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PAWS Course Studio Overview 
 

Introduction PAWS Course Studio functionality gives students, faculty, and assigned 
teaching assistants the ability to access, create, and manage a homepage for 
any course.  
 
A homepage provides access to pertinent course calendars, information, 
articles; and links to other internet resources. Course members can submit 
assignments and photos or participate interactively through e-mail, chat rooms, 
and message boards. 
 
Course instructors are responsible for assigning students or teaching assistants 
the various responsibilities associated with managing the homepage for each 
course. Consolidated Courses, managed through a single course homepage, 
may also be created.  
 
Note: PAWS Course Studio is a communications system only. The 

Blackboard Learning System and Student Information System is 
recommended for managing student marks or doing online quizzes. 

 
The Academics 
Tab 

The PAWS environment contains a number of default tabs pre-populated with 
related channels. The Academics tab provides a wealth of information 
pertinent to course administration: 

 
 

Continued on the next page 
  

http://focus.usask.ca/courses/registrationmain.cfm?coursecategoryid=14�
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PAWS Course Studio Overview, Continued 
 

Access to My 
Courses 

Membership in a course is determined by enrolment. As soon as students are 
registered in a given class, they will have access to the course homepage via 
the My Courses channel under the Academics tab. 
 
Note For Instructors: In order to have access to a class, an instructor must 

be assigned the Faculty role within the Student 
Information System (SiRIUS Plus). 

 
To access your specific course information:  
Step Action 

1 From the PAWS window, click on the Academics tab. 

The My Courses channel appears in the tab layout: 

 
2 Click on the Course Tools link. 

The My Courses page appears, displaying the course(s) you are 
currently registered in or teach: 

 
 

Continued on the next page 
  

Course Information Navigation Links 

Registered Student Classes Pane 

Faculty Courses Information Pane 
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PAWS Course Studio Overview, Continued 
 

Displaying a 
Course 
Homepage 

The My Courses page displays the student/faculty courses for a specified term. 
Initially the course schedule is set to All Terms. The displayed course title 
links are associated with the course homepage. 
 
To view the homepage for a course:  
Step Action 

1 From the My Courses page, select the desired term from the Course 
Schedule for: list box. 

2 In the term column of the Student/Faculty course panes, click on the 
course title link. 

 
The course Homepage appears: 

 
Continued on the next page 
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PAWS Course Studio Overview, Continued 
 

 The Course Homepage is divided into three navigational areas: 

• The PAWS course studio tools – left side 
Provides course related tools for viewing, administering and 
monitoring course information 

• The recent messages area – middle 
Provides an interactive display of current notices and timely topics 

• The related links section – right side 
Displays related links and photos of specific interest 

 
 The PAWS course studio tools are divided into four function categories: 

• Course Tools 
Everyone has access to the functionality provided by these tools 

• Content Tools 
Used to monitor and administer the content generated by course users 

• Configuration Tools 
• Personal Tools 

 
 The recent messages area is divided into: 

• Announcements 
• Message Board Topics 

 
 The related links section displays: 

• Course Information 
• Featured Photo 
• Featured Links 

 

Continued on the next page 
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PAWS Course Tools 
 

Announcements 

 

Everyone has access to PAWS Course Tools which facilitate the collaborative 
course experience. Content manipulation is limited to instructors and assigned 
assistants. 
 

 
Viewing 
Announcements 

The Announcements page displays a list of all active announcements, with the 
most recent postings appearing at the top. Announcements are displayed both 
on the Course Homepage and 
in the Personal 
Announcements channel. 

Only those with permission to 
manage announcements can 
send or delete announcements 
(instructors and designated teaching assistants). 

 
Sending an 
Announcement 

To send an announcement: 
 
Step Action 

1 In the Course Tools section of the navigation pane, click on the 
Announcements link. 

2 From the Announcements page, click on Send Announcement. 
The Compose Announcement page appears: 

 
3 Complete the announcement specifics and click Send. 

 
Deleting an 
Announcement 

To delete an announcement: 

Step Action 
1 In the Course Tools section of the navigation pane, click on the 

Announcements link. 
2 From the Announcements page, click on the Delete icon. 

Continued on the next page 
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PAWS Course Tools, Continued 
 

News 

Viewing News The Course News page displays all the active news items for a course . A 
course leader, or course member with appropriate permissions can submit news 
articles for approval and subsequent posting to the course homepage. 

 
 

 
Submitting 
(Posting) a News 
Article 

To submit/post an article: 

Step Action 
1 From the Course News page, click the Post an Article link. 

The Post an Article dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
Title/Subject: Article title 
News Article: Select rich text for inclusion of tables and graphics 

2 Complete the article specifics and click Post. 
The article is submitted according to the selected status. 
Note: Posted articles are managed through Content Tools/Manage 

News feature. 
 
 

Continued on the next page 
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PAWS Course Tools, Continued 
 

Photos 

Viewing Photos The Course Photos page displays all the active photo items for a course . A 
course leader or course member with appropriate permissions can submit 
photos for approval and subsequent posting to the course homepage. 

 
Submitting 
(Posting) a 
Photo 

To submit/post a photo: 

Step Action 
1 From the Course Photos page, click the Post a Photo link. 

The Post a Photo dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
 
Note: Photos must be 32 MB or less and must be in jpeg, gif or png 

format 
2 Complete the photo specifics and click Post. 

The photo is submitted according to the selected status. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 

Continued on the next page 
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PAWS Course Tools, Continued 
 

Links 

Viewing Links The Course Links page displays all the active links for a course . A course 
leader or course member with appropriate permissions can submit links for 
approval and subsequent posting to the course homepage. 

 
Submitting 
(Posting) a Link 

To submit/post a link: 

Step Action 
1 From the Course Links page, click the Post a Link link. 

The Post a Link dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
 
Note: Photos must be 32 MB or less in jpeg, gif or png format 

2 Complete the photo specifics and click Post. 
The photo is submitted according to the selected status. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 

Continued on the next page 
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PAWS Course Tools, Continued 
 

Files 

Viewing Files The Course Files page displays all the active files and folders for a course . A 
course leader or course member with appropriate permissions can create 
folders and add files to the course homepage. 

 
Searching for a 
File/Folder 

To search for specific information: 

Step Action 
1 In the File and Folder Search dialogue, click on the checkbox beside 

the desired search option(s). 
2 Specify the search text. 

Note: Wildcards are not accepted. 
3 Click Search. 

The search results are displayed. 
4 Click Done to return to the Course Files page. 

 
 
Adding a File To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 

Continued on the next page 
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PAWS Course Tools, Continued 
 

Message Board 

Viewing 
Message Board 
Topics 

The contents of the Message Board is divided into topics, messages and 
replies. Topics initiate discussion threads. When class participants respond 
directly to a topic they create (or "post") a thread. Responding to a thread posts 
a message or a reply. A course leader or course member with appropriate 
permissions can create folders and add files to the course homepage. 

 
Searching for a 
Topic 

To search for specific information: 

Step Action 
1 In the File and Folder Search dialogue, click on the checkbox beside 

the desired search option(s). 
2 Specify the search text. 

Note: Wildcards are not accepted. 
3 Click Search. 

The search results are displayed. 
4 Click Done to return to the Course Files page. 

 
Posting a Topic To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Posting a 
Message 

To submit/post a file: 

Step Action 
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1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Posting a Reply To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Deleting a Topic To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Deleting a 
Message/Reply 

To submit/post a file: 
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Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Course Tools, Continued 
 

Calendar 

Viewing the 
Calendar 

To submit/post a file: 
For more information see the PAWS Intermediate Manual. 
Step Action 

1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Course Tools, Continued 
 

E-mail 

Viewing the 
Email Members 
Page 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
 
Sending an 
Email to Course 
Members 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Course Tools, Continued 
 

Chat 

Accessing the 
Course Chat 
Area 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Adding a 
Comment 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Whispering in 
the Chat Area 

To submit/post a file: 

Step Action 
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1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Saving a Chat 
Session 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Course Tools, Continued 
 

Hand-In Folders 

Handing in an 
Assignment 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Course Tools, Continued 
 

Podcasts 

Including a 
Podcast 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Course Tools, Continued 
 

Library Resources 

Accessing 
Library 
Resources 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Course Tools, Continued 
 

Surveys 

Viewing a 
Course Survey 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Taking a Course 
Survey 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Course Tools, Continued 
 

Members 

Viewing 
Member 
Information 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Downloading a 
Member List 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Content Tools 
 

Manage Homepage 

Displaying a 
Course 
Homepage 

The My Courses page displays the student/faculty courses for a specified term. 
Initially the course schedule is set to All Terms. The displayed course title 
links are associated with the course homepage. 
 
To view the homepage for a course:  
Step Action 

1 From the My Courses page, select the desired term from the Course 
Schedule for: list box. 

2 In the term column of the Student/Faculty course panes, click on the 
course title link. 

 
The course Homepage appears: 
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Continued on the next page 
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PAWS Content Tools, Continued 
 

Manage News 

Viewing News The Course News page displays all the active news items for a course . A 
course leader, or course member with appropriate permissions can submit news 
articles for approval and subsequent posting to the course homepage. 

 
 

 
Submitting 
(Posting) a News 
Article 

To submit/post an article: 

Step Action 
1 From the Course News page, click the Post an Article link. 

The Post an Article dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
Title/Subject: Article title 
News Article: Select rich text for inclusion of tables and graphics 

2 Complete the article specifics and click Post. 
The article is submitted according to the selected status. 
Note: Posted articles are managed through Content Tools/Manage 

News feature. 
 
 

Continued on the next page 
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PAWS Content Tools, Continued 
 

Manage Photos 

Viewing Photos The Course Photos page displays all the active photo items for a course . A 
course leader or course member with appropriate permissions can submit 
photos for approval and subsequent posting to the course homepage. 

 
Submitting 
(Posting) a 
Photo 

To submit/post a photo: 

Step Action 
1 From the Course Photos page, click the Post a Photo link. 

The Post a Photo dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
 
Note: Photos must be 32 MB or less and must be in jpeg, gif or png 

format 
2 Complete the photo specifics and click Post. 

The photo is submitted according to the selected status. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 

Continued on the next page 
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PAWS Content Tools, Continued 
 

Manage Links 

Viewing Links The Course Links page displays all the active links for a course . A course 
leader or course member with appropriate permissions can submit links for 
approval and subsequent posting to the course homepage. 

 
Submitting 
(Posting) a Link 

To submit/post a link: 

Step Action 
1 From the Course Links page, click the Post a Link link. 

The Post a Link dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
 
Note: Photos must be 32 MB or less and must be in jpeg, gif or png 

format 
2 Complete the photo specifics and click Post. 

The photo is submitted according to the selected status. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 

Continued on the next page 
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PAWS Content Tools, Continued 
 

Manage Files 

Viewing Files The Course Files page displays all the active files and folders for a course . A 
course leader or course member with appropriate permissions can create 
folders and add files to the course homepage. 

 
Searching for a 
File/Folder 

To search for specific information: 

Step Action 
1 In the File and Folder Search dialogue, click on the checkbox beside 

the desired search option(s). 
2 Specify the search text. 

Note: Wildcards are not accepted. 
3 Click Search. 

The search results are displayed. 
4 Click Done to return to the Course Files page. 

 
 
Adding a File To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 

Continued on the next page 
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PAWS Content Tools, Continued 
 

Manage Message Board 

Viewing 
Message Board 
Topics 

The contents of the Message Board is divided into topics, messages and 
replies. Topics initiate discussion threads. When class participants respond 
directly to a topic they create (or "post") a thread. Responding to a thread posts 
a message or a reply. A course leader or course member with appropriate 
permissions can create folders and add files to the course homepage. 

 
Searching for a 
Topic 

To search for specific information: 

Step Action 
1 In the File and Folder Search dialogue, click on the checkbox beside 

the desired search option(s). 
2 Specify the search text. 

Note: Wildcards are not accepted. 
3 Click Search. 

The search results are displayed. 
4 Click Done to return to the Course Files page. 

 
Posting a Topic To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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Manage Calendar 

Viewing the 
Calendar 

To submit/post a file: 
For more information see the PAWS Intermediate Manual. 
Step Action 

1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Content Tools, Continued 
 

Manage Announcements 

Viewing the 
Email Members 
Page 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
 
Sending an 
Email to Course 
Members 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Content Tools, Continued 
 

Manage Hand-In Folders 

Handing in an 
Assignment 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Content Tools, Continued 
 

Manage Podcasts 

Including a 
Podcast 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Content Tools, Continued 
 

Post Marks 

Introduction The newest addition to the PAWS Tools suite is the Post Marks feature. Marks 
may be conveniently made available to students online. 

Assessments consist of any marked student submission such as quizzes, 
assignments, examinations, labs and papers. 

Creating a New 
Assessment 

To create an assessment item: 

Step Action 
1 In the Content Tools section of the navigation pane, click on the Post 

Marks link. 

The Post Marks window appears: 

 
2 In the Details for... section, click New to create a new assessment. 

The assessment Name and Out of text boxes become editable: 

 
3 In the Name: text box, type the assessment identifier and press tab. 

Note: Any combination of letters and digits is allowed. 
4 In the Out of: text box, type the total mark allocation for the 

assessment and click Save Details. 

Note: Any combination of letters and digits is allowed. This field may 
also be left blank. 

The assessment Name appears in the course Assessments listing in the 
Course Assessments pane (right side). 
Note: Saving assessment details does not save marks.  

Continued on the next page 
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Post Marks, Continued 
 

Editing 
Assessment 
Details 

Renaming an assessment or revising a mark allocation/percentage is easily 
accomplished, even if grades have been entered. 

To edit assessment details: 
Step Action 

1 In the Course Assessments listing, click on the desired assessment. 

Details of the selected assessment appear to the right. 

2 Click Edit. 
The assessment Name and Out of text boxes become editable. 

3 Make the desired changes and click Update Details. 
 
Removing an 
Assessment 

To remove an assessment: 

Step Action 
1 In the Course Assessments listing, click on the desired assessment. 

Details of the selected assessment appear to the right. 

2 Click Delete. 
Two message prompts confirming the deletion are displayed. 

3 Click OK twice. 
 

Continued on the next page 
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Post Marks, Continued 
Adding Marks 
to an 
Assessment 

Marks may be added at the time an assessment item is created or by editing an 
existing assessment. Logging marks is quickly accomplished by copying/ 
pasting existing spreadsheet entries into the marks grid. 

By default, the mark grid provides for the capture of specific student mark 
detail in the following order: Student ID or

Mark detail recorded in a spreadsheet may be ordered differently. To avert 
errors when pasting into the marks grid, hide or relocate columns in the 
original spreadsheet so that the data is displayed in the same order. 

 NSID, Mark, Comment  

For editing purposes, it is easier to make updates to a sorted display. Be sure to 
sort column records by last name, NSID or Student ID prior to copying. Once 
pasted, student records cannot be sorted within the grid itself. 

To add marks to a new or existing assessment: 

Step Action 
1 Select and copy marks from an existing class spreadsheet. 

Mark details may include NSID or Student ID, Mark and an associated 
comment. Select NSID or Student ID but not both. 
Note:  Sort student listings by Last Name, NSID, or Student ID before 

copying.  
2 Create a New assessment 

or in the Course Assessments listing,  
Click on an assessment that does not yet contain marks. 

A prompt is displayed indicating that the grid must be selected in 
preparation for mark entry. 

3 Click the radio button associated with NSID or Student ID to match the 
detail copied from the existing mark spreadsheet. 

 
This selection appears as the column header in the marks grid.   

 
4 Click anywhere in the grid or click the Select Grid button. 

A green border indicates the grid is currently selected. 

5 Press CTRL-V to paste the selection. 

The class mark records appear in the grid. 

Continued on the next page 
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Post Marks, Continued 
Adding Marks to an Assessment, continued 
 

6 Scroll through the marks to review accuracy, making changes by 
clicking in the desired cell(s). 

Note: If pasted incorrectly, the current mark display may be cleared 
from the grid with the Clear Display button and repasted.  

 For assessments in which some marks have already been 
submitted, the Clear Display button clears the grid but does not 
remove submitted entries from the database. (See Updating 
Posted Marks with the Paste Method). 

 
Posting 
Assessment 
Marks  

Once added, marks are posted and retained in the marks database with the 
submission process.  

To submit (post) marks to the database: 
Step Action 

1 Having added and reviewed the desired marks for an assessment, click 
Submit Marks. 

A message prompt is displayed confirming submission status. 
Note:  Any error occurring during the submission process will generate 

a prompt to send an error email to ITS Support. Click yes at this 
prompt to receive support within 24 hrs. 

2 Click OK to return to the assessment dialogue. 
3 To exit, click the window close button. 

 
Updating Posted 
Marks for an 
Individual 

Once posted, assessment marks may be modified.  

To update an individual student mark: 
Step Action 

1 In the Course Assessments listing, click on the desired assessment. 
2 Click on Edit Individual Marks. 

The marks grid becomes editable. 
Note:  Display student NSID or Student ID by clicking on the 

associated radio button. 

Continued on the next page 
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Post Marks, Continued 
Updating Posted Marks For an Individual, continued 
 

3 Click in the desired cell(s) to make changes. 

 
Or to add a new student mark,  
Click on the Click to add individual mark cell. 

 

 
4 To undo current edits, click Cancel. 
5 Click Submit Marks to post the updates. 

 
Removing a 
Student Record 

Once posted, a student mark may be removed.  

To remove an individual student mark: 
Step Action 

1 In the Course Assessments listing, click on the desired assessment. 
2 Click on Edit Individual Marks. 

The marks grid becomes editable. 
3 Click in the Mark cell of the student record to be removed. 
4 Type the word Remove. 

 
5 Click Submit Marks to post the update (removal of student record). 

Continued on the next page 
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Post Marks, Continued 
Updating Posted 
Marks Using the 
Paste Method 

Additional mark records may be appended to a class listing using the paste 
method (as opposed to manually adding one record at a time). In this case, the 
assessment display is cleared and the additions are pasted into a blank grid.  

When the new mark selection is pasted, these marks must be submitted before 
the class marks may be viewed in their entirety.  

Note:  An error message is generated if a duplicate entry is encountered in the 
appended submission. Follow the prompts and remove the entry from 
the current grid. 

To update multiple student marks with the paste method: 

Step Action 
1 In the Course Assessments listing, click on the desired assessment. 
2 Click Clear Display to prepare the marks grid for the paste (append) 

procedure.  
3 Select and copy the desired marks from an existing spreadsheet. 
4 Select the grid. 
5 Press CTRL-V to paste the selection. 
6 Click Submit Marks to post the updates. 

All previous and newly added marks appear in the grid. Existing 
student entries (if modified) are updated. 
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Manage Surveys 

Viewing a 
Course Survey 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 
Taking a Course 
Survey 

To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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General Settings 

Viewing News The Course News page displays all the active news items for a course . A 
course leader or course member with appropriate permissions can submit news 
articles for approval and subsequent posting to the course homepage. 

 
 

 
Submitting 
(Posting) a News 
Article 

To submit/post an article: 

Step Action 
1 From the Course News page, click the Post an Article link. 

The Post an Article dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
Title/Subject: Article title 
News Article: Select rich text for inclusion of tables and graphics 

2 Complete the article specifics and click Post. 
The article is submitted according to the selected status. 
Note: Posted articles are managed through Content Tools/Manage 

News feature. 
 
 

Continued on the next page 
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Applications 

Viewing Photos The Course Photos page displays all the active photo items for a course . A 
course leader or course member with appropriate permissions can submit 
photos for approval and subsequent posting to the course homepage. 

 
Submitting 
(Posting) a 
Photo 

To submit/post a photo: 

Step Action 
1 From the Course Photos page, click the Post a Photo link. 

The Post a Photo dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
 
Note: Photos must be 32 MB or less and must be in jpeg, gif or png 

format 
2 Complete the photo specifics and click Post. 

The photo is submitted according to the selected status. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
 

Continued on the next page 
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Members 

Viewing Links The Course Links page displays all the active links for a course . A course 
leader or course member with appropriate permissions can submit links for 
approval and subsequent posting to the course homepage. 

 
Submitting 
(Posting) a Link 

To submit/post a link: 

Step Action 
1 From the Course Links page, click the Post a Link link. 

The Post a Link dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
 
Note: Photos must be 32 MB or less and must be in jpeg, gif or png 

format 
2 Complete the photo specifics and click Post. 

The photo is submitted according to the selected status. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 

Continued on the next page 
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Permissions 

Viewing Files The Course Files page displays all the active files and folders for a course. A 
course leader or course member with appropriate permissions can create 
folders and add files to the course homepage. 

 
Searching for a 
File/Folder 

To search for specific information: 

Step Action 
1 In the File and Folder Search dialogue, click on the checkbox beside 

the desired search option(s). 
2 Specify the search text. 

Note: Wildcards are not accepted. 
3 Click Search. 

The search results are displayed. 
4 Click Done to return to the Course Files page. 

 
 
Adding a File To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 

Continued on the next page 
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My Profile 

Viewing 
Message Board 
Topics 

The contents of the Message Board is divided into topics, messages and 
replies. Topics initiate discussion threads. When class participants respond 
directly to a topic they create (or "post") a thread. Responding to a thread posts 
a message or a reply. A course leader or course member with appropriate 
permissions can create folders and add files to the course homepage. 

 
Searching for a 
Topic 

To search for specific information: 

Step Action 
1 In the File and Folder Search dialogue, click on the checkbox beside 

the desired search option(s). 
2 Specify the search text. 

Note: Wildcards are not accepted. 
3 Click Search. 

The search results are displayed. 
4 Click Done to return to the Course Files page. 

 
Posting a Topic To submit/post a file: 

Step Action 
1 From the Course Files page, click the Add a New File to... link. 

The Add a File dialogue appears: 

 
 
Note: Files must be 700 MB or less. 

2 Browse for and select the desired file and click Add File. 
The file is immediately displayed on the course homepage. 
Note: Posted photos are managed through Content Tools/Manage 

Photos feature. 
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PAWS Personal Tools, Continued 
 

My Courses 

 

Everyone has access to PAWS Course Tools which facilitate the collaborative 
course experience. Content manipulation is limited to instructors and assigned 
assistants. 
 

 
Viewing 
Announcements 

The Announcements page displays a list of all active announcements, with the 
most recent postings appearing at the top. Announcements are displayed both 
on the Course Homepage and 
in the Personal 
Announcements channel. 

Only those with permission to 
manage announcements can 
send or delete announcements 
(instructors and designated teaching assistants). 

 
Sending an 
Announcement 

To send an announcement: 
 
Step Action 

1 In the Course Tools section of the navigation pane, click on the 
Announcements link. 

2 From the Announcements page, click on Send Announcement. 
The Compose Announcement page appears: 

 
3 Complete the announcement specifics and click Send. 

 
Deleting an 
Announcement 

To delete an announcement: 

Step Action 
1 In the Course Tools section of the navigation pane, click on the 

Announcements link. 
2 From the Announcements page, click on the Delete icon. 

Continued on the next page 
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My Consolidated Courses 

Viewing News The Course News page displays all the active news items for a course . A 
course leader, or course member with appropriate permissions can submit news 
articles for approval and subsequent posting to the course homepage. 

 
 

 
Submitting 
(Posting) a News 
Article 

To submit/post an article: 

Step Action 
1 From the Course News page, click the Post an Article link. 

The Post an Article dialogue appears: 

 
 
Status: Submitted – places the article in the submitted Articles section 

for review and approval 
 Active – immediately posts the article to the homepage 
 Inactive – places the article in the Inactive Articles section for 

posting at a later time 
Title/Subject: Article title 
News Article: Select rich text for inclusion of tables and graphics 

2 Complete the article specifics and click Post. 
The article is submitted according to the selected status. 
Note: Posted articles are managed through Content Tools/Manage 

News feature. 
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