Section Setup Checklist — Returning Users

Follow this step-by-step guide to ensure your Hawkes courses are set up and ready to go prior to the start of a new
term. Note that several of these items are optional.

Be sure to follow the End of the Semester Checklist before setting up your new sections!

Recommended Steps:

[1 Create Your Sections (Tools Tab = Manage Sections)
1. Click Add Section
2. Add the section name, start date, end date, and meeting times (optional)
a. Ifyou are a Course Admin, you will be able to select the section owner from the dropdown
3. Click Save to return to the list or click Save and Add Another to add additional sections

Add Section

Owner Kate Wise
Name

Start Date mm/dd/yyyy
End Date mm/dd/yyyy
Meeting Times = (optional)

Visibility? Shown

Save and Add Another

*Time Saving Tip: Use the ‘Configure Sections’ Tool

This tool allows you to copy all settings, assignments, and templates from a previous section to your new section(s).
Course Admins can use this tool to push out ‘master course’ settings, assignments, and templates to other
instructors’ sections for increased consistency and time saving.

1. Select your new section(s) and click the Actions button
2. Select Configure Sections

' HAWKES TEACH

Manage Sections

— Advanced Settings
Search sections by name, owner, meeting times, or LMS Links Start Date Range End Date Range | All Owners =
" | Update Visibility
O Owner « Name ¢ Start Date & End Date & Meeting times & visibilityz  Configurs 5“‘“@
Remove LMS Links
] Sharon Acres Intro to Biology 101 06/01/2024 09/01/2024 MWF 1 PM Shown
Manage Facllitators

&  Sharon Acres Intro to Biology 102 02/01/2019 03/01/2019 TTR 2PM Shown  Delste
0 Admin MASTER 03/01/2019 04/01/2019 Shown v Canvas Math2

&  Rosalind Albright Human Biology 103 05/01/2019 06/01/2019 Shown v  CanvasMath2


https://downloads.hawkeslearning.com/Docs/Instructor_Resources/End_of_Semester_Tips.pdf

Select the previous section you would like to copy settings, assignments, and templates from in the ‘Apply From’
dropdown

Confirm the sections in the ‘Apply To’ dropdown are accurate

Configure Sections

Apply Frem MASTER (Admin)

Apply To Intro to Biclogy 101 (Share... +2 ~

Basic (check to override existing settings) v
(J section start & end date Personalize

O Section meeting times Personalize

Advanced (check to override existing settings)
Content

Policies

Apply Settings

5. Click Apply Settings

[] Modify your Lesson Due Dates (Assignments Tab = Lesson Due Dates)

1. Create a copy of your previous semester Lesson Due Dates template
o Manage by Template - select your previous template > Copy

ASSIGNMENTS

Manage LESSOI’I DUe Dates by Template i S Print ] i £82 Manage by Section l [ + New Template l I O Delete l D copy I 9 undo l
O Name % Updated ¢ Owner = Shared % Locked ¢ Assigned ¢
Do Fall Homework Due Dates 202... 3/24/2023 Wiest, Kelsey No No No
Homework Due Dates 3/24/2023 Wiest, Kelsey Yes No Yes

2. Select the copy to open and rename it
Use Shift Multiple Due Dates to shift all due dates to the new term, then make any individual adjustments

necessary

4. Save, then select Copy to Another Section, to apply it to your new section(s)
MANAGE DUE DATES ( 1 \
Edlt Lesson Due Dates | View Calendar ‘ & Print ‘ | @ copy to Another Secuono‘ 9 Undo %
Name: | Wiest, Kelsey -- Homework Due Dates s uenameo

Default point value for each lesson:  10.00 Points
Share: Allow other instructors to see and assign these settings
) Allow lessons to arked as bonus

Hide Shifting Options || Show Additional Options || Set Prerequisites |
Shift Due Dates

Adjust existing Due Date and Visible On (if applicable). Note that dates prior to First Due Date to Shift will not be affected.

First Due Date to Shift ~ 01/16/2023 | [ ] New Date = 08/23/2023 ?

a Shift
Every due date on or after 01/16/2023 will be shifted by +219 days

Due Dates Lesson Namea
01/16/2023 ; ‘i | 1.1 The Real Number System
01/21/2023 i @ | 1.2 The Arithmetic of Algebraic Expressions
01/21/2023 ; & | 1.3a Properties of Exponents
01/23/2023 ii\ 1.3b Scientific Notation and Geometric Problems Using Exponents
01/2372023

| & | 1.4a Properties of Radicals




L] Modify the Start/End Dates of Your WebTests (Assignments Tab = WebTests)
1. Select View by Section = select a section = General Settings

WebTests

| B Viewny Secﬁo” My WebTests | Al WebTests |

-.
>

(w) Demo Section - Fall 2020

Kelsey Wiest
> ne Kelsey Wiest

Demo Section - Spring 2021

[oRSTIGEN  Assign

Edit Settings

For one section at a time:

\ General Settings

= Manage)

2. Adjust your start/end dates and settings
3. Save Changes

*Note: Alternatively, you can choose to unassign your WebTests until you are ready to adjust the dates and

settings. To do so: Select all WebTests = Assign Tab = Select your new section(s) = Unassign

Additional Options
L] Review/Adjust Assignment Groups (Grade Settings Tab = Assignment Groups)

e Adjust the weight for each assignment group if needed and Save Changes
o Use the + New Group button to add new assignment groups
o Use the pencil icon next to existing assignment groups to delete or edit groups
o Use the Rearrange button to move assignments between assignment groups
GRADE SETTINGS
Assignment Groups | + New Group | | 24 Rearrange | | [0 Copy From... 9
Section: MAT 101 -1 -
2 Group / Subgroup / Assignment Weight (%) Weight Distribution Number of Assignments  Grading Rule
> Lessons # 35.00 Even - 8(8) Keep All -
> TEStSEI 45.00 Even ~ 101) Keep Al v
> Quizzes # 30.00 Even v 0(m Keep All ~

Total Weight (%): 100.00

Save Changes

Include in Grade Bonus Export Grade

(]

(]

O

[] Review/Adjust Lesson Late Penalties (Grade Settings Tab = Lesson Late Penalty)
1. Select a section to view the existing template
2. Make any necessary updates and Save Changes

Late Penalty Name:

o
@

| 10.00

Penalty ty
Define Penalties using:

20.00

30.00

40.00

0w

50.00

pe:

nalty Values:Mumber of graduatio

Grabert. Joznna 5 Day Late Fenalty ~ |(rename)
[Grmses v |

Eshare: Allow other instructors to see and assign these settings

ns |5 w

% penalty for up to
% penalty for up to
% penalty for up to
% penalty for up to
% penalty for more than

2 |
3

3

4

day(s) late
day(s) late
day(s) late
day(s) late
day(s) late

T

A

Zh Copy To Another Saction




[1 Review/Adjust Assignment Reminders (Tools Tab = Communications = Reminders)
1. Select a section to view the existing template
2. Make any necessary updates and Save Changes

L] Review/Update Your Curriculum (Assignments Tab = Curriculum)
1. Select a section to view the existing template
2. Make any necessary updates to your Global Settings and Save Changes
3. Click on a Lesson name to view/update its content
a. Click +Add to add any questions from the question bank on the left
b. Click -Remove to remove any questions for the question set on the right
c. Click on the chapter/lesson dropdown on the left to choose a different chapter/lesson to pull
guestions from
Adjust the mastery percentage in the top right if needed (we recommend ~80%)
. Click Save in the bottom right and close the tab
f. Click Save in the top right

Lesson Builder

1.1 Real Numbers(15 Questions, 15 Steps) n

Question Bank Chapter1 ~ 1.1 ~ Assignment $Sort: Random ~  Practice & Certify ~
Search Question Bank <+ Add (0) Search Assignment = Remove (0)
[J Question Obj. Diff. Occ. v O # Question Obj. Diff. t*4 v
O 1.1Serial #1 Classify numbers by type High 0 v 0O 1 1.1 Serial #3 Classify numbers by type Low T v
[+’

Identify the following number. Choose all that apply. Identify the following number. Choose all that apply.
=4 —a1

O 1.1 3erial #2 Classify numbers by type Medium 0 v
Identify the following number. Choose all that apply. . ¢

0

7 Correct Answer: Integer, Rational Number, Real Number
O 1.1 Serial #3 Classify numbers by type Low 1 - O 2 1.1 Serial #4 Classify numbers by type Medium r4 v

i o |[ 2 New -

Identify the following number. Choose all that apply.

Identify the following number. Choose all that apply.

[] Review/Update Other Assignments (Assignments Tab = Other Assignments)
1. Select a section to view the existing template
2. Make any necessary updates and Save Changes

L] Review/Update Course Materials (Assignments Tab = Course Materials)
1. Select a section to view the existing template
2. Make any necessary updates and Save Changes

Have questions? Contact Customer Success at:

1-800-426-9538 | instructorsupport@hawkeslearning.com



mailto:instructorsupport@hawkeslearning.com
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