EasyCampus Step-Guide

FREEWEBCLASS QUICKSTART

Welcome to EasyCampus!

Before You Begin

e Make sure you have the following information:
o URL of your EasyCampus (e.g., http://campus.educadium.com/mycampus/)
o Username
o Password

If you do not have this information, check your email. A message titled “Campus created

successfully” was sent to you when you created your campus. This message contains all
of your login information and a link to your EasyCampus.

Begin

Go to your EasyCampus URL.

Example: http://campus.educadium.com/mycampus/

LoGIN

Username

Here's where you login

Password

Create new account
Lost password?

EasyCampus Express Before Login

¢ Inthe Login block, enter your username and password and then click the Login button.
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EasyCampus

Menu
EasyCampus -

A Couses Tools My Account  Help

Campus title and
EXPRESS HELP TICKET [ Cam pus Title e description
o

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud

SITE ADMINISTRATION o}
exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

» My Account

» Users » Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu
» Grades

» Front Page fugiat nulla pariatur.

» Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt

mollit anim id est laborum
EmaiL &

Please leave a comment U L . S(2rtup help popup

AVAILABLE COURSES

No courses in this category

.
NN Create your first
; course

Terms of Use

EasyCampus After Login

Do You WANT TO CHANGE YOUR CAMPUS TITLE OR DESCRIPTION?

Step-Guide

You are logged in as Demo Admin (Logout)

Turn editing on

EDIT THIS PAGE

SYSTEM NEWS

Open a Help Ticket
No Scheduled Updates
New Help ticket system

Storage Increased

Upgrade and Save:
Which EasyCampus
Subscription Package
Works For You?

Privacy Policy

e Locate the Edit This Page button in the upper-right corner of the page. Click the button.
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You are logged in as Demo Admin (Logout)

EasyCampus ™

1.1 Courses Tools My Account Help C-’IC;(;:;;;;;:‘;O;;;:TOP

Campus Title

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor

incididunt ut labore et dglaredagansalie nim veniam, quis nostrud SYSTEM NEWS O]
exercitation ullamco lab Click the small blue edit b consequat. e B X ey

icon to change the text at P
DESVEENEHIENE  the fop of your landing [REEXlMy T EIg= Opan a Help Ticket
fugiat nUH;ﬂ,P‘éI:iﬂt page No Scheduled Updates
« Exceptelr sint oci t in culpa qui officia deserunt New Help ticket system
’rmﬂﬁ anim id est laborum Storage Increased

EXPRESS HELP TICKET
ae B Xaa

SITE ADMINISTRATION

av(@ X 44w -
x

+ My Account B

v Users

» Crades © StartHere »e+mx

» Front Page

B Addaresource » B Add an activity

EMAIL AVAILABLE COURSES
are B X e

Please leave a comment No courses in this category Upgrade and Save:
Which EasyCampus

Subscription Package
Works For You?

BLocks

Add

Terms of Use Privacy Policy

Editing Turned On

e Click the small blue edit icon under the text of the description.
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Express Makeover » Edit Site You are logged in as Super Admin (Logout)

EasyCampus

Use the buttons on the top of the
Editor window to help you format
text or insert items.

1.1 Courses Tools My Account Help

Summary of Site
‘
Trebuchet ~ 1@ ~ Lo v BJZ U § | %< W) 0o

= Ty | — o] o ¢ 9o @m@@@ P <>k

Summary:

About these summaries B

About the HTML editor campus Title :‘.

“| Lorem ipsum dolor sit amet, consectetur adip
incididunt ut labore et dolore magna aliqua. insert a p."cture huis nostrud

exercitation ullamco laboris nisi ut aliquip ex &S Use this button to embed
® Duis aute irure dolor in reprehenderit in voluptate velit esse cillum ¢ video and use HTML

. & fugiat nulla pariatur.
Edit or enter text here ® Excepteur sint occaecat cupidatat non proident, sunt in culpa qui of f e

deserunt mollit anim id est laborum

SAVE CHANGES

Tems of Use.

Frivacy Policy

Editor Window

Use the Editor Window to make any changes. You can simply edit the text or you can insert
pictures, videos, or HTML code.

Note: to embed video, you will first have to upload your video into your
EasyCampus. See the step guide titled Add a Video to a Course
(http://www.easycampuslearn.com/tutorials/step-guides/78-add-a-video-to-a-
course.html).

When you are ready, click the Save Changes button. Your edited block will appear at the top of
the middle column. You can continue editing the block until it meets your needs.

Do You WANT TO CHANGE THE NAME OF THE SITE OR HOW IT DISPLAYS IN THE
BREADCRUMBS?

e Locate the Site Administration menu. This is the last block on the left side of your
screen. Click the Front Page option. The option will “expand” to show more options.

e Under Front Page, click Front Page Settings. The screen will change.
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Express Makeover » Administration » Front Page » Front Page settings You are logged in as Demo Admin (Logout)

EasyCampus ™

A Courses Tools My Account Help

SITE ADMINISTRATION & )
b [Tl Front Page settings

+ Users
+ Grades

Front Page Change the name of the window
> Front Page settings Full site name  Express Makeover - or tab in the browser
o Front Page roles fullname

= Front Page questions

- Site files Change the name in the breadcrumbs
Short name for site (eg  Express Makeover e along the top of the page
single word)

shortname

Front page description  Trebuchet > i(spy ¥ v leng vy B I U 8| % x| H |«

=i T —Dbesw BOQaGR| 8O

summan EREEE

Express Makeover

Changing this text will not
affect the text at the top of

your landing page

Path:

Front Page Settings

e When you have finished making changes, scroll down to the bottom of the form and then
click the Save Changes button.

e To return to the landing page, click the Home button on the menu or click the short name
of your campus in the breadcrumbs along the very top of the screen.

Do You WANT TO REMOVE EASYCAMPUS BLOCKS?

Some blocks are there for your convenience or to help you get started. You can safely
remove these blocks when you no longer need them.

e Locate the Edit This Page button in the upper-right corner of the page. Click the button.
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= L

- x
f
/]
i

Hide or

Remove
Upgrade and Save:
Which EasyCampus

Subscription Package
Works For You?

i

EasyCampus Blocks (Remove or Hide)

e If you think you may need these blocks but just want to keep students from seeing them,
click the small red Hide button. If you want to remove them from your EasyCampus, click

the red X button.
e You can remove other blocks, such as Email or System News, as you like. These blocks

will remain available in the Add Block list, so you can always add them back later if you
change your mind.
DO You WANT TO CREATE AN EASYCAMPUS PAGE-STYLE COURSE?

Course creation is a big topic. For the purposes of this QuickStart guide, we’ll cover the
basics only but be sure to use our other guides and videos to help you going forward.
Visit http://www.educadium.com/support.html for more help.

e If this is your first course, click the Add a New Course button on your landing page. For
subsequent courses, use the shortcut in the Tools menu at the top of the page. The first

page of the Course wizard will display.
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Express Makeover k- Course Wizard You are logged in as Demo Admin (Logout)

EasyCampus

. Courses Tools My Account Help

Course wizard

Step1 > Step2 > Step3 > Stepd > Steps

In less than 5 minutes, you can create an EasyCampus course. Mouseover the blue i
boxes for field

Course title* descriptions

Course ID

Course description*

There are required fields in this form marked*.

Course Wizard

o Fillin the fields, using the blue popup descriptions if you need help. When you're ready,
click the Next >> button.

¢ On the second page of the Course wizard, select a course template. Remember to
mouse over the blue icons for descriptions.

e Choose a lesson format and a number of lessons and then click the Next >> button.

Tip: If you’re not sure how many lessons you’ll need for a course, enter a higher
number instead of a lower number. It’s easier to delete extra pages than to add
new ones!

e On the third page, you can change the text of the lesson titles if you want. When you’re
finished, click the Next >> button.

Remember: the titles will appear as tabs in your course. Keep them short or your
tab line will get too long to display properly.

¢ Choose a theme for your course on the next page and then click the Next >> button.

e Review your selections. Use the << Back button to return to previous pages and make
any changes. When you’re ready to create your course, click the Finish button. The first
page of your course will display.
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Express Makeover » My Course

Easy Campus™

A Coursi

COURSE HOME

MAIN MENU

Bl Course Home

@ | esson 1
@ | esson 2
@ Lesson 3
@ Lesson 4
@ | esson 5
@ Certificate

ADMINISTRATION
.0 \
Edit this page

Settings
& Assign roles
¥ Grades
& Groups
B Backup
» Restore
* Import
= Reset
Questions
Files
2=/ Unenrol me i
Course
25| Profile

Terms of Use

right

es Tools My Account Help

LESSON 1 LESSON 2 LESSON 3 LESSON 4 LESSON 5 CERTIFICATE

Title of Your Course

You have selected the Self-Paced Course Template

Step-Guide

You are logged in as Demo Admin (Logout)

Previewas a

+

w | EDIT THIS PAGE

Preview dropdown
and Edit button

To replace the text on this page, click the Edit link below. To make addilional customizations, click Edit This Page in the upper-right corner.

PR Course blocks

\
\

Learning objects and
placeholders

rom My

Explore these areas of your course template...

of the text.

Privacy Policy

Begin by changing text on the Course Home page. Click the small blue edit link to the

General

Mame* Course Home Page

Summary B
Trebuchet - 1(8pY) = v g » B I US| % x* | B | o o
=M=t B —dbeeee MOgQGR & oA
Compose a web page
Fulltext* @
Make sure you Trebuchet ~ 1@8p) v g » BJ U F % xz||!1]| )
= = M=t
scroll down to I

| TBad | — b MOQSR &) O

this area!

Title of Your Course

You have selected the Self-Paced Course Template.

To replace the text on this page, click the Edit link below. To make additional
customizations, click Edit This Page in the upper-right corner. For help, click

Campus Quesrionlsﬂ’a the lower-left corner.

4
’

edit

Edit this text and replace

it with your own.

Filling in a learning object
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e Scroll down to the box titled Compose a web page. Replace the text in the Editor window
with your own text, pictures, links, or HTML.

e When you’re ready, scroll down to the bottom of the page and click the Save Changes
button. You'll return to the course and will see your changes on the screen.

o Take a look at other pages in the template. The big column in the middle or the right
contains placeholders for learning objects you can create. For example, in the Self-
Paced Course template, each Lesson page contains a placeholder for files you can
upload and make available to students and a placeholder for a quiz.

—
Lesson Files

—-—

- Placeholders

Lesson Page in the Self-Paced Course Template

Do You WANT TO UPLOAD YOUR FREEWEBCLASS USERS?

Note: Free (Express) customers have a user limit of 25. If your FreeWebClass had
more users, only the first 25 will be imported.

e Open your previously downloaded FreeWebClass user file. Typically, this will be a
complete list of users you downloaded as an .xIs file.

¢ Insert a new column and title it “password” all lower-case. If you want to force a
password change, fill this column with the special password “changeme” all lower-case.
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- | ﬁ—‘ changeme

A B C D E F G H I J K L M N (0] %’
1 id username password email firstname lastname idnumber institution departmenphonei  phone2  city url icq skype ainm |
L2 2 5bd55b0 [changeme{support@f Alexander Conley Sydney
3] 37 u34 changemejuser@wet first last city
4 36 u33 changeme{user@wet first last city
9| 35 u32 changeme{user@wet first last city
6 | 34 u31 changemejuser@web first last city
| | 33 u30 changemejuser@wet first last city
_8 | 32 u29 changemeuser@web first last city
9 31 u28 changeme{user@wet first last city
10 30 u27 changemejuser@wel first last city
11 29 u26 changemejuser@wet first last city 3
12 28 u2s changemguser@web first last city
13 38 u3s changeme{user@wet first last city
14 39 u36 changeme{user@wet first last city
19 40 u3? changemejuser@wet first last city
16| 50 u4d7 changemejuser@wet first last city
A7 49 udb changeme{user@wet first last city
18 48 ud5 changeme{user@wet first last city
19| 47 ud4 changemeuser@wek first last city
20 46 u43 changemejuser@wet first last city |
21 45 ud2 changemeuser@web first last city
22| 44 udi changeme{user@wet first last city
23| 43 ud0 changemejuser@wek first last city
24| 42 u39 changemejuser@wet first last city
25 41 u38 changemejuser@wet first last city
26 | 27 u24 changeme{user@wet first last city
27 26 u23 changeme{user@wet first last city
28| 13 u10 changemejuser@wet first last city
29| 12 u9 changemejuser@wet first last city
30 11 u8 changeme{user@wet first last city
A 10 u7 changeme{user@wet first last city
32 9 ub changeme] ™%, :r@wet first last city -
4 4 » M| Sheetl %3 Kl i » 1]
- oo - RN ey P—— LN m o
Adding a password column
Note: you could also put in a preset password or define one especially for each
user. We recommend using the “changeme” password for security reasons — it
enables each user to define their own password. Also, you may want to remove
yourself from the list since you are already a member of your EasyCampus.
e Select Save As from the File menu and choose the CSV format from the dropdown.
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or ibility Mod

Home Insert Page Layout Formulas Data Review WView

_uj # Arial - 10 Ay = = E] A S wrap Text General - EHEI EEE{I L_‘,h-l 4 Inse
A - Excel Workbook (*.xlsx) Delg
Pﬁfte ¥ B 7 O - - &-A- £ F = el Macro-Enabled Workbook (*xlsm) For
Excel Binary Workbook (*.xIsb)
Clipboard & fon - Excel 972003 Workbmok (1) -
c2 - E changeme XML Data (*xml)
A B C @ Save As Single File Web nge (*.mht*mhtml) iT
1 id USername passwo — ‘\I;VEbI F’Tage (l‘-:‘fnz_;‘-?;rgl)
[ 5 | Xcel lemplate X
% 3? ig:%bo EE:::S @@q — CDIE)ccel Macro-Enabled Template (Fxltm) 1
- Organize ~ Nev Excel 9?—2003_: Tfemplate (*xlt) {
L4 36 u33 change Text (Tab delimited) (*.txt)
| 5 35 u32 change 2 Living Room (L Unicode Text (*.txt)
| 6 34 ud change 2 Max (MAX-pC) XML Spreadsheet 2003 (*xmi)
| 7 33 w30 change Microsoft Excel 5.0/95 Workbook (*.x1s)
8 200  |cheng| & Steve EDRO(E R
g | 31 u28 change R steve2 (STEVE:Formatted Text (Space delimited) (*.prn) 1
| 10 30 v27 chang R Steve2013 (sTe &t (Macintosh) (*.6x)
11 29 u26 chang Text (M5-DOS) (&xt)
W 28 u25 chang & Zackolg (ZACHCsy (Macintosh) (*.csv)
113 | 38 u35 chang CSV (MS-DOS) (csv)
| . DIF (Data Interchange Format) (*.dif)
| 14| 39 u36 changdl| & Computer SYLK (Symbolic Link) (“slk)
|15 40 u37 chang & Local Disk (C) | Excel Add-In (*xlam)
| 16 50 u47 chang 4 DVD RW Drive Excel 97-2003 Add-In (*xla)
| 17 49 ud6 chang =a_ .. _ . .PDF(pdf
| 18 48 udh chang i XPS Document (*xps)
19 A7 ud4d chang File name: openDocument Spreadsheet (*.ods)
| 20 46 ud3 chang Save as type: lExceI 97-2003 Workbook (*.xls) -
21 45 u42 chang .
E 44 uai chang Authors: CarlaMaria Tags: Add a tag
| 23 43 u40 chang
24 42 U39 chang [] Save Thumbnail
|25 41 u38 chang
| 26 | 27 u24 changsll . i Foiders Toals ~ Save ] l Cancel
| 27 26 u23 chang
28 13 u10 chang = =
20 12 1.0 h. amaliicarinunk firct loct oifvs

Selecting the CSV format

e Save the file in a location you can easily access, for example, your desktop. Click Yes if
a dialog box appears to warn you about the format.

e Login to your campus with your admin credentials and find the Users option on the Site
Administration menu. This is normally located on the left side of the screen.
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SITE ADMINISTRATION

» My Account
Users
» Accounts
» Permissions
v Courses Options for Users
» Grades
» Language
» Front Page
» Reports
» Theme settings

Site Administration menu, Users

e Click Users, then click Accounts, and then click Upload users. The Upload Users page
will display.

¢ Click the Browse button to find and select the CSV file you saved earlier. When you've
selected the file, click the Upload Users button.

File (Max size: 200MB)* Users.csv
CSV delimiter .

Encoding UTF-8

Preview rows 10 -

UPLOAD USERS

Selecting a CSV file for upload

e Your file will be evaluated and then you can change any of the settings as needed.
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Note: for this kind of upload, the default options generally are the safest.

¢ When you're ready, scroll to the bottom of the page and click the Upload Users button.
Your users will be added, up to the maximum limits (25 for Express customers, 500 for
Standard).

e Scroll to the bottom of the screen and click the Continue button.

¢ If you want, click Browse list of users in the Site Administration menu to see your user
list and confirm the upload.

EasyCampus Subscribers

The following sections apply to those who have purchased a subscription to EasyCampus. If
you plan to upgrade, contact support@educadium.com for assistance.

Do You WANT TO CHANGE THE LOGO?

o Make sure you have a logo that is no bigger than 60 pixels in height and 600 pixels in
width. The logo should be saved in a .BMP .PNG .GIF or .JPG format.

e Login using your administrator credentials and then select Change the Logo from the
Tools menu.

You are logged in as Demo Admin (Logout)

Easycampus STANDARD

A Courses Tools My Account Help

Change the Logo
STANDARD HELP TI \
keover
SUBMIT A TIC A
-
R h)— akeover Model
EASYCAMPUS TIPS
SYSTEM NEWS -
If a user lost his or her password, you can

Mo Scheduled Updat set a new password by editing that user's
EZ C; u,e D: © AVAILABLE COURSES profile. Make sure to click the Force

“fa urm's new Sup Password Change box, so the user can
renter . . select a new password after logging in.
Storage Increased o courses in this category

See all tips.

SITE ADMINISTRATION
» My Account
» Users
» Courses
» Grades
» Language
» Front Page Upgrade and Save:
» Reports -

o - Which EasyCampus

= Change campus theme Subscrlptlon Package

[‘-, Change campus logo ] Works For You?
Please leave a comment

Changing the Logo

¢ Click the Browse button to find your logo file on your local system.
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EasyCampus

Change campus logo

Currrent Logo:

Easycampus STANDARD

Image specifications

Image Size (max): 60 pixels (height) x 600 pixels (width)
File Size (max): 150 KB
File Formats: BMP PNG GIF JPG

:

Update logo in all themes .
. |
~— |

Don't see your logo? Click the button below to refresh yoUrscF'een.

REFRESH IMAGES

Problems? Contact Support. For a custom design, contact Professional Services.

Browse for the logo on your system

Select the logo and then click the Open button.
Click the Upload button. The new logo displays in the upper-left corner. It will also
display for any other theme you select. If the logo doesn’t immediately display, you might
need to refresh your browser by clicking the Refresh button or pressing F5 on your
keyboard. If this doesn’t work, you should try clearing your browser cache.

Step-Guide

Do You WANT TO RESTORE A BACKED UP COURSE FROM

FREEWEBCLASS?

We strongly recommend that you create an EasyCampus subscription if you need to
backup and restore courses from your FreeWebClass site. As a subscriber, you’ll be able
to make use of the standard Moodle course formats and also receive support from
Educadium’s Professional Services.

Copyright © 2013 Educadium

If this is your first course, begin by creating a simple one-page course using the Course
Wizard (follow the steps above).
Find the Administration menu on the left side of the page.
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ADMINISTRATION
B Edit this page

Settings

& Assign roles.
Grades

& Groups

Restore command

Questions
Files

£ ynenrol me from
One-Page

(*=] Profile

Administration menu, Restore command

o Click Restore. The screen will change to help you restore your backup.
o Click the Upload a File button.

UPLOAD AFILE

Location of the Upload a File button

e When the screen changes, click the Browse button. Use the dialog box to find and select
your backup zip file.
¢ Click the Upload This File button.

edufwctest » One-Page » Files » backupdata

EasyCampus

A Courses Tools My Account Help

COURSE HOME

Upload a file (Max size: 200MB) --= /backupdata

backup-tc1-20130819-1524.zip Selected file

'Uplnad This File button

Terms of Use Privacy Policy

Select the file; then upload it
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¢ When the screen changes, click the Restore action.

Restore the backup

e To start the Restore process, click Yes on the next screen. Your backup file will be
evaluated.

o When the evaluation is complete, scroll to the bottom of the screen and click the
Continue button.

e Scroll to the bottom of the Restore screen and click the Continue button.

Note: If your course had a Course Creator role assigned in it, map this role to
either Junior Admin or Teacher.

e On the next screen, click the Restore This Course Now! button. The Restore process will
begin a new screen.

e When restoration is complete, scroll to the bottom of the screen and click the Continue
button.

e Your course will display using the format it used in FreeWebClass.

If the format does not look correct, contact support@educadium.com for
assistance. It may be that you are missing the extra moodle course formats which
we can supply for you upon subscription.

NEED MORE HELP?

EasyCampus is a powerful and feature-rich environment. If you need more help going
forward, we invite you to explore further areas of Educadium Support:

e Visit our Support page: http://www.educadium.com/support.html
e Click Help/Open a Help Ticket on the menu at the top of the page
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