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Open the Door, the Basics for Instructors 
If you’re new to IU or unfamiliar with Oncourse CL, this is the least you need to know to prepare for classes. 

Login 
Any supported browser is the starting point for entry.  [Recommended: Internet Explorer 7.0 or Mozilla Firefox 2.0 and newer] 

1. Open a web browser, such as Internet Explorer or Firefox 
2. In the address field, Type http://oncourse.iu.edu 
3. In the upper right corner or the screen, Click the Login link  
4. Enter your username and passphrase Click Login 

Access a Course Site 
The sites to which you belong are displayed as tabs across the top of the screen [Figure 1]. If you belong to more sites than 

can be displayed as tabs, the additional sites can be accessed by clicking - more –  

Figure 1 
1. To enter your course, Click the course tab OR Click the – more – link  Click the course link 

View and Print the Roster 

1. From the list of tools on the left side, Click Roster 
2. To view students’ photo ID’s, Click Pictures link 
3. To view a printable version of the roster, Click the Print Pictures in Single Column button 
4. To print the roster, Click the Print button 

Post a Syllabus by Adding an Attachment 

1. On the toolbar, Click Syllabus 
2. To start creating a syllabus item, Click the Create/Edit link 
3. Click the Add link 

a. In the Title field, Type a syllabus title 
b. In the Content field we recommend Type the text, To view and print the course syllabus, click the link below 
c. Scroll down  Click Add Attachments  Click Browse 
d.  Navigate to the location of the syllabus file  Double‐click the file 
e. Click Continue 
f. Scroll down  Click Post 

4. To view the finished product, Click the Preview link  

Send an Announcement 

1. From the list of tools to the left side, Click Announcements 
2. To begin adding a new announcement, Click the Add link 
3. In the Title field, Type an announcement title 
4. In the Body field, Type the announcement details 
5. Scroll down to the bottom of the page 
6. In the Email Notification field, Click the dropdown arrow  Click High‐All participants 
7. To post the announcement for the course site, Click Add Announcement  

Remove Unused Tools from the List of Site Tools  

1. In the list of tools on the left, Click Site Setup 
2. Click the Edit Tools link 
3. Check the tools that you want the students to access  

Suggested list - Home, Announcements, Resources, Roster, Syllabus 
4. Uncheck the tools that you want to remove from the tool bar 
5. Scroll down Click Continue 
6. Click the Finish 
7. Refresh the browser page to view the new list of tools 
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Basic Community for Instructors 
Oncourse CL provides tools for person-to-person interaction – use them to create a community experience 

Post Timed Announcements 

The Announcements tool can be used to post announcements which can be scheduled to display for certain dates. You can 
also send an email to students’ IU email addresses. 

1. Click on the relevant course tab 
2. From the list of tools at the left Click Announcements 
3. Click Add 
4. Fill in the Announcement title and Body (these are required fields) 
5. Scroll down Select the Specify Dates radio button 
6.  Use the Date and Time selectors to choose starting and ending dates 
7. To send an email notification directly to students’ IU email addresses from the Email Notification dropdown list, Select 

High – all participants 
8. Click Add Announcement 

Upload Resources (Course Materials) into Folders 

When you are placing files in Resources it is best to create additional folders to hold different types of materials.   
1. To add a new folder, on the list of tools to the left, Click Resources 
2. To the right of the Course Name Resources folder icon, Move the mouse over the Add button 
3. On the dropdown menu that appears, Click Create Folders  Type a folder name 
4. To create another folder, Click the Add Another folder link  Type another folder name 
5. Click Create Folders Now 
6. Move the mouse over the Add button next to the folder’s icon 
7. On the drop down menu, Click Upload Files 
8. Click Browse Navigate to the file’s location on your hard drive  Double-click the file 
9. Set Email Notification as desired 

10. Click Upload Files Now 

Post Events (Course Deadlines) to the Calendar 
You can use the Calendar tool at display deadlines or events. 

1. From the list of tools to the left, Click Calendar 
2. Click Add 
3. Give the Calendar item (event) a Title, a Date, and Start Time  
4. Set the Duration or the End Time 
5. Type the content into the Message area 

or copy/paste from a word processing document into the Message area 
6. Set the Frequency, Event Type, and Event Location, as necessary 
7. Add Attachments if needed 
8. Click Save Event 

Use Messages for Direct Person-to-Person Communication 
The messages tool can be used to send a message within Oncourse to one or more person. It is also possible to send a copy of 
the message to the recipients’ official IU email address. 

1. From the list of tools on the left, Click Messages 
2. Click the Compose Message link 
3. In the To field, Click the recipient’s name. You can use Ctrl+Click [ Mac: Command+click ] to select multiple recipients  
4. To send a copy of the message to the recipients’ email addresses, Click the Send Cc checkbox 
5. Type a subject  Type the message text 
6. Click Send 

Use a Simple Gradebook to Record and Display Grades 
You can create a simple gradebook to record and display grades. 

1. From the list of tools to the left, Click Gradebook  Click Add Gradebook Item(s) 
2. Give the Gradebook Item a title  set its value in points 
3. Use the Due date field to specify a Due Date 
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4. Uncheck the Release this item to Students checkbox 
5. Click Add Item(s) 
6. To enter scores for a Gradebook Item, Click the Item’s title 
7. Enter grades for each student 
8. Click Save Changes 

Once you have entered all the grades for an assignment you need to release the grades to all the students.  
9. Click Return to Gradebook Items 

10. Next to the item you wish to release to students, Click the Edit link  
11. Select the Release the item to Students checkbox 
12. Click Save Changes 

Do More with the Gradebook 
Additional things you can do with the Gradebook include deleting items and exporting grades. 

1.  Remove an gradebook items: 
a.  Click item Title 
b.  Click the Remove Gradebook Item link  
c. Select the checkbox Remove this gradebook item and all associated scores from the gradebook 
d.  Click Remove 

2. To see a ‘spreadsheet’ display of all students’ grades for all Items in the Gradebook, Click All Grades 
3. To export all grades as a spreadsheet file Click the All Grades link  Click Export Gradebook  Follow the instructions 
4. To see point totals and cumulative course grades for all students, Click the Course Grades link 
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Useful Information for Instructors 
Here are a few brief instructions for some of the most-used features in Oncourse CL 

Reorganizing the Tabs across the top 
Change the order of course and project site tabs so that they are positioned most conveniently for you. 

1. Click My Workspace  
2. In the navigation pane at the left of the screen, Click Preferences 
3. Near the top of the screen, Click the Customize Tabs link 
4. In the Sites visible in Tabs list on the right, Click a site you would like to re-order 
5. To move the item in the list, Click an arrow button up or down as desired. 

The first four or five items will appear as tabs across the top of the screen, the remainder will be visible when - more - is 
clicked.  

6. To hide sites from view, Select them from the list on the left 
7. Between the boxes, Click the right-facing single-headed arrow  
8. To make hidden sites visible Select them from the list on the right 
9.  Click the left-facing single-headed arrow 

10. To save the changes, at the bottom of the screen, Click Update Preferences 

Customizing site tools 
The list of tools to the left side of Oncourse CL can be edited for each site to add tools or remove tools you are not using. The 
tools are changed for everyone access the site. 

1. From the list of tools on the left, Click Site Setup 
2. Near the top of the screen, Click the Edit Tools link 
3. Check or uncheck boxes to add or remove tools 
4. Click Continue 
5. Verify the changes  Click Finish  

The tools on the left side are now updated. 

Sending a message 
The Messages tool allows site participants to communicate using internal course mail. A copy may also be sent outside 
Oncourse to the recipients’ email addresses. Instructors may choose to turn this option off. 

1. From the list of tools to the left, Click Messages  
2. Click the Compose Message link 
3. In the To field, Click the recipient’s name. You can use Ctrl+Click [ Mac: Command+click ] to select multiple recipients. 
4. To send a copy of the message to the recipients’ email addresses, Click the Send Cc checkbox 
5. In the Subject field, Type a subject 
6. Type the message text 
7. To attach a file to the message, click Add Attachment 
8. To return to the message from the Add Attachment screen, Click Continue 
9. Click Send  

A copy of the message will be saved in your Sent folder in Messages. 

Adding a participant 
You can add guest speakers or others who are not of the official class roster of a class. Be aware the Registrar will not remove 
participants you add this way. 

1. In Site Setup near the top of the screen, Click the Add Participants link  
2. In the Official Email Address or Username field, Type the IU username or the username of an IU Guest Account (an 

email address) 
3. To assign all participants to the same role, Click Continue 
4. From the Choose a Role for Participants screen, Select an appropriate role 
5. Click Continue 
6. Optionally, Select the Send Now - send an email now to users notifying them that the site is available radio button 
7. Click Continue 
8. Verify the information  Click Finish 
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Creating a Group of participants 
Creating groups can help facilitate group work within Oncourse CL.  Tools such as Forums, Messages and Resources are group 
aware. The options for groups in these tools only become available when groups exist. 

1. In Site Setup near the top of the screen, Click the Manage Groups link  
2. At the top of the screen, Click the Add link 
3. In the Title field, Type a title for the group 
4. Optionally, in the Description field, Type a description 
5. In the Membership list, Click the participants you want to add to (or remove from) the group  

Note: To select multiple participants, Ctrl+click [ Mac: Command-click ] on the names 
6. Click Add to group (or Remove) 
7. Click Update 

Getting the URL of a file posted to Resources 
All files posted in Resources have a URL which can be used to access the file. You will need to make the file publicly viewable if 
you want to share with someone who is not a member of the site where you have the file posted. 

1. From the list of tools to the left, Click Resources 
2. Next to the item to which you want to link, from the Actions menu, Click Edit Details  
3. Next to Web Address (URL), Highlight the URL of the item  
4. Copy the URL 
5. Open your Email Client  start an email message 
6.  Paste the URL in an email message to the other person 

Getting Help or making a Suggestion 
You can find additional help and make suggestions to improve Oncourse CL. 

1. In the upper-right corner, Click the Contact Us link  
2. To ask for help, Choose the Ask for Help radio button  

or to make a suggestion Click the Make a Suggestion radio button 
3. Click Continue 
4. Fill out the form  Click Submit Form 
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Adding an Assignment, for Instructors 
Make individual assignments, including attachments, appear in the Assignments tool 

Add an Assignment 
The Assignments tool is used to post and collect assignments from students. 

1. From the list of tools at the left, Click Assignments 
2. Near the top, Click Add 
3. Fill out the form 

Required fields are indicated by a red asterisk *. 
4. Optionally to attach a file, Click Add Attachment 
5. Click Post to make the assignment available 

or to view the assignment without posting it Click Preview  
or to save your work, then return later to revise and finish Click Preview �Æ Save Draft 
or to return to the Assignments screen Click Cancel 

Note: Grades recorded in the Assignments tool are not automatically recorded in the Gradebook. You can select this option 
near the bottom of the screen. 

 
 

Note: If you are creating your first assignment the options Grade Report and Reorder are not available 


