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Introduction  

Sakai is an open-source learning management system that was developed through the 

collaboration of several institutions and organizations including the University of Michigan, 

Stanford University, Indiana University; MIT, uPortal, and the Open Knowledge Initiative.  It 

was designed to take advantage of current and emerging trends in education by providing a 

scalable, standards-oriented, component-based software that could be improved through the 

collaborative efforts of the faculty, students, and institutions using it.  The focus of this learning 

management system is to provide a framework with pluggable tool modules that will enable the 

management, delivery, and assessment of student learning. It also functions as a collaborative 

space for group projects and research.  The Sakai system enables the user to focus on knowledge 

and learning while lessening the time spent in learning how to manage the software
1
.  This 

workshop has been designed to minimize the time spent learning the technology by working 

interactively with faculty participants to set up their own course template that can be re-used for 

multiple courses. By learning the basic setup and the future possibilities of Sakai, faculty will be 

able to confidently manage classes while pursuing larger research goals and collaborative 

projects.   

 

 

                                                 

1
 http://www.unicon.net/opensource/sakai  

http://www.unicon.net/opensource/sakai
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Purpose of the workshop 

The purpose of this workshop is to instruct new faculty in the use of Sakai LMS to facilitate 

in class-course curriculum. In doing this, faculty will also learn about open source software 

systems and the possibilities for collaborative learning. Faculty will learn about the Sakai tools, 

and how to use them, by creating a course template in Sakai using the Resource, Gradebook, 

Communication and Interactive Media tools.  The template can be used after the workshop as a 

basis for further course construction and creative content management.  The major goal of this 

workshop is to teach faculty how to use the following tools through a step by step interactive 

process: 

 Announcements –For posting current, time-critical information  

 Assignments –For posting, submitting and grading assignment(s) online  

 GradeBook–For calculating, storing, and distributing class grade information to the 

students 

 Resources –For posting documents, URLs to other websites, etc.  

 Sign-up –For enabling online registration for meetings and other events 

 Syllabus –For posting a summary outline and/or requirements for a site 

 Video on Demand – For watching a video for class via the streaming system 

 Web Content –For accessing an external website within the site (source = http ://)  

Faculty will also learn how to “publish”, or make their course(s) available to students, as well as 

how their students will use Sakai.  
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Rationale 

The popularity of learning management systems (LMSs) is well documented with usage 

expected to continue to grow. According to the 2009 ECAR Study of Undergraduate Students 

and Information Technology
2
 LMS student use increased from 79.7 percent in 2006 to 91 

percent in 2009. In 2008 the Campus Computing Project reported the percentage of college 

courses that use an LMS had risen from 14.7 percent in 2000 to more than 53.5 percent in 2008. 

In 2001 only 41.8 percent of colleges and universities reported a strategic plan for LMS 

deployment. In 2008 that number was 63.5 percent. These surveys demonstrate how important 

and critical an LMS strategic plan is for academic institutions. 

St. Lawrence University has been using ANGEL
3
 as its Learning Management system for years. 

In May 2009, Blackboard purchased ANGEL and shortly after the purchase, they announced 

they would place it in end-of-life status by 2014. Although this decision was later reversed, SLU 

was already pursuing alternatives. After two semesters of input from faculty, staff and students at 

SLU, Sakai was selected as the replacement for ANGEL. As of June 15, 2013, the ANGEL 

system was no longer available.  

The Sakai system is designed to change and grow through the collaboration and insights of its 

users. As it matures, basic training for all faculty and staff managing courses or groups is now a 

necessity. Providing a basic understanding and training for faculty will allow them to use the 

                                                 

2
 http://net.educause.edu/ir/library/pdf/ekf/ekf0906.pdf  

3
 Angel was a privately held educational software company specializing in eLearning. Its main products are the 

ANGEL Learning Management Suite (LMS), ANGEL ePortfolio, and services offerings. 

http://net.educause.edu/ir/library/pdf/ekf/ekf0906.pdf
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software confidently for managing classes while also allowing them the opportunity to take 

advantage of the dynamic properties of this learning management system. 

Settings 

A- Geographical Setting 

In an ideal location, St. Lawrence University is a diverse liberal arts learning community of 

inspiring faculty, serious students, and accomplished alumni, guided by tradition and focused on 

the future. The mission of St. Lawrence University is to provide an inspiring and demanding 

undergraduate education in the liberal arts to students selected for their seriousness of purpose 

and intellectual promise. It was founded in April 3, 1856; which makes it the oldest continuously 

coeducational institution of higher learning in New York State.
4
 

In 2012, St. Lawrence University received a major grant from the Andrew W. Mellon 

Foundation ($700,000)
5
.  The grant will help SLU better prepare students for their future by 

bringing new relevance to the traditional strengths of the humanities, with greater attention to 

technology and the ways it permits us to create new forms of knowledge. Similarly, the 

University’s recently-created Strategic Map aspires to “advance an innovative and distinctive 

liberal arts curriculum that will empower students to engage their world by focusing on courses, 

programs, and teaching that build on the University’s commitment to reflective thinking, 

scholarship and learning”. A key objective of this particular goal is to “review technology needs 

                                                 

4
 St. Lawrence University website (wwww.stlawu.edu/glance.html )  

5
 http://www.stlawu.edu/news/mellon_crossingboundaries42012.html  

http://www.stlawu.edu/
http://www.stlawu.edu/
http://www.stlawu.edu/news/mellon_crossingboundaries42012.html
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and bolster the use of technology in growing a creative, innovative, and forward-thinking 

teaching and learning environment”. The Sakai learning management system is a technology tool 

that assists in implementing the goal of the Mellon grant initiative as well as the University’s 

Strategic Map goals. 

Faculty and students: 

As of October 1, 2012, there were 2398 undergraduate and 90 graduate students enrolled and a 

student-faculty ratio of 12:1 as well as an average class size of 17 students. According to the 

Common Data Set for 2012-2013
5
, there are a total of 201 Faculty, of which 168 are full time 

and 33 are part time.  This number changes yearly as adjunct faculty are added to cover new 

course offerings and full time visiting faculty are added to cover full time faculty retirements and 

sabbaticals. 

 

B- Instructional Setting 

Room#: 140B 

Seats: 20 

Size: Medium (20-60) 

Owen D. Young Library (ODY) is the main campus library. ODY contains a wide range 

of computer stations for both PC and Mac based learning. The spaces and technology in the 

library are constantly re-evaluated and improved in response to the needs of the SLU 

community.  New touch screen computers were added in the summer of 2013 and spaces have 

been re-purposed to allow more classes to make use of the library.  Room 140B is chosen to 
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conduct this workshop. It has twenty five PC computers stations. If room 140B is not available 

Carnegie 212 (20 computer stations) will be used. 

 

Figure 1- Room 140B (ODY) 

 

Figure 2 - C212 (Carnegie) 
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Requirements for the proposed workshop:  

The hardware needed for this workshop includes twenty working PCs for participants, and a 

presenter station which should include a PC and overhead projector.  

For this workshop, it is necessary to have hardware that is capable of accessing and working 

within the St. Lawrence University secure network.  The device, whether PC or MAC, should 

have the ability to access both the internet and internal resources. The participant needs to have 

the necessary permissions to access the secure network and St. Lawrence University’s 

customized Sakai Learning Management System.  

Participants may bring their own hardware if it meets the above requirements. The workshop will 

be held in a computer lab for convenience. 

Learner Analysis 

The Sakai Workshop is provided for the benefit of St. Lawrence University faculty that are not 

currently using the Sakai online learning management system. This includes faculty that are new 

to the university and may or may not have used a learning management system at a previous 

institution, as well as faculty at St. Lawrence University that may have experience with Angel or 

Blackboard, or may never have had experience with an online learning management system. 

This instruction is supported by the administration in response to recent changes in the 

customized Sakai Learning Management system that is used on campus. 

This workshop is designed to teach those with at least a rudimentary knowledge of the St. 

Lawrence University network system and basic computer skills including the ability to navigate 

via mouse, touch pad or other input device on a computer. 

An email will be sent to the faculty prior the workshop to inform them about the workshop, time, 

date, and location. Learners may have no interest in learning a new LMS but they are always 
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interested in finding ways to potentially decrease their workload and simplify lines of 

communication with their students. Because the learners may have little motivation to learn 

Sakai, the presenter should be sufficiently skilled in workshop instruction  to provide ample 

motivation. This may be one of the bigger hurdles to overcome in ensuring that the instruction is 

effective. 

The learners are heterogeneous in their rank, age, gender, cultural background and teaching 

experience. For instructional purposes, the instruction will need to be kept short, simple and as 

individualized as possible to keep the learners engaged in the workshop.  During the workshop, 

two workshop assistants will assist the presenter by answering questions and circulating around 

the room assisting learners individually, to make sure that the goals of the workshop are met. 

All resources will be provided to participate in the workshop although a valid network ID and 

password along with rights to access network drives is required. By holding the workshop in a 

computer lab that is used for classes, the learner will be provided with the ability to test their new 

skills immediately in the actual working environment. Participants may bring their own device to 

use if it is capable of fully interacting with the St. Lawrence University network and has graphic 

and audio capability.   

Learners will be creating a Sakai worksite and a course template in Sakai for future use in 

managing courses and curriculum. 

Needs Assessment 

A learning management system allows educational institutions like SLU to incorporate new 

technology into learning methods in keeping with current trends while allowing systematic 

management of learning activities in one location. Although some faculty have worked with 
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ANGEL in the past, this may be their first time working with Sakai. Similarly, for new and 

adjunct faculty, this might be their first time working with any LMS in general.  

In Sakai, course site tools are optional tools that enhance the functionality of a course site. 

Faculty can choose whether or not to use certain course site tools. Faculty may need to adapt 

course material to accommodate distance learning, especially since the University is making 

changes to its study abroad programs. There is a need for a building blocks type of instruction in 

the use of Sakai tools to reduce the learning curve for faculty that are new to the use of a 

Learning Management System as well as for new faculty. 

The customized Sakai LMS at St. Lawrence University is updated as new features become 

available through the collaborative process.  Due to this dynamic quality of the software, it is 

necessary for faculty to understand and be able to use the core functions of the learning 

management system. 

Focus Questions: 

1- What are the benefits of using Sakai in your courses? 

 

 Consolidate all Learning information into one system: Sakai helps professors 

to maintain all their learning information in a single, consolidated system. The 

creation of a syllabus with links to appropriate resources ensures that students 

have access to information needed for the course. Faculty can maintain a catalog 

of re-usable learning objects for use across multiple courses. The learning objects 

can be configured with advanced search capabilities so that learning the 

technology to access resources is minimized and the actual learning is 
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emphasized. The content of the resources can be edited, changed, or replaced 

allowing the dynamic flexibility needed for the modern classroom. 

2- What tools are provided by Sakai to create a course template?  

Sakai provides a wide range of tools (30 tools in total) that can be used in all disciplines 

and courses. The most common tools will be demonstrated in this workshop enabling 

faculty to create a course template which can be used as a basis for creating their own 

class use. 

   Resources:  A content repository for storage of materials used in a course. 

 Syllabus:  Allows instructors to connect resources to a timeline for the class.  It 

also allows access to extra material that might benefit a student although it is not 

required for the actual coursework. 

 Manage students’ grades: The Gradebook tool allows instructors to calculate, 

store, and distribute class grade information to their students within Sakai. The 

Sakai Gradebook tool is linked to the Sakai Assignments and Tests & Quizzes 

tools and it can import grades from these tools automatically.  

 Store students’ papers (Drop Box): The Drop Box tool allows instructors and 

students to share documents within a private folder. Drop Box can also be useful 

for a private repository in a project worksite or to store students’ papers. 

 Create online quizzes and tests: The Tests & Quizzes tool allows for question-

based online tests, practice exercises, surveys, and other forms of assessment. 

This tool features numerous settings which allow teachers to customize it to their 

individual needs. They can restrict access so that only site participants can take 

the assessment or open it up to anyone who receives the URL for the assessment. 
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Question types can include essay, multiple choice, fill in the blank, and more. 

They can be set so that everyone receives the same questions or they can be 

pulled randomly from a larger pool of questions. Tests & Quizzes also features 

statistics on each individual question and the overall assessment. 

 Communication: Announcement, email, forums, chat, whiteboard, 

teleconferencing are some of the features available in Sakai for interacting with 

students on a daily basis.  

 

3- What are the other potential uses of Sakai? 

It is not possible to cover all the current uses of the Sakai tools in a one day workshop.  

Some potential innovative uses of Sakai will be covered/reviewed/showcased in the last 

portion of the instruction.  

 Distance Learning: Although it is possible to conduct distance classes by simply 

moving documents from the instructor to the student, with a few documents 

coming back in the form of assignments or papers, many online courses require 

greater interactivity, between fellow students, between students and the instructor, 

and between the student and the computer (tests and other individual activities). 

Tools have been developed and are being developed in Sakai which facilitate this 

learning environment. An open source web conferencing system for on-line 

learning, called BigBlueButton, is one of the newer tools which is demonstrated 

in this workshop since it has recently become available. Other tools are currently 

being developed to meet the need of distance learning.  
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 Creation of new uses of Sakai tools:  It is expected that as faculty use the Sakai 

learning objects in their courses, new ways of using the tools will be found.  

Sharing these new ways of using the Sakai tools is the essence of the concept of 

using open-source software. 

 

Goals: 

Goal 1:  Learn how to manage a Sakai worksite 

Participants will learn how to recognize a Learning Management System (LMS), the 

definition of “open source”, its benefits and limitations, and the reasons the Sakai Learning 

Management System is considered open source software.  Each participant will set up a Sakai 

worksite and will learn to navigate and use the Sakai management properties. Each participant 

will set up a basic course site as a template which can be used after the workshop to continue 

using Sakai.  In learning how to set up a course site, participants will add sample students to a 

roster, publish a course site, and learn how students interact with a course through the use of 

“Student View”. 

Assessment:  The Sakai Workspace and Worksite created by the participant serves as an 

assessment of this goal. 

Goal 2:  Setup and use selected tools in Sakai 

Participants will learn how to set up and use specific tools - Resources, Syllabus, 

Announcement, Tests/Quizzes, Gradebook, and Video Conference.  They will learn the 
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mechanics of each of these tools and how the tools can be inter-related by creating links between 

them to create a working course template. 

Assessment:  The course template with tools created by the participant during the 

workshop serves as an assessment of this goal. 

Goal 3:  Learn potential future use of Sakai 

Participants will learn the purpose of tools not covered in this workshop which could also 

be used in the creation of a course site.  They will learn about ways to create a complete course 

online which could be used as a Distance Learning course.  Participants will also learn about the 

potential to create new Sakai tools as well as new uses of existing Sakai tools to enhance a 

course site.  They will learn how to access further help and information about the use of Sakai 

and Sakai tools. The participants will review what they have learned in the workshop through a 

post workshop survey. 

Assessment:  The post workshop survey will serve as an assessment of this goal. 

Affective Goal  

Affective Goal 1: Faculty will choose to use Sakai to manage their course curriculums and 

teaching.  

After learning about the benefits of using a learning management system, faculty will implement 

the Sakai worksite and course template that has been created during the workshop to manage one 

or more classes.  The confidence gained through working with Sakai during the workshop will 
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enable the learner to continue to use the materials created in an effective manner. After the 

workshop, Faculty will be able to change their Sakai site as needed. They can choose to create 

course sites in ways that better suit their teaching style and needs. Also, they will be able to focus 

on teaching students using items the faculty identifies as important. 

Assessment:  A post workshop survey will ask if the participant intends to use Sakai to manage a 

course. 

Affective Goal 2: Faculty will choose to use Sakai tools demonstrated in the workshop 

which are suited to their course curriculum. 

After building a course template in Sakai during the workshop, the participants will use the tools 

in the course template in managing one or more courses.  The experience gained through 

learning to setup and use the Resources, Syllabus, Gradebook, Test/Quiz, and Announcement 

tools will provide a solid basis for managing a course curriculum online in conjunction with 

classroom teaching.  The ability to upload and store course content in the Resources tool and link 

it to other tools demonstrated in the workshop will provide a convenient, accessible, and re-

useable  repository of information for customized courses.  

Assessment:  A post workshop survey will ask if the participant intends to use the Sakai tools 

learned in the workshop to manage a course. 

Affective Goal 3: Faculty will choose to learn about and use Sakai tools not demonstrated 

in the workshop which are suited to their course curriculum through Help files within 

Sakai. 
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After learning about other tools in Sakai, faculty will be able to make choices about which tools 

are appropriate for a specific curriculum.  Through their experience with the tools that they 

learned to setup and use, as well as through the handouts, Help files, and other resources 

provided during the workshop, faculty will have the experience necessary to implement other 

tools. 

Assessment:  A post workshop survey will ask if the participant intends to use Sakai tools not 

demonstrated in the workshop to manage a course curriculum. 

Affective Goal 4: Faculty will choose to modify existing methods of creating courses in 

Sakai to meet new curriculum challenges. 

Alternative methods of teaching, such as distance learning courses, can be facilitated with a few 

adjustments to a basic Sakai course site.  After the workshop, faculty will have familiarity with a 

learning management system which will make the process of creating and/or modifying a course 

to meet new needs easier.  

Assessment:  A post workshop survey will ask if the participant would be willing to use Sakai to 

create a distance learning course. 

Affective Goal 5: Faculty will choose to explore new options for using Sakai through 

collaboration with other compatible topics taught by faculty within the university setting. 

Providing a broader background to a subject through taking advantage of associated topics taught 

by other faculty can be difficult to find and arrange.  Through the use of Video Conference and 

other tools, there is a greater opportunity for collaboration between classes within the university 
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or experts that are geographically distant.  Faculty will be enabled to explore options that 

enhance their courses after gaining confidence in working with a learning management course. 

Faculty will be able to exchange educational experiences with teachers from other countries, for 

example, lectures, discussions and projects through remote workspaces. 

Assessment:  A post workshop survey will ask if the participant intends to use Sakai to meet new 

curriculum needs. 
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Diagram 
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 Goal 1 Goal 2 Goal 3 

Instructional 

Goal  

Learn how to manage 

a Sakai worksite 

Set up and use selected Tools 

in Sakai 

Learn potential future 

use of Sakai  

 

Assessment I 

Demonstrate the 

technical skill to 

follow through the 

workshop 

Tangible Product in the form 

of course template 

Conceptual 

understanding 

assessed by 

workshop survey 

 

 

 

Objectives 

 Learn the 

definition + 

features of “open 

source” software 

 Understand the 

organization of 

Sakai  

 Learn to work with 

My Workspace to 

start building 

customized courses 

in Sakai 

 Learn to work with 

Worksite Setup  to 

set up a course site   

 Learn what  

Students see and 

how they interact 

with a  customized 

course in Sakai 

 Learn how to use the 

Announcement tool. 

 Understand the role of the 

Resource tool to store 

content  

 Learn to upload files 

 Learn to link content to be 

stored in the Resources 

tool. 

 Learn to link to content 

from other tools 

 Manage grades using the 

GradeBook tool 

 Ability to setup and add 

Media resources 

 Understand the role and 

use of communication tools  

 Conceptual 

understanding of 

how Distance 

learning can be 

enabled through 

Sakai 

 Conceptual 

understanding of 

potential for future 

use of Sakai not 

covered in this 

workshop 

 

 

Assessment II 

Working Sakai 

framework shows 

mastery of My 

Worksite and 

Student View 

Working Sakai course 

template shows mastery of 

setup of each tool 

demonstrated 

Post workshop survey 

Skills & 

Concepts 

 

 

 Ability to log on to 

Sakai 

 Ability to 

understand the 

display 

 Ability to manage 

My Workspace and 

 Ability to add tools to a 

specific site 

 Ability to set up and create 

an Announcement 

 

 Use of the Resource tool to 

upload or link course 

 Familiarity with 

possible ways to 

enable distance 

learning 

 Familiarity with  

new tools that were 

not taught in 

workshop 
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Skills & 

Concepts 

worksites 

 Ability to 

customize Sakai 

 Ability to choose 

preferences 

 Understand private 

vs. published 

courses 

 Ability to add 

students to a 

course roster 

 Find Help 

 Ability to switch to 

Student View and 

explain how 

students interact 

with the 

customized course 

 

content 

 Use of Syllabus to link 

content stored in Resource  

 Ability to create online 

quizzes.  

 Ability to set up the 

Gradebook tool 

 Ability to add grades to the 

Gradebook 

 Ability to offer feedback 

on grades to students 

enrolled in course. 

 Ability to add digitized 

film media to a course 

template 

 

 Conceptual 

understanding of 

potential for 

creating new uses 

and tools in Sakai 

Assessment 

III 

Tangible Product in 

the form of a Sakai 

workspace 

including Student 

View 

Tangible Product in the form 

of a Sakai online course 

template 

Post workshop survey 

Instruction: 

Delivery  

Strategy 

 

 

 

 

 

 

 

 

 Give a short 

history Sakai  

 Show learners how 

to access workshop 

resources on 

shared drive and 

assist those with 

problems. 

 Show learners how 

to log on to Sakai  

 Explain the 

opening display 

 Demonstrate My 

Workspace and the 

role of worksites. 

 Demonstrate how 

to add a course 

website 

 Demonstrate how 

to add a student to 

 Review how to edit a 

course website 

 Demonstrate how to add 

tools to a course website or 

to all course websites by 

adding the tools to be used 

in the workshop. 

 Explain the role and use of 

the Resources tool  

 Demonstrate adding 

resources by adding a 

journal article, book 

chapter, audio clip, and 

website. 

 Demonstrate adding a 

Syllabus to the Syllabus 

tool and editing it to 

include links. 

 Demonstrate how to set up 

and publish an 

 Give brief overview 

of tools not covered 

in this workshop 

 Outline ways Sakai 

is used in Distance 

Learning 

 Answer questions 

about the use of 

tools in Sakai and 

its tools. 

 Give brief overview 

of changes and new 

Sakai tools in 

development.  

 Hand out and 

explain post 

workshop survey, 

giving instructions 

for submitting it. 

 Provide takeaway 
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Instruction: 

Delivery  

Strategy 

a roster 

 Verify that all 

participants have 

been added to the 

instructor’s Sakai 

roster. 

 Explain private vs. 

published course 

 Demonstrate how 

to publish a 

website 

 Publish 

Instructor’s 

website and ensure 

that all participants 

can access it. 

 Demonstrate 

student view 

versus instructor’s 

view on 

instructor’s site. 

 Answer questions 

 

Announcement 

 Demonstrate how to add an 

Assignment 

 Demonstrate how to create 

online quizzes  

 Demonstrate how to create 

and populate a gradebook. 

 Demonstrate the feedback 

option in the gradebook 

tool if time allows. 

 Demonstrate how to add 

digitized film media. 

 Demonstrate how to set up 

a video conference  

 Answer questions 

 

handouts of 

workshop and 

referral sources for 

further information. 

 

 

 

 

 

 

 

Learner 

Activities 

 

 

 

 

 

 Listen to a short 

history of Sakai 

and its benefits 

 Log on to Sakai 

using Network ID 

and pw 

 Follow the 

explanation of the 

display 

 Add a course site 

 Open roster and 

add a test student 

 Follow the 

explanation of 

private vs. 

published website 

 Access the 

instructor’s Sakai 

course as a student 

to see Student 

View. 

 Open course template 

 Add tools following the 

steps demonstrated by 

instructor 

 Add sample resources from 

workshop resources 

location following steps 

demonstrated by instructor 

 Add sample syllabus from 

workshop resources 

location following steps 

demonstrated by instructor 

 Create links from syllabus 

to resources following 

steps demonstrated by 

instructor 

 Create and publish an 

Announcement following 

steps demonstrated by 

presenter. 

 Add an assignment 

 Listen to and 

comment on an 

overview of tools 

not covered in the 

workshop and ways 

to enable Distance 

Learning. 

 Question anything 

that was unclear in 

the workshop. 

 Fill out post 

workshop survey 

and submit it. 
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Learner 

Activities 

 Switch to Student 

View and back on 

participants’ 

course site. 

 Ask questions 

following steps 

demonstrated by presenter. 

 Follow steps demonstrated 

by presenter to use 

Dropbox 

 Create Gradebook and 

enter grades following 

steps demonstrated by 

instructor 

 Practice hiding or making 

grades available  

 Create online quiz/test by 

following steps 

demonstrated by instructor 

 Join video conference set 

up by instructor if device 

allows. 

 Ask questions about the 

use of tools. 

 

 

 

 

 

 

Resources: 

Equipment 

Materials 

Slides 

 PCs or Macs 

 Presenter station 

connected to a 

projector. 

 SmartBoard 

(optional) 

 Internet (Wi-Fi) 

 SLU username 

 Shared space 

containing all 

resources and 

workshop 

materials, 

accessible by all 

workshop 

participants 

 Handouts  

 PCs or Macs 

 Presenter station connected 

to a projector. 

 Internet (Wi-Fi) 

 SmartBoard (optional) 

 SLU username 

 Shared space containing all 

resources and workshop 

materials, accessible by all 

workshop participants 

 Handouts 

 PCs or Macs 

 Presenter station 

connected to a 

projector. 

 Internet (Wi-Fi) 

 SmartBoard 

(optional) 

 SLU username 

 Shared space 

containing all 

resources and 

workshop materials, 

accessible by all 

workshop 

participants 

 Handouts  

Time 1 hour 4 hours 15 minutes 1 hour 
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Workshop Outline 

8:30am - 5:00pm 

08:30am - 08:45am:  Breakfast  

08:45am - 9:00am:  Introduction 

09:00am - 10:00am:  Section 1 – Definition of “open source” software,  an overview of the 

Sakai system, My Workspace, Worksite Setup, and creation of a Sakai 

course site and roster, view of  all the tools, demonstration of Student 

View and information about using it. 

10:00am - 10:15am:  15 Minute Break 

10:15am - 12:00am:  Section 2 (part 1) – How to: 

 Add (pdf, URL links, Word documents, PowerPoint, images, 

journal article, book chapter) 

 Add a syllabus  

 Add Announcement 

 Create links from the syllabus to the resources 

 Add Assignments 

 Add Dropbox, drop assignment as Student, review assignment 

12:00am - 1:00pm:   1 Hour Lunch 

1:00pm - 02:30pm:    Section 2 (part 2) Learn how to: 

 Set up the GradeBook and enter grades 

 Hide or make grades available  

2:30pm - 2:45 pm:  15 Minute Break 

2:45pm - 03:30pm:    Section 2 (part 2, continue) – Tests & Quizzes 
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 Format an online test/quiz 

 Review Help files online 

03:30pm - 03:45pm: 15 Minute Break 

03:45pm - 04:45pm:  Section 3 – Distance learning 

 Discussion of the use of Sakai for distance learning courses 

 Join a video conference 

 Overview of  collaboration in developing tools  

 Overview of Sakai tools currently in development 

04:45pm - 05:00m:    Closing Activity (answering final questions, handing handouts, 

completing the survey.) 

 Provide handouts and other resources 

 Complete survey 
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Workshop Detailed Outline 

Breakfast 

Time: 8:30am-08:45am (15 Minutes) 

A continental breakfast is served. It includes bread products, fruit juice, hot beverages, cereal, 

fruit, sausages, bacons, and eggs. 

Introduction 

Time: 8:45am-09:00am (15 Minutes) 

Overview:  

The presenter will introduce him/herself, the assistants, and give the participants in the 

workshop brief background information about him/herself. Presenter will then hand out an 

outline to the participants in the workshop on how the workshop will be conducted with break 

times and lunch. 

Also, the presenter will go over the goals and objectives of the workshop, and what the 

participants will gain by the end of it. 

Goals and Objectives:  

Understanding the overview and the goals of the workshop. 

Goal 1:  Learn how to manage a Sakai worksite 

Participants will learn how to recognize a Learning Management System (LMS), the 

definition of “open source”, its benefits and limitations, and the reasons the Sakai Learning 

Management System is considered open source software.  Each participant will set up a Sakai 

worksite and learn to navigate and use the Sakai management properties. Each participant will 
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set up a basic course site as a template which can be used after the workshop to continue using 

Sakai.  In learning how to set up a course site, participants will add sample students to a roster, 

publish a course site, and learn how students interact with a course through the use of “Student 

View”. 

Goal 2:  Setup and use selected tools in Sakai 

Participants will learn how to set up and use specific tools - Resources, Syllabus, 

Announcement, Tests/Quizzes, Gradebook, and Video Conference.  They will learn the 

mechanics of each of these tools and how the tools can be inter-related by creating links between 

them to create a working course template. 

Goal 3:  Learn potential future use of Sakai 

Participants will learn the purpose of tools not covered in this workshop which could also 

be used in the creation of a course site.  They will learn about ways to create a complete course 

online which could be used as a Distance Learning course.  Participants will also learn about the 

potential to create new Sakai tools as well as new uses of existing Sakai tools to enhance a 

course site.  They will learn how to access further help and information about the use of Sakai 

and Sakai tools. The participants will review what they have learned in the workshop through a 

post workshop survey. 

Assessment:  

Presenter and Presenter’s assistants will check to see that all participants understand the 

workshop outline by asking if there are any questions. 
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Materials and Resources:  

Sakai course example 

Notebook & pen  

 

Conclusion 

We just finished the introduction where we received knowledge about Sakai. In the next 

section we will learn Why Sakai is important for your courses, and an overview of the 

system and all the tools. 
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Instructional Segment – Section 1: 

Why Sakai is important for your courses, and an overview of the system and all the tools. 

 

Time: 9:00am- 10:00 am (1 hour) 

Overview of the section:  

At the beginning of this section, Participants will learn to define open source and know 

its uses, pros & cons. Then they will learn about Sakai, its features, and get a brief overview of 

all the tools available. They will access their Sakai worksite and navigate through the elements of 

the worksite following the presenter’s demonstration.  They will view the tools and add the tools 

that are relevant to this workshop. Then they will learn how students access Sakai and check the 

“student view” option, learning what to show students to enable their participation in the 

customized course. Participants will then create their course template and organize their tools. 

Goals and Objectives: 

 Objective #1 Participants will be able to define open-source software: 

Goal 1:    Participants will recognize Sakai as an open source software 

 Objective #2  Participants will recognize the organization of Sakai and be 

able to set up a Sakai workspace: 

Goal 1:  Participants will be able to manage a Sakai “Workspace” 

Skill 1: Participants will be able to customize their Workspace by: 

                       1.   Learning how to add a course in Worksite Setup 

2.  Learning how to make available and how to hide courses 
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3. Learning how to add, remove & change the role of users 

4. Learning how to add and remove tools 

Goal 2:  Participants will be able to explore the Student View. 

Skill 1: Participants will be able to explore the Student View and to: 

1. Learn how students access Sakai 

2. Learn how to  show students how to access and navigate in 

Sakai 

Detailed outline: 

Intro: Presentation:  (Time: 10 minutes)  

The presenter will define open source and outline its uses, pros & cons. Then he/she will discuss 

Sakai, its features, and finally the presenter will explain “My Workspace” and how it is 

different from a Course Site. 

 Definition of “Open-Source”: 

 The term "open source" refers to something that can be modified because its 

design is publicly accessible.  

 The definition of “Open-software”: Some software has source code that cannot be 

modified by anyone but the person, team, or organization who created it and 

maintains exclusive control over it. This kind of software is frequently called 

"proprietary software" or "closed source" software, because its source code is the 

property of its original authors, who are the only ones legally allowed to copy or 

modify it. Microsoft Word and Adobe Photoshop are examples of proprietary 

software. In order to use proprietary software, computer users must agree (usually 

by signing a license displayed the first time they run this software) that they will 
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not do anything with the software that the software's authors have not expressly 

permitted. Open source software is different. Its authors make its source code 

available to others who would like to view that code, copy it, learn from it, alter it, 

or share it. 

 What is a “My Workspace”? 

 “My Workspace” is an individual online space within Sakai that functions as a 

private workplace for each user. When you log in, you will automatically open 

your “My Workspace”, which will display the “Message of the Day” and My 

Workspace information boxes. By default, these boxes contain announcements 

and information from the system administrator. 

 What is a “Course Site”? 

 A course site is a type of worksite, set up through Worksite Setup,  for a particular 

academic course for an institution and can be linked to a database (such as a 

registrar's) to automatically populate its roster. 

 Strengths of Sakai:  

 Sakai is designed to support teaching and learning, ad hoc group collaboration, 

and support for portfolios and research collaboration. It includes features such as 

assignments, tests and quizzes, RSS feeds, and much more. Sakai offers many 

significant advantages as an LMS, particularly its flexibility and its rich array of 

features.  Sakai not only has more features than other LMS systems, it also has the 

best versions of those features in many cases. Examples: 

1- Most LMS’s seem to assume that faculty will compose their text in the online 

visual editor, but most faculty prefer to do this in their word processor, most 
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commonly Microsoft Word. Word, however, tends to not play well with these 

editors, adding a lot of “garbage code” in the background, making control of 

formatting almost impossible. Sakai’s visual editor contains a “Paste from 

Word” button that filters out most of that background code. 

2- The Sakai Test & Quizzes tool allows for pasting appropriately formatted 

exams directly from Word, turning a long and tedious process of copying and 

pasting each question stem and answer option individually into a couple of 

clicks. 

3- Another one of its advantages is its Gradebook.  Its sophisticated Gradebook 

offers distributing, weighting and grouping of gradable items, all in a familiar, 

spreadsheet-style design that allows for easy and efficient setup. 

 

Activity 1:  Demonstration: (Time: 10 minutes) – Check Appendix B – page 81 for 

screenshots of the procedures used in this activity. 

 The presenter will access “My Workspace”: 

 Click on this link: www.sakai.stlawu.edu and enter your SLU User ID: It's the 

first part of your email address, and your password: the six digits of your web 

services pin number.  

 Click on “My Workspace” tab. 

 The presenter will bring his/her courses to the first page: 

 Click on “Preferences” In the pink box is your “Active Sites” and in the gray box 

is your “Hidden Sites”. Click on a course and then use the “single” arrow to 

move it from a box to another. 

http://www.sakai.stlawu.edu/
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       Note: you can choose the number of courses that you want to be displayed as a 

tab on the first page by changing the “Tabs displayed” number. 

 When you finish click on “Update preferences”. 

 The presenter will make some tools available and hide the rest: 

 Click on the course that you want to work with then click on “Site Info”, then 

“Edit Tools.” 

 You will be directed to a list of tools, check the tools that you want to be available 

(make sure that “Syllabus, Resources, Assignments, Gradebook are selected) then 

click on “Continue”, you will be directed to a page where you have to click on 

“Finish”. 

 The presenter will re-arrange the tools that he/she selected: 

 In the Site Info tool, click on “Page Order” in the header 

 Drag-and-drop menu items (tools) to reorder the left-hand course menu 

 For each tool, you can click on the icons to Rename, Hide/Unhide or Remove the 

tool (tools hidden to students will show in grey italics in your menu) 

 Don’t forget to “Save”. 

Practice 1: (Time: 10 minutes) 

Participants will access their own “My Workspace” and demonstrate what they learned. 

Assessment: Presenter and Presenter’s Assistants will use observation to determine if the 

participants have met the goals and objectives of this part by checking with participants to see if 

they are able to access the course, add tools and re-arrange them.  The assistants will work with 

individuals to accomplish this task.  
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Activity 2:  Demonstration: (Time: 10 minutes) – Check Appendix B page 84 for screenshots 

of the procedures used in this activity. 

 The presenter will add participants, assign roles to them, and then remove a couple of 

them. 

 Click on “Site Info”, and then click on “Add participants”. 

 If your students are SLU students use the first box, if they are non-SLU students 

use the second box. Put their usernames (everything before @stlawu.edu) 

 Click on “Continue”, than you will be asked about the role that you want to give 

the students. Choose “Student” unless you are adding your Teaching Assistant in 

this case choose “Teaching Assistant” 

 Click continue and if you want to send them an email saying that they were added 

to Sakai check the appropriate box or just click “continue” 

 Click “Finish”. 

 To delete names: Click on “Site Info”, you will see the list of participants, next to 

the name that you want to remove. Check “Remove”, then click on “update 

participants”. 

 Once you finish setting your Sakai course you have to publish it (in other words, 

make it available for students), Go to “Site Info” and click on “Manage access” 

 Check “Publish site” and keep it “Limited to whom I add manually …”   

 Click “Update”. 
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Practice 2: (Time: 7 minutes) 

Participants will demonstrate what they learned by adding participants, assign roles to them, and 

then remove some names.  

Assessment: Presenter and Presenter’s Assistants will use observation to determine if the 

participants have met the goals and objectives of this part by checking if they are able to add 

names, assign roles to them, and then remove some names. Assistants will work with individuals 

to accomplish this task  

Activity 3:  Demonstration: (Time: 5 minutes)  

 The presenter will explain to the faculty what the “Student view” is: Instructors often 

want to be able to see how the course site appears to students which is a feature available 

in Sakai. Instructors can easily switch from Admin view to Student view to see how 

students see the course homepage, assignment, syllabus, etc. 

 In the upper-right hand corner of your course site, choose View Site as Student 

from the drop-down menu. This will give you a good sense of the aesthetics of 

your site. You will see which items disappear in a tool (like folders or action 

buttons) or be able to view tools like Gradebook, Resources, or Site Info as a 

student.  

 Remember to Exit Student View to continue editing your site. 

 The presenter will explain  how a student can access Sakai and use its tools: 

 Students will click on this link: www.sakai.stlawu.edu and enter their SLU User 

IDs & passwords. 

 Click on the course that you want to access. 

http://www.sakai.stlawu.edu/
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 On the left side bar you can find the tools that your professors are using in the 

course. 

 Click on any tool to access its content (example: if you click on the 

Announcement tab you will be directed to the page where your professor is 

posting his/her announcements. 

Practice 3: (Time: 3 minutes) 

Participants will access their Workspace and demonstrate what they learned. 

Assessment: Presenter and Presenter’s Assistants will use observation to determine if the 

participants have met the goals and objectives of this part by checking if they are able to access 

the course, add tools and re-arrange them. 

Closing:  (5 minutes) 

The presenter will answer any questions that participants have about any of the skills learned 

during this section. 

General Assessment 

Presenter will use observation to determine if the participants have met the goals and objectives. 

Checking for understanding: 

 During the activities, the presenter and assistants will circulate the room to 

provide feedback and assistance. 

 If a participant is unable to meet the goals and objectives, the presenter will work 

one-on-one with the participant. 

 Having the Workplace customized and being able to access the student view on 

Sakai will show mastery of the objective.  
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Equipment 

Presenter: Computer with access to Sakai, internet access, and a projector. 

Participants: Computer with access to Sakai, internet access. 

Materials and Resources 

Sakai course example 

Notebook & pen  

Conclusion 

In this section we learned what an “open-software source” means. In addition, we learned about 

My Workspace and Worksite setup to add a course site in Sakai. After that we accessed the 

Worksite Setup in Sakai and updated preferences, added and arranged the tools in general. 

Also, we learned how students access Sakai. In the next section we will learn how to use 

Announcement and Resources tools. 

Summary of Goal 1: 

 Goal 1 

Instructional Goal  Learn how to manage a Sakai worksite 

Assessment I Demonstrate the technical skill to follow through the workshop 

 

 

Objectives 

 Learn the definition + features of “open source” software 

 Understand the organization of Sakai  

 Learn how to use My Workplace in Sakai 

 Learn to work withWorksite Setup to start building customized 

courses in Sakai 

 Learn what  Students see and how they interact with a  customized 

course in Sakai 

Assessment II Working Sakai framework shows mastery of My Workspace, 

Worksite Setup, and Student View 
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Skills & Concepts 

 Ability to log on to Sakai 

 Ability to understand the display 

 Ability to understand My Workspace and Worksite Setup 

 Ability to customize Sakai 

 Ability to choose preferences 

 Understand private vs. published courses 

 Ability to add students to a course roster 

 Find Help 

 Ability to switch to Student View and explain how students interact 

with the customized course 

Assessment III Tangible Product in the form of a Sakai workspace including Student 

View 

 

 

 

 

 

 

Instruction: 

Delivery  

Strategy 

 Give a short history Sakai  

 Show learners how to access workshop resources on shared drive 

and assist those with problems. 

 Show learners how to log on to Sakai  

 Explain the opening display 

 Demonstrate how to add a course site using Worksite Setup 

 Demonstrate how to add a student to a roster 

 Verify that all participants have been added to the instructor’s 

Sakai roster. 

 Explain private vs. published course 

 Demonstrate how to publish a website 

 Publish Instructor’s website and ensure that all participants can 

access it. 

 Demonstrate student view versus instructor’s view on instructor’s 

site. 

 Answer questions 

 

 

 

 

 

Learner Activities 

 Listen to a short history of Sakai and its benefits 

 Log on to Sakai using Network ID and pw 

 Follow the explanation of the display 

 Add a course site using Worksite setup 

 Open roster and add a test student 

 Follow the explanation of private vs. published website 

 Access the instructor’s Sakai course as a student to see Student 

View. 

 Switch to Student View and back on participants course site. 

 Ask questions 
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Resources: 

Equipment 

Materials 

Slides 

 PCs or Macs 

 Presenter station connected to a projector. 

 SmartBoard (optional) 

 Internet (Wi-Fi) 

 SLU username 

 Shared space containing all resources and workshop materials, 

accessible by all workshop participants 

 Handouts  

Time 1 hour 
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Instructional Segment – Section 2 – Part 1: 

How to use Announcement and Resources tools 

 

Time: 10:15am- 12:00 pm (1 hour 45 minutes) 

Overview of the section:  

 At the beginning of this section, Participants will learn why we use the selected 

tools through information provided by the Presenter about announcements and 

resources tools. Participants will use and apply those tools. 

Goals and Objectives: 

 Objective #1 Participants will be able to identify and use announcements and 

resources tools: 

Goal 1:  Participants will be able to use announcement tool. 

Skill 1: Participants will be able to apply announcement by: 

1. Accessing the Announcement tool. 

2. Writing the Announcement 

3. Using options (Access, Availability, Attachments, and 

Email Notification )  

4. Posted the announcement. 

Goal 2:  Participants will be able to use resources tool. 

Skill 1: Participants will be able to apply resources by: 

1. Creating new folder. 
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2. Uploading files (e.g., word processing documents, 

spreadsheets, slide presentations, and videos). 

3. Creating HTML (web) links. 

4. Sharing links to useful web sites. 

5. Requesting  links for digitized films  

6. Adding links to the Syllabus tool 

Detailed outline: 

1- Intro and Use the “Announcements” Tool:  (Time: 10 minutes) – Check Appendix B page 

86 for screenshots of the procedures used in this activity) 

The presenter will describe the “Announcements” tool that allows for one-to-many 

broadcasting. A site maintainer/ instructor can use this tool to relay important information to 

students in a project or course site. This information is posted on the site homepage and can even 

be emailed to students for easy access. 

After that he/she will use announcements tool. 

 The presenter will access his/her Workspace: 

 Click on Announcements in the left menu to open this tool. 

 To create an announcement, click on the Add 

 Add the Announcement Title (class’s name for example) 

 Add in the Announcement Body (your announcement) in the text boxes. 

 Below, select the option (1-Access) by: 

 Click on First choose the visibility of your announcement is set to members 

of this site, meaning that only your site participants will be able to see it.  
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 Click on Second choose “Publicly viewable” means that anyone on Sakai 

can see the announcement. 

 Below, select the option (2- Availability):  you might want time to release that 

the announcement by: 

 Click on Show- display immediately with on time restriction. 

 Click on Hide- will allow no one else to see the announcement. 

 Click on Specify Dates allows you to choose a specific date and time for your 

announcement 

 Below, select the option (3-Attachments) by: 

 Click on Add attachments. 

 Add files from your computer. 

 Click Open 

 Finally, Click Upload Files Now.  

 Below, select the option (4-Email Notification): This option determines how 

your site participants receive the announcement through their e-mail by: 

 Click on None-No notification. No e-mail will be sent to your participants. 

 Click on Low. The importance announcements will be sent to participants 

who have opted to receive them via e-mail. 

 Click on high. The importance announcements will be sent to all participants 

via e-mail regardless of their preferences. 

     Finally, when you finish click on “Add Announcement” to see your 

announcement in the first page under recent announcement by Click on home in 

the left menu to open this tool. 
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Practice 1: (Time: 10 minutes) 

Participants will access their Workspace and apply what they learned. 

Assessment: Presenter and Presenter’s Assistants will use observation to determine if the 

participants have met the goals and objectives of this part by checking if they are able to use 

announcements tool. 

2-Intro and Use “Resources” Tool:  (Time: 40 minutes) – Check Appendix B page 87for 

screenshots of the procedures used in this activity) 

The presenter will describe the “Resources” tool that allows storing materials online. He will 

explain that you can upload, copy, delete, and organize materials with this tool. Also, you can 

share materials with other Sakai users and make your materials available to the public. After this 

explanation, the presenter will demonstrate how to use the resources tool. 

 The presenter will access his/her Workspace and do the following:  

1.  Uploading files from your computer: 

 Click on Resources in the left menu to open this tool. 

 Choose the click on the Add menu. 

 Choose Upload Files (e.g., word processing documents, spreadsheets, slide 

presentations, and videos). from the drop down menu. 

 Click Browse to choose a file from your computer. 

 Click Open 

 Finally, Click Upload Files Now  

2. Creating a new folder: 

 Click on Resources in the left menu to open this tool. 
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 Choose the click on the Add menu. 

 Choose Create Folders from the drop down menu. 

 Name your Folder. 

 Finally, Click Create Folders Now  

3. Creating HTML (web) links 

 Click on Resources in the left menu to open this tool. 

 Choose the folder, and then click on the Add menu. 

 Choose Create HTML Page from the drop down menu. 

 Add your Contact in the text boxes.  

 Click on Continue  

 Name the page. 

 Finally, Click Finish.  

4.  Sharing links: 

 Click on Resources in the left menu to open this tool. 

 Choose the folder, and then click on the Add menu. 

 Choose Add Web Link ( URLs ) from the drop down menu. 

 Type the web site address or copy and paste it from your browser.  

 Name the Website. 

 Click Add details for the link. 

 Click on Add Web Links Now.  

 Finally, click on The Web Link and site will open. 
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5. Requesting link for digitized films: 

 Use the library Web page to find the film's title and call number. If the film 

is not available, contact the library to request a copy be purchased. For LRC 

and Music library holdings, contact the appropriate director. If the video exists 

on both VHS and DVD, request the DVD for better picture and sound. Call 

numbers with 'IMV' are typically VHS and numbers with 'IMD' are typically 

DVD. 

 Submit the Video on Demand Broadcast Request form. Information 

Technology staff will place a 'Films' folder with links to the film(s) in the 

'Resources' section of your Sakai site. 

6. Requesting link for digitized films: 

 Click on Syllabus in the left menu to open this tool. 

 Click on Syllabus to edit. 

 Highlight the name of a resource  that has been uploaded to the Resources tool 

 Choose link from the icons available in the edit window. 

 In the pop-up window, choose “Link to Anchor in Text” as the Link Type 

 Click Browse Server to find the Syllabus, then highlight it and click OK 

 Choose the Target tab from the popup window, and select  “New Window”  

 Click Ok at the bottom of the pop-up window. 

Practice 2: (Time: 30 minutes) 

Participants will access their Workspace and apply what they learned. 
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Assessment: Presenter and Presenter’s Assistants will use observation to determine if the 

participants have met the goals and objectives of this part by checking if they are able to use 

resources tool. 

Closing:  (15 minutes) 

The presenter and assistants will answer any questions that participants have about any of the 

skills learned during this section. 

 

General Assessment  

Presenter will use observation to determine if the participants have met the goals and objectives. 

Checking for understanding: 

 During the activities, the presenter will circulate the room to provide feedback 

and assistance. 

 If a participant is unable to meet the goals and objectives, the presenter will work 

one-on-one with the participant. 

 Being able to create an announcement and to use the Resource Tool will show 

understanding of this section. 

Equipment 

Presenter: Computer with access to Sakai, internet access, and a projector. 

Participants: Computer with access to Sakai, internet access. 

 

Materials and Resources 

Sakai course example 

Notebook & pen  
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Conclusion 

In this section we learned how to add Announcements and upload Resources; we will have 

lunch for one hour and after lunch, in section two part one, we will go over How to add 

Assignments, setup and use Gradebook, and setup and use Tests & Quizzes.  

Instructional Segment – Section 2 – Part 2  

How to add Assignments, setup and use Gradebook, and setup and use Tests & Quizzes 

Time: 1:00pm-3:30pm (2 hours 30 minutes + 15 minutes break) 

Overview of the section: 

At the beginning of this section, Participants will learn to define the “Assignments”, 

“Gradebook”, and “Tests & Quizzes” tools. They will be able to understand the strengths of 

these tools, and then they will access these tools in their own course template. 

Goals and Objectives: 

 Objective #1 Participants will be able to identify and use the “Assignments” tool: 

Goal 1: Participants will be able to set up and use Assignments. 

Skill 1: Participants will be able to set up and use Assignments by: 

1. Creating an assignment 

2. Using Dropbox to receive assignments 

3. Link it to the GradeBook 
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 Objective #2 Participants will be able to identify and use the “Gradebook” tool: 

Goal 1: Participants will be able to set up a GradeBook. 

Skill 1: Participants will be able to set up a GradeBook by: 

1. Creating the categories and give them weight  

2. Learning how to change the grade options 

3. Entering Grades and including them under the correct section 

 Objective #3 Participants will be able to work with the “Test/quiz” tools: 

Goal 1: Participants will be able to create a test or quiz 

Skill 1: Participants will be able to create a test or quiz by: 

1. Creating an assessment 

2. Creating questions for the assessment 

3. Linking the assessment to the Gradebook 

4. Making the assessment available 

5. Checking the scores. 

Detailed outline: 

Intro: (Time: 5 minutes) 

The presenter will describe the Assignments tool. The Assignments tool allows professors and 

students to exchange assignment materials. The professor can display the upcoming assignment 

and accept student submissions up until a chosen date. Likewise, the Assignments tool allows 

the student to submit the assignment.  



51 

 

The Assignment tool can interact with a few other tools such as Schedule, Gradebook, and 

Announcements depending on the professor’s preferences.  

Activity 1:  Demonstration: (Time: 15 minutes) 

 The presenter will access his/her Assignments: 

 Click on Assignments, located in the sidebar menu on the left. 

 The presenter will add an assignment and set up the assignment parameters: 

 To create an assignment, click Add. 

 Give the assignment a Title. 

 The Open Date sets when the students will be able to see the assignment. Set the 

open date. 

 Set the Due Date and Accepted Until. The Accepted Until can be later than the 

Due Date to accommodate late assignments. 

 Select preferred means to display Student Submissions from the dropdown 

menu. If the assignment is a paper handout, select “non-electronic”. 

 Select the preferred grading scale from the Grade Scale dropdown menu. If 

selecting points, enter the maximum number of points an assignment can score. 

 Add assignment description/instructions in Assignment Instructions. 

 The presenter will explain and demonstrate some of the options below the Assignment 

Instructions field box: 

 The presenter will explain that participants can Add due date to Schedule by 

checking the checkbox. If Add due date to Schedule is checked, the due date for 

the assignment will show up in the Schedule tool. 
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 The presenter will add assignment to Schedule by checking the box Add 

due date to Schedule. 

 The presenter will explain that participants can choose whether or not to announce 

the assignment’s open date via Announcements. 

 The presenter will add the assignment’s open date to Announcements by 

checking Add an announcement about the open date to 

Announcements. 

 The presenter will explain that participants can choose whether or not to display 

an honor pledge. 

 The presenter will choose to display an honor pledge by checking the box 

Add honor pledge. 

 The presenter will explain that participants can choose whether or not to add the 

assignment to the Gradebook tool.  

 The presenter will add the assignment to Gradebook by selecting Add 

Assignment to Gradebook. 

 The presenter will explain that participants can choose Access whether to display 

the assignment to all students or selected groups. 

 The presenter will select Display to site. 

 The presenter will explain that participants can configure Submission 

Notification Email Options by selecting one of the following: Do not send me 

notification emails for any student submissions, Send me a notification email 

for each student submission, or Send me one email per day summarizing 

notifications for student submissions. 
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 The presenter will select Send me one email per day summarizing 

notifications for student submissions. 

 The presenter will explain that participants can configure Released Grade 

Notification Email Options by selecting one of the following: Do not send 

notification email to student when the grade is released, or Send notification 

email to student when the grade is released. 

 The presenter will select Send notification email to student when the 

grade is released. 

 The presenter will preview the assignment: 

 The presenter will select Preview. 

 The presenter will save the assignment: 

 The presenter will select Post. 

Practice 1: (Time: 10 minutes) 

Participants will access their Assignments and demonstrate what they learned. 

Assessment: Presenter and Presenter’s Assistants will use observation to determine if the 

participants have met the goals and objectives of this part by checking if they are able to access 

Assignments, add an assignment, and set up the assignment parameters. 

Activity 2:  Demonstration: (Time: 20 minutes) – Check Appendix B page 88for screenshots 

of the procedures used in this activity) 

 The presenter will describe the Gradebook tool:  The Gradebook tool allows instructors 

to calculate, store, and distribute class grade information to their students within Sakai. 
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The Sakai Gradebook tool is linked to the Sakai Assignments and Tests & Quizzes tools 

and it can import grades from these tools automatically. 

 The presenter will access his/her Gradebook: 

 Click on Gradebook, located in the sidebar menu on the left. 

 The presenter will configure the settings in Gradebook: 

 Click on Gradebook Setup. 

 The presenter will explain that participants can select Points or Percentages for 

How will graders enter grades into this Gradebook. 

 The presenter will select Percentages. 

 The presenter will explain that participants can choose whether or not to Display 

Released Gradebook Items to students for Gradebook Items Display. 

 The presenter will check the box for Display released Gradebook Items 

to students. 

 The presenter will explain that participants can choose from the following options 

for Categories & Weighting: No categories, Categories only, or Categories & 

Weighting. 

 The presenter will select Categories & Weighting. 

 The presenter will explain that participants can select Enable 

Drop Highest, Enable Drop Lowest, or Enable Keep Highest. 

o The presenter will not check any of those boxes. 

 The presenter will label a Category in the empty category box. 

 Set the percentage for that category. 
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 Determine whether or not the category is Extra Credit. If it is extra 

credit, check the box Extra Credit. 

 Click Add a Category and repeat the previous three steps.  

 Continue doing this until the Running Total is 100%. 

 Click Save Changes to save. 

 The presenter will configure the settings in Course Grade Options. 

 The presenter will explain that participants can configure Grade Display by 

choosing whether or not to Display course grade to students now. 

 The presenter will not check the box to Display course grade to students 

now. 

 The presenter will explain that participants can configure Grade Conversion 

from the dropdown menu next to Grade Type by selecting 4.0 Grading Scale, 

Letter Grades, or Pass/Not Pass. 

 The presenter will set to 4.0 Grading Scale. 

 The presenter will explain that participants can change the Minimum % for 

grades. 

 The presenter will keep the default values. 

 Click Save. 

Practice 2: (Time: 15 minutes) 

Participants will access their Gradebook and demonstrate what they learned. 

Assessment: Presenter and Presenter’s Assistants will use observation to determine if the 
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participants have met the goals and objectives of this part by checking if they are able to access 

Gradebook and set up the Gradebook parameters. 

Activity 3:  Demonstration: (Time: 10 minutes) – Check Appendix B page 90 for screenshots 

of the procedures used in this activity) 

 The presenter will describe the process of entering grades using the Assignments tool. 

Remember that in order to enter the grades, you must create assignments. 

 The presenter will access his/her Assignments: 

 Click on Assignments, located in the sidebar menu on the left. 

 The presenter will enter grades for a particular assignment: 

 Below the assignment’s Assignment Title, there are three choices: Edit, 

Duplicate, and Grade. Click on Grade. 

 The presenter will see a list of students. 

 Under a student’s name, click Grade. 

 Scroll to the bottom of the page until you see an empty text-field labeled Grade. 

 Enter the student’s grade into the empty text-field. 

 Once the grade is entered into the text-field, choose from the following choices: 

Save and don’t release the grade to the student, or Save and Release to 

Student. 

 Select Save and don’t release the grade to student. 

 Proceed to the next student and repeat the above steps. 
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Practice 3: (Time: 15 minutes) 

Participants will access their Assignments and demonstrate what they learned. 

Assessment: Presenter will use observation to determine if the participants have met the goals 

and objectives of this part by checking if they are able to access Assignments and enter grades. 

Activity 4:  Demonstration: (Time: 25 minutes) –Check Appendix B page 92 for screenshots 

of the procedures used in this activity) 

 Intro: The Tests & Quizzes tool allows for question-based online tests, practice 

exercises, surveys, and other forms of assessment. This tool features numerous settings 

which allow you to customize it to your needs. You can restrict access so that only site 

participants can take your assessment or open it up to anyone who receives the URL for 

the assessment. Question types can include essay, multiple choice, fill in the blank, and 

more. They can be set so that everyone receives the same questions or they can be pulled 

randomly from a larger pool of questions. Tests & Quizzes also features statistics on each 

individual question and the overall assessment. 

 The presenter will access his/her Workspace and do the following:  

1- Create an assessment: 

 Click Tests & Quizzes in the left menu to open this tool. 

 Under New Assessment near the top, enter the title for your new assessment 

in the text box labeled Create Assessment. You also have the option to 

choose assessment type by selecting one from the drop down menu. An 

assessment type is just a blank test with pre-set options and settings. You may 

select the type that most suits your assessment and make any desired 
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modifications to the settings before publishing your assessment. Refer to 

Section 2.3 for more detailed information on Assessment Settings and Types. 

 Click Create. 

 If you already have an assessment in the proper format, you can also import 

this file directly into the Tests & Quizzes tool. Click Import. 

2- Add & Edit parts: 

 Assessments are divided into parts, which contain questions. Your assessment 

automatically comes with a default Part 1. 

 To add a part, click Add Part in the gray tool bar. To edit a part, click Edit to 

the right of the part you wish to edit. 

 Add a title for your part. The title will appear after the part number (Part X - 

Title, where X is the part number). If you do not wish your part to have a 

name, type Default here and your parts will simply be Part 1, Part 2, etc. 

 Add any optional information and/or attachments pertaining to the part. This 

can be an introduction, instructions, a description, etc. 

 Choose how you wish to add questions for the part. You can either enter 

questions manually into the part, or select questions from a pre-made pool of 

questions. To use a pool of questions, select the pool name from the drop-

down box. Enter the number of questions you wish to have randomly drawn 

from the pool. The number of questions you draw can be no larger than the 

number of questions in the pool. The number of questions in the pool is shown 

in parentheses after the question pool name. See section 4 for more on 

question pools. 
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 If you will enter your questions directly into the part, choose how you wish to 

order these questions. They can be ordered exactly as you arrange them, or 

they can be shuffled so participants each get questions in different orders. 

Note that if you are drawing questions from a pool, this option is not available 

as the random question draw will, by definition, have a random ordering. 

 Click Save. 

 Repeat as necessary. 

3- Questions:  

 The Test & Quizzes tool has many question types, each with specific 

properties and uses. All question types have a text editor for entering the 

question and the ability to add attachments for supplemental material. They 

also have the options of requiring rationale for answers given and of giving a 

variety of feedback on multiple levels. 

 Multiple Choice allows for the selection of an answer between 2 and 8 

possibilities. There can be one correct answer or multiple correct answers. The 

answers can appear in the order you specify or can be randomized. 

 Survey specifies the range of answers possible for the question. Answers can 

be Yes/No; Disagree/Agree; Disagree/Undecided/Agree; or a range from 

Below Average to Average; Strongly Disagree to Strongly Agree; 

Unacceptable to Excellent; one to five; or one to ten. This question type does 

not have the ability to require rationale from respondents. 

 Survey: Matrix of choices allows you to create a series of row and column 

choices that allow for a single response in each row. 
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 Short Answer/Essay questions are open-ended. Answers are composed in a 

text box and submitted. A model answer can be created for the benefit of 

either graders or those taking the assessment. 

 Fill in the Blank gives text with words removed and prompts to fill in 

missing words. Answers can be set to accept multiple responses, partial 

responses, and responses with varying cases. 

 Numeric Response is the same question type as Fill in the Blank, except the 

inputs are numerical. 

 Matching requires participants to pair selections from one list with their 

corresponding selections from a second list based on a question. This question 

type does not have the ability to require rationale from respondents. 

 True/False asks a question which can be answered as either true or false. 

 Audio Recording allows answers via audio recording. You can specify how 

long (in seconds) an answer can be and how many times the participant can 

re-record an answer. 

 File Upload requires a file as submission. This type of question does not give 

a text editor for responses within Sakai. 

 Copy From Question Pool uses a question already existing in one of your 

question pools 

4- Add questions: 

 Choose which type of question you would like to add from the Select a 

Question Type dropdown box on this page. Use the dropdown box at the top 
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to create a question and then pick its location, or use one of the dropdown 

boxes within the assessment overview to add a question directly to this 

location. 

 Fill in the information for your question. The answer point value is the 

number of points the question is worth. The negative point value is the 

number of points that will be subtracted from the final score for an incorrect 

answer. 

 Assign your question to a part and, if desired, to one of your question pools. 

The rest of the information required depends on the type of question selected. 

Specific help for some of the more complex question types is provided. 

5- Edit, Delete, and Reorder questions: 

 To edit a question, click Edit next to the question to be edited from the main 

page for your assessment. Make any necessary changes and click Save at the 

bottom of the screen. 

 To delete a question, click Remove next to the question to be deleted from the 

main page for your assessment. You can also click Remove from the question 

editing screen. 

 To change the order of questions within a part, change the number in the 

dropdown box for that question. 

 To move questions from one part to another, change the assigned part on the 

question edit screen. 
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6- Add an Assessment to the Gradebook: 

 You can add your assessment to the Gradebook so that grades will 

automatically appear in the Gradebook. 

 This option is available under Assessment Settings.  

 Note: in order to add assessments to the Gradebook tool, you must have the 

Gradebook tool in your worksite. The option to add your assessment to the 

Gradebook tool is not available if you use the Formative Assessment 

template when creating your assessment. Each assessment is added to the 

Gradebook tool individually (you must specify this setting for each 

assessment you wish to have incorporated). 

 When you are finished entering questions and adjusting your settings, click 

Preview Assessment in the gray tool bar. 

 Click done when finished. If necessary, make any changes to your assessment 

before publishing. 

 When you are satisfied with your assessment, click Settings in the gray tool 

bar. At the very bottom, click Save Settings and Publish. 

 Once an assessment is published and has some responses, you can view 

assessment grades and statistics. Select Scores from the Action dropdown 

menu next to the desired assessment on the main assessment. 

 You will see a list of all your participants sorted by name with their final 

assessment scores. You can sort the list by any other column in the listing by 

clicking the heading name. 
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 By default, 100 participants are shown at a time. 

 To show the next 100 participants, click the right arrow button. Similarly, to 

show the previous 100 participants, click the left arrow button. The all left 

and all right buttons send you to the very first and the very last pages of the 

list, respectively. 

 To increase or decrease the size of the list, select the desired size in the 

dropdown list. The page will then reload and your desired settings will be 

reflected. 

 Use the dropdown boxes and Search function on the top left to view 

assessments from multiple sections, multiple submissions for each participant  

 To adjust the final score of a participant for an assessment, adjust the number 

in the Adjustment column. Add overall comments for the participant in the 

Comments box. Each participant will see this information according to the 

feedback settings you specified. 

 To view the submission for a participant, click that participant‘s name. You 

will see the submitted assessment with the participant‘s response, correct 

response, points awarded, and feedback for each question. To adjust the points 

awarded for a question, enter the number into the Points box. Enter comments 

for specific questions in the Comments box for that question. When finished, 

be sure to click Update to save your changes. 
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Practice 5: (Time: 15 minutes) 

Participants will access the test & quizzes tool, and demonstrate what they learned. 

Assessment: Presenter and Presenter’s Assistants will use observation to determine if the 

participants have met the goals and objectives of this part by checking if they are able to create 

quiz and link it to the Gradebook. 

Closing:  (5 minutes) 

The presenter will answer any questions that participants have about any of the skills learned 

during this section. 

General Assessment 

Presenter and Presenter’s assistants will use observation to determine if the participants have met 

the goals and objectives. Checking for understanding: 

 During the activities, the presenter and assistants will circulate the room to 

provide feedback and assistance. 

 If a participant is unable to meet the goals and objectives, the presenter or 

assistants will work one-on-one with the participant. 

Equipment 

Presenter: Computer with access to Sakai, internet access, and a projector. 

Participants: Computer with access to Sakai, internet access. 

Materials and Resources 

Sakai course example 

Notebook & pen (optional)  
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Conclusion 

By completing this section, we learned how to use the most common tools in Sakai. In the third 

and final section of this workshop, we will learn about other possible uses of Sakai, including 

video conference through BigBlueButton, distance learning, and other potential uses.  

Summary of Goal 2: 

 Goal 2 

Instructional Goal  Set up and use selected Tools in Sakai 

Assessment I Tangible Product in the form of course template 

 

 

Objectives 

 Understand the role of the Resource tool to store content  

 Learn to link to content from other tools 

 Manage grades using the GradeBook tool 

 Ability to setup and add Media resources 

 Understand the role and use of communication tools  

Assessment II Working Sakai course template shows mastery of setup of each 

tool demonstrated 

 

 

 

 

 

Skills & Concepts 

 Ability to add tools to a specific site 

 Use of the Resource tool to add course content 

 Use of Syllabus to link content stored in Resource  

 Ability to set up and create an Announcement 

 Ability to create online quizzes.  

 Ability to set up the Gradebook tool 

 Ability to add grades to the Gradebook 

 Ability to offer feedback on grades to students enrolled in 

course. 

 Ability to add digitized film media to a course template 

 

Assessment III Tangible Product in the form of a Sakai online course template 
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Instruction: 

Delivery  

Strategy 

 Review how to edit a course website 

 Demonstrate how to add tools to a course website or to all 

course websites by adding the tools to be used in the 

workshop. 

 Explain the role and use of the Resources tool  

 Demonstrate adding resources by adding a journal article, 

book chapter, audio clip, and website. 

 Demonstrate adding a Syllabus to the Syllabus tool and 

editing it to include links. 

 Demonstrate how to set up and publish an Announcement 

 Demonstrate how to add an Assignment 

 Demonstrate how to create online quizzes  

 Demonstrate how to create and populate a gradebook. 

 Demonstrate the feedback option in the gradebook tool if 

time allows. 

 Demonstrate how to add digitized film media. 

 Demonstrate how to set up a video conference  

 Answer questions 

 

 

 

 

 

 

 

 

Learner Activities 

 Open course template 

 Add tools following the steps demonstrated by instructor 

 Add sample resources from workshop resources location 

following steps demonstrated by instructor 

 Add sample syllabus from workshop resources location 

following steps demonstrated by instructor 

 Create links from syllabus to resources following steps 

demonstrated by instructor 

 Create and publish an Announcement following steps 

demonstrated by presenter. 

 Add an assignment following steps demonstrated by 

presenter. 

 Follow steps demonstrated by presenter to use Dropbox 

 Create Gradebook and enter grades following steps 

demonstrated by instructor 

 Practice hiding or making grades available  

 Create online quiz/test by following steps demonstrated by 

instructor 

 Join video conference set up by instructor if device allows. 

 Ask questions about the use of tools. 
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Resources: 

Equipment 

Materials 

Slides 

 PCs or Macs 

 Presenter station connected to a projector. 

 Internet (Wi-Fi) 

 SmartBoard (optional) 

 SLU username 

 Shared space containing all resources and workshop 

materials, accessible by all workshop participants 

 Handouts 

Time 4 hours 15 minutes 
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Instructional Segment – Section 3: 

Understand other potential uses of Sakai 

 

Time: 3:45pm- 4:45 pm (1 hour)  

 

Overview of the section:  

At the beginning of this section, Participants will get an overview of BigBlueButton and 

how it can be used in distance learning. Then, participants will brainstorm to come up with 

different future use of Sakai. 

 

Goals and Objectives: 

 Objective #1 Enabling distance learning through Sakai 

Goal 1:  Participants will be able to understand BigBlueButton and its 

development through the open source framework:  

Skill 1: Participants will be able to: 

1. Create “Meetings” using BigBlueButton 

2. Learning how to add, remove & change the role of users 

Goal 2:  Participants and presenters will discuss the ability to develop 

new tools and the potential for future uses of Sakai not covered in 

this workshop: 

Skill 1: Participants will brainstorm and come up with ideas of future use 

of Sakai  
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Detailed outline: 

The presenter will define BigBlueButton and explain its use and origin. The presenter will 

demonstrate how to use BigBlueButton. 

Intro: Presentation:  (Time: 5 minutes)  

 Definition of “BigBlueButton”: 

 BigBlueButton (BBB) is an open source, easy-to-use, Web conferencing system. 

It has been developed at institutions of higher education for distance learning to 

provide a high-quality learning experience for remote access students. It can also 

be used for collaborative meeting, webinar, office hour, course review 

session….etc.  

 BBB supports sharing of slides (PDF and PPT), video, audio, whiteboard, private 

or public chat, and desktops. It runs on Mac, Unix, and PC computer. 

 Strengths of “BigBlueButton”:  

 BigBlueButton is integrated with Sakai’s Meeting tool.  It is designed to support 

ad hoc group collaboration, and support for portfolios and research collaboration. 

Features include the ability to have multiple users share webcams for online 

tutoring and group collaborations as well as allowing the moderator to control the 

audio for all users and annotate presentations in real time.  

 

Activity 1:  Demonstration: (Time: 20 minutes) – Check Appendix B page 94 for screenshots 

of the procedures used in this activity) 

 The presenter will access his/her Workspace (BigBlueButton is integrated with Sakai as 

the ‘Meetings’ tool so that Sakai will manage the scheduling and login of BigBlueButton) 
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1. Creating a meeting: 

 Add the ‘Meetings’ tool to the course or project site (Site Info then Edit 

Tools).  

 Select the ‘Meetings’ tool.  

 Click “Create Meetings”.  

 Enter the title, select the Participants (all members of the site or selected 

members), select the Start and End Date and Time, and check to notify the 

attendees.  

7. Joining the meeting: 

 Log into the Sakai course or project site,  

 Select the Meetings tool,  

 Choose from one or more available meeting sessions,  

 Click the “Join Meeting” link.  

8. Using the Conference Interface: 

 Click the Conferences link 

 Choose from one or more available meeting sessions 

 Click on the Start button next to your desired conference (To use 

Conferences, you must give Adobe Flash Player access to your camera and 

microphone settings. Click the Allow button.) 

 To make sure your audio is working correctly, click the Test or Change 

Microphone button. You can also test your speakers by clicking the Test 

Speakers button. You can also change your microphone if you have another 
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one you'd rather use. When you are ready to join the conference, click the 

Join Audio button. If you need help with your hardware, click the Question 

Mark button. 

 The conference interface contains a variety of tools to help you moderate your 

presentation. Each area of the interface is created within its own window and 

can be resized. 

 To view participants: The Users panel displays the users in the conference. To 

locate the presenter/moderator, look for the presentation icon next to their 

name. When you are the presenter/moderator, you can switch the Presenter by 

highlighting the name of a user in the User list and clicking the Change 

Presenter button. You can mute or unmute yourself, and if you are the 

moderator/presenter, you can mute everyone. You can also kick a listener by 

hovering over the listener's name and selecting the x that appears to the right. 

You can click the unlock icon next to the listener's name to keep their 

microphone locked (or click again to unlock). At the bottom of the panel, 

click the gear icon to Lower All Hands, Mute All Users, or Mute All Users 

except Presenter. 

 To share Media Tools: In the upper right-hand corner, you will see buttons to 

join with audio, share your desktop, share your video (webcam), and mute or 

unmute yourself. 

 To share presentation tools: At the bottom of the viewing window, you have 

the following options for your presentation: 

a. Upload your presentation by clicking the Upload Presentation icon. 
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b. Advance or back up your presentation by clicking the arrow keys. The 

number between the keys indicates the number of slides in your 

presentation. 

c. Increase the viewing size of your presentation by dragging the scale 

between the percentage options. 

d. Make your presentation fit to the width of the viewing window (height 

will remain proportionate) by clicking the width icon. 

e. Make your presentation fit the entire page within the viewing window by 

clicking the page enlarge icon. 

f. Show the whiteboard by clicking the pencil icon. You can highlight or 

create shapes on a presentation slide.  

 

Activity 2:  Review and Brainstorming: (Time: 30 minutes)   

 Presenter will arrange participants to be seated in a circle with no "head of the table". 

Ideally, a round-shaped table is best, though a set of tables in a circle is the usual 

solution. This makes everybody feel equal and when people's ideas start to flow. Each 

participant should also have a notepad and pen so that they can write down their personal 

ideas at the same time as ideas shouted out by other people are being written down 

elsewhere. The issue being discussed as well as the ideas brought forward should always 

be kept visible. Visibility can spur increased contribution. 

 The significant results of the brainstorming session will be read aloud and notes should 

be taken for future use and reference.   
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Closing:  (5 minutes) 

The presenter will answer any questions that participants have about any of the skills learned 

during this section. 

 

General Assessment 

Presenter will use observation to determine if the participants have met the goals and objectives. 

Checking for understanding: 

 During the activities, the presenter will circulate the room to provide feedback 

and assistance. 

 If a participant is unable to meet the goals and objectives, the presenter or 

assistants will work one-on-one with the participant. 

Equipment 

Presenter: Computer with access to Sakai, internet access, and a projector. 

Participants: Computer with access to Sakai, internet access. 

Materials and Resources 

Sakai course example 

Notebook & pen (optional)  

Summary of Goal 3: 

 Goal 3 

Instructional Goal  Learn potential future use of Sakai  

Assessment I Conceptual understanding assessed by workshop survey 
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Objectives 
 Conceptual understanding of how Distance learning can be 

enabled through Sakai 

 Conceptual understanding of potential for future use of 

Sakai not covered in this workshop 

 

Assessment II Post workshop survey 

 

 

 

Skills & Concepts 

 Familiarity with possible ways to enable distance learning 

 Familiarity with  new tools that were not taught in 

workshop 

 Conceptual understanding of potential for creating new 

uses and tools in Sakai 

Assessment III Post workshop survey 

 

 

 

Instruction: 

Delivery  

Strategy 

 Give brief overview of tools not covered in this workshop 

 Outline ways Sakai is used in Distance Learning 

 Answer questions about the use of tools in Sakai and its 

tools. 

 Give brief overview of changes and new Sakai tools in 

development.  

 Hand out and explain post workshop survey, giving 

instructions for submitting it. 

 Provide takeaway handouts of workshop and referral 

sources for further information. 

 

 

Learner Activities 

 Listen to and comment on an overview of tools not covered 

in the workshop and ways to enable Distance Learning. 

 Question anything that was unclear in the workshop. 

 Fill out post workshop survey and submit it. 

 

 

Resources: 

Equipment 

Materials 

Slides 

 PCs or Macs 

 Presenter Station connected to a projector. 

 Internet (Wi-Fi) 

 SmartBoard (optional) 

 SLU username 

 Shared space containing all resources and workshop 

materials, accessible by all workshop participants 

 Handouts  

Time 1 hour 
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Closing 

 

Time: 4:45pm- 5:00 pm (15 minutes)  

Distributing handouts & answering final questions (Time: 5 minutes) 

Presenters will distribute a detailed summary of how to use Sakai tools covered in the workshop 

[Appendix B] to. References to find further help are included in this summary. Any final 

questions will be answered at this time. 

Evaluation – Survey (Time: 10 minutes) 

Presenters will ask participants to complete a survey to evaluate the workshop. The survey will 

be used as an assessment to determine if workshop objectives have been met. The responses to 

this survey will be kept confidential.  
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Appendix A - Email to faculty 

 

 

 Dear (enter name):  

We are pleased to invite you to our Sakai workshop to identify ways to enhance the teaching & 

learning process at SLU. This session is organized by the (name of the person or group). 

During the workshop the presenter(s) will start with a brief overview of Sakai and then he/she 

will mention couple of the tools featured in Sakai that can be used in the classrooms.  Faculty 

will be able to demonstrate their use of the tools by creating a course template in Sakai using the 

Resource, Gradebook, Communication and Interactive Media tools.  The template can be used 

after the workshop as a basis for further course construction and creative content management.  

Handouts will be provided during the workshop. 

 

The workshop will take place on:  

Enter Date and Time  

at (enter location)  

Please RSVP by (enter date) by emailing (xxx) or calling (xxx)  

Actively yours,  

(Signature)  
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Appendix B – Handout 

Access “Workplace”: 

 

Click on this link: www.sakai.stlawu.edu and enter your SLU username and password 

 

The first step that you have to do is to bring your courses to the first page, to do this click on 

“My Workspace” 

 

 

Then click on “Preferences” In the pink box you have your “Active Sites” and in the gray box 

you have your “hidden Sites”, you can click on a course and then use the “single” arrow to move 

it from a box to another. (Check the screenshot below) 

http://www.sakai.stlawu.edu/
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Note: you can choose the number of courses that you want to be displayed as tab on the first 

page by changing the “Tabs displayed” number. 

When you finish click on “update preferences”. 

 

 

Now you should see the courses that you made available on the first/main page. 
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Make tools available: 

Click on the course that you want to work with then click on “Site Info”, then “Edit Tools” 

 

You will be directed to a list of tools, check the tools that you want to be available (make sure 

that “Syllabus, Resources, Assignments, Gradebook are selected) then click on “Continue”, you 

will be directed to a page where you have to click on “Finish”. 
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Rearrange tools: 

On the left side bar you will see the tools that you just picked, if you want to rearrange these 

tools go back to “Site info” and click on “Page Order”, then grab the tools and move them up or 

down. 

 

Add participants: 

Click on “Site Info”, and then click on “Add participants” 
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If your students are SLU students use the first box, if they are non-SLU students use the second 

box. Put their usernames (everything before @stlawu.edu, example: my email is: 

gelkhoury@stlawu.edu, so my username is: gelkhoury) 

 

After that you click on “Continue”, than you will be asked about the role that you want to give 

these students, choose “student” unless you are adding your TA in this case choose “TA”, then 

click continue and if you want to send them an email saying that they were added to Sakai check 

the box that said that or just click “continue” then click on “finish”. 

Publish the course: 

Once you finish setting your Sakai course you have to publish it (in other words to make it 

available for students), Go to “Site Info” and click on “Manage access” 

 

mailto:gelkhoury@stlawu.edu
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  Then check “Publish site” and keep it “Limited to whom I add manually …” then click on 

“Update”. 

  

Announcement: 

On the left side bar, click on “Announcement” then click on “Add”, write your message. You 

have the option to email your message to your students by clicking on 

“Email Notification” and choose “High” then click on “Add Announcement”. By doing that your 

students will receive an email telling them that you posted an announcement and also the 

message that you posted will be posted in the email (so they don’t have to go to Sakai to read it, 

it will be in the email.) 
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You can show your announcement immediately or on specific dates (under “Availability” click 

on “Specific Dates” and pick the dates.) 

Resources: 

On the left side bar, click on “Resources” you will see a folder that has the name and number of 

your course, click on the arrow next to “Add” and you will have options to add or “Folders” or 

“Files”. 

 

You can add multiple files at the same time by clicking on: “Add Another File”. After you select 

your file(s) click on “Upload Files Now”. 

 

 



88 

 

GradeBook: 
On the left side bar, click on “Gradebook”, and then click on “Gradebook Setup”. 

 

You have to decide how you will be entering the grades, based on a point system or on a 

percentage (example: homework 1 is 20 points or 5%). Then start entering the categories and the 

Weighting (you should get at the end 100%) – check the screenshot below. 
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After you click on “Save Changes” you should see your categories displayed like this: 

 

You can also change the Course Grade option by clicking on the tab then enter the % for each 

Letter (example: A+ is between 96 and 100) 
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Assignments: 

To enter the grades you have to create assignments. Go to the left side bar and click on 

“Assignment” (Note: you will NOT see the “Assignment” option if you didn’t choose it when 

you were picking the tools) 

Click on “Add” then start filling the info needed: 

 Under “Student Submissions” choose the option that you want to use. If your homework 

are handout pick “non-electric”. 

 Under “Grade Scale” choose the way you would like to grade it (if this is a test out of 20 

points choose “points”). 

 Enter the number of maximum points in the box. 

 

Now we have to link this assignment to its category (if it is a homework we have to put it under 

homework, etc), go to the “Gradebook”, look for the assignment that you want to link and click 

on “edit”. Under “Category” choose the category that the assignment fits in. if you want the 

grades to be released to students check “Release this item to students” and make sure to check 

“Include this item in course grade calculations”, then click “Save”. 
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To enter the grades, go to “Assignments”, click on “Grade”. 

 

 

You will see a list of the students registered in the course (I hided the names in this handout) 

 

Click on “Grade” then scroll to the button of the page and enter the grade.  

You have two options: 1- Save and don’t release the grade to student 

      2- Save and release the grade to student  

Click on what do you prefer to do then move to the next student.  
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Tests & Quizzes: 

Click Tests & Quizzes in the left menu to open this tool. 

 

Under New Assessment near the top, enter the title for your new assessment in the text box 

labeled Create Assessment. You also have the option to choose assessment type by selecting 

one from the drop down menu.  

Click Create. 

Then click Add Part, add a title for your part, then click Save. 
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After you create the test you need to add it to the Gradebook. This option is available under 

Assessment Settings.  

When you are finished entering questions and adjusting your settings, click Preview Assessment 

in the gray tool bar. 

When you are satisfied with your assessment, click Settings in the gray tool bar. At the very 

bottom, click Save Settings and Publish. 

When you publish an assessment, a copy of that assessment will move to the Published 

Assessments list. Once this happens, you cannot edit the assessment. If you need to make 

changes to a published assessment, deactivate the assessment, go back to the original version of 

the assessment under Core Assessments, and republish. 

Once an assessment is published and has some responses, you can view assessment grades and 

statistics. Select Scores from the Action dropdown menu next to the desired assessment on the 

main assessment. 

You will see a list of all your participants sorted by name with their final assessment scores. You 

can sort the list by any other column in the listing by clicking the heading name. 
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. 

To adjust the final score of a participant for an assessment, adjust the number in the Adjustment 

column. Add overall comments for the participant in the Comments box. Each participant will 

see this information according to the feedback settings you specified. 

To view the submission for a participant, click that participant‘s name. You will see the 

submitted assessment with the participant‘s response, correct response, points awarded, and 

feedback for each question. To adjust the points awarded for a question, enter the number into 

the Points box. Enter comments for specific questions in the Comments box for that question. 

When finished, be sure to click Update to save your changes. 

BigBlueButton 

Open Conference:  Click the Conferences link. 

 

http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2143865
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Start Conference 

Zoom 

Click on the Start button next to your desired conference 

Accept Adobe Flash Player Settings 

Zoom 

To use Conferences, you must give Adobe Flash Player access to your camera and microphone 

settings. Click the Allow button. 

Chrome Security Setting 

Zoom  

If you are using Chrome, you will have to accept a second, Chrome-specific permission for 

access to your camera and microphone. This prompt is just below the address bar. Click the 

Allow button. 

Confirm Audio 

http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808754
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808757
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2809547
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808754
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808757
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2809547
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To make sure your audio is working correctly, click the Test or Change Microphone button [1]. 

You can also test your speakers by clicking the Test Speakers button [2]. You can also change 

your microphone if you have another one you'd rather use. When you are ready to join the 

conference, click the Join Audio button [3]. If you need help with your hardware, click the 

Question Mark button [4]. 

Use Conference Interface 

Zoom 

The conference interface contains a variety of tools to help you moderate your presentation. Each 

area of the interface is created within its own window and can be resized.  

 

 

http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808763
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808760
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808763
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View Participants 

 

The Users panel [1] displays the users in the conference. To locate the presenter/moderator, look 

for the presentation icon next to their name [1]. When you are the presenter/moderator, you can 

switch the Presenter by highlighting the name of a user in the User list and clicking the Change 

Presenter button [2]. 

you can mute or unmute yourself, and if you are the moderator/presenter, you can mute everyone 

[3]. You can also kick a listener by hovering over the listener's name and selecting the x that 

appears to the right [4].You can click the unlock icon next to the listener's name to keep their 

microphone locked (or click again to unlock) [5]. At the bottom of the panel, click the gear icon 

to Lower All Hands, Mute All Users, or Mute All Users Except Presenter [6]. 

Sharing Media Tools 

 

http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808766
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808769
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In the upper right-hand corner, you will see buttons to join with audio [1], share your desktop 

[2], share your video (webcam) [3], and mute or unmute yourself [4].  

Sharing Presentation Tools 

 

At the bottom of the viewing window, you have the following options for your presentation: 

1. Upload your presentation by clicking the Upload Presentation icon. 

2. Advance or back up your presentation by clicking the arrow keys. The number between 

the keys indicates the number of slides in your presentation. 

3. Increase the viewing size of your presentation by dragging the scale between the 

percentage options. 

4. Make your presentation fit to the width of the viewing window (height will remain 

proportionate) by clicking the width icon. 

5. Make your presentation fit the entire page within the viewing window by clicking the 

page enlarge icon. 

6. Show the whiteboard by clicking the pencil icon. You can highlight or create shapes on a 

presentation slide.  

http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2809805
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Chat Window 

 

You can chat with all of the participants in the conference, type text in the Chat window [1]. To 

chat with one person in particular, click the Options tab [2].  

Languages 

 

To change the language of the interface, click the drop-down menu at the top of the screen. 

Log Out 

 

To leave the conference, click the logout button or close your browser tab or window.  

 

 

http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808775
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808778
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2808781
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Resize Conference Windows 

Zoom  

Each window within the interface is independent of the others. You can resize the windows to 

personalize your viewing experience. To change the size of a window, hover over the edge of a 

window until the cursor becomes a double arrow [1], then click and drag to your desired size. 

To customize the layout, click the Custom layout drop-down menu to select the layout you want 

to use [2]. 

 

Additional instructional material is available in the SLU Sakai Suppot site: 

https://sakai.stlawu.edu/support  

 

 

http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2809808
https://sakai.stlawu.edu/support
http://guides.instructure.com/s/2204/m/4152/l/65961-how-do-i-use-the-conference-interface/show_image?image_id=2809808
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Appendix C – Workshop Evaluation 

Workshop Name: ____________________________________ 

Training Location: ____________________________________ 

Participant Name (optional): ___________________________ 

Date: _______________ 

Job Title: _________________________________________ 

Years in present position?  

o < 1  

o 1-3  

o 3-5  

o > 5 

INSTRUCTIONS 

Please circle your response to the items. Rate aspects of the workshop on a 1 to 5 scale: 

1 = "Strongly disagree," or the lowest, most negative impression 

2 = "Disagree" 

3 = "Neither agree nor disagree," or an adequate impression 

4 = "Agree” 

5 = "Strongly agree," or the highest, most positive impression 

Choose N/A if the item is not appropriate or not applicable to this workshop.  
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Questions:  

1. I was well informed about the objectives of this workshop. 

O 1          O 2           O 3           O 4            O 5            O N/A 

 

2. This workshop lived up to my expectations.  

O 1          O 2           O 3           O 4            O 5            O N/A 

3. The workshop objectives were clear to me.  

O 1          O 2           O 3           O 4            O 5            O N/A 

4. The workshop activities stimulated my learning.  

O 1          O 2           O 3           O 4            O 5            O N/A 

5. The activities in this workshop gave me sufficient practice and feedback. 

O 1          O 2           O 3           O 4            O 5            O N/A 

6. The difficulty level of this workshop was appropriate. 

O 1          O 2           O 3           O 4            O 5            O N/A 

7. The pace of this workshop was appropriate.  

O 1          O 2           O 3           O 4            O 5            O N/A 

8. The presenter was well prepared.  

O 1          O 2           O 3           O 4            O 5            O N/A 

9. The presenter was helpful.  

O 1          O 2           O 3           O 4            O 5            O N/A 

10. I accomplished the objectives of this workshop. 

O 1          O 2           O 3           O 4            O 5            O N/A 
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11. I will be able to use what I learned in this workshop. 

O 1          O 2           O 3           O 4            O 5            O N/A 

 

12. The workshop was a good way for me to learn this content. 

O 1          O 2           O 3           O 4            O 5            O N/A 

13. How would you improve this workshop? (Check all that apply.) 

___  Provide better information before the workshop. 

___ Clarify the workshop objectives. 

___ Reduce the content covered in the workshop. 

___ Increase the content covered in the workshop. 

___ Update the content covered in the workshop. 

___ Improve the instructional methods. 

___ Make workshop activities more stimulating. 

___ Improve workshop organization. 

___ Make the workshop less difficult. 

___ Make the workshop more difficult. 

___ Slow down the pace of the workshop. 

___ Speed up the pace of the workshop. 

___ Allow more time for the workshop. 

___ Shorten the time for the workshop. 

___Improve the tests used in the workshop. 

___ Add more video to the workshop. 
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14.  Answer by Yes (Y), No (N), Somewhat (S): 

___ I know how to post announcement on Sakai. 

___ I know how to upload documents on Sakai. 

___ I know how to use the GradeBook on Sakai. 

___ I know how to add assignments on Sakai 

___ I know how to post announcement on Sakai. 

___ I know how to check & email the roster on Sakai. 

___ I know what to do to have a film digitized and put on Sakai. 

___ I know how to create a test on Sakai 

___ I know how to link the test to the Gradebook  

15. What other improvements would you recommend in this workshop? 

 

 

 

16. What is least valuable about this workshop? 

 

 

 

17. What is most valuable about this workshop? 

 

 

 

 

 


