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Preface 


This manual is created and designed for the UNIMAS academia, who are 

now embarking into Online Learning, a new approach to enhance the 
quality of instruction at the university. 

Since its introduction to the world over a decade ago, the Internet has 
created the largest shift of communication power in history. With a computer, 

an Intemet connection and a browser, life as we know it has changed. The power to create, distribute, 

and communicate has been shifted from governments, businesses and corporations to individuals 
around the world. In the context of the fast-evolving world today, education is rapidly becoming a highly 
significant sector. It is now a crucial time for experts in higher education to take a stake of its power, and 
use it effectively, to share a space to collaborate, with peers and students alike, to make great ideas 

come true. 

The workplace of today demands workers who are able to create, manage and disseminate knowledge 
throughout the span of their professional careers. As a university with a forward-looking mission, 

UNIMAS is gearing its academic staff to embrace the nature of the digital evolution in ways that it can 
improve the current instructional practices on campus. Technology is regarded as a tool to make 
progress with existing resources, and the flexibility of web-based technology is manipulated in Online 

Learning on campus because it provides a platform to interact seamlessly over the network. 

With the availability of this manual, I hope all academicians on campus will be able to use our Online 
Learning system effectively, to reach out to our students, and assist them to learn better. It is also our 
hope that all instructors will become more critical and involved in their respective teaching-learning 

sessions, and by examining our own assumptions and practices through the passage of time, using the 
flexibility and transparency of the Web, we hope we will find ways to continue to become more effective 
learners of our own teaching processes. 

Professor Abdul Rashid Abdullah 
Deputy Vice Chancellor (Academic) 

December 2001 
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Lesson 1 • Getting Started 1 

Lesson 1 II Getting Started 

In this manual, you will learn how to use Lotus QuickPlace. Lotus QuickPlace is an online 
collaborative tool used at our university, to help you build and manage your very own online course. 

Our Goals 
In a nutshell, the eLearning Taskforce hopes to facilitate you with the initial steps in launching your 
course on the web. Our goals are to equip and train you with the proper skills and knowledge to 
create, manage and facilitate online collaboration and interaction among your students that will 
hopefully enrich their learning experience. 

Before we begin explaining the tools, we'd like to introduce the concept of Online Learning to you 
briefly, before you embark in this very challenging and demanding approach in education. 

The ABCs of Online Learning 
Generally, Online Teaching is a new way to convey information and knowledge from lecturersl 
instructors to students through communication media. This communication media includes the use of 
telecommunications tools, PC, modems and so forth. 

At this point in time, many educational institutions and corporate training organizations classify 
Online Learning to be synonymous with Distance Learning. With Verner's (1964) ideas on adult 
education, for instance, Stubbs and Burnham have come out with a definition on electronic distance 
education system, which goes: 

"Any leaming situation where methods and techniques enabled by electronic devices combine with 
instructors and leamers who are physically separated and who use methods and techniques enabled by 
electronic devices to transmit instructional messages over the distance between them is an [electronic 
distance education] system. " 

(Stubbs and Bumham 1990,27) 

Based on Stubbs and Burnham's perception on electronic distance education system in online 
teaching systems, they concluded that, in a system, the important elements are learner, instructor, 
content, methods, techniques, and devices. 

According to Dr. Margaret Driscoll, who is a consultant and the author of Web-Based Training, 
teaching online can also be a transaction of information and knowledge between the programs that 
teaches, and the student who must do the learning. This means that, teaching online also can be 
software-based, where it is the software or program that will teach students, rather than real life 
instructors. 

At UNIMAS, we define Online Learning as a supplementary learning tool to help us enhance the 
quality of scholarship at the university. Our target group is our own on-campus students, who are 
registered with the university, to undertake specific courses with us, over predefined timeframes 
(usually in our normal H,-week academic semester). With the creation of our online learning spaces, 
we do not abandon the face-to-face sessions at all. We utilize the web space for each course to reach 
out to students, and guide them in their learning process. 

http://www.calm.unimas.my 
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Developments in eLearning on Campuses 
Worldwide 
At a press conference on April 4, 2001, MIT announced its commitment to make the materials from virtually 
all of its courses freely available on the World Wide Web for non-commercial use. This new initiative, called 
MIT OpenCourseWare (OCW), reflects MIT's institutional commitment to disseminate knowledge across 
the globe. 

With $11 million in grants, the campuswide project is poised for a crucial 27-month pilot phase, with $12 
million for start-up. The experience gained from the first phase will help determine the costs of the second 
phase, which is expected to take six years. 

"MIT's pledge to share its entire curriculum, and to place its entire institution behind this ambitious effort, 
could transform the way in which content is made available to all who want access to it. High school and 
college students, faculty, and college graduates and professionals worldwide will be able to learn from the 
offerings of one of the world's great universities," said William G. Bowen, president of the Mellon 
Foundation, which is funding the initiative bi-part with William and Flora Hewlett Foundation. The website 
for MIT OCW will include material such as lecture notes, course outlines, reading lists and assignments 
for virtually all MIT courses across the Institute's entire curriculum - in architecture and planning, 
engineering, humanities, arts, social sciences, management, and science. 

How does initiatives such as OCW affect UNIMAS? With the availability of academic resources and 
personnel from a prestigious university like MIT, we have to work an extra mile or two harder to attract the 
right type of academics, groups of learners and researchers to come and assist us to advance in our 
visions for academic stature in the near future. The benchmarks of learning quality will soon be made 
public, with such initiatives like the OpenCourseWare, and to survive as a learning institution that is 
forward-looking and of choice in the region and the world, UNIMAS academia inevitably needs to embrace 
web-based learning as one of its means to boost its quality of scholarship and research. 

Impact on Teaching & Learning 
When you are teaching online, expect some changes. 

Let's look at some differences that distinguish online teaching and learning with conventional forms of 
classroom learning. The differences that can be drawn out are: 

1. 	 Time and space flexibility 
In web-based environments, teaching can be done anytime in a day as compared with the conventional form. This 
gives the instructor or the lecturer to be lenient in teaching the subject with adequate times, as they don't have to 
rush things up in rigid time slots. 

2. 	 Presentation 
Online teaching or learning also doesn't involve any active performance in giving out classroom instruction. In a 
web-basetd learning environment, lecturers need to pay more attention to organising the class, look for appropriate 
assignment topics, reply to student queries and also check progress of student work. 

For an experienced virtual professor, Greg Kearsley, he thinks that online learning experience is much 
better and informational for the student, when compared to the conventional approach. With things like 
bulletin boards or chatrooms, the students will spend much of their time consciously thinking through their 
responses or answering their classmates, and this helps them to be more creative in thinking, and they 
intemaliseinformationbetter.using higher order thinking skills. 

Greg Kearsley also believes that online teaching and learning also helps students to develop critical 
thinking skills and also their problem solving abilities. During synchronous and asynchronous sessions, 
they can contradict and think of the logical facts of their classmate's answer on related topic of discussion. 

http://www.calm.unimas.my 
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~ 
From the experiences of our own lecturers on campus, opening the space on the web for students to 

t:zI learn is like opening the floodgate to learning pathways that may have been oblivious to us when we 
conduct our conventional face-ta-face class sessions. Students tend to be more creative and inclined 

t:II 	 to find ways to reach to their respective instructors, and the rapport built online almost immediately 
evolves into a more friendly physical learning environment. Students become more competitive, as 
they begin to discover the competencies of their peers, and they subconsciously push the limits of= their abilities in the courses they take. Using the transparency of communication in their online 

til learning environments, students develop strategies to learn to collaborate and reflect on their own 
learning and of their peers. 

til 

= The Pros of Online Education 

This online teaching and learning do really benefit both parties (student and instructor) in many ways, 
til 
including: 

:2 
1. 	 Both instructor and students can have a lot of flexibility in terms of schedule and location. As long there is 

a connection to phone line with a PC or laptop, a student or instructor can do their work anywhere anytime ~ 
they want, including joining the class asynchronous discussions or chat sessions. These features 
particularly work well for those of us who are constantly on the field, and on travelling aSSignments - you::I can still teach and communicate with your class, as long as you are connected to the Internet. 

2. 	 Although the workload does increase for instructors and students when engaged in online learning and =
teaching sessions, the benefit is that, both parties can spend quality time concentrating on their work 

:31 continuously, without having to adhere to regular government work schedules (8AM-4:30PM). 

::I 3. 	 In online learning environments, there are more interactions taking place between students and the 
course instructor. The explanation is simple: In a chat session, normally it becomes a small "classroom". 
So, all the students are able to ask questions to the instructors to clear up their doubts on any topic CI 
presented in class. Experts in particular topiCS (this is where you can invite your colleagues who have 
specific interests and experiences in the topics you teach in your course) and also students from around CI 
the world who are interested can be invited to give their ideas and opinions. Students are also allowed to 
access resources and information anywhere in the world. Bookmarks of your armchair research can beC1I shared with the rest of your class, and with it, the entire class can build upon your resources, and 
ultimately this will enable the course community members to design and develop your very own Digital 

:I Library! This shows that online education really does remove the boundaries of the conventional classroom. 

:2 Online learning is about student learning. Learners are provided with a great deal of autonomy on 
place, time and ways of learning. This means that they are able to choose what they want to learn 

::I where they want to learn and also when they want to learn online. Learners are given a lot of freedom 
to pursue their own interests and methods of learning. Learners must possess a few positive 

::I personalities to achieve well in online learning, such as intrinsic motivation and self-discipline to study 
and complete assignments. Online learning can also be taken as a social activity. These social skills 

:I are an important aspect of interacting via computer networks with other users at the other end of the 
line.

:I 
Education now becomes a natural process of knowledge acquisition on the Internet. People are 

:I educating people with information and services they offer on the web. With the average of 40,000 web 
pages created each day (to date, and this number is growing!), no doubt the world is full of people just 

CI waiting for opportunities to feed others with knowledge and skills of sorts. 

t:1 Teaching and Learning becomes an active progression on the web. 

t2 

CI 
http://www.calm.unimas.my=a • 	 • 
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Online education stretches our imagination - it pushes us to combine the good and the bad of 
conventional and innovative approaches in teaching and learning. It helps our students to be able to 
apply theories and principles effectively in our classrooms and in their workplaces, when they graduate 
from UNIMAS. It allows us to bring the world into the classroom, and our students are "compelled" to 
extend their scope of learning, as we open their minds to possibilities outside of the four-walls of the 
classroom, with the use of an open-concept learning environment on the web. 

Learner Expectations for an Online 
Learning Environment 

_t51 
As you have understood by now, there are a few things which make learning online very different from our 
conventional classroom instruction. Here's our list, though not exhaustive, to guide you on your web-based teaching 
journey: 

1. 	 Students should expect instructors to crate a learning environment that utilizes life, work and educational 
experiences as key elements in the learning process, in order to make it meaningful. 

2. 	 The instructor should be able to present the curriculum in the way that the students can easily translate 
theories into applications. 

3. Students should be given ample opportunity to transcribe theory into practice. 	 .)!IB1 

4. 	 Students should be given every opportunity to improve, until the learning experience comes to an end. &EE1 
5. 	 To meet student needs and demands, reasonable accommodations may have to be made, from time to I15fI

time, by the course instructor. 

AIEl6. 	 Always ask for feedback from the class, and listen throughout the entire process. 

7. Be concerned with students' successes and failures, for each online task assigned to them. 	 .::±I 
8. 	 Be aware of where you stand, with respect to the course evaluation process, because with the online Itt±§tl 

learning environment, your assessments are done on a regular basis (i.e. update yourself on weekly basis 
on what has been turned in, and what is missing) IEE"B 

9. 	 Give students timely and quality feedback on their contributions to discussions, assignments and quizzes. IIi±±l 
10. Students should not be subjected to assessments that require memorization. Case analyses would be more II:5tIappropriate. 

11. 	Students should be treated politely and with respect. Lay down all the ground rules to all members of the 
online learning environment before you commence the course. 

12. You should be online EVERYDAY (minimum 5 out of 7 days). 

- -
http://www.calm.unimas.my 
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5 Lesson 1 • Getting Started 

The Basics 
These are brief descriptions on basic entities encountered through out the training process and also 
throughout the online course site system. We use these terminologies often; so do familiarize yourself 
with each of them well: 

Term Description 

Page The basic element of your online course site. What is shown on the screen is a page 
of your online course site. Pages consist of text and graphics. 

Folder Folders are used to group pages into collections. Folders allow pages to be group 
into categories for easier manipulation. 

Room Rooms can contain collections of folders and pages. Rooms have additional features 
such as Security and Customization. 

Graphically, the PAGES are assembled in FOLDERS, and FOLDERS make up a ROOM. Your 
online learning environment is henceforth called a COURSE CUBE (which denotes one online 
learning environment for one registered UNIMAS course). 

Course Cube 
= Online 
Learning 
Environment 

Legend 

o Room 

Folder 

Page 

http://www.calm.unimas.my 
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Course Cube Room 
Diagram 

http://www.calm.unimas.my 
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7 Lesson 1 • Getting Started 

Introduction to Course Cube on 
QuickPlace 
Each Course Cube is created upon request by the main lecturer/instructor of the course. Your course 
cube will be hosted on a dedicated server, which supervised and managed by the eLearning 
Taskforce, so you do not have to worry about security issues pertaining to the physical location of 
your course data. 

Log on to your Course Cube. Get your 
Course Cube with your web browser (it 
works best on Intemet Explorer 5 and 
above). 

You should be presented with a login 
screen. Enter your username and 
password that have been assigned to 
your by our administrator. 

If you are not presented with a login screen when you arrive 
at the main page of the QuickPlace, click on a "Sign In" 
button/link on the navigation area of the main page. 

http://www.calm.unimas.my
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Default layout of your Course Cube 

horne· 

@ 
___A~__~ 

~ !Check Out.• !rJ n ~ 
PlIbJlsl1ed Version I Dran In Progress 

Gourse Info 
The Lecture Hall: 
Announcements 
Reading List lffi ]
Projects: 
Tile Lounge ear in to e ch 0 I nd~ ®CustomIZe 
Members 
~------------~~ 

TOG/s 

"------~..... 

I Introduce your course , and give ;~ brief desc.rlpt ion of your e~ pected outcomes from this course .l Address your students Inform<llly, and I@te them to coliaborate online and lealfl fmll . one another 

J~ Have fUll, and all the best! 

r.ew Ich~ck out Icopy Imov. I dele'e 
\ ./

V 

® 

(1) Navigation bar 
(2) Tools bar 
(3a) & (3b) Editing bar 
(4) Main page area 

http://www.calm.unimas.my 
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9 Lesson 1 • Getting Started 

By default, each Course Cube contains the following areas: 

I 

Area 

Welcome page 

Course Info 'Folder 

Announcements folder 

Reading List folder 

The Lecture Hall room 

I 

I 

I 

Description 

This is the main page for your Course Cube. It is the first page your users will 
see when logging into the Course Cube. Place your welcoming notes and 
instructions to the users here. 

This is the course info folder. Here is where you have important information 
about the course, e.g. course synopsis and assessment for the class. 

This is the course announcement folder. Here you can put important 
announcements for your class here. 

The reading list folder is where you can put a list of reading materials, to be 
used as reference materials for your class. 

This room will be the main area where students will access to get their lecture, 
tutorial notes and participate in this online course. The lecture hall is 
subdivided into: 

Instruction page Here you have a page to give your students 
instruction on what to do. 

Tutorials room Here you can subdivide the room for each 
tutorial session you want to conduct, and 
have each student put their answers in each 
specific room. 

Digital Library room I Here is a digital library where you can put all 
your course notes, bookmarks, and news 
updates or research data for lectures and 
tutorial topics. 

I Project Room The project room is where you have your students to hand-in their 
assignments and projects of the course. This does not include tutorial tasks. 
The room is further subdivided into smaller rooms for each assignment. The 
first page of this room should contain the instruction/question for the 
assignment or project. 

http://www.calm.unimas.my 
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The Lounge room Here is a room for casual discussion and meeting place. Inside you can 
let your students share personal resources, or use the discussion board to 
communicate ideas and problems among themselves. The room is 
subdivided into the following components: 

[ Instruction page Here you can write a short welcoming note, 
inviting your students to take part in the 
online lounge. 

I Class Members Here is a folder for students to put in profiles 
about themselves so the student can get to 
know one another. You will be taught how to 
create a class profile fonn during our training 
session with our in-house trainers. 

Rants & Raves Here students can take part in informal online 
discussions about any topic they wish to 
highlight (usually stuff not related to the 
course!). 

Jokes You can put jokes to share with all the members 
here. 

Index folder Here you will be able to see a list of all pages in the Course Cube, except 
those that are contained in a room. 

Customize Here you can access the options to change your Course Cube. 

Members folder This is a default folder. Here you add/remove members to your Course 
Cube. Refer to the section on Setting Up User Account. 

http://www.calm.unimas.my 
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Preparing for your Online Course 
Before starting to use your online learning environment, the following items must be prepared 

beforehand. 


Web Browser a) Microsoft Internet Explorer: 
4.0x, 5.0x or 5.5x on computers running Windows 9x, 
Windows Millennium, Windows 2000 with Java and ActiveX 
enabled. 

b) Netscape Navigator: 
4 .7x, 6.x or higher on computers running Windows 9x, 
Windows Millennium, Windows 2000 with Java enabled. 

Course Web Address 
·Provic/ed by eLeaming Taskforce I 

http://athena.calm.unimas.my/COURSE_CODE 

Your User Account 
·Provided by eLeaming Taskforce 

Username 
Password 

Student Name list 
List should have: 

• Student's Full Name 

• Student's Matric Number 

• Student's Email Address 

Note 

When you access the Course Cube for the first time, you will get a notification for 
a download from Iris Associates. Just click YES. 

Secull/Y \!Iarning EJ 

Do you W¥II to inltail and lun "QOO·PIaclt UD!om:! 
~'~igned on 1118100 12:~.4M andcktlkooted by: 

Lonl: Deyeloomf!nl 

Publisl1el ~hentlciI.Y verified by Ve!iSign CommBciat 
Sol/wale POObheI$ CA 

Caulion: LoM Developmel'll esseIt3 lhal this content is 
we You mould only insI4IVview t)jt eonIenil )!OIl II t 
Lotti Developmen1/a make that _tion 

More Info 

The application you will download enables you to work with your Course Cube. 

http://www.calm.unimas.my
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Setting Up User Accounts 
As the manager of your online course site, you have the right to create user accounts. These users 
will be the only ones allowed to create, edit or delete content on your course site. 

The types of users are as follows: 

User Type Description 

Reader Users are only able to read content on the online course site. 

Author Users are able to Create, Edit and Delete Pages that are created by that user only. 

Manager Managers are able to Create, Edit and Delete Pages, Customize the course site, 
Add/Remove Users and to Delete the whole online course site. 

Note 

-Students should be given Author rights are they need to be able to create pages and 
edit pages on your online course site. r: 

J~ 
Caution ~ 

Do not allow any other person(s), besides yourself and our Server Administrator, have 
Manager rights. Remember Managers have the ability to Delete content and also the .T 
whole course cube! 

'1 

] 
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~ 
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Lesson 1 • Getting Started 13 
When you have setup a user account to your student, then they can access your Course Cube. 
Follow these steps to create a user account. 

Step Actions 


In the sidebar, click Members, and 
then click Add/Remove Members. 

liTo whom would you like to grant Reader access? 

(click Add . to grant access) 
Craig Click one of the following Add buttons: Ricky 
Ronan 

• The Add button under Step 1. Click 
this if you want to give the member liTo whom would you like to grant Author acc ess? 

Reader access only. (dick Add .. to grant access) 
Britney 
Christi na• The Add button under Step 2. Click Mandy 

this if you want to give the member 

Reader and Author privileges. 
 IlTO whom would you like to grant Manager ac cess?ill (click Add• The Add button under Step 3. Click . to grant access) 

; Admin this if you want to give the member 

Manager access to the QuickPlace. 


3 Enter the user name you want to assign to the new member in a box in the column 
labeled "User name." 

4 Enter your student password in the Password column of the table. 

5 (Optional) Enter the student's email address in the remaining column of the table. 

6 Repeat steps 3 through 5 to add additional students. You can only add members up to six 
members at a time. 

7 Click Next 

8 Click Done 
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Note 

If your student is Chinese, enter their Chinese name. For example, if your student's name is 
Wong Kok Keong, then create Kok Keong as his user name. 

If your student name is Dayang Fatimah or Abang Hafiz, then create Fatimah or Hafiz as 
their user name. In cases where you have people with similar names, use your creativity to 
distinguish the students, i.e. Fatimah_Dyg (for Dayang Fatimah) and Fatimah_A (for Fatimah 
Ali) 

For classes, which are elective-type, you can insert the program code behind your students' 
names, to help you differentiate the various groups they are from (eg: Fatimah_WS007) 

The default password for each of your students is their matric number. When you present 
your QuickPlace to your student, you must ask them to change their password. 

You can ask the student to enter their password when they login to your QuickPlace. 

Caution 

Do not use the following characters in the user name: 
Asterisks ( * ), at signs ( @ ), backslashes ( \ ), forward slashes ( / ), plus sign ( + ), pound 
sign ( # ), ampersands ( & ) and quotation marks ( " ) 

The password must at least one character and cannot include any of the following: 
An open parenthesis (( ), quotation mark ( " ), single quote (' ), backslash ( \ ), more 
asterisks ( * ) in a row, a left bracket followed by a less than sign ( [< ) or greater than sign 
followed by a less than ( >] ). 
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Removing User Accounts 
When you remove your student's user accounts, that student is barred from entering the Course Cube. 
Follow these steps to remove user accounts: 

Step Actions 

1 

In the sidebar, click Members, and then 1 click Add/Remove Members. 

2 Click the name of the member whose user accounts you want to remove. 

3 Click the Remove button next to the box that contains the member's name. 

Depending on the member's current access privileges, you must either: 

4 • Select "Revoke all access for user name," and then click Next. 

• Select 'Yes," and then click Next. 


Click Done. 
5 

Note 

If the member currently has reader access to the QuickPlace, the name appears under 
step 1. 

If the member currently has author access to the QuickPlace, the name appears under 
step 2. 

If the member currently has manager access to the QuickPlace, the member's name 
appears under step 3. 
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Searching for Informa'tion 
You can locate information in your Course Cube if you are not sure which page or pages contain the 
information you need. You can conduct three types of searches: 

Simple Search You type the word or phrase you're looking for and Course Cube will displays a list of 
all the pages that contain that word or phrase. 

Advanced Search You type the word or phrase you're looking for and narrow the search to pages 
created by certain authors and/or pages created before or after a certain date. You 
can also search for pages created by certain authors and/or created before or after 
a certain date only. 

Search for "News" All changes made in the Course Cube in the last day or week, for example all the 
pages that members created or edited that day or week. 

Conducting a Simple Search 
Follow these steps to conduct a simple search: 

Step Actions 

Tools 

In the text box under "Tools" in the sidebar, type the word or 1 phrase you want to search for. 

chat Inotify Ipllnl tlulOI~ I 
help 

Click the icon that looks like a magnifying glass. 2 
Click a page title to display the contents of the page or click QuickBrowse in the top right 3 
corner of the Course Cube window. 

http://www.calm.unimas.my 
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Conducting an Advanced Search 

You can search for a particular word or phrase, for pages created by a particular author, and/or for 
pages created before or after a certain date. 

Step 	 Actions 
Tools 

1 	 In the text box under "Tools" in the sidebar, click 
Advanced Search. 

(Optional) If you're searching for a particular word or phrase, type the word or2 phrase under "Text". 

(Optional) If you're searching for pages created by a particular author, choose the 3 author's name under "Author". 

(Optional) If you're searching for pages created or modified before or after a certain 4 date, specify that date under "Date". 

Choose which order you want the results of the search to be listed in. 
• 	 Choose Most matches if you want the page with the most references to the word 

or phrase to appear at the top of the list, the page with the next greatest number of 
references to appear second in the list, and so on.5 

• 	 Choose Newest if you want the most recently created page that contains the word 
or phrase to appear at the top of the list and older pages to appear later in the list 

Click Next then click a page title to display the contents of the page or click
6 QuickBrowse in the top right corner of the Course Cube window. 

Tips 

Sample text entry Result 

head and shoulders Finds pages that contain all three words, in any order. 

"head and shoulders" Finds pages that contain the exact phrase "head and shoulders". 

head* Finds pages that contain the words head and heading and any other 
word that begins with the letters "head". 

http://www.calm.unimas.my
• 

http:http://www.calm.unimas.my


• • 

Instructor Manual 18 • 

Searching for News: Daily 

You can search all the pages, folders, rooms, calendar pages, email messages, members and tasks 
that were added to or modified in the Course Cube in the last day or in the last week. This the first 
thing your students need to do when they login to your Course Cube in order to check any latest 
updates such as new lecture notes or assignments and projects. 

Follow these steps to search for all the changes made in the Course Cube today: 

Step Actions 
Tools 

1 Click "news: daily" under "Tools" in the sidebar. 

(Optional) Click Update Now at the top of the page to add to the list of changes that were 2 
made since Course Cube generated the list. 


Optional) Follow the links (by clicking them) to find out the exact nature of the change or 
3 changes or click QuickBrowse in the top right comer of the Course Cube window. 

(Optional) To regenerate the list of new items, click "news: daily" again. 4 
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Searching for News: Weekly 

Follow these steps to search for all the changes made in the Course Cube in the last week. 

Step Actions 


ToOlS 

1 Click ''weekly'' under 'Tools" in the sidebar. 

(Optional) Click Update Now at the top of the page to add to the list of changes that were 2 made since Course Cube generated the list. 


(Optional) Follow the links (by clicking them) to find out the exact nature of the change 
3 or changes or click QuickBrowse in the top right corner of the Course Cube window. 

4 (Optional) To regenerate the list of new items, click ''weekly'' again. 

Note 
, 

Course Cube can generate a list of up to 150 new pages. If you and your fellow Course 
Cube members are creating more than 150 new pages a week, you should use "news: 
daily" instead of "news: weekly" to track changes in the Course Cube. 
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