Courseweb 
Material

Click on the link "Import Courseweb".

To move a folder to the top of the list:

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 the list.  This 
operation can be done one folder at a time to change the 
order of the folders.  The "Top Level" checkbox should 
be checked only in the folder you wish to move to the 
top.
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You will see a screen  that displays 
the folders and folder items in the 
previous semester's courseweb. (If the 
course was taught during the Fall 
2003 semester, that semester's 
courseweb will be displayed).

Select by checking the box next to the 
folder and item(s) that you wish to 
import into the Fall 2004 courseweb.  

Note that the relationships between 
folders and folder items will be 
maintained.  You should check the 
folder and the item.  If you select an 
item only, it will move the folder as 
well.

Relationships between Folders and 
Items are maintained when 
imported 
 
The folder "Assignments" and the 
items in the folder were selected from 
the list and now appear in the Fall 
2004 Courseweb.
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To change the name of the folder 
"Assignments" click on the folder.  
Then "Edit Document", then fill out 
the Folder Name: field with the new 
folder name.  In this case we are 
changing the name of the 
"Assignments" folder to "Class Plan 
& Schedule".

 

 

 

At this point any of the items such as 
"Assignment 1" of "Assignment 2" 
can be kept in this new folder and 
new items for the Fall Semester 2004 
can be added to this newly re-named 
folder.

To add folder items to a folder see 
"Add A Folder Item (add a new page 
to a folder)"
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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 instructions in this manual.  This is the same database that is used for the curriculum guide that is publicly available through 
the CLS home page. Any changes made to the course description will also be made to the curriculum guide, as well.

2.  A log of all emails sent out through the courseweb email feature has been added.  This log is an archive of all email sent out by faculty and any 
responses sent by students. A link to this log 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 all documents view of the in the Discussion section.

Short list of Fall 2002 Courseweb 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 name there is an icon 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 is included to move a folder to the top of the list (just below the course description).  This will give some flexibility in the order 

folders are displayed. (See Moving Folder to Top) 
 
4. Attachments with spaces in the file name will automatically be trimmed. All white space will be deleted. File name Competing Visions of 
Federalism.wpd would become CompetingVisionsofFederalism.wpd. This avoids the problem of attaching files that have problems being displayed 
due to incompatible naming of the original file. 
 
5. Secure all elements on the site to comply with https. (This will 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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