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Planning an Online Course

Last Modified on 10/27/2023 10:07 am EDT

This document provides tips and techniques for planning and delivering an online course. The advice was
collected from a large number of faculty and students who have experience with online courses. It will be
updated as we get additional feedback and ideas.

Note: this document does not address hybrid classes, which mix in-person and remote participants.

Planning for an online course requires a bit of a redesign effort to account for some of the differences in the student
experience and in delivery of technology compared to in-person courses. This document covers some of the major
considerations for modifying your course, and it is divided into the following sections:

Student Experience

There are potential challenges that your students could face in the remote environment:

e Location. Some students may be located off-campus and face time zone differences that could reduce their
ability to participate in synchronous video meetings or to take exams at set times.

e Health. Be mindful of student ilinesses or family emergencies, as these are still more frequent than usual.

e Focus. Students working from home may face more distractions from family interactions or connectivity
issues.

e Access/Resources. Students may lack the ability to print documents such as assignments and exams.

e Logistics. On-campus students may face timing issues in transitioning from in-person classes to online classes
(and vice versa).

These changes to the student experience could affect your deliverables in the following ways:

e Exams will have to be online, un-proctored, and open book. They may need to be offered at multiple times due
to time zone differences or make-up exam and other accommodation requests.

e Group work could be impacted by lack of student co-location, time zone differences, and illnesses. Group
presentations may be more difficult to arrange due to these factors.

e Class participation during synchronous video conferences could be more difficult than usual. Some students
will be unable to attend synchronous sessions. Students that do attend may have connectivity issues that limit
their ability to be on camera.

Each instructor will likely have a different approach for dealing with these changes. As a result, students will face
much more variety in course delivery than usual. Communication will be essential! Ensure that your grading policies
and assignment expectations are clear in your syllabus. Also, be prepared to send frequent emails to students
and/or announcements through Canvas (possibly before each class).

You should also be clear in your syllabus about policies for student absences. For attendance or homework, you
may want to give every student one or two free passes to miss class without a grade penalty. For exams, you should
make clear whether you will require the student to take a make-up exam on the official university make-up exam
date (which is in the next semester). In any case, all students should report their illnesses or absences to the MBA
and Undergrad program offices so they can be tracked in case there are any contact tracing issues. You should
always require that the program office confirms the student’s absence rather than just working from their emails.
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Once you get your class list, we recommend polling your students to get a sense for their situations. You can easily
create a poll using Canvas (typically ungraded survey) or your preferred survey tool (Qualtrics, etc.). Suggested
questions include:

. Will they be on campus?

. If not on campus, what is their time zone difference?

. Will they have access to a reliable high-speed internet connection?

. Will they be limited in their ability to access various platforms that you might use (e.g., Canvas, Zoom,
YouTube, Google apps, Skype, etc.)?

5. What are their major concerns about engaging with the course?

A w DN -

You should also consider soliciting feedback from students during the term. Some faculty may be inexperienced in
online teaching (compared to in-person teaching), and mid-term feedback could provide useful guidance on course
corrections. The MBA and Undergrad program offices have formal mid-term feedback forms. Alternatively, you
could seek feedback through more informal surveys or discussions with small groups of students.

Delivery Format

Wharton faculty teach using a wide variety of methods. There is no one ideal way to teach our students in-person,
and there is no one ideal way to teach online. Based on student and faculty feedback, there are two methods that
work well—synchronous-only teaching and blended teaching—and one that generally does not—asynchronous
teaching.

Note: Regardless of the delivery format, for online courses, synchronous sessions should always be recorded
and posted to Canvas. This policy allows remote students who cannot attend the sessions to have access to the
course material. You will be able to restrict the amount of time these videos are available on Canvas. Students
will receive warnings about unauthorized use of the videos. Even so, a good guideline is to never say anything
during a synchronous session that you wouldn’t want to show up on YouTube!

Synchronous-Only Teaching

The synchronous-only option involves teaching all sections of your course via a video meeting during your regularly
scheduled class times.

Advantages: Disadvantages:

This method requires fewer changes to adopt your

. k . . Students have difficulty maintaining engagement for 80
course material to online teaching and provides

L . . minutes in a video meeting and may miss part of the
students a similar amount of in-class engagement time

material if they have temporary connectivity or work-
with you and other students as they would get during an 4 : |/ U

. . from-home disruptions.
in-person session.

If you choose this method, you still may want to modify how much material you cover and how you engage with
students. See the section Class Management below for details.

Blended Teaching
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The blended option involves pre-recording 15-30 minutes of videos for students to watch prior to class followed by
50-60 minute synchronous sessions via a video meetingduring your regularly scheduled class times. The pre-
recorded videos cover basic material and the synchronous sessions involve more advanced material, discussions, or
exercises. The synchronous session should be at least 50% of the normal session length to avoid student
dissatisfaction about lack of faculty engagement.

Advantages: Disadvantages:
e Students are able to engage more completely for .
e Requires more advance work by faculty to plan

the shorter synchronous session.
Y delivery of material (which may be difficult to split

e Students have a chance to digest pre-recorded
material before live sessions.
e Remote students feel less disadvantaged because

up logically) and to record videos.
e There is less time for synchronous engagement.
e Students may skip synchronous sessions if the
part of the course is delivered the same way to all VR i’

feel pre-recorded material is sufficient.
students.

Video Resources:

e For avideo on tips for blending asynchronous and synchronous teaching, seethis resource.

e |f youwant to record short videos, Panopto records videos in an easy-to-use, free format thatdirectly
uploads to Canvas. For tips on using Panopto, see this resource.

e [fyouwant to record longer videos, Camtasia allows you to edit the video, splice together multiple clips, and
layer on animations or other effects. You will have to buy this software. For tips on using Camtasia, see this
resource.

Asynchronous Teaching

This option involves pre-recording all of your course material and hosting only virtual office hours, without a
synchronous session. Alternatively, this option could involve delivering one synchronous session and requiring the
other students to watch the recording of it.

We strongly advise against this approach for the entire course. Students are generally unhappy with this approach
because of the lack of interaction and engagement; students have said they felt cheated that they were paying full
tuition for Coursera MOOC classes. However, this approach could be used sparingly to replace certain class
sessions, especially later in the semester when the students know you better. See the Blended teaching section
above for tips on recording videos.

Class Management

Every facet of course delivery - pre-class prep requirements, in-class delivery, out-of-class interactions - must be
reconsidered when moving to an online format.

For an overview video on switching to online teaching, see this resource.

For instructors teaching undergraduate students, the Wharton Dean’s Undergraduate Advisory Board has
produced a White Paper on best practices for online and blended learning: click here for an executive
summary and here for the full White Paper.
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Student Prep for Class

Students will face a large variety of platforms and interaction styles in their courses. Thus, you should communicate
with students frequently about your expectations, including specifying the following:

e Required pre-class prep.
e Material to have handy during the synchronous session.
e Norms for interactions and questions during the video conferences.

Because case discussions can be more disjointed online, some faculty provide case-specific guides to highlight the
aspects of the case on which the discussion will focus during the synchronous session.

Another method for guiding pre-class prep is to create pre-class quizzes on Canvas.

e These quizzes can have auto-graded multiple-choice questions, with multiple attempts, to check the students’
knowledge of the basic facts covered in their pre-class material.

e They can also be used for students to provide short open-ended answers to key case questions or prompts
from the pre-class reading.

e Some faculty use the responses from the quizzes to warm call students during the video conference.

Setting up your course requirements as Canvas modules can make it clearer to students how they should prepare
for class. For a video on how to use Canvas modules, see this resource.

Student Participation During Video Meetings

It is difficult to cover the same amount of content virtually as in person. Student questions and answers all involve a
bit of delay, whether spoken or on chat. Students have difficulty staying focused due to Zoom fatigue and
distractions in their environments. Some students will need more transition time if they have in-person and virtual
classes back-to-back. Thus, you should try to remove some material from the synchronous video meeting to better
manage the time.

Student participation is the most difficult aspect of an online course. It may take some trial-and-error to find the
right approach for your material and for your teaching style. Here are some considerations:

e Most students are reluctant to interrupt to ask questions orally. You need to establish norms for whether and
how a student could do so.

e There are raise hand features in the video meeting platforms, but you will need to make sure you have the
correct window displayed.

e Requiring students to be on camera at all times involves a trade-off. Having students visible provides a more
interactive experience for everyone, and it is a good default norm for the class. However, some students may
have bandwidth issues where they need to mute video to get a better connection.

Options for asking questions to the students in a case discussion:

e Cold callingis generally more effective than asking for volunteers because many students are reluctant to
jump in to speak on the video meeting. Follow usual best practices on cold calling: establish the norm and stick
toit, and consider allowing students to opt-out in advance if it is not a good day for them.

e Warm calling based on pre-class responses on quizzes or discussion boards allows some control over the
variety of comments you elicit and ensures that you are calling on students that are prepared to participate.
Some faculty have student teams sign up on a Google doc to volunteer in advance for leading parts of the
discussion.

¢ The chat feature allows students to send short text answers through the video conference platform. You can
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read aloud the answers that help move forward the discussion and call on certain students to elaborate their
answers. You can also give participation credit for everyone that chats a response.

e Breakout rooms can be used during class time to have small group discussions. When the class reconvenes,
the instructor calls on a group leader to report the discussion. Breakout rooms are discussed further below.

Options for when students want to ask you questions:

e Chat questions can be effective because they let you pre-screen the questions you answer. However, chat
questions are often delayed due to typing time. You may want to pause at natural stopping points and address
chat questions then (as opposed to trying to address them as you see them).

e Some students will want to direct-message chat questions to avoid asking them publicly. This is an effective
way to get more sensitive questions or comments into the discussion. You will need to ensure that the chat is
a DM first, and, as a rule of thumb, don't mention the student's name.

o One effective chat technique is having students send a single letter through chat (e.g., Q for question, C for
clarifying comment) and calling on the student when you see the letter. That allows students to ask their
question when you are still on the topic, but of course, you can’t screen the questions.

Options for Polling

Polling through Poll Everywhere or the native polling function in the video meeting greatly increases student
engagement. Poll Everywhere allows polls to be integrated into a PowerPoint presentation by downloading a plug-
in (or you can just display the website). All faculty can register for a Poll Everywhere account under the University's
license; be sure to use the @upenn.edu form of your Penn email address when registering. If you create a group for
your course wtihin Poll Everywhere, and then have your students also register using @upenn.edu addresses, then
you can track student participation in the polls.

Mixing up the pedagogy during the sessions is an effective way to increase student engagement (i.e., use a combination of
polls, discussions, exercises, break-outs, and lecture). However, some faculty do caution against using the same formula
for every class session, so the order and types of activities across sessions should be switched, as well.

Hosting a Video Meeting

Teaching with video requires a new set of skills in terms of managing what you display to your students and in
transitioning between material. You should practice with a TA or colleague before your first class. You can record
the practice session and watch it back to see what the student sees. It may take a few classes before you feel
comfortable with the mechanics.

One helpful technique is to have a second computer or tablet set up near you. You are not able to see what the
students see when you are sharing documents during the video meeting. Also, you may not be able to see chat if
you are running a PowerPoint presentation. Thus, having an additional screen will allow you to see the student view
of your presentation and features like chat or raise hand. If possible, you could have a TA or other member of the
teaching team manage the chat during your class session, as well.

For avideo on advice about lighting, positioning the camera, and improving the audio for your online delivery, see
this resource.

Screen Sharing

The most important function in the video meeting is using Share Screen to display any documents on your computer
to the students on the video meeting. There are two options:

e Share your whole screen: This option will display whatever is on your desktop. You can quickly move
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between documents and you can show two documents at the same time - e.g. have PowerPoint on one half of
the screen and Excel on the other. Keep in mind that with this option, students can see any file on your
desktop when all docs are minimized and could potentially see other distractions like email previews that pop
up. You can always manage your device's notification settings to prevent this from occurring.

e Share a specific program: This option allows you to share only a specific program you select (e.g., PowerPoint,
Excel). The students will only see that program, but it is a bit slower to move between docs. You also can only
display one program at a time; and if you accidentally bring up another program that is not being shared, the
students will see a grey screen.

Sharing video or audio played on your computer is also possible through screen sharing. When you play a video
during a session, you must check the share computer audio button for the students to hear your computer audio.
Even so, keep in mind that the video playback may be low quality for students with bandwidth issues. One
alternative is, if the video is on YouTube, Canvas, or a separate resource, send a link through chat at the same time
as you play it so students can stream it from their computer directly.

You may also want students, TA's, or guest speakers to share their screens at some point. You should make sure you
identify the setting to do so in advance of the meeting (your meeting might be set up to disable others from screen
sharing). You may also want to toggle the setting on and off to prevent unauthorized screen sharing. Finally, you
should ask the participants to practice with others in advance so they are familiar with the interface.

Breakout Rooms

Breakout rooms work well for small group activities, discussions, and exercises. They can be set up in advance, set
up manually while teaching, or created randomly while teaching. Based on experience, here are some suggestions
for using breakout rooms in your class:

e Limit groups to a few students, especially if the group is not the students' usual learning team. Many faculty
recommend limiting groups to three to four students.

e Keep the sessions short by using smaller exercises or prompts. The students will lose focus with long sessions,
and long sessions will reduce your time to debrief.

e Make instructions for breakout activities very clear. Once the students leave the main room for the
breakout rooms, they will no longer see the slides with instructions. It helps to put instructions in writing (as
opposed to verbal instructions that they may forget) and make them available on Canvas.

¢ Broadcast messages to breakout rooms (e.g., to notify them on the time remaining for the breakout) and drop
into the breakout sessions to check on the students.

e Use pre-assigned breakout rooms only if you require students to attend their registered sections.

For avideo on how to use breakout rooms, see this resource.

Free-form Writing

There are native features in the video meetings that allow you to free-form annotate or write on the displayed
material.

e The Whiteboard feature brings up a virtual whiteboard on which you can write student points or draw out an
example similar to writing on a physical whiteboard. Be aware that writing is not easy to do if you have to use
a mouse or trackpad; practice before class to make sure you are happy with the functionality. Also, another
participant may be able to activate a whiteboard and erase what you are doing.

e The Annotation feature allows annotations on the screen; e.g., draw on your slides for emphasis. Again, the
writing is not easy with a mouse or trackpad.

One limitation is that you cannot easily save the whiteboard or annotations for later; you would need to take a
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screen shot.

Some faculty use external apps like Notability or GoodNotes to annotate during sessions and to save the end
product for students to download later. These apps work well with a tablet. For a video on using annotation apps
on a tablet, see this resource.

TA Participation

Teaching during a video meeting requires a different set of skills for juggling inputs (e.g. slides, student questions,
tech glitches) than in-person teaching. Many faculty find it helpful to have a TA on their video meetings. The TA can
moderate chat and look for raised hands (either actual or virtual). They can also manage chat with students related
to technical issues. Some instructors suggest having the TA run the PowerPoint slide show from their computer so
the instructor can focus on other aspects of the video meeting (although, other instructors found this difficult to
pull off smoothly). The TA can also step in and talk to students if you have connectivity issues and have to drop off
for a couple of minutes.

Guest Speakers

Guest speakers may be easier to find for an online class given the lower cost of joining a video meeting. However,
guest speakers may have their own connectivity issues that impact their talks.

e Have the speaker record part of their talk in advance, and then do live Q&A after you show the video.
e [nterview the speaker on a recorded video meeting and play excerpts prior to live Q&A.

If you want to open your guest speaker session to a wider audience, pleasecontact Wharton Computing. You may
need to use a different version of the video conferencing software if the number of participants is large.

Even if a guest speaker cannot join live, some faculty find that the students appreciate pre-recorded videos of
experts that the faculty played during the video meeting.

Office Hours and Out-of-class Interactions

All office hours should be available in a virtual setting. Student access to buildings may be limited to allow in-person
office hours, and many students will be remote. You should decide whether to have a set time for virtual office
hours or to schedule these by appointment (or both).

e Aset time for virtual office hours allows many students to participate and to stay in the room to listen to
other students’ questions, providing some economies of scale in helping students. Alternatively, some faculty
use the waiting room feature of Zoom to replicate the normal sequential office hours in a virtual format;
clearly let students know if you adopt that approach.

e Scheduled appointments give students outside of our time zone better access to faculty members; these
interactions are often their only synchronous interactions with faculty.

In avirtual class, students are missing out on informal interactions with you before and after class, as well as stop-
and-chats when you see each other on campus. Students greatly appreciate it when faculty sign on to the video
meeting early, or stay on after it is over, to have these types of informal discussions. You could also consider
occasional virtual lunches to replace our student-faculty lunch program.

Make sure to answer student emails on a timely basis. To centralize Q&A and answer frequently-asked questions
efficiently, some faculty use Canvas discussion boards, while others utilize the University's Ed Discussion tool
(previously Piazza -- the University’s relationship with Piazza ended on June 30, 2022, including all Canvas
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integrations). For a video on how to use discussion boards, see this resource.

Graded Assignments

Exams

The university is strongly discouraging proctored-exam options for online course formats. You should plan on
giving online open-book exams without proctoring. You should also reinforce the Honor Code in your syllabus and
in your exam document and make the academic consequences of cheating clear in your syllabus.

In the online environment, many faculty have switched to automatically graded exams in Canvas (e.g., multiple
choice, multiple answer, true-false). These exams can be implemented in the following ways to reduce the potential
for cheating:

e Question/item banks allow you to write multiple versions of the same question with small differences, with
each student’s quiz getting a random draw from the bank.

e You can also randomize the order of the questions (New Quizzes only) and answers.

e You can specify an availability window during which all students have to take the exam; although, you may
need to offer multiple windows for remote students in distant time zones or those who have requested
accommodations.

e You can specify a time limit during which all students have a fixed-amount of time to finish the exam once
they startit.

Canvas also supports short-answer or essay type questions that can be manually graded.

e Some professors use multiple exam slots to accommodate remote students and write slightly different exams
for each slot.

e [fyou want students to handwrite their answers, you can have them use an app like CamScanner to create a
pdf and upload into Canvas.

e Keepin mind that students may not have the ability to print exams at remote locations.

Setting up exams in an online format may take a significant amount of time when you first create these,
especially if you use question banks. Start working on exams earlier than usual!

Student Disability Services will work behind the scenes with the Courseware team to change exam settings for
students with extra-time accommodations.

e For avideo with advice on online exams, seethis resource.
e Tolearn more about implementing exams in Canvas, see this resource.

Short Quizzes

To focus student participation and to provide more opportunities to assess student performance, you can use short
pre-class or post-class quizzes on Canvas.

e Pre-class quizzes allow the students to assess whether they have sufficiently grasped the material in the pre-
class prep. Knowing they will be quizzed on the pre-class material provides a motivation to complete these. As
the instructor, you can acquire feedback on what students did or did not understand prior to class.

e Post-class quizzes allow students to check their understanding of the course material right after class. They
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also provide students who are unable to attend video meetings with an opportunity to demonstrate that they
watched the recordings of the sessions and can receive grading credit for this.

Class Participation

The important factors to consider when deciding how to grade class participation are:

1. Some students will have difficulty attending synchronous sessions due to time zone differences or due to
illness.
2. Open class discussions are less fluid and take more time in an online format.

You can provide credit for asynchronous participation through Canvas discussion board postings, alternative app
postings (e.g. Ed Discussion), or Canvas quizzes. Some faculty ask the students who could not attend the video
meeting to watch the recording and send a list of comments or questions they have based on the discussion. Some
instructors are concerned that asynchronous participation reduces attendance during synchronous sessions, and
some students feel like discussion board postings are just busy work. The best approach is not always clear and
must be tactfully set up with consideration of the trade-offs.

Student comments during class will be easier to grade because you (or a TA) can watch back the recording to give
points for the comments. However, you will likely get fewer student comments in this format than in an in-person
session. Strategies for managing student participation are in the Student participation during video meetings
section above.

You can also give points for chat comments and questions. Make sure to download the chat transcripts from the
video meeting (Zoom instructions) before logging off or you will lose them!

Through PollEverywhere, you can create a group for your students by uploading their emails from your class list. As
long as they are signed in when they answer your poll questions, you can download a record of all of their poll
participation. You can also easily give polling credit by using Canvas quizzes during class.

Group Projects

Group projects are still feasible in an online class but require some extra consideration. Students will likely not be
able to meet in person but will certainly be comfortable with video meetings. You may want to have students form
their own groups or to shuffle the groups to avoid time zone conflicts within the groups. You may need to provide
students information on where their classmates are located to facilitate group formation. You also need to be
mindful that student illnesses or family emergencies may have an impact on a group's ability to meet deadlines.

You can have students present their projects during video meetings by enabling the Share Screen function, but
make sure you have accommodations for groups that cannot attend the synchronous session.

Some faculty ask students to record their presentations in advance to improve the quality and to monitor the
length. You could play these recordings in class, followed by a live Q&A, or you could ask the students to watch in
advance and come to class ready to ask questions and provide feedback.

Technology

There are a lot of options when it comes to the technology available for helping you teach online. Wharton
Computing has a section of their Knowledge Base devoted to learning and teaching remotely. This list of resources
should help you figure out what will work for you. You can also reach out to your Wharton Computing team for help
and guidance.
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Wharton Computing created this chart showing ways you can think about transforming your in-person teaching
plans to an online version.

Equipment and Teaching Setup

Whether you are teaching from home or from a classroom, you'll need to make sure well in advance that you have
what you need.

e Remote Teaching Checklist

Video Conference Platform

Wharton Faculty have access to Zoom for hosting online classes and meetings. These meetings can be scheduled
through Canvas, and the recordings of these meetings will automatically transfer to the Class Recordings tab of
your Canvas course site.

These resources will help you pick which platform to use for specific teaching purposes. There is also information
on key features of each platform:

Video Conferences (Zoom)
Video Conference Features

Articles on Holding Virtual Events

Inviting a Guest Speaker to a Video Conference

Working with Video Meetings

® Managing Online Presentations
e Managing Online Exams

e Canvas' New Quizzes

e Recording Online Meetings
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Remote Instruction - Start Here

Last Modified on 07/30/2020 10:27 am EDT

This article was written in collaboration with the Teaching Excellence Committee. Thank you to: Jennifer
Blouin (ACCT), Gérard Cachon (OIDD), Judd Kessler (BEPP), Vincent Glode (FNCE), Ingrid Nembhard
(HCMG), Kevin Werbach (LGST), Drew Carton (MGTM), Raghu lyengar (MKTG), Becky Schaumberg (OIDD),
Ben Keys (REAL), Shane Jensen (STAT).

Wharton Faculty are all transitioning to remote instruction for the rest of the semester, including the final exam
period. Instructors will have to deliver their course from a location off-campus (i.e., standing in an empty classroom,
using classroom tech, is not an option).

This document has been prepared to be your starting place for planning this transition. It will be updated as we
learn more.

The Bare Essentials

1. Decide how you want to deliver your course online. This document describes some options, and links to
other resources. Don’t try to do too much, especially at first. Think about what is most essential to you, from
both a content and delivery standpoint.

2. Communicate your plans to students as soon as possible Update your syllabus and send a Canvas
announcement or email before your next class session.

3. Install the BlueJeans video meeting app. Make sure to test the app with a colleague or by following the
instructions in the "Test Your Equipment" section of this article. Even if you choose not to do real-time
(synchronous) teaching, you may wish to do virtual office hours or discussion sessions. Research on online
teaching finds that seeing the professor’s face makes a significant difference for student engagement.._

4. Come up with a detailed plan for your first class session. Think about backup options if something goes
wrong (especially if you choose synchronous delivery). Have a plan to evaluate and refine your approach after
the initial experience. Ask students to be understanding, and be understanding of them as well.

How You Teach

Wharton faculty teach using a wide variety of methods. Our courses range very significantly in size, and are taught
to multiple distinct student populations. There is no ideal way to teach our students in-person, and there is not an
ideal way to teach online. Use your judgment as an educator to create the best possible experience for your
students under these difficult conditions.

The first decision you'll have to make is if you want to hold your class online in real-time via a Virtual Meeting
(synchronous), if you're going to do something like record a lecture and have students watch on their own time and
then gather online to discuss (asynchronous), or a combination of both.

Synchronous Teaching

We believe the easiest route is to choose the synchronous/live option. This may seem counter-intuitive, but here
are the supporting reasons:

e Teaching synchronously will likely result in the fewest changes for both yourself and your students. It uses
many of the same skills you're honed as an in-person lecturer and given the speed at which you'll need to
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transition to remote instruction it seems unwise to give up the advantage those skills confer.

e Wharton Computing has implemented a video meeting tool,BlueJeans, which is integrated with Canvas.
Sessions will be recorded for students who cannot attend live or who want to refer back to the session.

e Students already have the time in their schedule dedicated to your class session. Furthermore, a sense of
routine is valuable.

Asynchronous Teaching

The remainder of this document focuses on synchronous delivery. (That said, we recognize that there are likely going
to be unforeseen issues that could disrupt synchronous classes, such as technological compatibility issues, time
delays, poor connections, and surprise interruptions at home), but if you're thinking of going with asynchronous
teaching click "Read More" for some things to consider.

Connecting with Students - Updated Syllabus and More

Reach out to your students by email and/or Canvas announcements as soon as possible to explain your plans for
the class. We strongly recommend that you communicate these changes using whatever means you currently use
to communicate with your students. If you don't already use Announcements in Canvas, we encourage you to do so
and also post an announcement, which will become a permanent part of your Canvas site that students will be able
to easily locate.

Create and post an updated syllabus, with adjusted dates and policies. It would be helpful to have a section in the
syllabus dedicated to the changes that are due to switching online. Be particularly specific about what changes and
what remains the same regarding requirements (what is due, when it is due, how it will be submitted), classroom
meeting times, and assessments.

It would be a good idea to ask students before the class what time zone they are in, and whether they have reliable
internet access available. Some students may also have medical or family situations that prevent them from
participating during the normal class period. This may influence your decision about synchronous vs.
asynchronous teaching, although keep in mind that recordings will be available. One option is to create a shared
document (e.g. Google spreadsheet) for students to fill out prior to the class or use a Canvas quiz/survey.

Install the BlueJeans app

Wharton's Virtual Meeting service is powered by BlueJeans. We recommend that you download the native
application for the device that you plan to use for teaching as the mobile and browser apps lack key functionality
(this table details what is available in each app).

Before your class starts you should also install the app on a mobile device, just in case your computer isn't working
as expected. The app is available for both iOS and Android devices.

Test your Equipment

Test all of your equipment well before your class starts. Things you should have charged/plugged into your
computer include:

e Your laptop (if you're using one).
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e AWebcam.
e A Microphone and headphones or a headset (USB or Bluetooth both work, though a wired connection will be
less fiddly).

Once you've confirmed that all of your equipment is charged and properly connected it is time to make a test call.
Clicking on bluejeans.com/111 will connect you to a Virtual meeting where you can "talk to the parrot," which is
Bluelean's test call. You'll be connected to a video call with a parrot. Say something into your microphone and the
beret wearing parrot will repeat it back to you. If you don't hear anything, or don't see your video, try these
troubleshooting steps.

The BlueJeans app is resource intensive. Be sure to plug in your laptop (if you're using one) and quit any
programs you won't be using to teach.

Set Up a BlueJeans session via Canvas

Wharton supports using a combination of Virtual Meetings and Canvas for Remote Instruction. When combined
these tools allow you to:

Notify students of classes using a tool they are familiar with.
Automatically record and post videos to your Canvas room.
Automatically restrict access to the class video to enrolled students.
e |everage existing on staff expertise for support of both tools.

Please refer to "Virtual Meetings for Instruction" for details on how to set this up for your courses.

All courses now have Canvas sites set up for them.

Practice your first Virtual Meeting in Advance

From your Canvas course you can create a “practice” virtual meeting with only yourself invited (following these
instructions). You can record a portion of your session to familiarize yourself with the controls. You can later view
the video from the practice session to see what you produced and make any adjustments to your physical space
needed.

For an even better practice, include one or more of your TAs in the session. They can provide feedback from the
student perspective.

Delivering a Class Session
To conduct your class you will create a virtual meeting in BlueJeans via Canvas following these instructions.

Students will be able to see you via your device’s camera. Be aware of your physical space - be sure that you are OK
with everything students see behind you and minimize distractions around you (e.g., noises, talking, people moving
about). Click "Read more" for some best practices to ensure your session goes smoothly .
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Be Present for Students

Throughout the course, it is critical for students to feel that you are present and engaged with the course delivery.
Some ways to do this:

e Post Canvas announcements frequently about what is happening and what will happen in the course.

e Respond to the class discussion boards.

e Respond in atimely manner to emails.

e Hold office hour sessions. You will set these up like a class session, using Virtual Meetings. These meetings do
not need to be recorded, and signups can be handled via the Appointment Groups feature of Canvas.

Student Engagement

Engagement can be challenging in an online teaching environment. Think about ways to break up your lectures
frequently, even if just to solicit questions on the chat.

Use polls to increase engagement

A simple way to increase engagement is to interrupt a lecture with a request for students to provide their own
opinion or information. It is easy to quickly collect this information using PollEverywhere. For example, consider
giving students some time to work through an example and to report their responses. This allows you to explain the
correct method and to clarify incorrect methods.

Create the polls ahead of time and either add them to your slides, as you normally would, or share the link via chat
with your students when appropriate.

Use breakout rooms to increase engagement

Many classes have students break up into small groups to do work and then report back to the larger class. You can
absolutely do this during the Remote Instruction period using Virtual Meetings, though our recommendation for
how you accomplish this varies depending on how the groups are formed:

e Randomly assigned groups: Using the Virtual Meetings breakout room functionality works for this scenario,
though we have found the feature to be less than stable in practice. More details about that can be found
here.

e Pre-existing/assigned groups: For 2 person groups we suggest the students decide how they would like to
connect on their own. For larger groups each group can designate a meeting organizer and have them invite
only their group members to a separate Virtual Meeting.

For the reasoning behind this recommendation check out Breakout Room section of the Virtual Meetings for
Instruction article.

Attendance/Participation

Given the circumstances, if you grade attendance or participation we encourage you to reconsider how these are
graded or even whether they are graded.

Virtual Meetings doesn't have a built-in attendance feature. If you want to keep track of who attended a session,
you could ask students to type something into a chat or use PollEverywhere. Keep in mind that some students may
be unable to participate live due to time zone differences, internet connection limitations, coronavirus-related
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restrictions, and family or personal medical emergencies.

Rather than tracking participation via comments or questions during a session, consider asking students to
participate in a discussion board. A widespread participation requirement for online courses is to ask each student
to submit a discussion board post and comment on two other students’ posts.

Grades

Students will be naturally anxious about how they will be graded, especially undergraduates. As already mentioned,
you should be as clear as possible in your syllabus with respect to how grading will change and how it remains the
same. Reiterate those policies in subsequent announcements and assessments.

Screensharing

A key component of any Virtual Meeting is screensharing. You can share a PowerPoint presentation, a website, a
document, or another other application with your students using Screensharing.

This article covers the ins and out of the feature but a few things to be aware of:

e |f youshare your Desktop all participants will see whatever applications and documents you have open.
Before class make sure to clear your desktop of anything you don't want people to see.

e [fyou plan on playing a video for class use the Upload & Share Video feature of the BlueJeans desktop app. If
you simply play a video via screensharing it will be choppy and nearly unwatchable. Sharing YouTube links
also works.

e Disable incoming email/text and other app notifications if you're sharing your entire screen.

Click dropdown arrow on the screenshare icon for more controls = only allow moderators to share screen
and/or prevent screenshare takeover

David Stedell's Meeting o whi

Only moderator can share screen

Prevent screen share takeover

When you're sharing your screen during a Virtual Meeting you'll no longer be able to see the chat window. We
recommend joining the Virtual Meeting with a secondary device (a smartphone or tablet) and monitor the chat
from that device. Be sure to mute the audio/video on the secondary device!

For the best experience on a tablet or smartphone download theBlueJeans app.

Annotation

If you annotate your PowerPoint during class this can be replicated in Virtual Meetings:

e |fyou're already screensharing in a Virtual Meeting click the blue "Annotate" button at the top of the shared
screen.
e |fyou aren't screensharing click the "Apps" in the BlueJeans app and then click "Start" on Annotate. You'll
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then select what screen you'd like to share (annotating only works if you're sharing a screen) and then starts
the annotation tool.

You can draw and drop text on the screen with this feature.

Annotations disappear when you select "Stop Annotation."

Whiteboard

Virtual Meetings does include a Whiteboard app that you can use to draw formulas and other figures, though it
does have some limitations:

e Only asingle whiteboard, controlled by one person, can be shown at a time. If someone else launches a
whiteboard it replaces the current whiteboard along with its contents. A warning does appear before this
happens, but there is no way to disable someone from doing this.

e Drawing on a whiteboard with a mouse or trackpad isn't a great experience. If you plan to use the Virtual
Meeting whiteboard heavily consider joining the Virtual Meeting on tablet using the BlueJeans app. You can
then share your tablet's screen (iOS instructions | Android instructions) as launch a drawing app on the tablet
which will be shared to the meeting.

The only way to save the contents of a BlueJeans whiteboard (perhaps to share it with students) is to take a
screenshot (OS X instructions | Windows 10 instructions). If you plan to share whiteboard contents with your
students on a regular basis we recommend using a dedicated application like Word or Google Docs and sharing
those files with your students.

For fans of low tech solutions you can also purchase a small white board and display it somewhere within your
webcam's field of vision. HD webcams offer up high enough resolution that your students should have little
problem seeing what you're writing as long as you write with large letters and use a contrasting color of dry erase
pen.

If you opt for the physical whiteboard be sure to run a test first to make sure there's not any kind of glare
which could make it difficult to see.

Student Presentations

For more information about the options for online presentations, visit this article.

Teaching Assistants

Your TAs can continue to hold office hours via Virtual Meetings and they will continue to be paid for their time.

Office Hours

It is highly recommended that you hold office hours via Virtual Meetings. We recommend you set these up as one
on one Virtual Meetings scheduled outside of Canvas. These meetings do not need to be recorded, and signups can
be handled via the Appointment Groups feature of Canvas.
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Guest speakers

It is still possible to have guest speakers. They will join a Virtual Meetings session and students can interact with
the speaker via the chat (and possibly with a moderator, who can be the professor). Virtual Meetings is limited to
200 persons.

Final exam

The final exam period schedule is unchanged. If you were planning to hold a final exam, you can/should continue to
do so. Final exams can be administered via Canvas. Additional information regarding final exam procedures will be
posted soon.

e Seethis article for information on managing remote exams.

FAQ

More answers can be found in theVirtual Meetings FAQ article.

Will | be able to get instructional support during my class session?

Yes! We are still working out the details, but Wharton Computing will be available to support your use of Virtual
Meetings and Canvas.

What happens if during my session BlueJeans “hangs” or “locks up”?
You can always reconnect to a meeting via the same device or another device.
It seems that a student’s mic is live and we are hearing distracting sounds. What should | do?

Having to set your meeting to "Mute Participants on Entry" will cut down on this. You can ask people to mute
themselves by pressing the "M" key and moderators can mute participants during a meeting.

Questions?

For additional help and support:

e Seeour Virtual Meetings FAQ
e Contact youracademic support representative
e Check out the BlueJeans Knowledge Base
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Video Conferences for Instruction

Last Modified on 01/12/2023 8:20 pm EST

Penn offers Zoom as a video conferencing tool for instruction. All Wharton students, faculty, and staff have access
to the service.

If you are a student looking for information regarding video conferences, please take a look at the Video
Conferences article.

Before You Start
You will need the following before you can complete this task:

e An active PennKey account

e Faculty and Staff: If you do not have Zoom on your computer, please contact your IT Support Team to
have Zoom installed on your computer.

e Awired/Ethernet connection, if possible (recommended for the instructor)

e Robust internet speed: if you are connecting from off campus, go to speedtest.net and look at internet
speed. If it doesn't meet the minimums required by Zoom, consider upgrading your Internet speed or
contact your IT Support Team.

The recommended way to schedule a meeting depends on whether you are creating a meeting with a few
individuals outside of a Canvas classroom or for your class using Canvas.

Scheduling a Meeting Through Canvas (Recommended for
Instruction and Classes)

Creating your meetings through Canvas will take care of scheduling for the class, provide the link to all class
participants, and preserve the privacy of your personal meeting account.

Note: We recommend that instructors - not TAs - create each class meeting (or sequence of recurring
meetings) within Canvas. If changes or cancellations must be made after creating a meeting intended for all
enrolled students to join for a class meeting, please change or cancel within your Canvas course, not through
your video conferencing app or account.

Zoom

For step-by-step instructions on how to schedule a Zoom meeting through Canvas:

1. Launch your classroom in Canvas (go to canvas.upenn.edu).
2. Select Zoom in the left sidebar.
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3. Click the Schedule a New Meeting button on the upper right side of the screen.

200m

Your current Time Zone is (GMT-04:00) Eastern Time (US and Canada). 2

All My Zoom Meetings/Recordings Schedule a New Meeting
Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Tra...

Show my course meetings only

Note: The first time you access Zoom through Canvas it will request access to your account. Click
Authorize. You may need to log in, with your PennKey, to authorize Zoom.

4. Fill in the details of the class. Include all the details about your class in the Meeting title - if your class has
multiple sections in the same Canvas room, all students will be able to access all sessions, so students should
be told to join only the section for which they are registered.
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200m

Course Meetings > Schedule a Meeting

Topic Zoom LTI Test Course 3 o

Description (Optional) Enter your meeting description

Whn 01/25/2021 4:00 PM e

Duration 1 hr o min

Time Zone GMT-05:00 Eastern Time (US and Canada)

Recurring meeting

Registration Required O

Security Passcode 173368

Only users who have the invite link or passcode can join the meeting 0

Waiting Room
Only users admitted by the host can join the meeting

Require authentication to join

Video Host on (@) off e

Participant on (®) off
Audio Telephone Computer Audio (@) Both
Meeting Options Enable join before host e

Mute participants upon entry
Use Personal Meeting 1D 2780530264

Record the meeting automatically

Alternative Hosts e @ upenn.edu, smssms@ upenn.edu e

a. Topic: Enter the class, section number, time, and meaningful title (e.g. MKTG XXX Section 001 - 10:30
am - Online Class Meeting). Identify your meeting clearly so students can easily pick it out from their
other meetings (e.g., Lecture won't identify it as their Marketing Class). You can also enter a
Description if you like, but this is optional.

b. When: Set the start time, duration, and Time Zone.
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Recurring meetings can be checked or unchecked. Be sure to fill in the proper class start and end dates:

GMT-04:00 Eastern Time (US and Canada)

Recurring meeting  Every day, until Aug 14,2020, 5 occurrence(s)

Recurrence Daily
Repeat every 1 day
End date (® By 08/14/2020
After 7 occurrences

Use the single arrow to page through the months and the double arrow to page through the years.

GMT-04:00 Eastern Time (US and Canada)

Recurring meeting  Every week on Mon,Wed, until Dec 30,2020, 35 occurrence(s)

Recurrence Weekly
Repeat every 1

week

Occurs on Sun Mon Tue Wed Thu Fri

End date ® By [12/30/2029 | e

Dec 2020 0 »

Su Mo Tu We Th Fr Sa

Required 1 p) 3 4 5

c. Registration: Since all of your students will have Penn Zoom accounts, we recommend you leave
Registration unchecked. If you check it, your Zoom meeting will require people to register ahead of
time. More details about this can be found here.

d. Security:

= Passcode - We recommend that you require a Passcode for your meetings. Most attendees won't
need to manually enter the code as it will be part of the URL included in the meeting invite.

s Waiting Room - The Zoom Waiting Room gives you the ability to preview the attendees before
they enter the meeting. This will make your meeting more secure, but it does require someone to
admit each student (either one by one or in bulk).

s Require authentication to join - [Note: as of 9/22/21, Zoom has confirmed this feature is temporarily
unavailable in their LTI Pro integration; they are working on restoring it.] You can limit participants to
your meeting to either Penn Zoom users or Zoom users in general. Selecting either option will
require participants to log in using the proper Zoom credentials.

e. Video: This setting determines if the Host's and participants' cameras are on or off when they enter the
meeting. Off is the default.

f. Meeting Options: You have a few options that you can set up for your meeting. Here's what each does
and our recommendations around them:

= Enable join before host - Consider whether you want to have this option available.

= Unchecked: Many people join meetings ahead of time to test settings, and leaving this
unchecked ensures the meeting won't start until you want it to.

s Checked: Your Zoom meeting (and the recording, if the meeting is set to auto-record) will
start the moment anyone joins the meeting. This can be useful if you may be running late or
if you would like the flexibility of asking someone to start the class.

s Mute participants upon entry: When checked, the video and audio of participants will be muted
automatically when they enter. We recommend you leave this unchecked, though if you prefer to
have more control over the initial moments of your class, you should check it.

s Use Personal Meeting ID: This option SHOULD NOT be checked. If it is checked, Canvas will
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associate all the meetings you have with your Personal ID with this Canvas site. You don't want

that.

s Record the meeting automatically: Check this box to ensure your Zoom session is recorded. The

Zoom meeting record will start the moment one person joins the meeting; each participant is

notified that the meeting is being recorded upon entry. In the cloud is the default destination for

your recording, and we recommend you keep this set as is.

s Confirm Closed Captioning is Enabled: Enabling closed captioning allows you, as host, or your
attendees, to turn on automatic closed captioning options. You, as host, must enable this optionin
the meeting itself before it can be available to your attendees.

g. Alternative Hosts: You can manually add additional alternative hosts here. Note that alternate hosts

need to be added in the format: pennkey@upenn.edu (NOT pennkey@school.upenn.edu).
5. Click Save, and your Zoom meeting is scheduled. The details are displayed for you:

Penn Term
Home
Announcements
Modules
Syllabus
Assignments &
Files
BlueJeans

Zoom

Discussions
Quizzes &
Grades

Blueleans
|Zoorn
Discussions

Quizzes &
| Zoom

Discussions

Quizzes &
Grades

Class Recordings
People

Search

Instruction Center

Rubrics
Pages &
Outcomes &

Collaborations &
Conferences &

Settings

— ZoomTestLTI3 > Zoom LTI Test Course 3

Zo0om

Course Meetings > Manage "Zoom LTI Test Course 3"

Topic

Meeting 1D

Alternative Hosts

Invite Attendees

Audio

Meeting Options

Poll

Zoom LTI Test Course 3

Aug 10, 2020 5:00 PM Eastern Time (US and Canada)

Add to Google Calendar ai Outlook Calendar (.ics)

e ‘Yahoo Calendar
980 1736 4602

dfenton @wharton.upenn.edu

Join URL: https:/ffwharton.zoom.us
N | B Al N 'E E N

Telephone and Computer Audio

Enable join before host

Mute participants upon entry

Use Personal Meeting 1D I
Only authenticated users can join

Record the meeting automatically

1 Delete this Meeting Z Edit this Meeting Start this Meeting

You can import polls to this meeting through importing CSV files. Download a CSV Templete £ Import CSV

You have not created any poll yet.

The scheduled Zoom meetings will be listed on the Zoom tab for you and your students:
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200m

Your current Time Zone is (GMT-04:00) Eastern Time (US and Canada). £

All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training B

Show my course meetings only

Start Time Topic Meeting ID
Toda
5:00 }I;M Zoom LTI Test Course 3 980 1736 4602 Start Delete

Note: Now that your meeting is scheduled, you may want toadd pre-assigned breakout room assignments to
your meetings. See our article Video Conference Breakout Rooms to learn more about pre-assigning breakout
rooms.

Recordings

Any Zoom meetings scheduled through Canvas (see the above instructions) and set to record will have their
recording automatically posted to Class Recordings in the Canvas section shortly after the meeting ends.
Depending on how long the recording is, there may be a delay as the video recording is processed.

Recurring meetings will all have the same title but are differentiated by the dates included in the recording
description.

e, — ZoomTestLTI3 > Zoom LTI Test Course 3 Search... Q
harton
Powered by
Penn Term Search in folder "Zoom LTI Test Cours... Q Panopto
Help ~
Home
BB Zoom LTI Test Course 3 v <

Announcements &

Modules Sortby: Name Duration Date w
Syllabus Add folder
Assignments & .
= ¢ Marketing 101
Files Zoom Meeting ID: 97415470582 - Host: Scott McNulty - Meeting Start: 08/26/2020
@ 9:48 AM - Recording Start: 08/26/2020 @ 9:48 AM + Duration: 0 minutes -...
BlueJeans
o Processing
Discussions
Quizzes @&
Grades

| Class Recordings

Scheduling a Meeting with a Guest Speaker
For bringing a guest speaker into your classroom using Zoom, there are a few considerations:

We recommend choosing one of the following two options to schedule your Zoom call for a guest speaker
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appearance:

1. Scheduling guest speaker meetings via the Zoom tab in Canvas when students have the option to attend

virtually rather than in person.
2. Scheduling guest speaker meetings viahttps://upenn.zoom.us when the intention is for students to attend

only physically in class. Once scheduled, a private meeting invitation can be shared with each guest speaker.

(The best practice is not to use Personal Meeting Room for either option (1) or (2) noted above.)

e [f students are expected to be in the physical classroom, consider whether you want the guest speaker

meeting to be listed in Canvas for students to join:
o Unlisted for students: please use the general Zoom instructions for setting up a meeting without using

Canvas.

o Listed on Canvas and OK for students to join the Zoom meeting directly. instructions on this page will work.

e |fyou are not comfortable getting your Zoom meeting to appear via the projector, be sure to contact CTS
Classroom Support 3 or more business days in advance to arrange for in-classroom assistance.

Reminder: If you plan to have a guest speaker join your meeting, be sure to confirm the comfort level of your
speaker being recorded, as some guests have requested not to be recorded as a condition of their appearance.

To arrange for classroom recordings showing a projected guest speaker not to be recorded, please

contact CTS Classroom Support 3 or more business days in advance.

Questions?
For additional help and support:
e SeeourZoom FAQ

e Contact youracademic support representative
e Check out the Knowledge Bases for Zoom
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Best Practices for Switching to Online Learning

Last Modified on 07/31/2020 2:50 pm EDT

These best practices were authored by Prof. Ethan Mollick and Lilach Mollick based on practice, theory, and
research done for Wharton Interactive. This article focuses on helping faculty move to online learning, which is
more involved than remote instruction.

Students will adapt to an online environment quickly, as long as they have clear guidelines.

Set expectations. Once an announcement of a shutdown is made, send students an email that details how you will
run your class during a shut down. You should prepare this email ahead of time so that it’s ready to go. Students will
want to hear from you right away and you can squash uncertainty quickly.

e Explain to students that they will still have class but that classes will be held in BlueJeans and/or via
discussion boards. Ahead of any BlueJeans classes, send students the meeting information and reminders
about class times and expectations. You can send BlueJeans invitations directly through Canvas.

e Post a weekly Canvas announcement ahead of any classes to give students an overview of the coming class -
this serves as a reminder to students that they still have class and assignments due, despite the shut down.

e Consider sending an introductory video to make a connection to students.

Provide structure. Decide whether you would like your classes to besynchronous (everyone meets on BlueJeans
at scheduled class time), asynchronous, or a blend of both.

e Inasynchronous class, the class meets at a specified time (your usual class schedule). Modes of synchronous
classes are discussed later in this document.

e Inanasynchronous class, you can post video lectures and/or readings and a discussion question in Canvas
with specific instructions about how students should respond to the question. Remember to include the
assessment/grading rubric for any assignment. Typically, students are asked to answer a question and
comment on two peer responses in the discussion board.

e Establish class norms. Just as you would in a physical classroom, establish norms of behavior. Norms that you
have already established in your class will likely carry over, but if not, remind students of your expectations.

e Hold online office hours. Send out a schedule for office hours and have students sign up for a BlueJeans
meeting with you.

e Clear up any timing/assignment misconceptions right away. You can either email students instead of
responding to individual students or post a video on Canvas if there are misconceptions or any questions
about a particular assignment.

Asynchronous or Blended Teaching

Using a discussion board (whether Canvas or another solution) provides a place for classes to interact and is
generally highly recommended - it is where students will have questions answered and where much of your
interaction will take place. It’s important that you maintain a presence on the discussion board, particularly if your
classes are asynchronous. Students will be looking for contact with you; they are used to seeing you in class. To run
a successful discussion board, consider the following:

e Set discussion norms. Tell students how you will run discussions. Additionally, it’s a good idea to have
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students mute themselves when it's not their turn to speak, particularly with a large class.

e Use punchy questions. Students will pay attention when the question itself is engaging. Prepare your
questions in advance. Good question types encourage discussion, so provocative or polarizing questions can
be helpful. You can also ask students to role-play as a part of an asynchronous case discussion.

e Monitor community health. If students are not as engaged as you would like with questions, you can
intervene, sending another message redirecting responses.

e Reward students publicly. Students look for public rewards; if a particular discussion board is very active,
send students a message letting them know how well they are doing, noting any particularly useful individual
contributions

e Encourage collaboration. When student responses are connected, point that out. Responses that make
similar arguments, particularly ones that help clarify a key point, can be called out. Likewise, responses that
build on one another should be recognized, encouraging students to actively interact with one another’s
ideas.

e Be aware of response visibility on Canvas. When you post questions on Canvas, consider whether or not you
want students seeing peer responses prior to posting. In almost all cases, students should not view peer
responses before they have responded, ensuring that they do their own thinking, and are not influenced by
the substance and tone of peer responses.

Synchronous Teaching

It may be necessary to change your approach to teaching to take advantage of the online environment. Here are
some approaches to consider:

e Lecture-Based Teaching. It can be hard to get a sense of how a lecture is going online, and whether students
are engaged, so you can use Poll Everywhere and other audience response tools to keep students attention
(and also grade on participation). The discussion and chat functions of BlueJeans can also be used to collect
questions and encourage interactions during your talk. You may also want to assign groups of students to
present during part of the synchronous class, splitting it between a mix of lecture and presentation. If you
have low-levels of interactions in your lectures, you may want to use pre-recorded short lectures, and use
your synchronous time to react to discussion board questions or comments.

e Flipped Classrooms. For classes based around project work or problem sets, you can record lectures and
have students view them asynchronously. BlueJeans has a record video feature. Make sure the video is no
more than 15 minutes long. Use your in-class time to have students present using screen sharing. They can
show the latest aspects of their projects that align with the lecture topic, or show the answers to a problem
set. You can then offer direct guidance after each presentation, or feedback after each problem set.

e Active Learning. You can also assign group work during the synchronous parts of the class, posing a question
based on the reading or asking teams to solve a problem. You can also hold break out sessions in BlueJeans in
which teams work in separate BlueJeans online rooms and then reconvene to report out. You can then ask
teams to present this work via BlueJeans. You can assign multiple opportunities for active learning over the
course of a single class.

e Case-Based Teaching. Case based teaching can work online, but requires extra preparation. Cold calls will
need to be worked out in advance, and you may need to require a pre-class reaction paper to ensure
everyone is up-to-date on the facts of the case. You may also want to use live polls to ask people about the
choices they would make, which will allow you to more precisely identify who to call on. You will also need to
figure out how much you will want to use a live board (screensharing from a tablet can work on BlueJeans),
and how much to do with pre-prepared slides. The HBS document, “Teaching with Cases Online” can be
helpful in preparation.

General tips
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If you aren’t sure about your online class plans, run them by a colleague and see if your class/plan makes
sense to them.

Try something new. If you don’t generally use discussion boards, try a new exercise e.g. have students create
memes of a concept learned in class, or have students draw a concept map and post that picture - both
exercises can prompt a rich discussion during your online class.

If you have guest lecturers scheduled, send that lecturer a BlueJeans link; they can join the class remotely. If
this isn’t possible, interview the lecturer and record the interview and show it in class.

When you share a screen in BlueJeans so you can show your presentation or prepared debrief, use lots of
visuals.
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In-Person to Remote Instruction

Last Modified on 02/14/2024 3:59 pm EST

Moving from in-person teaching to remote instruction is challenging - the vast array of digital tools may seem
overwhelming! Advance preparation for teaching online is key - as is setting reasonable expectations for yourself

and students.

For a more in-depth look please visit Remote Instruction - Start Here.

This grid outlines ways you can transform some of the things you do in the classroom to remote instruction. These
are guidelines and starting points. If you have any questions please reach out to courseware@wharton.upenn.edu

In-Person
Instruction
Activity

Classroom
Experience

Discussion

Remote Instruction Counterpart

Synchronous classes should use a combination of video conferences and Canvas to
replicate the classroom. Follow these instructions to set up your video conferences.

There are a couple of options for recreating the spirited discussions you have in
class:

e The Chat feature in your video conference can be used by students to ask
questions or make comments during class. When using chat, we recommend
that:

o ATA or student monitors chat and reports questions/issues for faculty.

o Faculty log into the meeting with another device so they can manage
chat along with the TA or student monitor.

o Qutline your expectations for how you want chat to be used by your
students.

¢ Discussionsin Canvas are discussion boards accessible by everyone in your
class, or restricted to specific sections or groups...
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Attendance +
Participation

Seeing
Students

To track attendance or determine participation consider using:

e Chatinyour video conference - Have your students say something in the
chat, and your TA (if you have one) take a tally.

e Chatin Canvas can also be used.

e Survey or Quizin Canvas - Create a graded survey or quiz for attendance for
students to complete. Consider using an access code to prevent students not
attending the class from completing the assessment.

o We're no longer recommending that faculty switch to Poll Everywhere
for this purpose; if you teach using Poll Everywhere, be aware of these
considerations.

e Discussion Boards in Canvas - Create a specific board for attendance and
have students post to it as they watch the video/join the video conference.

Keep in mind that some students may be unable to participate live due to time
zone differences, internet connection limitations, Coronavirus-related
restrictions, and family or personal medical emergencies.

Within a video conference, there are several view options:
e People view: Active speaker is seen on top, with the most recent participants
displaying at the bottom. This is the default layout.
e Speaker view: Current speaker takes up the entire screen
e Gallery view: Participants are shown at the same time in a "Brady Bunch"
format. The number of participants available in Gallery view varies according
to the software being used.

Here are some common scenarios and the view we recommend for each:

Class Activity Video Conference View
Lecturing Speaker View
Whole Class Discussion Gallery View

Screen Sharing Speaker or People View
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Polls

One-on-
One/Small
Groups

Screensharing

Whiteboard

Annotation

Teaching
Assistants

Office Hours

Zoom offers Polling for Meetings which can be used in class, but must be created
before the Zoom meeting starts.

Harmonize, a Canvas add-on tool, allows multiple-choice polls to be embedded in
Canvas content, with optional grading for responding to the poll question.

Breakout Sessions in Zoom can be used by organizer to create rooms and assign
students to them for randomized group discussion.

For one-on-one meetings or specific small groups, curated video conferences
should be scheduled.

Screensharing can be used to share an entire computer screen, or individual
applications, including:

e PowerPoint
e Websites
e Office Documents

If you choose to share your entire desktop, be aware that your whole desktop is
being displayed, and make sure to minimize or close personal documents and
disable personal notifications.

e Zoom - To learn more about the Whiteboard, see sharing instructions here.

For more suggestions for whiteboard solutions please visit Student Engagement.

Use the annotation feature to mark up a slide or document during your
presentation.

TAs can continue to hold office hours via video conferences.

We recommend using a recurring Zoom meeting scheduled through Canvas to host
virtual office hours.

For one-on-one meetings with specific students, we recommend setting these up as
one-on-one video conferences.

These meetings do not need to be recorded, and signups can be handled via the
Appointment Groups feature of Canvas.
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Guest Guest speakers can join a video conference session and students can interact with
Speakers the speaker via the chat.

Midterm and final exams can be delivered through Canvas, either remotely or in-
Final Exams person. Please allow two weeks' advance notice to the Courseware Team if planning
a Canvas-based remote exam.

For more information, please:

e SeeourZoom FAQ
e Contact your Academic Support Representative
e Check out the Zoom Help Center
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Remote Teaching Checklist

Last Modified on 06/30/2022 4:28 pm EDT

The Penn BlueJeans service was retired onJune 30, 2022. Please contact your Wharton Computing
Representative with any questions.

Use this checklist to prepare for teaching class online.

Wharton Computing recommends Zoom for teaching in all cases.

For more in-depth information on related topics see:

e Preparing to Work Remotely - Checklist
e Planning an Online Course

If you have urgent questions during your class, contact 215-573-0402.

Advance Preparation

e Review our recommendations on the prepare to work remotely article, and check out Zoom best practices.

e Schedule a synchronous meeting in your Canvas course.

e Contact any speakers in advance to confirm the tech they are using. If feasible,schedule a meeting to test
their tech well in advance.

e Assign a chat moderator (TA or student) to trackclass discussion and repeat questions for the recording.

¢ |f you haven't taught a class using video conferencing before, consider doing a dry run with colleagues or
others to get comfortable with the technology.

Best Practices

e Mute on Joining: When you join the meeting, we recommend you mute your audio except when you are
speaking. The noise made by typing, eating, or coughing can come through the audio very loudly.

e Set Expectations: If you are running the meeting, let people know what you expect. How do you want
students to indicate that they have a question or comment? How will you measure their participation in this
new, online format? How do you expect them to use the chat feature? All of these topics, and any others you
feel are important, should be addressed during your first online session or before.

e Recording: Let people know you are recording.

Just Before Class

Prep 15 minutes before class start.

e Logintoyour Canvas site andaccess Zoom from the course screen; choose the correct class session.
e Take note of meeting ID#, moderator code, and contact info for getting help.
o best to do this on another device or on paper in case of computer issues.
e Test--check your connection, audio, and video by joining a test meeting: (ForZoom the test meeting wizard
will provide prompts):
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1. Microphone
2. Video
3. Screen Sharing (Zoom help here)
4. External Equipment/Presentation Materials
e |fthereis a guest speaker, invite them to the meeting and then test their technology (even if you have already
tested in a previous meeting).
e CONFIRM RECORDING HAS STARTED.

During Class

e Hold your synchronous class meeting.
e Monitor chat regularly for questions and comments.
o Ifyou are teaching alone, stop screensharing for a minute or two to check chat periodically OR use
another device joined to the meeting to monitor chat.
o If you are team teaching, ask the non-presenting faculty to monitor chat.
o Appoint a TA/student as chat monitor.
e End the recording (the recording will continue recording until EVERYONE has left the call):
1. Click the hangup icon at the top of the meeting.
2. Check the Drop Everyone box on the pop-up window.
3.Click Leave.

After Class

e After 36 hours, confirm recording has uploaded to Canvas. (If it has not, use these directions to manually
upload.)

Troubleshooting

For troubleshooting steps, start with ourZoom FAQ.

Questions?

More information about teaching online is available in our Working & Teaching Remotely section. For non-urgent
questions that aren't answered there, contact your Wharton Computing Representative.
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Inviting a Guest Speaker to a Video Conference

Last Modified on 09/19/2022 4:48 pm EDT

These directions are for faculty. They work whether you're creating a new video conference in Canvas or editing a
pre-existing meeting on the video conference tab of a Canvas Site.

Inviting a Guest to a Video Conference Scheduled within
Canvas

It is easy to share your video conference information with a guest speaker right from Canvas. This article assumes
you are using Zoom for your video conference.

Keep in mind that only the meeting owner can edit a meeting.

If you've scheduled your Zoom meeting within Canvas it is very easy to get an invitation link to share with a guest:

Inviting a Guest Outside of Canvas

You can gather the information needed to invite your guest speaker to your video conference scheduled via
upenn.zoom.us:

Zoom meetings you scheduled via Canvas will also show up listed in upenn.zoom.us.

Best Practices

Following these best practices will help ensure a trouble-free guest experience.

Questions

For more information, contact your Wharton Computing representative.
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Online Presentations - Faculty

Last Modified on 10/31/2023 2:36 pm EDT

Information for faculty on online presentation and sharing options for students.

Presentation Options
There are several ways to manage student presentations via Zoom. First you'll need to decide whether:

e Presentations should be delivered live (during the class' synchronous sessions) OR
e Presentations should be recorded outside of the class (asynchronous session) and submitted only to you or
made available to the entire class for discussion.

Feel free to share these student focused instructions for giving an online presentation with your students.

Material-Sharing Options

You should also decide how you want students to post their presentation recordings or slide decks (either feature
can be used for grading and/or peer review):

e Assignment: Create an Assignment (individual or group assignment) if it should be accessible only to the
teaching team AND/OR
e Discussion: Create a Discussion if the materials should be accessible to all students.

Synchronous (live) Presentations Sharing

To share presentations during a live class over Zoom, individuals or groups should share their screens.

e You may need to set host mode or change the meeting settings. This will mean that your screen is no longer
being shared.

Make sure to keep recording the session for post-class review of presentations.
Students should also post their slide decks on the appropriate Assignments/Discussions page.

Asynchronous Presentations Sharing

e Students should use Zoom to create a personal or group meeting and record their presentation. Then they
should download the recording and upload to Canvas, as one of the following options:
o An assignment, where only the teaching team may retrieve it.
s |deally, students should submit a link to the recording.
s Students may also submit a link to the video shared in Penn+Box--the link should lead directly to
the video and not to a folder.
= Please remind students to adjust the recording's settings so that you may view it.
s Students may alsorecord the video inside the assignment, or they mayupload a video.
= We strongly recommend recording and then uploading, as it is more reliable.
o Adiscussion, which the entire class may view.
= Students may submit a link to the recording.
s Students may also submit a link to the video shared in Penn+Box--the link should lead directly to
the video and not to a folder.
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= Please remind students to adjust the recording's settings so that you may view it.
s Students may alsorecord the video inside the discussion, or they mayupload a video.

Group Presentations

To ensure online student collaboration runs smoothly, we recommend:

e Setting up student groups in advance.
e Making sure assignment for grading is configured as a group assignment.
e Setting up a Discussions page for groups to share presentation materials with other students.

e Reminding students of Canvas tools available e.g. group collaboration spaces, personalized video
conferences, etc.

Questions?

For more assistance, please contact courseware@wharton.upenn.edu for support.
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Exams for Remote Instruction - Faculty

Last Modified on 07/07/2023 3:32 pm EDT

This is a guide for faculty who plan to administer exams remotely.

Overview

As you plan to administer exams remotely, consider if an exam is necessary, or if alternatives would better allow
you to evaluate what your students have learned. For example, is a project-based assessment or a series of lower-
stakes assessments appropriate?

For most courses, the best option for delivering an exam is via a Canvas quiz, which supports both quantitative and
qualitative exam formats. You can specify the amount of time a student has to take an exam and mix-and-match
questions from among the following types:

e Automatically graded questions: Numeric, multiple choice, multiple answers, true/false, dropdown,
matching, categorization, fill-in-the-blank, hot spot
e Manually graded questions: Short answer/essay, file upload

Since there is currently no option for remote proctoring, develop exams with the assumption that they are open
note. Allowing students to use course materials during an exam eliminates unenforceable restrictive policies.

Respondus LockDown Browser CANNOT be used for at-home exams. It is designed for use only during in-
class proctored settings. We do not currently support Respondus Monitor or the use of video conferencing
tools (e.g. Zoom) for remote proctoring.

Best Practices

e Reinforce academic integrity by beginning with a 0-point question asking students to abide by the
University's honor code.

e Consider what course content is available to studentsgiven their location. Don't assume all students have
access to the same materials unless they are available online.

e Consider what, if any, content should be visible after students complete an exam. Make sure to restrict the
student result view of exam questions, responses, feedback, and correct/incorrect answers until after all
students have completed the exam.

e Set extended time for students needing accommodations.

Maximizing Exam Security

The strongest approach to exam integrity is to design an exam experience that delivers variations of the exam to
each student. You can:

e Shuffle question order so that students see the exam questions in a different order.

e Shuffle answer option order so that answers and distractors appear in a different order, and optionally lock
all of the above-type options.

e Create alarger pool of exam questions and draw from an item bank; questions drawn from an item bank will
be presented in random order.

[pdf("date-created")]

46


https://support.wharton.upenn.edu/help/respondus-lockdown-browser-faculty
https://catalog.upenn.edu/pennbook/code-of-academic-integrity/

e Create multiple versions of questions placed in an item bank.
Other approaches to enhance exam security include:

e Time limits, which minimize the amount of time students have to look up answers or consult with their peers.

e Multiple versions of an exam, when questions are linked or depend on each other and cannot be drawn from
an item bank.

e Open-ended, complex questions, which require manual grading.

e Requiring that students show written work, by taking photos of their work, creating work digitally in Excel
or adocument, then uploading the files to Canvas.

e Show one question at a time and, optionally, lock questions after answering to prevent students from
returning to earlier questions.

Exam Timing

Although reducing the amount of time that students have to take an exam increases exam security, it also increases
the chances that students will encounter technical difficulties that hinder their ability to complete the exam.
Multiple factors should be weighed when considering time constraints on your exam:

¢ If you have an uncomplicated, easy-to-complete exam, you can simply estimate how long a prepared
student would take to complete the exam and give your class that amount of time to complete it.

e If you have students in multiple time zones, we suggest giving a wide window of time in which students can
complete the exam to accommodate everyone. Based on your level of comfort, that window can be anywhere
from 8-24 hours. Note that this window can still be used in conjunction with a timed exam so that students
can take the exam anytime within the window of availability, but still only receive a finite number of minutes
to complete it.

e If you have a very complex exam that involves students using multiple technology platforms, uploading files,
or answering different types of questions, we recommend granting up to 50% more time than you would in an
in-person setting. This provides time for students to resolve technical issues before their time runs out,
without requiring support from others.

e If you'd like students to upload an imagethat shows their work, consider having students submit this to a
separate assignment that accepts file uploads, instead of to the quiz. This avoids problems encountered when
attempting to upload work during the timed exam.

Regardless of what type of exam you’re administering, always remember to set a final due date so that the exam
appears on students’ Canvas calendars, To-Do Lists, and other prominent places in Canvas.

Introducing New Quizzes

Beginning Spring 2020, the Courseware team recommends that most courses use Canvas's New Quizzes (rather
than the legacy Classic Quizzes). New Quizzes has been in use in select courses at Wharton since Spring 2019, and
it will eventually be the only quiz option available in Canvas. New Quizzes offers many benefits for remote exams,
including an easy-to-use quiz building environment.

o New Quizzes offers:
o A more intuitive question-writing environment for you and TAs, as well as a friendlier test-taking
experience for your students
o Simpler procedures for extra-time accommodations
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o Onscreen calculator options (basic or scientific) which you can make available selectively

o Regrading of most automatically graded question types, including numeric questions

o Specialized question types including categorization, ordering, and image "hot spots"

o Association of adjacent questions with a "stimulus" (a problem description, optionally with figures or
graphs)

o Configurable essay questions, including spell check, rich text formatting, word count/limit, and notes
for graders

o Selective shuffling of answer options per question, as well as flexible random question selection from
item banks

e Classic Quizzes currently provides options that are not yet available in New Quizzes, but is more limited in
terms of regrading. This quiz engine is appropriate if you:

o

Rely on a downloadable Excel file of student responses

[e]

Prefer to bulk-download all student submissions to file-upload questions

o

Need to allow students to record audio or video in their responses

o

Link to files as part of the instructions

o

Want to revise quizzes in multiple Canvas sites controlled by a Blueprint Courses template

Questions?

If you need more assistance, please contact courseware@wharton.upenn.edu for support.
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Hybrid Instruction in Wharton Classrooms

Last Modified on 05/15/2024 6:09 pm EDT

This article is meant to help with recommendations, best practices, and guidance for hybrid instruction in Wharton
classrooms. All classrooms at Wharton are outfitted with enhancements to improve the hybrid teaching experience
for both the instructor and the audience, whether in-person or remote.

For more in-depth information about the technology in the classrooms, please see this article: Using
Technology in the Classrooms.

First Time Teaching Hybrid? If this is your first hybrid teaching experience please reach out toClassroom
Technology or your Wharton Computing representative to set up a training session.

Hybrid Instruction

In this article, hybrid instruction refers to teaching from a Wharton classroom to both an in-person audience as
well as a remote audience, synchronously.

Classrooms have been equipped with specific tools and technology to specifically help with hybrid instruction.

e Alltiered classrooms have a mobile cart which includes technology to enhance hybrid instruction:
o aconfidence monitor - use this to confirm the experience that remote attendees are having, or display
additional content to the instructor
e Zoom s installed on all classroom computers for quick access from classroom technology.
e Classrooms have enhanced audio equipment which will help remote students hear (in a natural way) the
conversations between the in-person audience and in-person professor as they happen in the classroom.

Classroom Setup for Hybrid Instruction

To help ensure the best experience for both remote and in-person participants, there are a few steps that the
instructor can take when beginning class:

e Login to the classroom computer first. Log in to the classroom computer (even if you plan to use your own
laptop or tablet) so the technology will know who you are and engage the full scope of resources available for
your instruction.

e Ifusing Zoom, log in to the Zoom client on the classroom computer and start your session there. This makes
the host of the Zoom session the classroom computer and allows you to take full advantage of the classroom
equipment specifically for Zoom.

After you log in to Zoom you need to configure some Zoom settings to make sure you can use the additional
display options in the room:

1. Join any meeting, and go to General > Settings
2. Check the box for dual monitors, to activate the dual monitors
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3. Set Noise Suppression to Low
4. Under Advanced Audio Setting, set Echo Cancellation to Auto

e Remember to share your content with both remote and local students by sharing your screen. This needs to
happen in the room by displaying your presentation on the projector screens in the classroom, as well as
within the web conferencing application via screen sharing.

e Use a lapel microphone to make sure all of your speech is captured by both the classroom and the remote
participants. Classrooms are equipped with enhanced audio via ceiling mics and a powerful lectern mic, but
the lapel mic will capture everything even if you walk away from the lectern. The lapel mic will also help
prevent your speech from sounding muffled if you are wearing a mask.

Best Practices and Recommendations

There are a number of suggestions that will help provide you the best experience with hybrid teaching:

Troubleshooting

Having trouble? Try these quick tips, or contact Classroom Technology using the information below.

Questions?
Call Classroom Support: (215) 573-0402
Email: class-tech@wharton.upenn.edu

Scheduling or room reservations: scheduling@wharton.upenn.edu
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Web Conferencing Equipment - Buyers Guide

Last Modified on 09/26/2023 10:19 am EDT

Teaching and learning remotely can present many challenges. One of the challenges you may face is choosing the
right web conferencing equipment. We're here to help.

Before you begin, you will need:

e A computer (laptop or desktop)
e Aninternet connection

This article isn't going to get into the nitty-gritty of what type of computer to buy. Your IT reps are a great resource
when it comes to selecting, ordering, and configuring computers, so here, we're going to concentrate on the audio
and camera devices you will need.

For each device, the lowest priced model will be fine for most people. If you want more bells and whistles, you can
step up to a more expensive model that has more features. Prices vary among retailers, so prices you find here are
approximate.

Note: Web conferencing equipment, and cameras in particular, have become quite a hot commodity lately,
with so many people working from home. Many of the most common models are back-ordered or overpriced.
If you happen to find one of these models in stock from a reputable retailer, for a reasonable price and shipping
time, order it. Faculty and staff can also reach out to your business administrator for assistance; he or she may
be able to help.

Cameras

In most modern laptops, a camera is already built in, but there are situations in which you might not want to use it.
Maybe the camera is aging a little and the picture isn't great. Or, the height of your laptop at your desk makes the
angle not very good. If so, a USB camera will help.

Microphones

Most folks assume the best piece of equipment you can buy to improve your video conferences is the camera, but
it's really the microphone.

Headphones

The need for headphones is dependent on your environment. If you attend class in a quiet office, your computer's
speakers might be fine. If you work from the dining room table and your family is nearby, it may be helpful to use
some headphones to block out outside noises. In addition, using headphones will produce cleaner audio to
everyone on the call because the web conferencing software doesn't have to digitally remove the sound coming
from your computer's speakers and getting into your microphone.

Presentation Remotes
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Presentation remotes, also know as wireless mice or clickers, aren't usually needed when sitting in front of your
own laptop, but if you are more comfortable holding one in your hand while you present, we've got you covered.

Lighting

Key Light Air

The Key Light Air is an app-controlled, LED panel that is edge lit which provides flexible illumination, that can be
changed to fit unique lighting conditions. The app controls the brightness and warm or cool tones of the light
configuration. Price: $129.99

Questions?

For more information or help on selecting and ordering, contact:

e Wharton Computing IT Representative
e Your Department's BA
e Student Support
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Hybrid Classes Taught Remotely

Last Modified on 10/13/2022 11:54 am EDT

Hybrid classes where the instructor is teaching remotely pose a unique technological challenge. How can you
provide everyone in the class with the same experience, both the remote students and the students in the
classroom, if the instructor is not in the classroom? Wharton Computing has tested several different scenarios, and
we have the simplest solution: Everyone calls into the meeting from their own device, both at home and in the
classroom.

Before you begin, you will need:

e Alaptop, or other portable device with web conferencing software installed.
e Headphones (required for in classroom students, recommended for remote students)

For the Instructor

You will teach class as you would normally in a remote setting. Loginto your Canvas page, start up your web
conference the way you normally would, and teach the way you always do. We ask that you start up the room and
be available to test with the students in the classroom 30 minutes prior to the start of class, which will give time to
work out any issues before class actually begins. We also recommend reminding students of some classroom
etiquette that will be especially important when people are in the room together.

Reminders for Students

e Turnoncameras.
e Classroom attendees must use headphones.
e Mute your microphone unless you are speaking.

e Use the Raise Hand feature to ask a question

For the Students

If you are not in the classroom, nothing will be different for you. Simply connect to your class like you normally
would.

Students Attending from the Classroom

If you are in the classroom, you will need to have a couple of things with you: Your device for web conferencing (a
laptop, phone, or tablet), and a pair of headphones.

You must have headphones. The only way to insure that you will be able to speak to the instructor is for
everyone in the classroom to have headphones. They do not have to be expensive, and they do not have to
have a microphone (although it's fine if they do), but you must have a set. None will be provided in the
classroom, you must bring your own.
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Etiquette Reminders

e Turnonyour camera.
e Mute your microphone unless you are speaking.

e Use the Raise Hand feature to ask a question.

Questions?
Students, contact the Student Tech Center.
Instructors, email class-tech@wharton.upenn.edu prior to the class.

For emergency assistance, call 215-573-0402.
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All about New Quizzes

Last Modified on 06/23/2021 2:10 pm EDT

As of August 30, 2024, the place for entering due and availability dates while editing assignments or quizzes
has returned to its original location in Canvas.

It's also possible to set due or availability dateswithout editing the quiz. Use the Assign To button which
currently appears to the left of the Edit button on any assignment or quiz page:

@ Published &, Assign To % Edit

A similar Assign To choice appears in the options (three dots) drop-down menu for each quiz listed on the
Quizzes tab.

Canvas's New Quizzes offers benefits, such as printing and one-time accommodation entry per course, which
improve upon the original feature set for Classic Quizzes.

Before You Start

You will need a Canvas site.

Creating a Quiz

To create a new quiz...

Question Types

Your quiz can include a mix of automatically and manually graded questions.

ltem Banks

Use Item Banks to pull all questions or a specific number of questions randomly from a pool. This is a good way to
add variety to the exam and/or keep similar questions together.

Exams with File Downloads

Use Classic Quizzes if you need to share a link to an exam file that students can access only during the exam. If you
need to use New Quizzes instead, you can create a link to the exam file by using the following instructions.

Publish the Quiz

Before you publish the quiz, be sure to:
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e Add availability dates so students cannot access the quiz until the start time.

e Review the quiz settings to ensure that Restrict Student Result View is enabled and that other exam
settings are correct.

e Preview the quiz to view it as students will.

e Permit additional time by choosing Moderate to the right of the student's name. Under Time
adjustments, select Give additional time, enter the extended time, and close the tab.

Viewing and Grading Online Quizzes

e Use Moderate to view student submissions, add more time or attempts for individual students, and to reopen
acompleted quiz.

e Add ascore for any manually graded questions in SpeedGrader. (Final quiz scores cannot be directly edited in
the Gradebook.)

Regrading Questions

You can regrade any automatically graded question, but this should be done only after all students have finished
taking the quiz. When you regrade a question for one student, the change will be applied to all students who
received that question.

Releasing Scores

When you are ready for students to see their submissions and the correct answers, you should:

Enabling Additional Attempts for Students

Occasionally you may want to give a student another attempt at a quiz. Here's how:

Questions?

Email: courseware@wharton.upenn.edu
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Exam Accommodations

Last Modified on 07/25/2023 12:31 pm EDT

This article describes how to use Canvas to grant students additional time and extended availability windows for
exams, which, in Canvas, are called quizzes.

If a student in your course has an approved accommodation from Student Disabilities Services (SDS) or must take a
quiz at a different time than the rest of the class (because of time zone or another reason), you should ensure that
reasonable accommodations are made. You are responsible for setting up these accommodations in Canvas, or for
asking the Courseware team to do so.

Please contact Courseware with accommodation requests at least 1 business day before the quiz is administered.

Availability Windows vs. Time Limits

The availability window is the total time period the quiz is open to students; e.g., from April 28 at 12pm to April 29 at
1pm.

The time limit is a specified amount of time given to students to complete the quiz (e.g., 60 minutes).

If your quiz uses both availability dates and a time limit, be sure to update both when making accommodations.

Student-specific Availability Windows
You can set different availability windows for students within the same quiz or assignment.

1. Open the quiz (in New Quizzes or Classic Quizzes) and scroll down to the Assign to field.

2. After setting the Due Date and Available from/Until dates, click the +Add button to create a second Assign
to field.

3. Start typing the first few letters of the student's name and select their name from the student list that
appears. You can assign a different availability window to multiple students or to different sections of
students.

4. Enter the new due date and Available from/Until dates for these students.

5. Repeat steps 2-4 as needed, and click Save when you are finished.

Notes: Individual students can only be assigned one (1) Availability Window. Students will seeonly the due
date and available from/Until dates assigned to them.

Extending the Time Limit

You can extend the time limit of a quiz for individual students without adjusting the time limit for the rest of the
class. This is possible in both New Quizzes and Classic Quizzes, but should be done before students start taking the
quiz.
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In New Quizzes
In Classic Quizzes

Allowing Extra Time for In-Progress Quizzes

Note: It is not possible to give a student additional time while they are taking a New Quiz. You can allow
them another attempt, but not additional time.

In Classic Quizzes

1. If astudent has an emergency or technical issue while they are taking a quiz using Classic Quizzes, you can
open Moderate This Quiz, then click the clock icon next to the student's remaining time.

Attempt  Time  Attempts Left Score 0

= 1 Y
- 1 B
1 2644 @ 0 EN
. 1 Y

2. Enter the amount of extra time to give the student and select to apply the extra minutes to the current end
time of the quiz. Then click Extend Time. The extra time will be applied to the student's in-progress attempt

and their countdown clock will be updated.

Extend Quiz Time X

You can give this student extra time on their current quiz attempt. How

much time would you like to give them?

Started: Apr 12 at 10:49am
Ending: Apr12at 11:19am

End the quiz minutes from | the currente v

now

the current end time
caend Time

Questions?
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Remote Teaching

Last Modified on 06/07/2023 1:49 pm EDT

This guide walks you through the tactics you'll need to teach a class fully remote. This guide concentrates on the
tactical efforts to make your class successful without rethinking the entire thing. For a much more in-depth look at
teaching an online course, please read the Planning an Online Course article which covers the pros and cons of the
different kinds of remote classes, managing the class, and more.

Be sure to read the Remote Teaching Checklist for additional tips.

This guide concentrates on four key areas:

1. Setting up your Teaching Space
2. Using Zoom

3. Informing Students

4. Preparing classroom tools

Setting up your Teaching Space

Given you'll be teaching remotely by definition you won't have access to any on-campus spaces. Give some thought
to what you'll need ahead of time:

e Which space will you use to conduct your remote class?
e Do you have the proper equipment?
e Do you have areliable internet connection?

You can find alist of recommended equipment here. Some basic technology recommendations (like using a wired
connection to the internet vs. wifi) are available to help you set up your space.

Also give some thought to how you'll appear on camera. This article has some tips about the optimal settings in
which to record.

Using Zoom

The foundation of any remote class at Wharton is Zoom. You'll need to create a Zoom meeting for your class and
share the meeting information with your class (and TAs). There are two recommended ways to set up your Zoom
session:

e Set up your Zoom session though Canvas (Strongly Recommend). If you have Zoom enabled in your Canvas
site already, follow these directions. If you don't, reach out to your Wharton Computing representative and
they can help enable it.

e TosetupaZoom session outside of Canvas, follow these directions. Please be aware that you will have to
ensure that the Zoom session is recorded and manually upload that recording to Canvas.

If you have TAs be sure to make them alternative hosts of the meeting; if you're having your TAs set up the
Zoom sessions, they should make you an alternative host. This way, you'll all have the ability to modify/start
the meeting.
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Recording

Check Record the meeting automatically, regardless of which method of Zoom scheduling you use:

e Using Canvas: The checkbox is located in the Meeting Options section.
e Using Zoom: Click on Advanced Options and you'll see the Automatically record meeting option. Check it.

Once the recording is in Canvas (which happens automatically for Zoom sessions scheduled with Canvas, and
requires manual uploading for anything scheduled outside of Canvas) Wharton Computing will handle the student
availability of the recording based on your submitted preferences.

Informing Students

With your Zoom meeting setup, you'll have the meeting information to distribute. If you've scheduled the meeting
in Canvas, students will access it via your course site, but we recommend posting an announcement letting the
students know.

If you've created a Zoom meeting outside of Canvas, be sure to share the meeting login information via whatever
method you usually use to communicate with your class - email or Canvas.

Preparing Classroom Tools
Depending on your plan for the class session, a varying degree of additional preparation may be required.

The In-Person to Remote Instruction grid maps typical in-person classroom activities to remote equivalents. We
recommend you consult this grid ahead of time as many of the remote counterparts require advanced setup.

Some of the more common activities have articles with detailed instructions:

e Inviting a Guest Speaker to a Video Conference
e Polling using Poll Everywhere
e Exams for Remote Instruction
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Virtual Lab (for Laptops)

Last Modified on 06/26/2023 11:55 am EDT

Wharton provides remote access to virtual computers that are equipped with the same software as Wharton's

public computers. This service is designed to provide an alternative for students who otherwise aren't able to get
to campus to log into the public labs.

The Virtual Lab is available 24/7 for student use and may be accessed from any computer running Mac OS,
Windows, and Ubuntu, and many mobile devices. Use this service to:

e Access specific departmental applications such as JMP and Matlab.
e Use Windows software from a Macintosh.

e Print (for users who are not able to print from their laptop or mobile device).

To use the virtual lab, you will need to install the appropriate client software on your laptop or desktop
computer using the steps in this article. Using a different device?

e Foraphone or tablet, see Virtual Lab on Mobile Devices.
e Having trouble with the Virtual Lab? See Troubleshooting the Virtual Lab

Installing the Virtual Lab Software

1.

Download and run the VMWare Horizon Client installer for your computer. Use Version 5.4.3, the preferred,
supported version:

o Windows and Mac (Windows 10 users may also install the VMWare Horizon Client from the Microsoft
Store.)

s Go tothe VMWare Horizon Client Downloads page:

* Start from the Version 7 (5.0) page to access the version 5.x installers; VMWare's version numbering
has changed.

Download VMware Horizon Clients ©

Select Version: Product Resources

VMware Horizon Clients for Windows, Mac, iCS, Linux, Chrome and Android allow you te connect to N
HORIZON 7 (5.0) View My Download History
your VMware Horizon virtual desktop from your device of choice giving you on-the-go access from
Product Info
any location.
Documentation
Horizon Mobile Client Privac:
Click here for a list of certified thin clients, zero clients, and other partner solutions for VMware ¥

Horizon Community
Read More

Product Downloads Drivers & Tools Open Source Custom ISOs OEM Addons

Product Release Date
VMware Horizon Client for Windows
VMware Horizon Client for Windows 2021-02-08
VMware Horizon Client for Windows 10 UWP

VMware Horizon Client for Windows 10 UWP from the Microsoft store 2019-09-17 GO TO DOWNLOADS

VMware Horizon Client for Mac

VMware Horizon Client for macOS 2021-02-08 GO TO DOWNLOADS

s Select the Go To Downloads link for your OS (e.g.: Windows, Mac, Linux, iOS, etc.).
s Select Version 5.4.3 from the "Select Version" dropdown in the upper left corner:
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my vmware Products

Home / VMware Horizon Client for Windows
Download Product
Select Version 543 v
Documentation 550
5.4.4

Release Date
543

Type 542
541

Product Downloads 1
—— 530

520
File

510
VMware Horizon Client 500

o
2. Accept the default settings until you reach Default View Connect Server. (If asked to choose Network
Protocol, select IPv4.)
3. Inthe Default View Connect Server box, type https://vlab.wharton.upenn.edu.
4. Click Finish.

Note to Mac users: Install Version 5.3. Please do not install the latest version (5.4) because of known issues.

Running the Virtual Lab Software

1. Launch the VMware View software.
2. Double-click the Virtual Lab option (https://vlab.wharton.upenn.edu).
3. Login with your PennKey username and password.

Server: (% https: fjvlab.wharton.upenn.edu
User name: | username|

Password:

Domain: UPENM,EDIL! A

4. Double-click the Virtual Lab option (https://vlab.wharton.upenn.edu) again.

The VMWare View Client connects you to a virtual desktop and gives you a few menu options, including full screen
or windowed mode.

Display Note

VMware only supports screen resolutions up to 2560 X 1440. Mac users will not have to change their screen
resolution, but some PC users may need to do so. See directions for how to change your VM screen resolution.

Mobile Notes
Using a mobile device instead? See our directions for mobile devices.

e USB: Some platforms may allow you to redirect USB ports on your device to the virtual machine, if that
option is available it will be in the menus here.

e CTRL+AIlt+Del: If you need to send a CTRL+ALT+DEL to the virtual computer, it can also be done from this
menu. This option should not generally be needed.
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e Logging Off: The VMWare View Client will present you with options to disconnect or log off. If you
disconnect, you can pick up your session where you left off if you reconnect within 30 minutes. If you log off

you will free up your virtual desktop for other users immediately.

Accessing the Virtual Lab via Web Browser

The Virtual Lab may also be accessed via web browser, without the VMWare client.

1. Open aweb browser session and navigate to https://vlab.wharton.upenn.edu
2. Select the VMWare Horizon HTML Access link on the bottom right of the form:

VMware Horizon

©)

Install VMware Horizon
Client

3. Login with your PennKey username and password as you would in the VMware client and click theLogin

button.
4. Click the Wharton Lab option.

You will be connected to a virtual desktop scaled to your browser window; there will be a tab on the left of the

window that will provide you with some additional functions/options.

B Horizon

Search...

Running

Wharton vLab

Available

Bl wharton viab

Tip: Using the web browser can be an option when you do not have access to the VMWare Horizon client
application, or if you're having problems connecting from the client application.

How does the Virtual Lab differ from a physical lab?

Since you're connecting remotely to access these computers, your network speed plays a large role in your

experience. You will get the best results on a fast connection.

Display Note
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VMware only supports screen resolutions up to 2560 X 1440. Mac users will not have to change their screen
resolution, but some PC users may need to do so. See directions for how to change your VM screen resolution.

Troubleshooting the Lab

If you are having trouble using the Virtual Lab, see our troubleshooting article.

Provide Feedback

Your feedback will help us make the service better! Provide your feedback here.
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Online Presentations - Students

Last Modified on 04/17/2023 1:26 pm EDT

Sharing a presentation while attending class remotely has several steps you'll need to consider. Your professor will
decide whether the presentation should be presented during a live class session (synchronous) or pre-recorded
(asynchronous). Either option can be accomplished using a video conference.

Synchronous (live) Presentations

To share presentations during a live class over Zoom, individuals or groups should share one person's screen, and
should unmute audio and video. You should also post your slide decks either in the Assignments or the
Discussions sections in Canvas, depending on what your professor tells you to do.

Tips:

e Practice your presentation in Zoom before delivering your presentation in class.
e For group presentations, one group member should share their screen during the presentation. Other group
members should give verbal cues to advance the slide.

Asynchronous Presentations

You will use Zoom to create a video conference with your group and record the presentation. Make sure to
PRACTICE in Zoom before recording the session for submission.

Once the recording is complete, it will be accessible for the meeting organizer to either download or retrieve the
link to upload to Canvas. There are two ways to do this:

e Submit as an Assighment
e Submit in Discussions

The Assignment/Discussion distinction is based on faculty preference. Please clarify with your professor
where you should upload your presentation.

Submit as an Assignment

There are four ways to submit your recording to the Assignments section of Canvas.

1. (Recommended Method) Submit the link to the recording following the instructions below.

2. Submit a link to the video shared in Penn+Box (the video, not the folder) by following the directions below.
3. Record/upload media (Online submission > Media Recording).

4. Upload avideo as afile.

Submit in Discussions
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There are three ways to upload your recording to the Discussions section of Canvas:
1. (Recommended Method) Record/upload media (paste link via Media Recording tool).
2. Submit the link to the recording following the instructions below.

3. Submit a link to the video shared in Penn+Box (the video, not the folder) by following the directions below.

Group Projects

Your group should review Canvas tools such as a group collaboration space to work and share files. You should
also consider personalized video conferences at https://upenn.zoom.us to optimize remote collaboration.

Questions?

For more assistance, please contact Wharton Computing Student Supportfor support.
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Exams for Remote Instruction - Students

Last Modified on 04/28/2023 3:59 pm EDT

Preparing to Take an Exam on Canvas

Computer/Device. Use a device that meets Canvas's basic computer specifications. Always make sure to use
the most up-to-date versions of your operating system.

Browser. Use one of Canvas's supported web browsers. For best performance, we recommend the most up-
to-date versions of Chrome or Firefox.

Internet. Use a hard-wired ethernet connection or a WiFi network with a very strong signal. If you're taking a
timed Canvas exam and lose your connection, the timer will continue to run.

Laptop vs. Mobile. Use a laptop or desktop computer. Taking exams on small tablets or phones can only
provide a limited experience.

Notifications (and other Distractions).Close or disable notifications, pop-up blockers, and other
applications. These may be a source of distraction and can interfere with the exam.

Taking an Exam on Canvas

Gather Materials. Make sure you have all the materials your professor has specified before starting the exam.
Timed Exams:
o Only begin a timed exam when you're ready to complete the exam. The timer continues to count down
regardless of whether you are actively taking the exam or not.
o Remember to click Submit before the time expires.
Untimed Exams:
o For exams without a time limit, close the browser window when you aren't working on it. This will
prevent you from losing any responses if Canvas automatically logs you out after a period of inactivity.
You can always re-open the exam and pick up where you left off.
o Submit your exam before the due date. If you don't, you could get locked out of the exam and need to
contact your professor for help.
Browser Windows. Open the exam in only one browser window. Using multiple windows might overwrite
your answers.
Check before Submitting. Only click Submit when you have finished the exam. You cannot reopen
submitted exams.

Timﬁsséiﬁ“‘”s < Rt | Question1 1pts
10 [ b
Which of the following are ar flavors of What day s today?
ice cream {Check all that apMy)
[} Chocolate ® Friday
Strawberry ¢ Monday

Mint Chocolate Ch

Sardine

Vanilla

Quiz saved at 2:3%pm m

Your exam will most likely display a "Submit"

Alternatively, your exam may display a single
button at the top and bottom right of the screen.

"Submit Quiz" button at the bottom right of the

Click either one to submit your exam.
screen.
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Taking an Exam that Requires a Scanned PDF

If your exam requires you to scan handwritten responses, you can use your phone or tablet to create a PDF if you
don't have a scanner. You can use an app like Genius Scan, the native Notes app for iOS, or another app of your
choosing. Once you have your app, follow this general process:

1. Write your exam answers clearly using dark lettering. If you are using a blank piece of paper to write
responses, clearly label your answers with the question numbers.

2. Be sure that you have the app set to scan multiple pages and to output to a PDF.

3. Scanyour pages on aflat, well-lit surface. Steady your hands as much as possible to avoid blurred scans.

4. Review your scans to make sure that they're clear, all in one document, and in the order you intended. If not,
re-scan them.

5. Email the PDF to yourself, download the file on your computer, andupload it to the Canvas exam.

In newer versions of Canvas exams, the file upload question will appear as follows:

1 point g

Please upload your exam file (Word or PDF format) below:

1\ Dragn’' Drop here or Browse
S

doc,docx,pdf files only!

To upload your exam file, drag and drop the file from your desktop into

the box or click the Browse link to select a file saved to your computer.

1 point g

Please upload your exam file (Word or PDF format) below:

jin)
[Sample Assignment Submission.docx
12Kb
T Dragn' Drop here or Browse
N—
doc,docx,pdf files only!
- ]

A successfully uploaded file will display a file icon and the name/size

of the file beneath it. Be sure to click "Submit" when you are finished

uploading your work and finished taking the exam.

In older versions of Canvas exams, the file upload question will look slightly different:
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Question 2 1pts

Please upload your completed exam file as a Word or PDF file.

Upload Choose a File

In older versions of exams, click "Choose a File," then select the file

from your computer.

[ | Question2 1pts

Please upload yvour completed exam file as 2 Word or PDF file.

Uploadll sample Assignment Submission.docx X

Your file has been successfully uploaded.

Quiz saved at 5:246pm Submit Quiz

After uploading your file, you will see the name of the file and a message

that says "Your file has been successfully uploaded." Be sure to click "Submit

Quiz" when you are finished uploading your file and taking the exam.

Leave Extra Time. We suggest that you give yourself 15 minutes to complete this process.

Losing Connection during an Exam

If your computer loses its connection to the Canvas server during the exam or if your browser remains on a loading
screen with seemingly no progress, please remain in the browser window/tab until the server reconnects. In an
attempt to reconnect manually, also try toggling your WiFi on and off or even rebooting the router.

If you are able to reestablish connection, you can try refreshing the browser again to ensure the exam updates are
being logged. If you do not maintain a stable connection in a timely manner, prior to contacting
support@wharton.upenn.edu as mentioned in the Getting Help section below, we strongly advise taking
screenshots of your work and/or jotting your answers down on pencil and paper. If any error messages appear
within the Canvas quiz screen, we advise taking screenshots of these, as well, to share with your instructor and

Wharton Computing support teams.

Getting Help

If you encounter any technical issues while taking an exam, contact Wharton Computing Student Support.
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e Phone: (215) 898-8600
e Email: support@wharton.upenn.edu
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Virtual Lab

Last Modified on 09/18/2024 1:30 pm EDT

Already set up? Launch Virtual Lab from your computer, orlaunch online.

Wharton provides remote access to virtual computers equipped with the same software as Wharton's public

computers. This service is designed to provide an alternative for students who otherwise aren't able to get to
campus.

The Virtual Lab is available 24/7 for student use and may be accessed from any computer running Mac OS,
Windows, or Ubuntu, as well as from many mobile devices.

Use this service to:
e Access specific departmental applications such as JMP Pro, MATLAB, and other applications.

e Use Windows software from a Mac or Linux device.
e Print to on-campus printers if you aren't able toprint from a laptop or mobile device.

Before you start, in order to use the virtual lab you will need:

e An active Wharton account (required).

e Enrollment in Penn Two-Step Verification (required).

e Admin access to your device to install the appropriate client software on your computer or app on your
mobile device. Installing the software is optional, but makes it easier to use the virtual lab.

Additional notes:

e Most of the software listed in the Wharton Public Computers article is also available in the Virtual Lab;
exceptions are noted in the article's chart.

e Having trouble with the Virtual Lab? See Troubleshooting the Virtual Lab

Windows and Mac

Use these steps to install and use the virtual lab software on Windows and Mac computers.

Running the Virtual Lab Software

Access via Web Browser

The Virtual Lab may also be accessed via web browser, without the VMWare client. To access the Virtual Lab in this
manner follow the instructions below.

Tip: Using the web browser can be an option when you do not have access to the VMWare Horizon client
application, or if you're having problems connecting from the client application.
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iOS and Android

Virtual Lab vs. Physical Lab

Since you're connecting remotely to access these computers, your network speed plays a large role in your
experience. You will get the best results on a fast connection.

VMware only supports screen resolutions up to 2560 X 1440. Mac users will not have to change their screen
resolution, but some PC users may. See directions for how to change your VM screen resolution.

Note: Adobe Creative Cloud is not provided in our virtual environment due to changes in licensing by Adobe. If
you already have your own Adobe CC subscription, you should be able to sign in and use Adobe products.
Adobe CC student licenses can be purchased through Adobe at
https://www.adobe.com/creativecloud/buy/students.html.

Other Penn vLabs

Looking for specialized software? Need software for a course? Some Penn schools host their own virtual computer
labs for their faculty, staff, and students. Access requirements vary.

Troubleshooting the Lab

If you are having trouble using the Virtual Lab, see our troubleshooting article.

Questions?
If you are having trouble using the Virtual Lab, see our troubleshooting article.

e Contact: Wharton Computing Student Support
e Email: support@wharton.upenn.edu

Provide Feedback

Your feedback will help us make the service better! Provide your feedback on the Wharton Student Computing
website.
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Preparing to Take an Online Exam

Last Modified on 08/28/2024 4:19 pm EDT

Taking an online exam can be convenient and can make answering certain types of questions easier, but it adds
some preparation work. We've compiled some recommendations for you to make sure technology doesn't get in
the way!

It may feel overwhelming, but we are here to help, so if any of these steps are unclear, please contact Wharton
Student Computing.

We suggest you save a copy of this article to your computer or print one out to have on hand during an exam.
Click here to save an offline copy.

Preparation Steps

e Computer/Device:
o Use adevice that meets Canvas's basic computer specifications. Always make sure to use the most up-
to-date versions of your operating system.
o Approximately 24 hours before your exam, check your computer for any critical updates. Install any
that are necessary and restart—you don't want to get prompted to install them during your exam!
o Ifyou are taking an in-class exam on your own computer, ensure it is fully charged on the day of the
exam, as limited power outlets may be available in the classroom.

e Browser:

o Use one of Canvas's supported web browsers. We recommend the most up-to-date versions of Chrome
or Firefox for the best performance.

o Some browser extensions and security settings may interfere with taking an online exam. If possible,
temporarily disable browser extensions and allow 34-party tools before starting your exam.

o Clear your browser history/cache and cookies, then restart your computer the day of or the day before
your exam.

s Click the link for your particular web browser for instructions on clearing your cache (it will open
in a new tab)
s Chrome /Firefox/Safari/Edge

o Open the exam in only one browser window. Using multiple windows might make you overwrite your

answers.

Internet: Be sure your computer is connected to AirPennNet (not the guest network). If you're taking a timed
Canvas exam and lose your connection, the timer will continue to run.

PennKey: Some exams and computer labs may require you to sign in with your PennKey and password. Make
sure you know your PennKey password and have your phone with you for two-factor authentication. Use the
Test My PennKey app if you want to confirm your password.

Laptop v. Mobile: Use a laptop or desktop computer. Taking exams on small tablets or phones provides a
limited experience. While you can submit many assignments and quizzes on the Canvas Student mobile app,
not all quick features are supported.

Notifications (and other Distractions): Close or disable notifications, pop-up blockers, and other
applications. Certain exam tools, such as Respondus LockDown Browser, will require you to close all
messaging and screen recording apps before you can start taking the exam.
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e Respondus LockDown Browser: Your professor will let you know if Respondus LockDown Browser is

required for an exam. Please contact courseware@wharton.upenn.edu if you have trouble downloading it
and provide the name of the course that is using LockDown Browser for exams.

Timed Exams:

o Only begin a timed exam when you're ready to complete the exam. The timer continues to count down
regardless of whether you are actively taking the exam or not.

o Remember to click Submit before the time expires.

o If you have an accommodation for exams, confirm that your time limit and exam availability window
are correct before starting.

s Contact your professor immediately if you notice a problem with the exam timing, and do not
start the exam until it is fixed.

Untimed Exams:

o For exams without a time limit, close the browser window when you aren't actively working on it. This
will prevent you from losing any responses if Canvas automatically logs you out after a period of
inactivity. You can always reopen the exam and resume where you left off.

o Submit your exam before the due date. If you don't, you could get locked out of the exam and need to
contact your professor for help.

File Uploads: If your exam requires you to upload a document (e.g., Word or PDF file), save your work
frequently and save the final version to your computer. Remember where you saved the file, so it is easy to
find and upload to Canvas. Give yourself at least 5 minutes to select and upload your file in Canvas, as uploads
can sometimes take a few minutes.

Check before Submitting: Only click Submit when you have finished the exam. You cannot reopen
submitted exams.

Dealing with Internet Connection Issues

If your internet disconnects while taking an exam, here are some steps that should help.

N O W

. Take a deep breath - things will be ok!
. Take a screenshot or other copy of your work for reference. If your exam uses Respondus LockDown

Browser, let your proctor know you are having trouble and ask if you can use your phone to capture
screenshots.

. Take note of any error messages. Share these with your Professor and Student Computing.
. Toggle wifi off/on and try to connect to AirPennNet (or your home network).

. Try switching internet browsers.

. Restart your computer.

. If you still have trouble connecting, contact student support by phone at (215) 898-8600.

If you encounter any technical issues while taking an exam, contact Wharton Student Computing.

Phone: (215) 898-8600
Email: support@wharton.upenn.edu
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Remote Working Checklist

Last Modified on 06/08/2023 3:38 pm EDT

This checklist helps you prepare for learning and working remotely.

For more in-depth information see:

e Faculty: Best Practices for Switching to Online Learning
e Staff: A Guide to Remote Working-Staff
e Students: Working and Learning Remotely - Students

If you have additional questions, contact your IT representative.

Preparing your Space

The first thing to do when preparing to Work Remotely is find a place from which to work. Ideally, this will be a
dedicated workspace that you can use whenever you're in class or working on something. This will allow you to
maintain some separation of work and your personal life. Not everyone is able to have a dedicated space, however,

so be sure to pick a space that you can use regularly.

No matter where you're working the following tips apply:

Connectivity

¢ [nternet Connection: Confirm
your internet connection is
strong (e.g. WiFi in coffee shops
can be intermittent).

e Updated Browser and OS:
Make sure your computer's OS
is up to date and you're using a
modern, up to date browser.

e Security Check: An antivirus
program should be installed and
running on your computer.
Symantec is free for Penn staff,
faculty, and students.

Environs

e Work Space: Choose a location
to work that is quiet, but will
allow you to talk.

e Check your surroundings: Be
aware of what is behind you
when you are on camera -
windows or back-lighting can
make it hard to see you and
whatever your camera can see
will be visible to people in your
Virtual Meeting.

e Locate a power outlet: Video
conferencing drains batteries
very quickly; for any extended
use make sure you have access

to power and have your charger

handy.
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Etiquette
e Don't over share: Close any

personal apps and websites and
disable notifications,
particularly if you are planning
to share your screen.

Mute on Joining: When you join
a meeting, we recommend you
mute your audio except when
you are speaking.

Camera and Audio: Make sure
your webcam works and you
know how to mute it. We
recommend using a headset, or
earbuds, for best audio
experience.
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If something seems wrong with a Wharton online service, check theWharton Computing Status Page for
possible outages or updates. You can even subscribe to alerts and get them delivered to your email or phone.

Useful Applications

There are a host of applications that can help you work remotely, but the four listed below are essential for staff,
faculty, and students:

Virtual Meetings

Microsoft Office Zoom

All Faculty, Staff, and Students can install the full Office
suite on their computers. Follow the directions below for To gain access to all Zoom has to offer be sure to install

your platform of choice. the native Zoom app for your platform of choice.
MacOs Questions?
Windows See alist of Zoom features, and Virtual Meetings FAQ.
i0S
Android & Chromebook
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Canvas Student Wharton VPN

Staff and Faculty should be sure to install the Wharton

Most classes will be leveraging Canvas more than ever
VPN client on their computers to access on campus

before. Make sure you can log into Canvas and find your
courses. Consider whether you want to sync your Canvas
Calendar and download and install the Canvas app for

resources.

your mobile device.

iOS

Android & Chromebook

Questions?

More information is available in our Working & Teaching Remotely section. For questions that aren't answered
there, contact your Wharton Computing Representative.
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Students can use theWharton Virtual Lab as their VPN.

78


https://community.canvaslms.com/docs/DOC-10691-4212717348
https://support.wharton.upenn.edu/help/using-the-wharton-vpn
https://support.wharton.upenn.edu/help/virtual-lab
https://support.wharton.upenn.edu/help/working-and-teaching-remotely
https://support.wharton.upenn.edu/help/computing-contact-list

Preparing to Work Remotely - Checklist

Last Modified on 05/17/2023 4:12 pm EDT

This checklist helps you prepare for learning and working remotely.

For more in-depth information see:

e Faculty: Best Practices for Switching to Online Learning
e Staff: A Guide to Remote Working-Staff
e Students: Working and Learning Remotely - Students
If you have additional questions, contact your IT representative.

Preparing your Space

The first thing to do when preparing to Work Remotely is find a place from which to work. Ideally, this will be a
dedicated workspace that you can use whenever you're in class or working on something. This will allow you to
maintain some separation of work and your personal life. Not everyone is able to have a dedicated space, however,

so be sure to pick a space that you can use regularly.

No matter where you're working the following tips apply:

Connectivity

e Internet Connection: Confirm
your internet connection is
strong (e.g. WiFi in coffee shops
can be intermittent).

e Updated Browser and OS:
Make sure your computer's OS
is up to date and you're using a
modern, up to date browser.

e Security Check: An antivirus
program should be installed and
running on your computer.
Symantec is free for Penn staff,
faculty, and students.

Environs

e Work Space: Choose a location
towork that is quiet, but will
allow you to talk.

e Check your surroundings: Be
aware of what is behind you
when you are on camera -
windows or back-lighting can
make it hard to see you and
whatever your camera can see
will be visible to people in your
Virtual Meeting.

e Locate a power outlet: Video
conferencing drains batteries
very quickly; for any extended
use make sure you have access

to power and have your charger

handy.
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Etiquette

e Don't over share: Close any

personal apps and websites and
disable notifications,
particularly if you are planning
to share your screen.

Mute on Joining: When you join
a meeting, we recommend you
mute your audio except when
you are speaking.

Camera and Audio: Make sure
your webcam works and you
know how to mute it. We
recommend using a headset, or
earbuds, for best audio
experience.
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If something seems wrong with a Wharton online service, check theWharton Computing Status Page for
possible outages or updates. You can even subscribe to alerts and get them delivered to your email or phone.

Useful Applications

There are a host of applications that can help you work remotely, but the four listed below are essential for staff,
faculty, and students:

Virtual Meetings

Microsoft Office Zoom

All Faculty, Staff, and Students can install the full Office
suite on their computers. Follow the directions below for To gain access to all Zoom has to offer be sure toinstall

your platform of choice. the native Zoom app for your platform of choice.
MacO> Questions?
Windows See alist of Zoom features, and Virtual Meetings FAQ.
i0s
Android & Chromebook

[pdf("date-created")]

80


https://status.wharton.upenn.edu/
https://zoom.wharton.upenn.edu
https://support.wharton.upenn.edu/help/virtual-meetings#install-the-zoom-app
https://support.wharton.upenn.edu/help/bluejeans-vs-zoom-meetings
https://support.wharton.upenn.edu/help/working-and-teaching-remotely-virtual-meeting-faq

Canvas Student Wharton VPN

Staff and Faculty should be sure to install the Wharton

Most classes will be leveraging Canvas more than ever
VPN client on their computers to access on campus

before. Make sure you can log into Canvas and find your
courses. Consider whether you want to sync your Canvas
Calendar and download and install the Canvas app for
your mobile device.

resources.

i0S

Android & Chromebook

Questions?

More information is available in our Working & Teaching Remotely section. For questions that aren't answered
there, contact your Wharton Computing Representative.
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Students can use theWharton Virtual Labas their VPN.
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Remote Work Considerations - Topic Article

Last Modified on 04/25/2024 2:07 pm EDT
If you are working from home you might want to consider the following:

1. Internet Service Provider: If you are living off campus, speak to your internet service provider about setup
and installation before moving into your new residence. On the day of service installation, give yourself plenty
of time for equipment installation, configuring settings, and testing your wireless speeds and stability. On-
campus students will connect to AirPennNet.

2. Additional Equipment: If you plan to use video conferencing services (e.g. Zoom) for classes, you might want
to consider noise-canceling headphones. We recommend wired headphones to reduce the chance of losing
connection during class, and you should also confirm if your laptop has a built-in microphone. Online courses
are set up so that you don't need a printer, so it is a personal preference whether or not you'd like the ability
to print course materials at home.

3. Ergonomic Considerations: If you are spending a lot of time at home, you may want to invest in a quality chair,
desk, laptop stand, etc. to maximize comfort and support your body's needs (e.g., back and neck support).

4. Designated Workspace: If you have the available space, you can designate a specific workspace that is
separate from the rest of your home.

5. Consider Best Practices for Video Conferencing:

Find a quiet area.

Mute your microphone at the start of a meeting.

[e]

o

o

Pay attention to your background and lighting.

o

Speak loud enough for your laptop mic or external mic to pick up sound.
If you are using a mobile device instead of a laptop, mount it on something to keep the video steady.

[e]

Note: All students with concerns about affording technology for remote learning can approach the Emergency
and Opportunity Fund or Penn First Plus.

For more information, check out Working and Learning Remotely - Students, and Remote Working Checklist
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Wharton VPN

Last Modified on 01/19/2023 3:40 pm EST

The Wharton VPN gives faculty and staff access to secured Wharton resources from off campus; the Wharton
Virtual Lab client allows students to use the public computers from off campus.

Before You Start
You will need:

e To be either a Faculty, Staff or PhD student at Wharton
o MBA and Undergraduate students should use the Virtual Lab client unless otherwise instructed
e An active Wharton account
e Accessto the Internet
e Administrative access to your devices

If you are looking for instructions to upgrade from a currently-installed version of FortiClient on a Wharton-
managed computer, please see our Updating your Wharton VPN article.

There are two ways to install the VPN:

e Using BigFix Self-Service (Windows) or JAMF Self-Service (Mac) on a Wharton-managed computer.
e Downloading the client and installing it manually following the directions below.

Installations via the two Self-Service options will not prompt you for your administrative password. If you follow
the manual download and install instructions, you'll need to have an administrative password to complete the
installation.

If BigFix or JAMF is installed on your computer, it is a Wharton-managed machine.

Wharton Managed Computers: Self-Service

You can install the latest version of the VPN on Wharton Managed computers using either BigFix or JAMF self-
service. This will install the VPN on your computer without the need for an administrator password.

Windows Instructions

Windows users must restart their computer after the installation is complete. Please save and close all open
work/apps before completing the installation.

Mac Instructions
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Manual Download and Install

Download the VPN client (FortiClient)

Installers for a variety of operating systems are available so that you can manually install the FortiClient:

1. Go to https://vpnclient.wharton.upenn.edu
2. Click on the folder of your computer's operating system to download the appropriate client.

¥

r‘ﬂ [ ]
= L

Wharton Users

Linux e Windows

3. Click the installer located in the Operating System folder you picked to download the installer.

Windows Users: Most people using Windows should install the x64 version.

Install and Configure FortiClient

After you have successfully downloaded FortiClient, follow the instructions for your Operating System to install it.

In order to manually install the FortiClient VPN client using the steps below, you will need to have
administrator privileges for your computer. If you need help with this, contact your Wharton Computing
Support Team.

Windows Instructions
Mac Instructions

Linux Instructions

Connecting to the VPN

Windows

There are two ways to connect to the Wharton VPN using Windows: launching it from the System Tray or by using
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the FortiClient console.

Mac

To launch the VPN on a Mac:

Questions?

Contact your Wharton Computing representative.
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A Guide to Remote Working - Staff

Last Modified on 06/07/2023 1:13 pm EDT

Working from home has a few requirements that differ from working in the office. This article covers some of the
basic things you should have in place before you consider working from home.

Have computer you can use for remote work
This can be a University-provided laptop, or a personal computer at home.
If you're using a personal computer there are a couple of things to check before logging into University resources:

e Ensure thatitis running the most recent operating system available (Windows 10 or OS X Mojave or newer)
and has the most recent updates applied.

e Anantivirus program should be installed and running. If you don't have one installed you can download
Sophos Home for free as a staff member:
https://www.isc.upenn.edu/how-to/antivirus-desktops-and-laptops

A stable internet connection is key

By definition, you'll need an internet connection to work remotely and to access most of the resources listed later
in this document.

Some things to keep in mind:

e Don't connect to open WiFi networks when working with University Resources. They are insecure.

e Always connect to the Wharton VPN. Make sure to install the VPN, or know how to connect using the VPN,
before you attempt to work remotely.

e |f something seems wrong with your internet service, check your providers' status page and theWharton
Computing Status Page for any outages or updates. You can subscribe to the Wharton Computing Status
alerts if you want them delivered to your email or phone.

Getting Work Done Remotely

Now that you have an updated computer with the VPN installed and configured, you're going to want to actually
get some work done. Below is a list of Wharton provided tools that you may already be familiar with. Keep in mind
that this list isn't comprehensive; your department may use a tool not listed here. If you have any questions reach
out to your Wharton Computing Representative.

Two-Step Verification

Make sure you have the device (smartphone, key fob, or something else) that you use to authenticate for Two-Step
Verification. You might also want to print out some backup authentication codes by following these instructions
(the Generate and print backup codes section specifically).

Communicating

e Meeting Remotely - There are a wealth of tools out there to enable remote meetings; Penn supports Zoom
and Microsoft Teams, which is part of the PennO365 platform (available to faculty and staff at Wharton).
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e Email - Webmail (https://outlook.com/upenn.edu) is very handy if you find yourself using a computer that
doesn't have Outlook setup. If you'd like to install Outlook follow these instructions and configure it as
detailed here.

e Forwarding your office phone - If you have a PennFlex office phone you canforward your phone to another
number (your cellphone, perhaps) and check your voicemail.

File Shares

You may access a number of files via a network share mapped to a drive on your work computer (i.e.That
presentation is on the Y drive.). You can connect to those shares remotely, though keep in mind the Wharton VPN
is required.

If you use acloud file sharing service (Box, Dropbox) you should be able to connect as you normally do; no VPN
required.

Other Tools

Here is a partial list of University-provided software you can install on your personal computer for the purposes of
remote work:

e Office 365 - The full Microsoft Office suite.
e Adobe products - This will give you access to any Adobe products that you've been licensed.
e Wharton VPN - This allows you to access certain resources on campus.

Getting Help

Reach out to your Wharton Computing Representative if you need help, or have any questions.
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Configuring the Wharton VPN

Last Modified on 05/19/2021 4:48 pm EDT

Wharton's virtual computing offerings differ depending on whether you are a student, or faculty and staff. The
Wharton VPN is for faculty and staff; the Wharton Virtual Lab allows students to use the public computers from off
campus.

Students

Students should use the Virtual Lab client to access the Wharton public computers.

Faculty and Staff

The Forticlient gives you access to secured Wharton resources from off campus. Use the link below to download
the client for your operating system of choice (Linux, Mac, or Windows) and then follow the instructions on the tabs
toinstall. For directions on using the VPN, see the article Using the Wharton VPN.

Before You Start
You will need the following before you can complete this task:

e an active Wharton account
e admin access to your devices
e access to the Internet

Download Forticlient

Downloading the Forticlient by going to:

https://vpnclient.wharton.upenn.edu

Click on the folder of your computer's operating system to download the appropriate client.

e Most people should install the x86 version.
e Do not choose the UWP version.

3

Wharton Users

Install and Configure the VPN
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After you have successfully downloaded Forticlient, follow the instructions for your Operating System to install
and configure the VPN.

Windows Instructions
Mac Instructions

Linux Instructions
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Zoom Outlook Connector (Staff)

Last Modified on 05/03/2021 2:52 pm EDT

For Wharton Staff whose Windows computers are managed by Admin Support @dmin-
support@wharton.upenn.edu), you can install the Zoom Outlook Connector using the self-service portal.

1. Click on the up arrow in the task bar

=

Send Request to Help Desk
arch assistz Self Service Portal

View Prohibited Software Details
View User Logon Reports

Desktop Central Agent Details

Troubleshoot

3. Find the Zoom Outlook Plugin (CTS-Zoom-Desktop) in the portal,and click Install in the Action Column

& The Wharton

% Self Service Portal

B software Catalog

£~ Applic Al tatus v O Last sync: 7/23/2020 13454 P
Application Name. Description Vendor Installed At Last Action - Status Action Remarks

% Adobe Creative Cloud  Creative Cloud for named accounts Adobe Install

P Blueleans (x64) (Alluser)  Blueleans (x64) (All se) 2214110)  Blue Jeans Install

P BoxSync(4080040)  Box Sync (408004.0) Box Inc Install

P CTS-Blueleans-Outlook-# Install

P CTs-PANOPTO 1ul 07,2020 0827AM  Install - Success —Select-— ¥ The operation completed successfully.

P CT5-Zoom-Desktop 1ul 032020 0836AM  Install ~-Select-- | The operation completed successfully.

P Dropbox (102.4.431) Dropbox (1024.431) Dropbox Install

 Zoom Outlook Plugin (5.1 Zoom Outlook Plugin (5.1.27830.0612)  Zoom 101 09,2020 0836AM  Install - Success ~Select-- ¥ The operation completed successfully.
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Generative Al -- Best Practices and Resources

Last Modified on 12/15/2023 2:52 pm EST

This article shares what Wharton Computing has learned about key concepts and emerging best practices in the
rapidly evolving field of Al. It provides resources and suggests some useful paradigms that may help you think
about the use of Al in our academic setting.

Faculty
Please see Al Best Practices -- Teaching and Research (for faculty and staff -- login required) to explore additional
resources that support teaching and research activities.

Not sure how to log in? See Logging into the Wharton Computing Knowledge Base.

Check Back Regularly for Updates
This article will be regularly updated because the knowledge about generative Al is quickly evolving.

Key Concepts Everyone Should Know

Protect Information (yours and others')

e Be cautious of sharing confidential information with publicly available models, such as ChatGPT, Bard,
Midjourney, and others.
e When in doubt, please collaborate with Wharton Computing and the Wharton Information Security Office.

Submission of University Confidential Data requires use of a Penn/Wharton-approved enterprise
generative Al tool. Use of University Confidential Data in any other generative Al tool, whether a free or
for-fee service, is prohibited.

See the Security and Privacy Requirements section below for examples of confidential data.

If you are considering any generative Al services in your research for official use within Wharton (e.g.
interconnections between Wharton Systems or Applications, or use of University Confidential Information), please
collaborate with Wharton Computing, the Research and Analytics team, and the Wharton Information Security
Office. These groups will partner with you to evaluate your project, provide the appropriate security risk
evaluations, and help answer many of the IT support questions you may have.

General Information

These general guidelines apply to everyone who uses Al in a Higher Education setting:

e Stay Up to Date: Continue to check news and recent legal opinions, especially regarding copyright
enforcement and the security of individual products, and be prepared to adjust accordingly. For suggestions
on staying up to date, see Additional Resources below.
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e Confirm Image Sources: If you're using an image generator, research the dataset that the model was trained
on. If there is information available from the company about their use of images, check whether they used
open-source content. There may be a risk of copyright infringement if non-open-source content is used. If
you do decide to use content generated by one of these tools, include a credit to the source (e.g. Image
generated by ).

e Consider Authorship: Since legislation trails technology, be aware that any content created by Al tools may
not be legally protected or your work may be called into question. Authors who use Al tools are expected to
disclose usage, preferably by identifying the one that was used. For example, “Foreground model created by
Midjourney and sketched by the author.”

If seeking to copyright, remember the goal is to show how the tool was used to support the author’s
traditional tasks of authorship. For more information on copyright issues, see the US Copyright Office's
guidance.

e Know what the Al is doing with your data:Be sure to understand what the Al tool is doing with any data you
provide while using it. Many tools offer a selection of Service Level Agreements (SLAs) and Data Use
Agreements (DUA). We recommend, when possible, opting out of tracking history and training usage.

Settings

Chat GPT's Opt Out option -- deselect "Chat history & training"

Security and Privacy Requirements

Submission of University Confidential Data requires the use of a Penn/Wharton-approved enterprise generative
Al tool. Use of University Confidential Data in any other generative Al tool, whether a free or for-fee service, is
prohibited.

Please contact the Wharton Information Security Office and Wharton Computing for questions or support

Please read this section carefully.

o Examples of University Confidential Data Include (but are not limited to):
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Private Personal Financial / University Polic
R . 4 Y IP /Authorship/Research
Information Information
o Personal Identifiable o Payment Card o Unpublished research

Information (PII) Industry (PCI) data (at data owner’s
discretion), subject to
any IRB restrictions

o Personal Health o Financial Information o PENN-owned
Information (e/PHI) Intellectual Property
(including code)

o Biometric Data o Non-public Penn o Federal government
policies and research
documentation (e.g.
system designs,
budgets, plans, etc.)

o Student, Faculty, and o System Credentials
Staff Information or
Records, including
directory information.

o Any data covered by o Data prohibited from
the University's sharing under terms of
FERPA policy University-signed

contract.

(For a complete description of how the University treats confidential data, see University Data Classification.)

e Using a Generative Al to interconnect to any University-managed system or applications—including the
use of an API— requires the use of approved Penn/Wharton enterprise generative Al tools; it also requires
review by the Wharton Information Security Office and Wharton Computing. Interconnection is the direct
integration or connection between the Al tool and a system managed by the University.

Managed system examples include (but are not limited to):
o Endpoints (Wharton Computing-managed computers, printers and other devices).

o Servers

o

Applications (on-premise and cloud-based)

[e]

Data Sources

[e]

loT Devices
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Remember: Any information uploaded by faculty or staff may be both unrestricted and available to the Al tool
(such as ChatGPT) and the Al tool's end users.

e Terms of Use. Review the Terms of Use and Privacy Policy of the application or service periodically. These
documents may change frequently, as the technology, services, and other elements of Al evolve.

e Penn Email Considerations. A Penn/Wharton e-mail address for registration and use of Al tools is not
prohibited. However, if a Penn/Wharton e-mail is selected, please ensure that the password is unique and
different from any other Penn/Wharton applications, solutions or systems currently used. Additionally, e-
mail may often be used to identify an individual, the type of information submitted, and other possibly private
information.

If you are using a Penn/Wharton email to register an Al account, we recommend using a team account rather
than a personal account. This will preserve business continuity while accommodating situations such as
vacations or departures from the University.

For detailed information on the University's definitions of data sensitivity, see University of Pennsylvania
Data Classification Standard

We encourage you to collaborate with Wharton Computing and the Wharton Information Security Office if you are
considering any generative Al services for official use within Wharton (e.g. interconnections with Wharton
Systems, Applications, or use of University Confidential Information). These groups will partner with you to
provide the appropriate security risk evaluations, and help answer many of the IT support questions you may have.

Authorship

There is an ongoing debate regarding authorship and the differences between original work and machine-
generated work. In addition, there are questions being raised about how machine-generated work should be used.
The US Copyright Office provides helpful guidance regarding the distinction of authorship and ability to copyright
works when generative Al tools are used. A few key points include:

e Machines cannot be authors
e Allworks developed by generative Al tools are not copyrightable.
e Authors may use generative Al tools to create original works, but certain conditions must be met:

o generally, humans have to employ the “traditional methods of authorship” during creation of a work,
which means making choices that are dependent upon the medium.

o “How” the work is created is more important in determining originality than determining “what” created
the work. This distinction can be difficult and we encourage you to seek consultation on this issue.

e Authors who use Al tools are expected to disclose that they have used an Al tool, preferably including which
tool was used.
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Faculty

While the information on this page is valuable for everyone, faculty may also want to review topics specific to
teaching and research. We explore these in our faculty-focused article, Al Best Practices -- Teaching and Research
(for Faculty). Please be sure you have logged in above (top right of screen) before launching this webpage. If you are
not sure how to log in, see Logging into the Wharton Computing Knowledge Base.)

Staff

Depending on your role at the University, Wharton staff are likely to have widely varying needs for engaging with
Al. To protect the University, staff should contact Wharton Computing and the Wharton Information Security
Office prior to using any Al tool. Reasons for this level of concern include:

Students

The General Information section above provides guidance around many questions regarding the use of Al in the
course of your Wharton experience. Additional points to keep in mind include:

Additional Resources

e PennISC's Al Guidance
e Penn's Almanac: Guidance on Using Generative Al
e University’s Policy on the Confidentiality of Student Records.
e Sources for Up-to-date information on generative Al in Education:
o Copyright topics: the nonprofit Copyright Clearance Center’s Velocity of Content is well-recognized
(and not dominated by any one publisher or rightsholder.)
e University of Pennsylvania Data Classification Standard
e Chicago Manual of Style Online recommends various formal and informal approaches for citing Al
contributions.

Questions?

Please contact your Wharton Computing representative with any questions regarding technology and the use of Al.
For best results, please include answers to as many of these questions as possible when requesting help or guidance
around Al:

e Do you need help with a new or existing project?

o Which generative Al tool(s) are you using?

e Who will be using the tool?

e What type(s) of data will be submitted and used?

e Who will be consuming the output?

e Will you need services such as prompt engineering, fine tuning, etc.?
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Asynchronous Teaching Using Canvas and Panopto

Last Modified on 05/24/2024 12:01 pm EDT

Asynchronous teaching leverages pre-recorded lectures published in a place where students enrolled in the course
can easily access them to flip the classroom. Panopto, Wharton's recording tool, allows instructors to seamlessly
capture, edit, and upload video to Canvas.

Before You Start
You will need the following before you can complete this task:

e Admin access to your device (to install the app) or Panopto Recorder App
e A published Canvas site
e Classroom Recording tab (in Canvas) visible to students

Before You Record

Recording a lecture is a very different experience from delivering a lecture in the classroom. Even if you've given
the same lecture dozens of times before, it behooves you to do some planning before you hit Record.

Suggestions and Recommendations

e Keep recordings 6-15 minutes in length to keep students engaged and allow for adequate breaks.
e Script ahead of time, or at least create an outline to best organize your thoughts.
e Consider different means of collaboration and participation, such as discussion posts.
e [nitiate a test recording to become comfortable with the application's features. Place the test recording in
your personal folder so students don't have access to it.
e Plan how you will handle any mistakes you make during the recording. You can:
o Acknowledge the mistake and move on, as you would in class
o Edit out the error prior to making it available to students
o Discard the recording and start all over again

Download the Panopto Recorder

1. Verify that the Panopto Recorder isn't already installed on your machine by checking your applications
folder/Start Menu or using your operating system's search function.

Ifitisn't installed on your machine, download the app by clicking onthis link, and then click on the blue Create
button.
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= Penn panopts
@ Panopto
Wrrversimy @f PENKSTLVANIA

Videos created by y«

You can create videc
A Home Learn More
n My Folder

.=’ Subscriptions

Panopto should recognize your Operating System.

W WTLLIY JLAILEW Y PUYYEI IS AL B LIS T OIVIGE I A e ey

— P Im Powered by
- @ Panopto
UsIvERSITY af PERNSTLVANLL

Panopto for Windows |
Record in application

¥

Panopto Capture
Record in browser

© U

Upload media
Create new sessions by uploading video or audio

Webcast

Prepare a webcast and share a link to it

2z

Scheduled recording
Schedule once or create recurring recordings

©

Build a session

ol Combine your slides, video, and audio
—  Playlist
% Create a new video playlist
New Folder
[

Create a new folder to organize your videos

If the system is yours, click on your Operating System and then choose Download Panopto.
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¥ Record a new session

Open Panopto

If you have Panopto installed, you can open it fre
installed the latest version of Panopto below.

Open Panopto

Download Panopto

Record PowerPoint, video, and audio presentati
and cowoarkers.

Download Panopto

For Windows 10 and up 64-bit

Click here for other download options

1. Ifitisn'tinstalled on your machine, download the app usingthis link.
1. Click on the Download Panopto link to the far right
| = @Penn | Bouered i soarch siides, notes, captions and more Q

2. Panopto should recognize your Operating System. If the system is yours, click Download Panopto.
If your operating system is not listed below the Download Panopto button, chooseClick here for other
download options and select your operating system from the options listed.

¥ Download & Record

Panopto for Windows

Record PowerPaoint, video, and audio presentations. |
and cowaorkers.

Download Panopto

For Windows 10/8.1 64-bit

Click here for other download options

If your operating system is not listed below the Download Panopto button, choose Click here for other
download options and select your operating system from the options listed.
3. Click the Download Panopto button, and save the install file.
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Opening panoptorecorder.exe X

You have chosen to cpen:

[55] panoptorecorder.exe

which is: exe File (20.5 ME)
from: https://d2y36twrtb17ty.cloudfront.net

Would you like to save this file?

4. Run the executable install file from your browser download folder.

Starting a Recording

1. Loginto the Canvas site where you'd like this video to live.
2. Click Class Recordings on the Courses menu:

Class Recordings X -+
s://canvas.upenn.edu/courses/1502293
@ =— PP-CRIO1-2020A > Remote Instruction - Spring 2020 Search Q
Wharton
2020A (Spring 2020) Search in folder "Pandemic Planning: .. Q Powered by
Panopto
Account Home
Remote Instruction - Spring 2020 v ih 4l
Announcements = $ < * &
Modules Sortby: Name Duration Date v Rating
Syllabus Bm Asynchronous Recording... [ Group Presentations Add folder

Assignments

Wednesday, March 18, 2020 at 2:48:21 PM-TEST

Calendar Files 5 hours ago
d  Test directly to Canvas and for captioning

B 9 5
@ Discussions
Inbox .

o Quizzes

@ Grades
Help

Class Recordings

People
3. Click the blue Create button in the upper right corner.
4. Click Record a new session:

Q Create ~ Pov;fjered by
anopto

' Record a new session

on - Spring 202 Record from your Mac or Windows PC Z
Upload media

9 Create new sessions by uploading video or audio

resentations

Schedule once or create recurring recordings

Scheduled recording
G,

sday, Marc
9

toCanvasandfo ==  Playlist

» Create a new video playlist

. New Folder
In Pandemic Planning: Remote Instruction -...

The Panopto application will launch. Follow the instructions below for your operating system to record and upload
avideo.
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Mac Instructions

Windows Instructions

Recording Best Practices

e Use areliable headset with a microphone. It will improve the audio capture, which is a critical component of
recording capture.

e Close any applications you don’t want to share with your class.

e Verify your background conditions using your camera:

o Avoid bright background lights
o Check that the image isn't too dark to see you.
o Remove distracting items from the background.

e Open all applications you want captured before you begin the recording to avoid having to pause the
recording to find them.

e Name recordings uniquely and be as consistent with the naming convention as possible. Consider:Course -
Section - Class or Week # - Lesson Title - Video #. The video number should reflect which video it is in the
lesson series.

o Example: MKTG 101 - Section 001 - Virtual Class 1 - Developing Your Marketing Strategy - Video 1

Managing Your Recordings

Recording Availability

After arecording has been uploaded to Canvas, you'll be able to adjust the beginning and end dates of its visibility
to students.

1. Hover over the newly uploaded recording.
2. Click the Settings button.

MKTG XXX - Class # 12 - Marketing Your Brand - Video 1

MKTG XXX 3/11/2020 -
e B = Share || # Edit || il Stats | W Delete

3. Onthe Overview tab, scroll to the Availability section at the bottom.
4. Adjust the availability start date by selecting the radio button of the option with the customizable date field
and update the date and time fields accordingly.

Session becomes available

O with its folder (immediately)
O] Startl'r‘lg 03/18/2020 9:00am Eastern Time (US & Canada)

5. Adjust the availability end date by selecting the radio button of the option with the customizable date field
and update the date.

Session remains available

O forever
O _with its folder (forever)
® until 06/01/2020 9:00am Eastern Time (US & Canada)
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Copying a Recording

1. Click Manage > Copy
2. While the copy is processing, go to its Overview and edit the Folder name, choosing or typing the name of the
desired target Canvas course site.
3. Click Save, which moves the newly created copy to that other course's Class Recordings.
1. You may need to first click Class Recordings again in that target Canvas course to see the moved video.
2. For semester-long viewing dates, choose With its folder for start and end.

Questions?

e For assistance with downloading the app, contact youracademic support representative
e Request help with using the Panopto Recorder app by emailing class-tech@wharton.upenn.edu
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Upload Video Conference Recordings to Canvas

Last Modified on 12/08/2023 11:41 am EST

Some instructors may want to upload the recordings of their Zoom meetings separately from the automatic posting

of scheduled class meetings in Canvas. You'll need to first download the recording from the Zoom interface and
then upload that file to Class Recordings using Panopto.

The instructions in the Uploading the Recording to Panopto section can be used to upload any video, not just
recorded Zoom meetings, to the Class Recordings page ("tab") of a Canvas site. In case your course recording
policy is "no access" or "student request access," contact Classroom Support for help with making a specific
recording available to all students.

Accessing the Recording in Zoom

Zoom meetings scheduled via Canvas and recorded are automatically uploaded to the Class Recordings tab
(Panopto) in Canvas. These recordings are not stored on Zoom and are only accessible via the Class
Recordings tab.

You may expect that a Zoom recording would consist of one file, however, a Zoom recording will often have many
files for you to pick from:

e There are several Recording layout files (Shared screen with speaker view is probably the best choice for
uploading to Canvas).

e Audioonly.

e Audio transcript.

The instructions below will show you have to download all the available recordings for a meeting at once, or pick
and choose. Click Read More to see the instructions:

Uploading the Recording to Panopto

Zoom class meetings scheduled via Canvas and recorded are automatically uploaded to the Class Recordings
tab (Panopto) in Canvas.

Now that you've downloaded your recorded meeting, you can upload it to Class Recordings using Panopto by
following these steps:

Questions?

e For more assistance, contact your Academic Support Representative
e Request help with using the Panopto Recorder app or student recording permissions by emailingclass-
tech@wharton.upenn.edu
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Editing Videos in Panopto

Last Modified on 05/04/2023 10:08 am EDT

Whether you've recorded the videos with the Panopto Recorder app or using another recording source such as
Zoom, you can edit the content once it is uploaded to Panopto. If you have content that needs to be uploaded,
review the Upload Virtual Meeting Recordings to Canvas article first.

Before You Start
You will need the following before you can complete this task:

e A Canvas site for your course
e Avideo that has been recorded in or uploaded to Panopto

Trimming the Ends of a Video

Once you've either recorded your content directly or uploaded it to Panopto, you'll follow these steps to trim out
the unwanted content (called "heads" or "tails") at either end of it.

You will need to make all necessary end-trim edits prior to clicking the "Apply" button in the Panopto editor.
After you've clicked the Apply button all changes will be submitted and the video will begin re-processing.
Depending on the video length, the re-processing could take several hours.

1. Launch your Canvas course, if you haven't already.

2. Click the Class Recordings tab in the navigation menu.
3. Locate and hover over the video you want to edit.

4. Click on the Edit button that displays to the right.

= @Whﬂrton ’ Search in folder "Pandemic Planning: R... Q

Usaveasity of PENNSYLVANIA i

fx Home I Pandemic Planning: Remote Instruction - Spring 2020

B3 My Folder C Refresh  mm m= ==  Filterbydate | Delete Copy | Move Share [ Show scheduled recordings
<: Shared with Me D Sort by: Name Duration Date w Rating

Il—: Everything I Asynchronous Recording ... I8 Group Presentations Add folder

@) In Progress 2 ;
Ch1_Audio_Video_2020-03-12T16_03

£ Settings || <5 Share W Delete

Publishing

3 EBrowse

5. The Panopto editor will launch in a separate tab and the timeline of your video will appear at the bottom of
the screen. This is where you will perform your edits. Check the Preview cuts during playback box, if it's not

already checked.
Heads Editing
Follow the below steps to remove unwanted content from thebeginning of your video.
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Tails Editing

Follow the steps below to remove unwanted content from theend of your video.

Video Permissions

Click Read More to learn how to make the video available to students.

Questions?

Email: class-tech@wharton.upenn.edu
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Zoom recording autodelete to be enabled on
1/20/21

Last Modified on 08/15/2022 4:35 pm EDT

Beginning Wednesday, January 20, 2021, recordings stored in Penn Zoom that are older than 120 days will be
deleted from Zoom'’s cloud storage.

Starting on Wednesday, January 20, 2021 Penn Zoom will auto delete cloud recordings older than 120 days. This
change impacts all recordings made on Penn Zoom.

Any recordings from before September 20, 2020 will be deleted from Penn Zoom on January 20, 2021. Going
forward, all recordings that are 121 days old will be deleted.

Existing recordings in Panopto will NOT be affected by this change. PennZoom classroom recordings initiated
from within Canvas will continue to automatically be moved into Panopto for long-term storage.

Restoring Deleted Recordings

Deleted recordings are held in your Penn Zoom trash bin for 30 days. They can be recovered from the trash bin:

REQUEST A DEMO 1.568. 7978854 RESOURCES - SUPPORT

zool | l SOLUTIONS ~  PLANS & PRICING SCHEDULE AMEETING  JOIN A MEETING HOST A MEETING ~ &

Cloud Recordings Local Recordings Settings

Meetings From : = To 01/14/2021 == | AllStatus %

= Q

Search by 1D A m Export

Settings Delete Selected Delete All Trash (1)

Topic (5] Start Time File Size
ADMIN
You do not have any recordings on or before 01/14/2021.
Dashboard

»  User Management

» MAccount Management

Restoring a recording from the trash.

These instructions walk through the process: https://support.zoom.us/hc/en-us/articles/216378863-Recover-a-
Deleted-Cloud-Recording.
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After 30 days in the trash bin the video is permanently deleted and cannot be restored. See the next section for
strategies around downloading and long-term storage for Zoom videos.

Downloading and storing recordings

You can download your Penn Zoom recordings for storage elsewhere, but keep in mind Zoom does not allow
deleted or downloaded recordings to be re-uploaded to Zoom.

Information about how to download recordings is available at: https://www.isc.upenn.edu/how-to/pennzoom-
cloud-recording-management

Some suggestions for alternative storage of recordings are:

e Classroom recordings initiated directly from Zoom can be manually imported into Panopto for long-term
storage.
o Instructions for importing previously scheduled Zoom meetings into Panopto can be found here:
https://infocanvas.upenn.edu/guides/zoom/zoom-for-faculty-staff-tas/
e Dropbox/Box can be used if you are keeping the video for your own use, or just sharing it on a one-by-one
basis.

For more information on Penn Zoom's autodelete policy, including instructions on downloading your recordings,
and information about recording files, please visit https://www.isc.upenn.edu/how-to/pennzoom-cloud-recording-
management.
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Zoom Recordings

Last Modified on 06/09/2023 4:11 pm EDT

Zoom allows you to record meetings in two ways:

e Cloud recordings are stored in your Zoom account and are available for streaming from a browser or
download to a computer.

e Local recordings are saved on your computer and are only available locally unless you upload them elsewhere
after the fact.
Wharton Computing recommends cloud recordings in most cases. It is important to note that Penn Zoom auto

deletes cloud recordings older than 120 days. This impacts all recordings made on Penn Zoom, including work
meetings and Zoom class recordings.

PennZoom classroom recordings initiated from within Canvas will continue to be moved into Panopto for
long-term storage automatically as recordings in Panopto are NOT be impacted by this auto delete policy.

Restoring Deleted Recordings

Deleted recordings are held in your Penn Zoom trash bin for 30 days. They can be recovered from the trash bin:

RECUIEST A DEMO 1.568. 7978854 RESOURCES - SUPPORT

z OOI | l SOLUTIONS ~  PLANS & PRICING SCHEDULE AMEETING  JOIN A MEETING HOST A MEETING ~ &

FERSCHE: Cloud Recordings Local Recordings Settings
Profile
Meetings From : = To 01/14/2021 == | AllStatus %
‘Webinars

Search by ID = Q m Export
Settings Delete Selected Delete All Trash (1)
Topic D Start Time File Size
ADMIN
You do not have any recordings on or before 01/14/2021.

Dashboard

»  User Management

» MAccount Management

Restoring a recording from the trash.

These instructions walk through the process: https://support.zoom.us/hc/en-us/articles/216378863-Recover-a-
Deleted-Cloud-Recording.

After 30 days in the trash bin, the video is permanently deleted and cannot be restored. See the next section for
strategies around downloading and long-term storage for Zoom videos.
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Downloading and storing recordings

You can download your Penn Zoom recordings for storage elsewhere, but keep in mind Zoom does not allow
deleted or downloaded recordings to be re-uploaded to Zoom.

Information about how to download recordings is available at: https://www.isc.upenn.edu/how-to/pennzoom-

cloud-recording-management
Some suggestions for alternative storage of recordings are:

e Classroom recordings initiated directly from Zoom can be manually imported into Panopto for long-term

storage.
o Instructions for importing previously scheduled Zoom meetings into Panopto can be found here:

https://infocanvas.upenn.edu/guides/zoom/zoom-for-faculty-staff-tas/
e Dropbox/Box can be used if you are keeping the video for your own use or just sharing it on a one-by-one

basis.

For more information on Penn Zoom'’s autodelete policy, including instructions on downloading your recordings
and information about recording files, please visit https://www.isc.upenn.edu/how-to/pennzoom-cloud-recording-

management.
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Captioning Service

Last Modified on 11/17/2023 1:26 pm EST

Professional captioning and transcription services for files with an audio component via 3Play are available to
Wharton organizations (with a budget code) and Wharton student groups.

To take advantage of this service:

e Wharton Faculty, Students, and Staff - Submit requests via our Caption Request Form.

e Wharton Faculty - Please contact your Academic Computing Support representative if you need additional
assistance with caption requests (acs-support@wharton.upenn.edu). Captioning for course materials is at no
cost to the academic department.

Before You Start
You will need the following before you can complete this task:

e Anuploadable file with audio or a shareable link to a file with audio.
e Abudget code (for non-student group requests).

Our captioning service charges a time-based fee for each captioned file with a higher per-minute charge based on
the desired turnaround time. Standard turnaround time is 4 business days. Faster turnaround time may be available
depending on the captioning vendor's capacity.

Price per minute Turnaround Time
$1.85/ minute 4 business day turnaround
$2.70 / minute 2 business day turnaround

Captioning time is estimated at 2x the time of the spoken words in the recording. Prices fluctuate based on the
amount of captioning requested; the more we order as a university, the lower the prices get throughout the fiscal
year.

The per-minute price is based on the time it takes to caption the file, estimated at 2x the time of the spoken
words in the recording and not the length of the source audio.

To take advantage of this service:

e Wharton Faculty, Students and Staff - Submit requests via our Caption Request Form.
¢ Wharton Faculty - Please contact your Academic Computing Support representative if you need additional
assistance with caption requests (acs-support@wharton.upenn.edu).
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Activating Your Zoom Account

Last Modified on 08/17/2023 10:22 am EDT

Penn offers Zoom as our video conferencing solution for all students, faculty, and staff.

In order to activate your account, you must log in at least once with your PennKey.

Activate your Zoom Account

To activate your Zoom account:

1. Visit https://upenn.zoom.us.
2. Click Signiin.
3. Enter your PennKey username and password.

Your Zoom account is now active.

After you've activated your Zoom account you canlog into a variety of Zoom apps.

Zoom User ID

You'll use your PennKey and password to activate your Zoom account. Once you've activated your Zoom account
your user ID and Zoom email are @upenn.edu.

Questions?

If you encounter an error during this process, please contact your Wharton Computing representative.
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Video Conferences

Last Modified on 01/25/2021 3:13 pm EST

This article covers using video conferences for individual meetings and small group collaborations. To learn

about using video conferences for teaching or learning within Canvas, see Video Conferences for Instruction.

Penn offers both Zoom and Microsoft Teams for video conferencing, but most classes will take place on Zoom.
Teams is not covered in this article.

Before You Start
You will need the following before you can complete this task:

e An active PennKey account
e Faculty and Staff: admin access to your devices (to install the app)
o Zoom is generally pre-installed on Wharton-provided laptops or desktops (but not on
smartphones).

Zoom

Zoom is a cloud-based cross platform video conferencing service. Zoom makes it easy to collaborate with your

colleagues, and can be started and joined via a PC, Mac, smartphone, or regular landline (audio only). Each meeting

can accommodate up to 300 participants and supports recording of the meeting and screen/media sharing. All
Wharton students, faculty, and staff have access to Zoom.

Install the Zoom App

The native Zoom app isn't required to use Zoom, but we highly recommend it for the best Zoom experience. Read

Logging into Wharton Zoom for instructions detailing installing and logging into the Windows, Mac, and mobile
versions of the app.

If you are working on a Wharton-provided laptop or desktop, Zoom should already be pre-installed.

Accessing Zoom Meetings

Is your Zoom meeting for a Wharton class? Log into Canvas first, launch your class, and then choose Zoom
from the left navigation pane. (Most Zoom meetings for classes are created through Canvas.)

Although we recommend accessing any video conferences created in Canvas by logging in via Canvas, it's also
possible to see all your meetings by logging directly into the meeting software (https://upenn.zoom.us).

Scheduling a Meeting

Scheduling for a class that's using Canvas? See Video Conferences for Instruction.
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Not scheduling a meeting for a class that's using Canvas?Follow these directions:

Advanced Features

Advanced features are useful in customizing your meetings. You can customize them on a per meeting basis, or for
all the meetings that you schedule.

e Scheduled meeting sessions: for meetings that you are scheduling, any changes you make will only affect that
meeting.

e Personal settings: if you make changes in your personal settings, that will affect all meetings that you
schedule.

For security, moderators have the ability to lock out users from joining their meeting (indicated with a lock icon at

the top left corner of their screen).

D o

This meeting is unlocked. Click to lock.

Feature Recommendations

Zoom has a large number of feature settings. Here are suggestions for a variety of settings.

Questions?

For additional help and support:

e SeetheZoom FAQ
e Check out the Zoom Knowledge Base
e Contact Zoom support directly
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Roles in a Video Conference

Last Modified on 11/03/2023 3:26 pm EDT

Each user connected to a video conference is assigned a role that determines their level of control over the

meeti

ng.

For more information, see Zoom's documentation.

Zoom offers several roles:

e Participants - Most meeting attendees (including students) will be participants. This is a person who was

invited to the meeting, can see other meeting participants, share content (if allowed by the moderator), and

see call details. Most students in a class will be participants.

e Host - This is the person who scheduled the meeting and has full access to meeting controls. Each Zoom

meeting can have only one host, which is typically a faculty member (in the case of remote instruction).
e Co-hosts - A person in the co-host role has some (but not all) access to meeting controls and can help manage
participants. Co-hosts cannot start a meeting

Note: See specific Host and Co-host controls here.

Alternative Hosts - Have the same control access as co-hosts with the additional ability to start the meeting.
For Zoom meetings scheduled via Canvas the course's listed TA is automatically added as an Alternative Host.

To reclaim host controls from your alternative host during a meeting...

1. Goto Participants

2. Click the "three dots" button at the bottom of the panel
3. Click Reclaim host

fﬁ (Me) 4 o™

m (Host) & v

¢@ @ 0 0©0 © ©
Raise Hand yes no go slower  go faster more
Invite Mute Me
NE: NS Reclaim host
Merge to Meeting Window
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Video Conference Features

Last Modified on 06/13/2023 12:46 pm EDT

Video conferences come equipped with features that can be used during lectures to assist with content delivery.
These built-ins are available when creating and joining a meeting through Canvas. Some of the same tools may also
be available when joining a meeting using an app or web browser, but not all will be.

Before You Start
You will need the following before you can complete this task:

e A published Canvas site
e Avideo conference created within Canvas
e The latest version of the video conference program

Accessing the Features

Zoom

You can access all of Zoom's functionality when in a meeting via the meeting toolbar:

~ a3~ . @ ©

Stop Video Participants Record Reactions

Key Features

Breakout Rooms

All users need to have the latest versions of the Zoom app for best results with Breakout Rooms.

See our Video Conference Breakout Rooms article for more information.

Whiteboard

The Whiteboard feature can come in handy when participants need to view what you are writing in real time. It can
take the place of writing on a whiteboard or using a document camera in the classroom. Learn how to share a
Whiteboard on Zoom.

Annotation

Learn how to use annotation tools on a shared screen or whiteboard in Zoom.

Polling
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Zoom does have an integrated polling function. Keep in mind that a single Zoom meeting can have a maximum of
50 polls with 10 questions each.

Upload & Share Video

Learn how to optimize a shared video in Zoom.

Questions?

Email: courseware@wharton.upenn.edu
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Planning a Virtual Event

Last Modified on 07/28/2022 1:14 pm EDT

Virtual Events are a way to conduct larger gatherings with more control than a standard virtual meeting can
provide. Events can be added to your account by a Wharton Computing administrator.

We recommend limiting your events to 1,000 participants. Events larger than this may incur charges. Contact
Wharton Computing for a consultation.

When to Use Virtual Events

Use Events for: Use a Meeting for:

Events larger than 200 participants, including Informal events or team meetings.
presenters and moderators.

Controlling and tracking attendance. Broadcasting to a large audience, via social media
streaming, without the need for closely monitored
interactions.

Structured interaction between presenters and Options for informal interactions, realtime chats and
attendees. breakout sessions.

Events Features

Some of the features that are often used at Wharton include:

e Public or Private meeting invites and links
e Eventregistration

e Video/Audio interaction

e Chat

e Raise hand

e Polling

e Q&A

e Recording

e Chat transcripts and attendance reports

Roles

In the Virtual Events world there are four roles:

Meeting Organizer

Moderator
e Presenter
Attendee

Meeting Organizer

This is the event planner. They're responsible for:
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Scheduling the Events meeting

Inviting all participants

Coordinating the event

Creating the agenda and production timeline

Overall communication for the actual event

Moderator

This role controls the broadcast, or event, from behind the scenes. There can be more than one moderator per
event. Traditionally a moderator introduces the guests or asks them thoughtfully prepared questions. While you
can (and probably should) still have a moderator of that type at your event, multiple people can be assigned the
Moderator role. This means you can have a moderator who is focused on behind-the-scenes issues in addition to
someone acting as a more traditional moderator.

Moderators can:

Help control content

Manage the flow of the event
Troubleshoot technical problems
Mute/unmute presenters

Think of your virtual Event as a carefully planned production and the moderators are the people behind the curtain.

Presenter

This is the person, or people, the audience is here to see. By design, the presenter role has a smaller subset of the
moderator controls when they join the event.

Presenters can:

e Mute/unmute their audio and video
e Share their content and videos

Chat with all participants or just the moderators
e Review and answer question posted in the Q&A
View poll results

They will rely on the moderators for more complex tasks so they can be focused on content delivery.

Attendees

These are the people invited to attend an event. Unlike a regular meeting, attendees will not have the ability to
share their audio, video, or any content unless they are invited to do so by a moderator.

Best Practices for Meeting Organizers

Below are some best practices for managing the technical aspect of your Virtual Event.

e Plan properly - Work through each section of this article, no matter the size of your event.

e Invite at least 2 moderators - There are too many details for one person to manage effectively. At least one
of the moderators should be fairly tech savvy and familiar with Virtual Events. Training can be provided upon
request.
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e Conduct atest event - Hold a dry run with all presenters and moderators at least two days prior to the
scheduled event. This will help work out all the kinks and get everyone familiar with the platform.
e Create a production timeline - A production timeline is your agenda with technical cues written in where
appropriate; it is very specific and detailed. The technical cues include, but aren't limited to:
o When to mute/unmute a presenter
Q&A Sessions
o When toinitiate a poll, along with the name of the poll

o

o Using/recognizing verbal cues for significant transitions
o Recording the name of the moderator assigned to a planned task
e Upload videos in advance - Anyone sharing videos will need to upload them to the meeting rather than
embed them into a presentation. Upload times vary depending on video length. We recommend uploading

videos at least 30 minutes before your TEST event. Do not wait until the day of your event to upload videos.

e Join using the Events app - All Moderators and Presenters must join with the events app. This app is not the
standard meetings app; be sure to recommend presenters and moderators download it ahead of time.

e Schedule your presenter arrivals - All presenters should not arrive at the same time. Instead schedule their
arrivals in staggered 15 minute intervals before the event and have a moderator ready to help them check
their audio, video, content sharing, and any video content they may present.

Before Scheduling the Event

After you've reviewed the best practices, it's time to start the planning process. Planning for a virtual event is
similar to an on-site event in many ways, therefore, much of the event planning found in the MarComm Event
Toolkit is relevant.

Click Read More for a list of questions you and the event planning team should think about and answer before you
schedule an Event.

Before the Dry Run

Preparation is the key to running a smooth event, and we recommend you stage a dry run before your event. Click
Read More for a list of tasks to complete prior conducting this dry run.

Before the Event

Complete these additional tasks before your event;

e Approve all pending registrations.

e Distribute afinal copy of the production timeline to involved parties.

e Verify all presenters and moderators have the latest version of their content ready.

e Verify all video content that will be shared has been uploaded to the event.

e Recommend attendees log in 48 hours before the scheduled event time to make sure they can access the
event.

Additional Assistance

e Review our informational articles:

o Zoom: Using Zoom Webinars

o BlueJeans: Scheduling an Event with BlueJeans Events and Using BlueJeans Events
e Visit the Vendor website for more articles and videos.
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o Zoom
o BlueJeans
e Contact your Wharton Computing Representative to request access to Events.

Request a consultation, training or ask additional questions by emailing class-tech@wharton.upenn.edu.
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Logging into Zoom

Last Modified on 09/21/2023 5:31 pm EDT

Before You Start
You will need the following before you can complete this task:

e Penn Zoom account - In order to activate your account, you must log in at least once with your PennKey.

When logging into Penn Zoom, the three most important things to know are:

e Service URL = https://upenn.zoom.us
e Service Domain = upenn
e PennKey username and password.

Note: You may want to log into the same meeting with more than one device (e.g. to monitor chat in a separate

window); see Zoom's article for more information.

Note: If you get an error or do not have access to certain features, you may be logged in with your Personal
Zoom. Please make sure you are logged into Penn Zoom, in order to get proper access to platforms/features.
If a professor signs in as a guest, they won't be able to share a screen as host. Classes may not be recorded if a
professor is a logged in with their Personal Zoom.

Expand the directions for the device you're attempting to log in with below.

On the Web

With the Mac Native App

With the Windows Native App
With the iOS App (iPhone or iPad)

With the Android App (Android Phone or Tablet)

Additional Resources

These resources may be helpful:

e Working and Learning Remotely - Students
e Video Conferences for Instruction

Questions?

For more information, see the related articles on this page orcontact your Wharton IT representative.
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Zoom FAQ

Last Modified on 07/12/2024 2:05 pm EDT

Questions and troubleshooting tips that will help you use Zoom meetings at Wharton.

Some early adopters at Wharton created Wharton Zoom accounts, but now the accounts are managed by
Penn. If you still have a Wharton Zoom account you should migrate it to Penn's instance.

Accessing Zoom

Setting Up

¢ Internet Connection: We recommend at least 10 Mbps/download speed and 5 Mbps/upload speed.
Use fast.com to determine your internet speed.
e Browser/Client Requirements:
o Latest version of the Zoom Desktop Client or Mobile App.
o For web client, see minimum browser requirements
e Account needed?
o To participate in a meeting, NO account is needed.

o Toschedule or moderate a meeting: log in with your PennKey atupenn.zoom.us or launch the app.

e See Zoom's support site for directions on downloading and using the Zoom client.

If you have a non-Intel Mac (M1, M2), you will need to use the Apple Silicon version of Zoom which you can
download here.

Ways to Join

e Client v. Web: Check this link to compare the benefits of thedesktop client, app, and web client experience.
e Joining with multiple devices: You can only log in with one of each kind of device;see Zoom's article for more

information.

About Meetings

¢ Who Can Join a Meeting: Anyone who is invited or has the link can join a meeting.
e Transcriptions/Captioning: Live Automatic transcriptions are available through Penn's Zoom account.

Meeting Capacities

e Participant Limit: You can have up to 300 participants in one meeting.

e Maximum Meeting Length: 24 hours.

e Gallery View: 50 (including your video preview) if you meet thehardware requirements.

e Breakout Rooms: 100 breakout sessions can be created, either pre-assigned ahead of time or randomly
assigned in real time. More about the participant experience here.

o Large Meeting Capacity: Up to 1000 (requires Add On).
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e Webinars: Up to 3000 (requires Add On).

Using Zoom

Managing Meetings

e Scheduling Meetings (Faculty): Please visit Video Conferences for Instruction to learn how to schedule a
Class Meeting through Canvas.

e Scheduling Meetings (All Users): Please visit Video Conferences to learn how to schedule meetings

¢ Breakout Sessions: Please see Video Conference Features for more information.

e Security: Users can restrict a meeting to anyone authenticated to a upenn.edu email address by visiting
upenn.zoom.us, going to Settings > Meeting > Security and turning on "Only authenticated users can join
meetings."

Only authenticated users can join meetings Modified Reset

The participants need to authenticate prior to
joining the meetings, hosts can choose one of
the authentication methods when scheduling
a meeting.

Meeting Authentication Options:

Penn users only Edit
(Default) Hide in the Selection

Sign in to Zoom Edit
Hide in the Selection

Note: If you choose this security setting, make sure to enable Waiting Rooms (Settings > Meeting >
Security) so participants who may not have a upenn.edu address can be manually admitted to the
meeting. Waiting room options can also be configured so only users not in your account will encounter
them.

Security

Waiting Room ©

When participants join a meeting, place them in a waiting room and require the
host to admit them individually. Enabling the waiting room automatically disables
the setting for allowing participants to join before host

Waiting Room Options

The options you select here apply to meetings hosted by users who turned 'Waiting
Room’ on

+ Users not in your account will go in the waiting room
+ Host and co-hosts only can admit participants from the waiting room

Edit Options Customize Waiting Room

Features

Attachments in chat: This setting is disabled in Penn Zoom.

Creating Zoom polls: Once you have created a meeting in Canvas, click on the meeting title, scroll down to
"Poll", and download the csv template. You can customize that template and upload it, right in that same
section.

Poll Everywhere: Meeting participants can only see embedded Poll Everywhere slides in powerpoint (when in

slide show mode) if the presenter shares their entire screen. See Penn's Canvas article on Poll Everywhere for
more information.

Note: Penn's subscription to the Poll Everywhere software is currently only available to faculty as a tool;
students who would like to set up polls should try an alternative solution such as Google Forms, which is
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available via students' Wharton Google account.

Screen share Zoom: Before a meeting in which you want to screen share your Zoom application, visit
upenn.zoom.us and go to Settings > In Meeting > Basic and allow "Show Zoom windows during screen share."

Raise Hand: Students can use the Raise Hand feature to indicate they have a question. An easy way to monitor
who has their hand raised is to keep an eye on the Participants list, where the hand will show up.

~ Participants (2)
B Do me ' o
8 =

Closed Captioning: You can set your account to enable closed captioning for your meetings. Once this has been
enabled, you and your attendees can turn on captioning on a per-meeting basis.

Zoom Reporting:

1. Loginto http://upenn.zoom.us.

2. Inthe left-hand column, under “Personal” (or "Admin," depending on the access) click on Reports.

3. Click on the report that is called either User or Active Hosts.

4. Locate the meeting you wish to download the attendance report for. Towards the right-hand side, click on the
number in the Participants column for that meeting.

5. Check Export with meeting data.

6. If you check “Show unique users,” the report will combine multiple sessions for the same person. Note, the

specific “join” and “leave” times will be replaced with the total number of minutes each person spent in the
meeting.
7. Click on Export.

Recordings

See also Zoom Recordings

Zoom Recordings Autodeleted after 121 days

Penn Zoom stores cloud recordings of meetings for 120 days after their creation. Cloud Recordings are
automatically deleted after 120 days (so their 121st day of existence). More information about Penn Zoom
recordings can be found here.

Zoom Records for meetings scheduled via Canvas

Zoom meetings scheduled via Canvas and recorded are automatically uploaded to the Class Recordings tab
(Panopto) in Canvas. Backup copies of Zoom recordings initiated through Canvas are removed from PennZoom
once the recordings have been moved to Canvas. Course instructors will still be able to access Zoom recordings in
Canvas, provided that they were scheduled using Canvas for the whole class.

Class Recordings: Recordings of Zoom meetings scheduled through Canvas and set to record in the meeting will
automatically be uploaded to the Class Recordings tab of the Canvas site they were scheduled in. The upload in
Class Recordings will include captions/audio transcript (if enabled in the meeting), Screen-shared content, chat,

[pdf("date-created")] 126


http://upenn.zoom.us/
https://support.zoom.us/hc/en-us/articles/8158738379917-Managing-automated-captions-t
http://upenn.zoom.us/
https://support.wharton.upenn.edu/help/zoom-recordings
https://support.wharton.upenn.edu/help/zoom-recording-autodelete

and both the gallery and speaker views. Included are breakout rooms, reactions/hand-raising, and polls.

Breakout Room recordings: Breakout Rooms can only be recorded manually by someone in the breakout room, no
matter how the Zoom meeting was scheduled (via Canvas or not).

See Zoom's instructions for general information for creating Zoom recordings. More information on
recordings at Wharton will be added to this document, so please check back.

Error Messages and Troubleshooting

Audio/Video Problems

For problems with audio or video quality, try these options

Screen Sharing

If "Optimize Screen Sharing for Video Clip" is greyed out, the Host must allow only one person to share ascreen at a
time, rather than multiple.

Black screen while Screen Sharing

If you're seeing a black screen when screen sharingenable "Use TCP connection for screen sharing" in the
Advanced Screen sharing settings of your desktop client.

Authentication and Account Errors

Contact our support team for further help.

No Meetings Listed in Canvas

If you're logged into Canvas and click on the Zoom tab but don't see any meetings listed there are two potential
reasons:

e Your professor didn't schedule any Zoom meetings as of yet.
e You're accessing Canvas via a link other thanhttps://canvas.upenn.edu.

To solve this first log into Canvas viahttps://canvas.upenn.edu. If the Zoom tab still doesn't have any meetings in it,
check with your professor.

Zoom Webinars

Livestream to YouTube: This is enabled by default for all Penn Zoom users.

Record and post online: Once you record the session, it gets stored on your Penn Zoom account. It can be
downloaded then uploaded to YouTube or other sites.

Upgrade to 500 through 3000-person webinars: We would have to purchase a net new add-on license. Rates can
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be found on ISC's website https://www.isc.upenn.edu/pennzoom-rates.

More Resources

You can find a user guide that contains information for how to use this service athttps://support.zoom.us/hc/en-us
or contact a Wharton Computing IT Representative
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Installing the Outlook Add-in for Zoom

Last Modified on 09/15/2023 10:44 am EDT

The Zoom Outlook Add-in makes it easy to create Zoom meetings without having to leave Outlook.

There is also an Outlook Zoom plug-in, which is an application and which we do NOT recommend installing.
The Add-Inis a native integration in Microsoft Office AppSource.

Zoom Add In Zoom Plug In - NOT Recommended
Add a foom Settings Schedule a Start Instant
Meeting Meeting = Meeting ~
Zoom
Zoom

In order to use the Zoom Outlook Add-in you need:

e A Penn Zoom account.
e Outlook 2013, 2016, or newer configured with your PennO365 account

Directions

1. Launch Outlook and click the Store or Get Add-insin the top menu bar.

Meeting 9" . ? v —M ﬂ
Reply Reply Forward Attachment Move Junk Rules Read/Unread Categorize Follow Filter [} Address Book ~ Send&  Store Insights
All Up Email Receive

By: Conversations v ¥

A e &)
Get

Read Translate Reply with Insights
Aloud = Add-ins | [Meeting Poll

Speech Language | Add-ins FindTime Add-in

2. The Office Add-ins browser will appear.Search for Zoom using the search field in the upper right corner.

Add-Ins for Outlook

Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy. Q_ zoom| ®
. n Zoom for Outlook

@ Editor's Choice
My add-ins P4 We recommend this great collection of add-ins for you to get started. Boomerang

Admin-managed
Salesforce GoToMeeting Show all results
Fkkk * kRS

W AA AR

3. Click Zoom for Outlook and then click Add to install:
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Office Add-ins

< Back

Zoom for Outlook
Zoom Video Communications, Inc | % % % % (328) | May require additional purchase

By clicking on add, you agree to the add-in’s License terms and Privacy policy

4. Now when you create a new Meeting or Appointment on your Outlook calendar you'll see two Zoom add-in
icons added to the top menubar: “Add a Zoom Meeting” and “Settings.”

® 8 Untitled 2 « Meeting « Calendar « Imai™i I %] ™=.me

Organizer Meeting ~ Format Text

5 B E -8 ae Q © =K

Cancel | Appointment Scheduling Skype  Teams ch
Meeting Meeting | Background

2 15 Minutes ce Request Allow Allow

5. Thefirst time you click Add a Zoom Meeting you'll need to log into your Penn Zoom account. Choose Sign in

with SSO on the login screen that appears.

* @ Office Addrins - 2eomus
Sign In 230 5
Kieps me signed in Foqgot password?
Sage I

Dot have an acoourd? Sign Lip

e

6. Fordomain, enter: upenn. Click Continue.

Back

Sign in with SSO

Enter your company domain

upenn .Z0om.us

| don't know the company domain

7. Enter your PennKey credentials and click Log in.
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o @® Office Add-ins - weblogin.pennkey.upenn.edu

Log in to gain access to many
protected University web resources.

PennKey
Username

Password

Forgot PennKey username / password?

Test Your Pennkey
Change My Password

About Penn WebLogin

8. After you sign in, the Zoom add-in will create a Zoom meeting for that appointment and add the details:

e So8 Scott McNulty's Zoom Meeting « Meeting « Calendar « & wi  ls@upenn.edu
Organizer Meeting  Format Text

ﬁ E ﬁ:::‘ gv'r 2 = M susy

end Cancel | Appointment Scheduling Skype  Teams N [
Meeting Meeting | Bac =

From:  Calendar - smenulty@upenn.edu

To:

Subject: |Scott McNulty's Zoom Meeting
Location: | https://wharton.zoom.us/j/94227037754?pwd=ms I i wis"-m sl el ® &l 1" Milluallll
Duration: [B0Minuesil © All day event

Starts: B 11:00AM

Ends: 020/ Bl 11:30 AM|

This invitation has not been sent.

Scott McNulty is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://wharton.zoom.us/j/ I EE= =l "Wk 2pwd=="E =" 1 . 2w 2

=}# US (Chicago)
+19292056099, ! 0#,,Celi= 1. B# US (New York)

Signing Out of the Zoom Add-in

If you want to sign out of the Zoom Outlook Add-in for any reason it is pretty simple.
1. Launch Outlook, switch to your calendar and create a new Meeting or Appointment.
2. Inthe Meeting or Appointment menubar click the Zoom Settings icon (it is an icon of a blue gear).

3. The Zoom settings panel appears. Click Sign Out in the lower right corner.
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Zoom (¥}

Schedule for

Myself v

Meeting ID

@ Generated ID 942 2703 7754

Personal Meeting ID (PMI) 506 809 9151
Security

v | Passcode 064463

| Waiting Room

Video
Host l Off
Participant l Off
Audio

Telephone
Computer Audio
@ Telephone and Computer

e Signed in as Scott McNul... Sign Out

4. Tosignin again follow the instructions in the first section of this article.

Zoom Documentation

Zoom has more details about what you can use their Outlook Add-in for in their KB:

https://support.zoom.us/hc/en-us/articles/115005223126-Zoom-for-Outlook-add-in-web-and-desktop-
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Sharing Your iPad or iPhone Screen with Zoom

Last Modified on 05/03/2023 6:36 pm EDT

Zoom on a Mac or PC allows you to share the screen of an iPad, or iPhone, with your meeting. This enables you to
use your iPad as a whiteboard that your fellow meeting attendees can see, or you can show a PowerPoint
presentation from your iPad and use the touchscreen to annotate as you present.

The way you set up your sharing will depend on whether you are using a home network or whether you are on
campus, using Penn's wifi network AirPennNet. Choose the directions below that apply to your use case.

Sharing iDevices on AirPennNet (Campus Wifi)

Because of security features in place, the AirPennNet wifi network will not allow Zoom on a Mac or PC to share the
screen of aniPad or iPhone. Instead, those on campus can:

e Open Zoom on an iPad or iPhone and then share directly from that device.
e Usethe "Wired" option detailed below; this is available for Macs only.

Sharing iDevices using a Mac on a Home Network

With Zoom for the Mac, you have two options for sharing your iPad/iPhone screen: wirelessly or via a wire.

Wirelessly

Wired

Sharing an iDevice on a Home Network from a PC

Before you attempt to share your iPad’s screen, there are a couple of things to be aware of:

e Your iPad/iPhone and PC must be on the same network.
e Zoom client for Windows 3.5.27094.0918 or later.
e This only works with the following iOS devices: iPhone 4 or later; iPad; iPad mini, 4th generation or later

For directions,

Apps

Sharing your iPad/iPhone screen allows you to use your favorite apps to teach. A couple of popular apps for
whiteboarding and annotating include:
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e Notability - A full-featured app that allows you to treat your iPad like a whiteboard.

e Microsoft PowerPoint - PowerPoint on the iPad supports a few options for annotating your presentation.
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Wharton Virtual Backgrounds

Last Modified on 06/12/2023 11:23 am EDT

Your computer must meet the system requirements in order to use Virtual Backgrounds.

Zoom supports “virtual backgrounds” - pictures or movies that can be set as your background to obscure whatever
is behind you on camera.

A variety of Wharton Virtual Backgrounds are available for download:

o Wharton Virtual Backgrounds

This feature works best with a solid background (or a green screen) and even lighting. If Zoom cannot distinguish
between you and the background, you will not achieve the desired effect.

Settings

. General
. Video

@ ~cio

. Share Screen
- Chat

P Background & Filters

. Recording

i Virtual Backgrounds
B reotie Suias SecIICS.

. Statistics

& Feedback

B Keyboard Shortcuts

T Accessibility

Zoom's Background and Filters

Using Virtual Backgrounds

The Virtual backgrounds Zoom documentation goes into detail on how to set/change a virtual background on each
Zoom client (desktop and mobile).

Note: When changing your virtual background during a meeting, the change takes place immediately and is
visible to all meeting attendees (unless you've muted your video).
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Using Zoom Webinars

Last Modified on 06/14/2023 11:59 am EDT

In this article we'll provide best practices and resources for each Zoom Webinar role.

Before You Start
You will need the following before you can complete this task:

e Aninvite toa Zoom Webinar
e Students will need to contact their Program Office to moderate or host a webinar.
o Undergraduate Students: Contact the Student Life office to get started.
o MBA Students: If the event is part of a WGA initiative, contact the WGA for a budget code and
then write to student support. If it is not connected with WGA, contact the MBA program office to

get started.

Aside from the meeting organizer, there are four roles used in Zoom Webinars. Each has their own set of privileges

and a different experience for its users.

0.0 0O

{oo) o)
foYoYo

foYoMo)

alala) roran

Hosts + Co-hosts Panelists Attendees
Hosts ensure the event goes The panelists are the people the Attendees are view-only audience
smoothly by making sure everything audience is there to see. They are members of a Zoom Webinar.
is working ahead of time and speaking, sharing content, and
managing the flow of the event. answering questions.

For more details on the unique abilities of each type of Webinar role, see this Zoom support article.

Hosts + Co-hosts

Best Practices

Being a host is a big responsibility. You're in charge of running the event from behind the curtain. Here are some
things you can do to ensure the event runs as smoothly as possible:

Tech Checklist

When each panelist enters the greenroom you'll be responsible for helping them test their technology. If you have
more than one speaker, things could get a little messy and time is precious. This tech check should be performed
during the dry run and before the live event. Click Read More to learn how best to manage the process and check
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each presenter's technology in a timely manner.

Managing a Webinar

e Learn how to get started with Webinar.

e Learn how to enable and add a co-host.

e Learn how to invite panelists to a Webinar.

e Learn how to manage participants in a Webinar.

Panelist

Best Practices

You've been invited to present at a virtual event, which can be a little unnerving. We've put together alist of best
practices to ensure your presentation runs as smoothly as possible.

Attendee

Learn how to join and participate in a webinar as an attendee.

Additional Assistance

Review our Getting Started with Virtual Events article to get started using the platform.
Visit the Zoom Help Center for more articles and videos on Webinars.

Contact your Wharton Computing Representative to request access to Zoom Webinars.

Request a consultation, training or ask additional questions by emailingclass-tech@wharton.upenn.edu.

[pdf("date-created")] 137


https://support.zoom.us/hc/en-us/articles/200917029-Getting-Started-With-Webinar
https://support.zoom.us/hc/en-us/articles/206330935-Enabling-and-adding-a-co-host
https://support.zoom.us/hc/en-us/articles/115005657826-Inviting-panelists-to-a-webinar
https://support.zoom.us/hc/en-us/articles/115004834466-Managing-participants-in-a-webinar
https://support.zoom.us/hc/en-us/articles/115004954946-Joining-a-Webinar-Attendee-
https://support.wharton.upenn.edu/help/planning-a-virtual-event
https://support.zoom.us/hc/en-us/categories/201146643
https://support.wharton.upenn.edu/help/computing-contact-list

Checklist for Migrating Staff and Faculty Wharton
Zoom Accounts to Penn

Last Modified on 06/08/2023 3:23 pm EDT

Faculty and Staff who created a Wharton Zoom account will need to migrate their accounts to Penn's Zoom
account.

Most have already migrated their accounts since the service was implemented at the Penn level in September of
2020, but a few accounts still remain on the Wharton Zoom platform. Use these directions to migrate your account.

Faculty must use a Penn Zoom account to schedule their class in Canvas.

Migrate your Wharton Zoom Account to Penn's Zoom

If you currently have a Wharton Zoom account, follow these steps to make sure your settings and data migrate over
correctly.

Step 1
Review your account and meeting settings in your Wharton Zoom account.

Your account settings and profile will migrate to Penn Zoom, along with your Outlook add-in. Meeting links for your
already scheduled Wharton Zoom meetings will be changed to upenn.zoom.us once meeting details are edited.

What changes?
e Calendar and Contacts Integration (e.g. connecting your Zoom account to your Office 365 or Google
Calendar) will need to be recreated.
e [fyou have set Alternative Hosts for your meetings, make sure your Alternative Hosts have Penn Zoom
accounts.

e [f you have someone able to schedule Zoom meetings on your behalf, make sure they also have Penn Zoom
account. Their scheduling privileges will need to be re-added in Penn Zoom.

Step 2

Create your new Penn Zoom account with the help of your IT representative. Follow the steps below:

Step 3

Recreate your settings, meetings, integrations, and profile photo.

Make sure your attendees are notified of the new Penn Zoom link.

Step 4
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Notify your IT rep that you have finished your move, so your Wharton Zoom account can be deactivated.

e [f your Delegates or Alternate Hosts don't have Penn Zoom accounts, let your IT rep know.

Next Steps

Please refer to this support article for instructions on logging into Penn Zoom on your devices.

Questions?

If you have any questions or experience any issues, please e-mail the following addresses for support:

e Students: support@wharton.upenn.edu
e Faculty, Staff, and PhD Students: acs-support@wharton.upenn.edu
e Administrative Departments: admin-support@wharton.upenn.edu
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Zoom Meeting Security

Last Modified on 06/25/2024 2:51 pm EDT

The best way to deal with disruptive behavior in a Zoom meeting is to prevent it from happening in the first place.
This article details several ways to secure your Zoom meetings and how you can quickly deal with disruptions in an
active Zoom meeting.

Before You Start

You will need:
e An activated Penn Zoom Account before completing any of the tasks in this article.
e Have the host or co-host role in the Zoom meeting.

Best Practices

Zoombombing, wherein participants join Zoom meetings to cause a disruption, can derail any meeting. There are
some things that you can do to thwart potential Zoombombers before they even have the chance to enter your
meeting.

Don't post meeting information publicly

Only share the Zoom meeting details with attendees. Avoid posting them on a publically accessible website (Canvas
sites are only accessible to those people explicitly granted access).

You should also consider not using your Personal Meeting ID. This is a permanent meeting that has set login
information. While your PMl is great for sharing with students and co-workers because the login information
remains the same, it is less secure since that login information could be shared with others without your knowledge.
We recommend setting up individual Zoom meetings for regular work/classes.

Enable Waiting Room

In a Zoom meeting with Waiting Room enabled, the meeting host/co-host has to admit people into the meeting. This
allows you to control exactly who can join your meeting.

To enable the Waiting Room for a Zoom meeting as it is taking place (and the host/co-host of):

1. Click the Host Tools icon at the bottom of your Zoom meeting window.

2. Click Enable Waiting Room on the Security menu.
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Lock Meetina
Enable Waiting Room

nde Flollie Ficldics

Allow All Participants to:

v Share Screen
v Chat
v Rename Themselves
v Unmute Themselves
v Start Video
v Share Whiteboards
v Share Notes
Start Recording Local Files
v Request Recording Permission
v Collaborate With Zoom Apps

v Set Meeting Timers

3. You'll see an alert that lets you know the waiting room has been enabled for the meeting.

Zoom Meeting

You have enabled the Waiting Room

You'll get an alert whenever someone enters the Waiting Room. You can read more about Waiting Rooms in Zoom's

documentation.
To enable the Waiting Room for a meeting scheduled in the future:

1. Loginto.us with your PennKey username and password.

2. Click on Meetings in the left sidebar.

3. You will see a list of your upcoming meetings. Hover over the meeting you want to change and click the blue
Edit button.

Meetings Get Training

Upcoming Previous Personal Room Meeting Templates

(E} Start Time to End Time ] + Schedule a Meeting
Tue, Nov7 \

01:00 PM - 01:30 PM Hiring Project - Pre-Kickoff Strategy m Edit Delete
Meeting ID: ‘g=, o I 1" =y

4. Scroll down to the Security section and check the box next to Waiting Room.
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Security Passcode | 2086424

Only users who have the invite link or passcode can join the meeting

[] Waiting Room

Only users admitted by the host can join the meeting
[:] Require authentication to join
5. Click Save, and your meeting is updated.
To have all of your new Zoom meetings have Waiting Room enabled by default:

1. Loginto.us with your PennKey username and password.
2. Click on Settings on the left sidebar.
3. This should open the Meeting settings, with Waiting Room near the top.

PERSONAL
[Q Search Settings ]
Profile
Meetings < General Meeting Al Companion Recording Calendar
Webinars
Security
Personal Contacts
Personal Devices Require that all meetings are secured with one security option C)

Require that all meetings are secured with one of the following security

Whiteboards options: a passcode, Waiting Room, or "Only authenticated users can join
meetings". If no security option is enabled, Zoom will secure all meetings

Notes (ED with Waiting Room. Learn more

Recordings

When participants join a meeting, place them in a waiting room and require
Reports the host to admit them individually. Enabling the waiting room automatically
disables the setting for allowing participants to join before host.

4. Toggle Waiting Room on.

Waiting Room O

When participants join a meeting, place them in a waiting room and require
the host to admit them individually. Enabling the waiting room automatically
disables the setting for allowing participants to join before host.

Waiting Room Options

The options you select here apply to meetings hosted by users who turned
"Waiting Room' on

~ Everyone will go in the waiting room
~ People in the waiting room are sorted by join order

Edit Options Customize Waiting Room

5. Click Edit Options if you'd like to change who should go into the waiting room ("users not in your account"
means non-Penn users), among other things.
6. Changes are saved automatically, so any meetings you create going forward will have a Waiting Room.

If you enable "Allow Authenticated Users Only" (see the next section for more information on this setting), you can
allow authenticated users to skip the Waiting Room and be automatically allowed into the meeting by following
these directions after logging into .us with your PennKey username and password:

Note: This is a global setting for your account, which will impact all of your Zoom meetings with both Waiting
Room and Authenticated Users enabled.
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. Click Settings.
. Click Security.
. Under the Waiting Room section, click Edit Options.

A ODN P

. Change "Who should go into the waiting room" to "Users not in your account." This will allow Penn users to
skip the Waiting Room whilst, non-Penn users, or unauthenticated Penn users, will need to be allowed into the
meeting from the Waiting Room.

Waiting Room Options

These options will apply to all meetings that have a Waiting Room, including standard
T =

‘Who should go in the waiting room?
O Everyone

() Users not in your account

() Users who are not in your account and not part of your whitelisted domains

Q Join order

() Alphabetical

Customize Waiting Room Options:

Do not allow the host to add a custom logo

More Options

[j Users Invited during the meeting by the host or co-hosts will bypass the waiting
room

[C] Allow participants in the waiting room to reply to host and co-hosts

If the host and co-hosts are not present or if they lose connection during a
meeting:

"] Move participants to the waiting room if the host dropped unexpectedly

Continue Cancel

5. Click Continue.

Authenticated users only

You can require that all attendees be logged in with their Penn accounts or a Zoom account before they can join your
meeting. You can limit it to (the following list goes from least to most inclusive and is additive):

e Pennusersonly

® Anyone with a Zoom account

e Specific exceptions can be added per meeting (i.e.,santa@northpole.com can join without having to
authenticate, but everyone else has to since they might be naughty).

You can require authentication on a per-meeting basis or by default for all meetings:

On anindividual meeting

New Meeting

1. Launch Zoom.
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2. Schedule a new meeting.

3. Scroll through the Schedule Meeting window and check the box next to "Only authenticated users can join."

Schedule Meeting

m Meeting

9:30 AM ~ | to | 10:00 AM~ | L 3

Eastern Time (US and Canada)

Recurring meeting

Attendees

Meeting ID

® Generate Au 2 al Meeting 1D 2

Security

¥ Waiting

authenticated users can join

Video
on & Off Participant: on & Off

Cancel Save

4. Select either Penn users only (the default) or Anyone with a Zoom account from the dropdown.

authenticated users can join

Penn use nly

Penn users only

Vid: Signin to Zoom

5. Continue scheduling your meeting as usual.

Existing Meeting
The best way to force authentication on an existing meeting is to edit the settings via.us:

1. Loginto.us with your PennKey username and password.
2. Hover over the meeting you'd like to edit from your Upcoming Meetings.
3. Click the Edit button that appears as you're hovering over the meeting.
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Meetings Get Training

Upcoming Previous Personal Room Meeting Templates

[ Start Time to EndTime ] + Schedule a Meeting
Tue, Nov7 \

01:00 PM - 01:30 PM Hiring Project - Pre-Kickoff Strategy Edit Delete
Meeting ID: gy 5 I = =y =

4. Check "Require authentication to join" in the Security section.
5. Select either Penn users only (the default) or Anyone with a Zoom account from the dropdown.

Security Passcode 208642

Only users who have the invite link or passcode can join the meeting
] Walting Room

Only users admitted by the host can join the meeting

E] Require authentication to join

Video Host () on Q off

Participant ) on Q off

6. Click Save.

Allowing Exceptions

Authentication Exceptions allow you to list people who don't have to authenticate to enter a meeting that requires
it. This allows you to limit your attendees to Penn folks (or people with a Zoom account) but include non-Penn guest
speakers. Here's how:

1. Loginto.us with your PennKey username and password.

2. Hover over the meeting you'd like to edit from your Upcoming Meetings.

3. Click the Edit button that appears as you're hovering over the meeting.

4. Click Add next to "Authentication Exception” under "Require authentication to join" in the Security section.

Require authentication to join

[ Penn users only w ]
*upenn.edu Edit

Authentication Exception Add % Import from CSV

5. Type the exception's full name and email address.
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Authentication Exception

The participants added here will receive unigue meeting invite links and bypass
authentication.

[ Santa ] [ santa@northpole.com ] E

+ Add Participant

6. Click Add Participant to add more exceptions.
7. Click Save to save the exceptions.
8. Click Save to save the settings for the meeting.

Making this a Default Setting

You can require authentication for all your Zoom meetings going forward by logging into.us with your PennKey
username and password and following these directions:

1. Click Settings.
2. Click Security.

3. Scroll down until you see "Only authenticated meeting participants and webinar attendees can join meetings
and webinars."

4. Click the toggle next to that section to turn it on (the toggle displays blue when a feature is active).

Only authenticated meeting participants and ()
webinar attendees can join meetings and webinars

Meeting participants and webinar attendees will need
to authenticate prior to joining a session. Hosts can
choose one of the options below when scheduling
meetings or webinars.Learn more

Meetings & Webinar Authentication Options:

Penn users only (Default) Edit Hide inthe Selection
Sign in to Zoom Edit Hide inthe Selection

~ Allow authentication exception (3

5. Your settings are automatically saved, and now, each Zoom meeting you schedule will require attendees to
authenticate.

Note: Penn users only is the default and recommended authentication setting. You can change this by clicking

Edit next to "Sign in to Zoom" under "Meetings & Webinar Authentication Options" and checking the default
box.

During Your Meeting

Despite following all of our best practices, disruptions could occur in a Zoom meeting in which you're the host (or co-
host). There are a few Zoom tools that make it easy to deal with a disruptive participant quickly:
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e Remove Participant - Disruptive participants are easy to remove once identified.

e Lock Meeting - Locking your meeting stops any further participants from joining.

e Suspend All Participant Activities - The most severe option of the bunch; this will stop all activity in the
meeting so you can gather your thoughts and identify the disruptive participants who should be removed.

The following three sections detail each of these features in turn.

Remember - Keep your cool; all of these tools are only a few clicks away!

Remove Participant

If you can identify the disruptive participants, you can remove them from your Zoom meeting:

1. Click on the Participants icon at the bottom of the Zoom window to show the Participants list if it isn't already
showing.

Unmute

2. Find the person you'd like to remove and hover over their name in the list.
3. Click on More to reveal a list of options.

Participants (2)
- J‘, Scott McNulty (He/Him) (Host, me)

WH will Hernandez (he/... Askto Unmute More™v 1

Chat
Ask to Start Video

Pin

Make Host
Make Co-host
RELET T

Allow to Record Local Files

Allow to Multi-pin

Put in Waiting Room
Remove

Report

4. Click on Remove to remove the selected participant.
5. A confirmation popup appears. We recommend unchecking "Report to Zoom."

Remove 'Will Hernandez'?

Once removed, Will Hernandez will not be able to rejoin the meeting.

+ Report to Zoom Cancel Remove

6. Click Remove, and the participant is removed from your meeting and will not be able to rejoin.
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7. Repeat for each participant you'd like to remove.

Lock Meeting

You may want to stop additional people from joining your meeting for some reason. To do this, you need to "Lock"
your meeting:

1. Click the Shield icon labeled Host Tools at the bottom of your Zoom meeting window.

©

Host tools

2. Alist of all the in-meeting security controls available to you appears. Click Lock Meeting at the top of the list.

Lock Meeting
Enable Waiting Room

Hide Profile Pictures

Allow All Participants to:
+ Share Screen
+ Chat
+ Rename Themselves
¥ Unmute Themselves
# Start Video
v Share Whiteboards
+ Share Notes
Start Recording Local Files
+ Request Recording Permission
/ Collaborate With Zoom Apps

7 Set Meeting Timers

") a1

Security Participants

3. Analert appears, letting you know that no one else can join the meeting.

You have locked the meeting. No one else can join.

Note: To allow people to join, unlock the meeting by clicking the Host Tools Icon and then clicking "Lock
Meeting" again.

Suspend All Activities

If there is a significant disruption in your meeting, you can suspend all participant activities with a few clicks. Be
warned that this turns off most of the functionality of your Zoom meeting. Suspending all participant activities does
all of the following:
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e Mutes all video and audio.

e Hides all profile pictures

e Stops all active screenshares and turns off screensharing.

e Closes all breakout rooms.

e Stops the meeting recording if the meeting is being recorded.
e Turns off any Zoom apps active in the meeting.

e [ocks the meeting, preventing anyone else from joining.

Once all activity has been suspended, you can use the "Remove Participant" directions above to remove the
disruptive participant(s).

Warning: If you suspend all activity, you'll need to restart your Zoom recording.

To Suspend All Participant Activity in a meeting:

1. Click the Shield icon labeled Host Tools at the bottom of your Zoom meeting window.

@

Host tools

2. Click Suspend Participant Activity at the bottom of the list in red.

Lock meeting
Enable waiting room

Hide profile pictures

Allow all participants to:
v Share screen
v Chat
v Rename themselves
# Unmute themselves
" Start video
+ Share whiteboards
# Share notes
Record to computer
/ Request to record to computer
v Request host to start cloud recording
v Collaborate with Zoom Apps

/ Set meeting timers

@ 69

Host tools Apps

3. Uncheck "Report to Zoom" in the notification, which also reminds you that you're about to turn off all the
functions in your Zoom meeting.
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Suspend all participant activities?

Everyone will be muted, video and screen sharing will be
stopped, breakout rooms will be closed, Zoom Apps will be
disabled, and the meeting will be locked.

+ Report to Zoom Cancel Suspend

4. Click the red Suspend button.
5. You'll get a confirmation message that all activity has been suspended in the meeting.

Participant activities have been suspended

Once you've dealt with the disruption, you can turn on individual features by clicking the Host Tools icon and
enabling each feature individually.

After Your Meeting

If any of your Zoom meetings are disrupted besides using the features above, report the incident to the Wharton
Information Security Office (security@wharton.upenn.edu). They can engage additional resources, if needed, and
offer any help you may require.

Questions?

Contact your Wharton Computing Representative or the Wharton Information Security Office for more
information.
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Zoom Al Companion

Last Modified on 07/09/2024 3:34 pm EDT

Zoom Al Companion is a suite of Zoom features powered by Generative Al designed to make your Zoom meetings

more productive.

All Zoom Al Companion features are off by default. This article describes each feature and details how to enable
them for individual meetings or for all of your future meetings.

Note: Access to Zoom Al Companion in PennZoom is currently in pilot. Zoom Al Companion may be disabled,
pending University negotiations with Zoom.

Please see the University's Zoom Al Companion Guidance for details on the acceptable use of this tool at

Penn.
Zoom Al Companion is not approved for:

e Meetings where HIPAA data/Protected Health Information, Social Security Numbers, or credit card data
will be part of the meeting due to existing restrictions on recording and storage of such high-risk data

within Zoom.
e Meetings involving non-student minors.

Zoom Al Companion does not use any of your meeting data (attendees, transcripts, shared items) to train any
Al models. More details can be found in Zoom’s article “How Zoom Al Companion features handle your data".

Zoom Al Companion is sprinkled throughout the Zoom experience, but there are four main meeting features to be

aware of:

e Meeting Al Companion - Allows you to ask questions about what happened in the meeting using a chat
interface.

e Meeting Summaries - Summaries are generated post-meeting and sent to the host, who can then share them
widely.

e Smart Recordings - Automatically adds highlights, summaries, smart chapters, and more to cloud recordings.

e Whiteboard Content Generation - Generates content such as stickies, tables, or mind maps in whiteboards.

All of the Zoom Al Companion meeting features listed above can only be started in a meeting by that

meeting’s hosts or co-hosts. When attending a meeting with any of these features enabled,
participants will be notified. Participants can either confirm that they are ok with being in a meeting with Zoom
Al Companion features running or they have the option of leaving the meeting. This pulsing start icon appears
in the upper lefthand corner of your Zoom meeting when Al Companion is active.

Meeting Questions with Al Companion
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Al Companion 2 %
You &

Catch me up

Al Companion 9:16 AM

The group brainstormed marketing
strategies, including social media acs,
email campaigns, influencer partnerships,
and in-store promotions. They also
discussed creating a viral marketing
campaign and a referral program.

The team identified the target audience

and agreed to tailor their messaging to
different demagraphic segments.

You

What are the action items for after the
mesting?

Brock Davis

Al Companion 9:26 AM

Yes, here are some action items

- Jada will send out updated marketing
campaign strategy

+ Macy will send out meeting notes

- Antwan will connect with Jada to
incarparate Brack’s feedback

+ Team will meet again next week for
progress update

Catch me up

Screenshot via Zoom

Meeting Al Companion allows meeting participants to ask questions about an in-progress meeting that they are
attending via a chat interface. Meeting Al Companion can tell you things like:

e Was my name mentioned in the meeting?
e Has anyone left the meeting?
e What are some of the major topics that have been discussed thus far

Meeting Al Companion Set-up

Meeting Al Companion isn’t on by default in any meetings; it must be purposefully started by a meeting host or co-
host (participants cannot start or stop Meeting Al Companion). Meeting Al is off by default on your PennZoom
account, but it is easy to enable.

Meeting Al Companion can only answer questions about portions of the meeting after it has been started.

When starting Meeting Al Companion, the host decides who can ask Meeting Al Companion questions:

e All participants - Anyone in the meeting can ask about any portion of the meeting since Al Companion has
been active.

e All participants only from when they join - Anyone in the meeting can ask questions, but the answer will be
based only on the portion of the meeting they have beenin.

e Only hosts - Only hosts and co-hosts can ask questions, but attendees will be notified that Meeting Al
Companion has been turned on.

Enabling Meeting questions Al Companion

Following these directions will make the Al Companion available in all your future meetings, though it will still need
to be turned on in each meeting.
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1. Loginto http://upenn.zoom.us with your PennKey username and password.
2. Click on Settings in the lefthand sidebar.

3. Click on the Al Companion tab.

4,

Allow users to ask Al Companion 9
questions about the meeting

Allow hosts and invited participants to
ask questions to Al Companion during a
meeting. Questions are answered based
on the conversation transcript. )

In the Meeting section, click the toggle next to Allow users to ask Al Companion questionsabout the
meeting. Blue means it is enabled for any meetings going forward; gray means it is disabled.

The next section details how to change the default Al Companion question settings.

Changing Meeting questions defaults

Allow users to ask Al Companion ()

questions about the meeting

Allow hosts and invited participants to
ask questions to Al Companion during a
meeting. Questions are answered based
on the conversation transcript. )

(] Turn on Al Companion automatically when
meetings start

®

Who can ask questions to Al Companion:
() All participants and invitees
O All participants only from when they join

() Only hosts

When enabled, Zoom Al Companion meeting questions must be started manually by a host or co-host in each
meeting. You can change your meeting defaults to have it start automatically (amongst other things):

1. Loginto http://upenn.zoom.us with your PennKey username and password.
2. Click on Settings in the lefthand sidebar.

3. Click on the Al Companion tab.

4. Scroll down to the Al Companion Questions section.

1. Check Turn on Al Companion automatically when meetings startand all future meetings will have Al
Companion on right from the start of the meeting. Participants will be notified as they join that this
featureis on.

2. Who can ask questions to Al Companion: defaults to “All participants only from when they join.” Click
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another option to apply it to all your scheduled meetings.

Starting Al Companion Questions in a meeting

With Al Companion questions enabled on your PennZoom account, you will see a new Al Companion icon at the
bottom of your Zoom meeting:

B O Q- % <¢ |

Participants Chat Host tools = Al Companion Apps Record

To start the Al Companion questions in your meeting:

1. Click on the Al Companion icon at the bottom of the Zoom window.
2. Click on Ask meeting questions. If you have other Al Companion features enabled, you may see multiple
choices in this menu.

Ask meeting questions

@ ¢ ©

st tools | Al Companion More

3. The Questions pane appears and will be available to either all participants or only the hosts, depending on
your settings.

©Q 4 | View i

Meeting questions @ X

Scott McNulty (HefHim)
Catch me up

& & € 9 < &

Participants Host tools Al Companion More

Meeting Summaries
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4+ Meeting Summary for Research Update on 2{22/2023 +2

[ Delete {7y Star 7] Archive [ Label () Spam () Mark as Read - G e

a Meeting Summary with Zoom Al Companion & O Yesterday 11:40 AM
To: BB Shawna Owen

Zoom

Meeting Summary for Research Update

Hi Shawna,

Here's your meeting summany for Research Update on 2/22/2023. This summary has been auto-generated, While
our system has safeguards, it may occasionally generate inaccurate, misteading, of blased content. We are
continuing 1o improve quality, Have feedback?

Meoting Summary

Julie from the marketing team mat with Rob and Max, the executives of the company, to discuss the current state
of the business and future plans, The meeting began with an overview of the curfent marketing strategy and its
effectiveness, Julie presented data showing that the current strategy has been successtul in increasing brand
awareness and driving sales.

Screenshot via Zoom

Meeting Summaries, as the name implies, will create a written summary of a meeting generated by Al. Hosts or co-
hosts of meetings can start a Summary at any point during a meeting by clicking Start Summary. Keep in mind that
anything before “Start Summary” is clicked will not be included in the meeting summarization.

Meeting Al Summary Set-up

By default on PennZoom, Meeting Summaries are disabled. Participants in meetings where Meeting Summary is
enabled can request the host start a summary but cannot do so themselves.

The meeting host can control to whom the meeting summary is automatically sent to after the meeting ends. The
options are:

o Only me (meeting host) - The host of the meeting is the only person who will receive the summary, though
they can then forward it to others.

¢ Only myself (meeting host) and meeting invitees in our organization- The meeting host and any other Penn
participant in the call will receive the meeting summary email.

¢ All meeting invitees, including those outside of our organization- Everyone in the meeting (the host, Penn
participants, and non-Penn participants) will get a copy of the meeting summary.

Meeting summaries are shared as emails. These emails can be forwarded and shared with anyone. You may
want to remind your meeting attendees about this potential privacy issue.

Enabling Meeting Summary with Al Companion

1. Loginto http://upenn.zoom.us with your PennKey username and password.
2. Click on Settings in the lefthand sidebar.

3. Click on the Al Companiontab.

4,
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Meeting Summary with Al Companion ()
¥

Allow hosts to generate a summary.
Summaries are sent after the meeting has
ended based on the share options.

In the Meeting section, click the toggle next to Meeting Summary with Al Companion Blue means it is
enabled for any meetings going forward; gray means it is disabled.

Changing Meeting Summary with Al Companion Settings

Meeting summary with Al Companion ()

As a host, you can generate a summary. Summaries are sent after the
meeting has ended based on the share options. [¥)

[ ] Automatically start Meeting Summary for all meetings | host

Send an email notification when sharing with users

E Include summary text in the email A B

Include summary text in the email

Don't include summary text in the email

Automatically share summary with

© Only me (meeting host) ()

.;:_j: Only me (meeting host) and meeting invitees in our organization

u:f_:} All meeting invitees including those outside of our organization

To change your Meeting Summary with Al Companion defaults for all of your scheduled Zoom meetings:

1. Loginto http://upenn.zoom.us with your PennKey username and password.
2. Click on Settings in the lefthand sidebar.
3. Click on the Al Companion tab.
4. In the Meeting section, you'll find the Meeting Summary settings:

1. If you'd like summaries for every one of your meetings, check Automatically start Meeting Summary
for all meetings | host.

= Participants will be notified as they join that the meeting will be summarized using Al.

2. Checking Send an email notification when sharing with userstells Zoom to generate an email
whenever you share your summaries, and you can configure it to include the text of the summary in the
body of the email or just a link via the dropdown.

3. The Automatically share summary with setting determines who the summary is shared with after the

meeting is complete:
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= Only me (meeting host): This is the default.

= Only me (Meeting host) and meeting invitees in our organization: This option will send the
summary to the meeting host and any Penn invitees.

= All meeting invitees including those outside of our organization: Anyone invited to the meeting

will receive the summary.

Summaries will only be automatically sent to invitees of the meeting. Ad-hoc participants, added during the
meeting or joining via a link, are not included. However, summaries can be shared with them manually.

Using Al Companion Meeting Summary

Once you've enabled Al Companion Meeting Summary on your Penn Zoom account, you'll want to use it in your
Zoom meetings. This section details how to start a summary and how to access summaries.

Starting Meeting summary Al Companion in a meeting

With Meeting summary with Al Companion enabled on your PennZoom account, you will see a new Al Companion

icon at the bottom of your Zoom meeting:

%o 4

4 o

Audio Video Participants More

To start Al Companion summaries in your meeting:

1. Click on the Al Companion icon at the bottom of the Zoom window.
2. Click on Start summary. If you have other Al Companion features enabled, you may see multiple choices in

this menu.
Start summary
Ask meeting questions
Turn on all
@ < 69
oJ

Host tools | Al Companion Apps
3. Asmall Al Companion icon will appear in the top right of the Zoom window to indicate an Al Companion

function is enabled in the meeting.

@ 4 | View i

To stop the Meeting summary with Al Companion:

1. Click on the Al Companion icon at the bottom of the Zoom window.

2. Click on Stop summary.

Accessing Al Companion Meeting summaries
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QSearch Support 1.888.799.8854 Contact Sales Request a Demo

Zoom Products Solutions Resources Plans & Pricing Schedule Join Host v Web App v e

PERSONAL

My Summaries  Trash
Profile F—

Meetings

) | Q search by topic or Meeting ID | From | & MM/DD/YYYY | To | & Mm/DD/YYYY
Webinars \ J \ ) \

Personal Contacts w

Personal Devices

Whiteboards () Topic D Host Date
Notes (ED
. . Jun 27,2024
Surveys (] Robin at Wharton 985 1065 5295 o B o=
02:00 PM
Recordings
. . Jun 27,2024
~ Al Companion (] Scott McNulty's Zoom Meeting 990 3016 9716 o il e 12:36 PM

Meeting Summary
Clips
Settings < o > o

Once a meeting is over, Zoom Al Companion will email the host when the summary is complete. You can find all the
meeting summaries you have access to by:

. Loginto http://upenn.zoom.us with your PennKey username and password.

. Click Al Companion on the left-hand sidebar.

. Click Meeting Summary.

. All of your Meeting Summaries are listed, the most recent at the top.

. Click on the topic of the meeting to see the summary. You can read the summary here and have access to the

a D WODN -

following functions via buttons at the bottom of the summary:

ZOO' l . Products Solutions Resources Plans & Pricing Schedule Join Host v Web App v e

PERSONAL
Profile My Summaries > Meeting Summary for Robin at Wharton
Meetings Meeting Summary for Robin at Wharton
" Jun 27, 2024 02:00 PM Eastern Time (US and Canada) |D: 9851065 5295
Webinars

Personal Contacts
Quick recap

Personal Devices .
HFIVTEEELTE | T ST T I R LT M IR T R e

o R O T, A< T R R (R, OB ] R O TRHN A TR T RITH

Whiteboard
teboards I ETI T e B TR R YR L L S e s e R
s B T B B L, S S U A U B
Notes (IED)
Surveys Next steps
. C W TR W ol D R e S s e I
Recordings

Fated = et o G il e Eh e mld W e S ik sl G

~ Al Companion

Meeting Summary Summary
Clips '
» Share # Edit o Delete
Settings

o Share - Click the share button to enter the email addresses of people you'd like to share the summary
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with.
o Edit - Click Edit to edit any section of the summary (Remember that these summaries are generated by
Al and aren't infallible).

o Delete - Click delete to delete the summary altogether. This only deletes the summary from Zoom.

Smart Recordings

& Oowedoad [4 fdes)
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Screenshot via Zoom

Smart Recordings takes your cloud-recorded Zoom meetings and adds a few things to them:

e Recording highlights - Zoom Al Companion highlights noteworthy sections of the meeting. When watching
the recording you can choose to only see the highlights, or watch the whole thing. A new video with only the
highlights can be created, and highlights can be manually edited.

e Smart chapters - Chapters, along with titles and a brief one-line summary, are inserted into the meeting so
you can skip to just the right section. The meeting host can edit smart chapters, adding or subtracting them.

e Next steps - Based on the contents of the meeting, suggested next steps can be generated. They are displayed
in a panel below the recording and can be edited by the host.

e Meeting coach - Creates metrics and analytics about your meeting performance, including talk-listen ratio,
talking speed, filler words, longest spiel, and patience. Only the host of the meeting can see these results in
the recording.

Enabling Smart Recording with Al Companion
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By default Smart Recordings are off on PennZoom. To enable it on your account:

os e N e

Log into http://upenn.zoom.us with your PennKey username and password.
Click on Settings in the lefthand sidebar.
Click on the Al Companion tab.

. Scroll down to the Recording section.

Click the button next to Smart Recording with Al Companion. Blue means it is enabled for any meetings
going forward; gray means it is disabled.

Smart Recording with Al Companion Q

By enabling it, your cloud recording can have
recording highlights, summary and smart chapters,
next steps, and meeting coach. technology, which
may include third-party models. (@)

Changing the Defaults

By default, Smart Recordings are off on PennZoom. To change any of the defaults:

Log into http://upenn.zoom.us with your PennKey username and password.

Click on Settings in the lefthand sidebar.

. Click on the Al Companion tab.
. Scroll to the Recording section.

. Click the button next to Smart Recording with Al Companion to toggle it on and off. Blue means it is enabled

for any meetings going forward; gray means it is disabled. When enabled, you can specify which features

you'd like to include with your smart recordings - checked features are enabled, and unchecked features are

not.

Recording

Smart Recording with Al Companion () Modified Reset

By enabling it, your cloud recording can have
recording highlights, summary and smart chapters,
next steps, and meeting coach. technology, which
may include third-party models. [

Create with each recording:
() Recording highlights (7)
(] Smart chapters (7)

(] Next steps (7)
Meeting coach (7)

Using Smart Recording

With Smart Recording enabled, all of your cloud recordings become "smart." This means you can record your
meetings as you normally do, and gain all the benefits of this feature. To start a Smart Recording:
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1. Ensure that Smart Recording is enabled on your Penn Zoom account (see the Enabling Smart Recording with
Al Companion section for instructions).
2. Click the Record button in the lower toolbar of your Zoom meeting.

Record on this computer

Record to the cloud

©®  ©

Record More

3. Click Record to the cloud. You'll see a note about Smart recording when it is enabled.
4. Participants will be notified that the meeting is being recorded, as usual.

Whiteboard Content Generation

L)
i Whiteboard Content Generation with Al Companion
D (Give me a list of Zoom Al Companion features| J Generate Stickies v a
i
Suggestions
O+
I
<3 Give me a list of successful presentation techniques ?
<:>‘ List the tools that would be helpful for hybrid work p

o

Give Whiteboard Content Generation with Al Companion a prompt, and it will generate whiteboard objects for
you, which you can then edit or expand on your own.

Whiteboard Content Generation with Al Companion can create:

Stickies
Tables

e Text

¢ Mindmaps

Flowcharts

Enable Whiteboard Content Generation

By default, Whiteboard Content Generation with Al Companion is off in PennZoom. You can either enable or
disable this feature; there are no other settings.

1. Loginto http://upenn.zoom.us with your PennKey username and password.
2. Click on Settings in the lefthand sidebar.
3. Click on the Al Companion tab.

4. Scroll to the Whiteboard section.
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Whiteboard

Whiteboard Content Generation with Al Companion (:)

Use Al to help users create content on the whiteboard k
canvas. Add, modify and extend content on the board.

Toggle it off/on by clicking the button next to Whiteboard Content Generation with Al Companion Blue
means it is enabled for any meetings going forward; gray means it is disabled.

Questions?

Contact your Wharton Computing Representative with any questions about Zoom Al Companion.
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BlueJeans FAQ

Last Modified on 10/30/2020 3:18 pm EDT

The Penn BlueJeans service was retired on June 30, 2022. Please contact your Wharton Computing
Representative with any questions.

Questions and troubleshooting tips that will help you use BlueJeans meetings at Wharton. See BlueJeans vs. Zoom
Meetings for a thorough explanation of the online experience BlueJeans can provide.

Accessing BlueJeans

Getting Set Up

e System Requirements: a current computer or smartphone. See BlueJeans'support site for more details.
¢ Internet Connection (except for audio-only): We recommend at least 10 Mbps/download speed and 5
Mbps/upload speed, in spite of BlueJeans' recommendation of 1Mbps. Use Speedtest.net to determine your
internet speed.
e Account needed?
o To participate in a meeting, NO account is needed.
o Toschedule or moderate a meeting: log in with your PennKey ator launch the app.

If PennKey (or other) issues are preventing you from joining the meeting using the BlueJeans app, use the web
browser version of the link.

Ways to Join

Check this link to compare the benefits of the Browser vs. App experience.

e Browser: Join a Penn BlueJeans meeting using the latest versions of Edge, Chrome, Safari, or Opera. Check
your meeting invitations for the link.

e App: Frequent users or users with advanced moderation should use the BlueJeans App. Check your meeting
invitations for the link.

e Nointernet: You can participate in the audio portion of the meetingby calling in on your phone.

e Through Canvas: if your class has set up BlueJeans in Canvas, log into your course through Canvas and
choose the meeting. If you join after the lecture has started, look at the Meetings in Progress section.

If you use are using the Canvas Calendar to join meetings and don't see a meeting you are expecting, check the
BlueJeans tab in Canvas.

About Meetings

e Who Can Join a Meeting: Anyone who has the meeting's ID number.
e Participant Limit: You can have up to 200 participants in one meeting.
e Meeting Moderators: Moderators are identified with a blue star by their name in the meeting's People tab,
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and can drop people from a meeting.

¢ Closed Captioning: Automated closed captioning in available for participants using the desktop application
once they enable the feature in their settings.

e Security: Moderators will see a lock icon in the top left corner of their screen. They can choose to lock their

meeting to prevent any more users from joining.

D o

This meeting is unlocked. Click to lock.

¢ |nternational Meetings: International numbers are available (see http://bluejeans.com/numbers) for
attendees who are abroad.
e Joining with Moderator Code: Join using the meeting URL and add the moderator code after the meeting ID:
o e.g. bluejeans.com/123456789/#itii#

Using BlueJeans

Managing Meetings
e Scheduling Meetings (Faculty): Please visit Video Conferences for Instruction to learn how to schedule a
Class Meeting through Canvas.
e Scheduling Meetings (All Users): Please visit Video Conferences to learn how to schedule meetings.
e Moderator Passcodes: Allow users to manage the meeting; unless you scheduled the meeting, you must use it
when you login. Find it:
o inlecture meetings scheduled through Canvas:
= |aunch the Canvas course and click on the Join link for the meeting.
= The last four digits of the link are the moderator code.
o in meetings scheduled through BlueJeans
s [t'sincluded in the email confirmation for the meeting, OR
s Loginto meeting.upenn.edu, click your profile at the top right, choose Settings and copy the
moderator passcode.
e Mute Participants: Only the moderator can mute other people. Faculty or TAs should have the moderator
code for their class meetings and use it when joining the meeting.
e Breakout Sessions: Please see Video Conference Features for more information.

Sharing Content

e Seeing Chat while Screen Sharing: BlueJeans doesn't allow you to see chat while you are sharing your
screen, so we recommend joining the meeting with a second device, such as a tablet or smartphone. To avoid
feedback, make sure to mute the audio/video on the second device before launching the BlueJeans app, and
join the session choose Join with Screen Share Only. You can then view the chat.
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Join with ID

814328282

App Audio & Video Dial-in Audio
in w e Only.

Be sure to download the BlueJeans app for your secondary device as it will give you the best experience.

If you only have one device you can either:

e Askyour TA, or awilling student, to relay questions from the chat.
e Pause screen sharing from time to time to see the chat.

If you have two screens, you can share just the application you are using (e.g. Powerpoint) instead of your entire
desktop. However, if you tend to switch between applications during the class you will need to stop and restart
sharing soit's not the preferred option.

e Use Two Monitors for Presentations: The PowerPoint application has a setting that allows you to choose
which of your monitors the slideshow will display on. In PowerPoint find the Slide Show tab at the top of the
application screen, locate the Monitors category (towards the end of the Slide Show tools) and use the
dropdown menu to select the monitor you'd like to share you slideshow on. For further assistance, review the
Microsoft article on presenting with multiple monitors.

¢ Disabled Video Layout Controls: When using the BlueJeans app (which we recommend) this feature may be
disabled for attendees when more than 25 people join a meeting. Moderators still have the ability to change
layout controls. This is a technical limitation of the BlueJeans app.

e Whiteboard Notes: To maintain notes during a class meeting, we recommend sharing your entire screen and
switching between your presentation and an application like Word or OneNote.

Recordings and Meetings

Using the BlueJeans Recording Feature

e Recording Meeting without Participants: Make sure to press the "Start Recording" button in the top left
corner of BlueJeans.
e Ending Recording: Once a recording has been started, BlueJeans will continue recording until EVERYONE
has left the call (regardless of whether the moderator has left). To end the call:
o Click the hangup icon at the top of the meeting.
o Check the Drop Everyone box on the pop-up window
o Click Leave
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Managing Recordings

Recording Upload Time: It can take up to 36 hours for recorded video conferences to appear in Canvas. The
person who scheduled the meeting will receive an email when the recording is available via the BlueJeans
interface (which is usually soon after the meeting).

Sharing Recordings: If you scheduled your BlueJeans meeting through the Canvas integration, it should
appear on the same page as the "Join" button. Please note that it will take some time for the recording to
process and sync before it will become available.

Recordings and Chat: You can download your chats in BlueJeans. They don't record, sosave them before
you end the call. For more information, see this BlueJeans support article.

[Type your message

—
Download Chat

Recordings and Attendance: BlueJeans doesn't have a built-in attendance feature. If you want to keep track
of who attended a session, we recommend asking students to use the chat feature, a discussion board on
Canvas, or PollEverywhere. As a backup, the attendee list of a video conference is incorporated into the
recording file that users can access by logging into upenn.bluejeans.com and going to "Recordings."
Recordings and Delegation: When a delegate schedules meetings on behalf of a delegator, the recordings of
that meeting end up in the delegator's account. At this point, the delegate cannot access the recordings.
Manual Recording Upload: If your recording has not been auto-uploaded to Canvas, you can manually
download and upload your BlueJeans recording. See this article for more details.

Availability of Recordings to other Canvas Sites: BlueJeans recordings made through Canvas are available
only to users enrolled in the site. If faculty want to share a video with users in a different Canvas site, there
are two options: download the video and upload in the new site (using "Class
Recordings">"Create">"Upload."), or make the BlueJeans recording available to anyone with the link and
then share the link in the additional course sites.

Asynchronous Pre-Recordings: If possible, we recommend using Panopto directly for making asynchronous
pre-recordings. If you do use BlueJeans for this purpose, you can use this support article. When downloading
the BlueJeans recording, make sure to choose the “Audio, Video & Presentation” option seen here:

Error Messages and Troubleshooting

Audio/Video Problems

For problems with audio or video quality, try these options

[pdf("date-created")]

166


https://app.knowledgeowl.com/article/Download-Meeting-Chat
https://infocanvas.upenn.edu/guides/poll-everywhere/
https://support.wharton.upenn.edu/help/upload-virtual-meeting-recording-to-canvas
https://support.wharton.upenn.edu/help/work-remote-faculty-async-teaching-panopto
https://app.knowledgeowl.com/article/How-to-Download-and-Share-Recordings

Authentication and Account Errors

o General authentication errors (not listed here):
o If you have trouble joining the meeting using your PennKey, try using the web link to launch the
meeting, then choose "Join with Browser" at the bottom of the "Join Meeting" BlueJeans web page.
o Ifyoudon't have a Wharton account, or your account does not include an email address, you'll need to
contact our support team for further help
o Ifyou get the error "account that you are currently logged into is no longer associated with an active
billing plan", submit a ticket to your Wharton IT Representative, and include the email currently
associated with your BlueJeans account. They'll need to contact BlueJeans on your behalf.
o Make sure your email address is Penn Directory matches the default email address in Canvas, as
Blueleans is sensitive to that.
e Authentication Error: Could not process SAML Response: If you are getting this error, contact BlueJeans
support at +1 (408) 791-2830 for assistance.

|L | Authentication Error

A Please contact your enterprise
administrator.

Incident ID: 8811cb717334ab385e87fa00falaa84

Could not process SAMLResponse. Please reach out to the Bluejeans support team.

«Back

e Not Authorized to View this Recording: Users getting this error message when trying to access a class
recording through the BlueJeans tab on Canvas are receiving this because their BlueJeans account is not on
the Penn BlueJeans domain.

Bluejeans

BlueJeans support needs to be called to have the account moved and then the user should go to
meeting.wharton.upenn.edu to login before accessing class videos through Canvas.

Error Codes

BlueJeans has largely resolved the following types of errors, but they are listed here for reference.

More Resources

You can find a user guide that contain information for how to use this service athttp://bluejeans.com/support or
contact a Wharton Computing IT Representative
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Video Conference Breakout Rooms

Last Modified on 08/10/2022 10:05 am EDT

Zoom features breakout rooms that can be an excellent addition to the classroom. However, using them effectively
takes a little planning and some extra know-how.

Overview

Zoom offers breakout rooms to split meeting participants in up to 50 separate rooms for group collaboration. For
best results, all users need the latest Zoom app.

There are three methods for assigning participants to breakout rooms in Zoom:

e Pre-assigned - Each person is assigned a breakout room ahead of time. This method ishighly recommended.
Faculty should use the directions below; staff and students should use Zoom's instructions:
https://support.zoom.us/hc/en-us/articles/360032752671

e Random - During a Zoom meeting the host can push a button and randomly distribute attendees (including
co-hosts) into breakout rooms.

e Manual - You can create breakout rooms during the meeting and manually assign students to rooms. This is
difficult to do quickly, especially in meetings with larger numbers of participants.

Configuring/Managing Breakout Rooms

Both hosts and co-hosts can create and manage breakout rooms during the meeting. Co-hosts can move between
breakout rooms once they have been assigned to a breakout room by the host.

For complete information on the different roles in a meeting, see Zoom's article Roles in a Meeting.

Creating Pre-Assigned Breakout Rooms in Canvas

The following directions are for faculty using Canvas. Staff and students should use Zoom's instructions to
create breakout rooms: https://support.zoom.us/hc/en-us/articles/360032752671

Pre-assigning breakout rooms can make sending students to the correct rooms during a meeting quick and
seamless. However, setting these up needs to be done with care, since only Zoom meeting hosts and co-hosts can
manage breakout rooms and students must join the meeting with their Penn Zoom accounts for pre-assigned
breakout rooms to work.

Creating Breakout Rooms Randomly or Manually

There may be times when you wish to create breakout rooms randomly or manually. It's a good idea to practice
these options ahead of time so that you're comfortable with the process, since you'll be doing it in real time during
the class/meeting. Only Zoom meeting hosts and co-hosts can manage breakout rooms.

Participant Options in Breakout Rooms

Hosts, once they are in the meeting, have a number of options they can set for participants.
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For more information, learn how to enable, manage, and participate in Zoom Breakout Rooms.

Recording Breakout Sessions

Each breakout session will be recorded if the original video conference had auto-record enabled (as is our
recommendation) AND that recording process was not stopped and restarted manually.

Only a meeting moderator -denoted by a star in the participants list - can manually start a recordingin an
individual breakout session. Keep in mind the moderator can only start a recording in a breakout session they are
currently in.

Questions?

Please contact your Wharton Computing representative.
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Getting Started with BlueJeans Events

Last Modified on 10/14/2020 11:53 am EDT

This article is aredirect url for "Planning for Virtual Events" article that has a new url.
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Wireless Network Overview

Last Modified on 09/25/2024 4:48 pm EDT

The AirPennNet Configuration Tool, Connect to AirPennNet, was retired on July 16, 2024.
Use AirPennNet Guest to configure or re-configure your device for AirPennNet.

Laptops with the new Snapdragon CPU are unable to install the security configuration needed to access
AirPennNet. As a workaround, you can follow the instructions for Wharton-managed devices to set up
AirPennNet, but please be aware that using this method on a non-Wharton-managed device will result in your
connection being less secure and is not recommended.

Before You Start
You'll need:

e an active PennKey
e administrative access to your device (faculty/staff/anyone using a corporate computer)
e tobeinalocation with access to AirPennNet

Working on the San Francisco campus? See our Wireless Network - San Francisco Campus article.

Penn's wireless network (AirPennNet) gives you high speed access to the Internet from your own laptop, notebook
computer, or wireless handheld device while on campus.

In a hurry and want to configure your Penn Wifi without reading on? See the University's directions at:
https://www.isc.upenn.edu/how-to/connecting-airpennnet-and-joinnow

AirPennNet Vs. AirPennNet Guest: Which One Should You
Use?

Using AirPennNet-Guest

Use AirPennNet-Guest for:

e Connecting to Penn's wireless network for the first time on a device,

e Guests who wish to use the wireless network services.
Students, faculty and staff who want to connect to the wireless network should NOT use AirPennNet-Guest.
This option is designed for guests at the University and for initial connections, and has limited bandwidth.

When connecting to wireless at Penn you'll notice you have four different options in most areas. But which one
should you use? The four options, and when they should be used, are as follows:

e AirPennNet: Students, faculty, and staff should connect to AirPennNet when possible. More secure and
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robust, it is PennKey authenticated. Installation and configuration instructions are listed below.

e AirPennNet-Guest: As the name suggests, this option is for guests at the University. The AirPennNet-Guest
service is NOT recommended for students who want to connect to the wireless network. Users must register
themselves on this network every day; however, it does not require any configuration because it is an open
network with limited bandwidth and no encryption. Most areas on campus have a limited number of IP
addresses for AirPennNet-Guest and you may be unable to connect during peak capacity. For more
information please see: The AirPennNet-Guest network at Penn

e AirPennNet-Device: AirPennNet-Device is specifically designed for devices that cannot connect to the
normal AirPennNet Network. This can include devices such as gaming consoles, tablets, and more. You'll
need to follow these directions to register the device's IP address to gain access.

e Eduroam: eduroam allows students, faculty and staff to use their home institution's credentials (for Penn
affiliates, their PennKey) to easily access the wireless network when visiting other participating institutions.
eduroam can be found in all locations where AirPennNet service is available, but must be set up at your home
institution.

Accessing the AirPennNet Wireless Network

To access the AirPennNet wifi network on campus, you'll need to authenticate yourself using your PennKey and
password. (To reset your password or get more information on PennKey, see our article on PennKey Accounts.)

For detailed directions, see the University's directions at: https://www.isc.upenn.edu/how-to/connecting-
airpennnet-and-joinnow

Reconnect to AirPennNet

Occasionally you may need to reconnect your University-owned and managed Windows computer to
AirPennNet.

Wharton-Managed Windows Devices
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Troubleshooting WiFi (AirPennNet) Issues

Last Modified on 07/18/2024 10:49 am EDT

The AirPennNet Configuration Tool, Connect to AirPennNet, was retired on July 16, 2024.
Use AirPennNet Guest to configure or re-configure your device for AirPennNet.

This article will help you diagnose & troubleshoot any issues you might be having with Penn's WiFi network,
AirPennNet. Please see below for a list of common problems & solutions. For more information and
troubleshooting steps, please see the University's Tips.

Returning to campus after being away for several months? You may need to Reconnect your University-owned
and managed Windows computer to AirPennNet.

Before You Start
You will need one or more of the following before you can complete this task:

e PennKey credentials
e Administrative rights to your device

AirPennNet-Guest is NOT recommended for students, faculty and staff who want to connect to the wireless
network. This option is designed for guests at the University and has limited bandwidth.

General Connectivity Issues

AirPennNet Status

Having trouble connecting to AirPennNet? Check our status page to make sure it isn't a widespread problem.

Invalid Username or Password
Connectivity Problems
Configuration Problems

Reporting Coverage Issues

If you would like to report any weak signal or network coverage issues in Wharton buildings, you canuse this form.

Android Issues

If you have followed the directions for configuring your Android phone/device and are still having trouble
connecting, you can try the following.
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These directions may vary depending on your Android version and whether the phone manufacturer has

customized it.

MacOS Issues

Make sure to follow all the steps, including a restart of your computer.

iOS (iPhone, iPad, etc) Issues

Forget the network & reconnect

Safari Stuck on Connect to AirPennNet
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Wireless Network - San Francisco Campus

Last Modified on 07/17/2024 2:04 pm EDT

These directions apply to Wharton's San Francisco Campus. SeeWireless Network Overview for directions on
connecting to the AirPennNet network in Philadelphia.

Before You Start
You'll need:

e an active PennKey
e administrative access to your device (faculty/staff/those using company-issued laptops)
e tobeinalocation with access to AirPennNet

Penn's wireless network (AirPennNet) gives you high speed access to the Internet from your own laptop, notebook

computer, or wireless handheld device while on campus.

AirPennNet vs. WSF-GUEST: Which One Should You Use?

WSF-GUEST is NOT recommended for students, faculty and staff who want to connect to the wireless
network. This option is designed for guests at the University and has limited bandwidth.

When connecting to wireless at Penn you'll notice you have three different options in most areas. But which one
should you use? The options, and when they should be used, are as follows:

e AirPennNet: Students, faculty, and staff should connect to AirPennNet when possible. More secure and
robust, it is PennKey authenticated. Installation and configuration instructions are listed below.

o WSF-GUEST: As the name suggests, this option is for guests at the University. The WSF-GUEST service is
NOT recommended for students who want to connect to the wireless network. It does not require much
configuration because it is a simple password-protected network with limited bandwidth. Most areas on
campus have a limited number of IP addresses for WSF-GUEST and you may be unable to connect during
peak capacity. The Front Desk team will have the information you need to connect to this network.

e Connect to AirPennNet: Use this option to configure access to AirPennNet. Instructions are below.
Note: this network is designed solely to configure your device; it does not provide an internet connection.

Accessing the AirPennNet Wireless Network

To access the AirPennNet wifi network on campus, you'll need to authenticate yourself using your PennKey and
password. (To reset your password or get more information on PennKey, see our article on PennKey Accounts.)

MacOS:
Windows:
Android:

iOS:
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Reconnect to AirPennNet

Due to some security upgrades you may need to reconnect your University-owned and managed Windows

computer to AirPennNet.

Windows:
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Configuring the Wharton VPN

Last Modified on 05/19/2021 4:48 pm EDT

Wharton's virtual computing offerings differ depending on whether you are a student, or faculty and staff. The
Wharton VPN is for faculty and staff; the Wharton Virtual Lab allows students to use the public computers from off

campus.

Students

Students should use the Virtual Lab client to access the Wharton public computers.

Faculty and Staff

The Forticlient gives you access to secured Wharton resources from off campus. Use the link below to download
the client for your operating system of choice (Linux, Mac, or Windows) and then follow the instructions on the tabs
toinstall. For directions on using the VPN, see the article Using the Wharton VPN.

Before You Start
You will need the following before you can complete this task:

e an active Wharton account
e admin access to your devices
e access to the Internet

Download Forticlient

Downloading the Forticlient by going to:

https://vpnclient.wharton.upenn.edu

Click on the folder of your computer's operating system to download the appropriate client.

e Most people should install the x86 version.
e Do not choose the UWP version.

3

Wharton Users

Install and Configure the VPN
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After you have successfully downloaded Forticlient, follow the instructions for your Operating System to install
and configure the VPN.

Windows Instructions
Mac Instructions

Linux Instructions
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Wharton VPN

Last Modified on 02/21/2024 11:32 am EST

The Wharton VPN gives faculty and staff access to secured Wharton resources from off campus; the Wharton
Virtual Lab client allows students to use the public computers from off campus.

Before You Start
You will need:

e To be either a Faculty, Staff or PhD student at Wharton
o MBA and Undergraduate students should use the Virtual Lab client unless otherwise instructed
e An active Wharton account
e Access to the Internet
e Administrative access to your devices

If you are looking for instructions to upgrade from a currently-installed version of FortiClient on a Wharton-
managed computer, please see our Updating your Wharton VPN article.

There are two ways to install the VPN:

e Using BigFix Self-Service (Windows) or JAMF Self-Service (Mac) on a Wharton-managed computer.
e Downloading the client and installing it manually following the directions below.

Installations via the two Self-Service options will not prompt you for your administrative password. If you follow
the manual download and install instructions, you'll need to have an administrative password to complete the
installation.

If BigFix or JAMEF is installed on your computer, it is a Wharton-managed machine.

Wharton Managed Computers: Self-Service

You caninstall the latest version of the VPN on Wharton Managed computers using either BigFix or JAMF self-
service. This will install the VPN on your computer without the need for an administrator password.

Windows Instructions

Windows users must restart their computer after the installation is complete. Please save and close all open
work/apps before completing the installation.

Mac Instructions
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Manual Download and Install

Download the VPN client (FortiClient)

Installers for a variety of operating systems are available so that you can manually install the FortiClient:

1. Go to https://vpnclient.wharton.upenn.edu
2. Click on the folder of your computer's operating system to download the appropriate client.

L ] » g
Wharton Users

Linux Flaec Windows

3. Click the installer located in the Operating System folder you picked to download the installer.

Windows Users: Most people using Windows should install the x64 version.

Install and Configure FortiClient

After you have successfully downloaded FortiClient, follow the instructions for your Operating System to install it.

In order to manually install the FortiClient VPN client using the steps below, you will need to have
administrator privileges for your computer. If you need help with this, contact your Wharton Computing
Support Team.

Windows Instructions
Mac Instructions

Linux Instructions

Connecting to the VPN

Windows

There are two ways to connect to the Wharton VPN using Windows: launching it from the System Tray or by using
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the FortiClient console.

Mac

To launch the VPN on a Mac:

Questions?

Contact your Wharton Computing representative.
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Find Your VPN Client Version Number

Last Modified on 02/15/2024 2:10 pm EST
These instructions, for Windows and Mac OS X, detail how to find what version of the Wharton VPN you have

installed on your computer.

Before you start
You will need:

e The Wharton VPN Client (FortiClient) installed on your computer.

Windows

1. The FortiClient icon will appear in the SysTray on the your toolbar in the bottom right of your screen. You
may need to click the * icon to expand your SysTray.

10:41 AR

2. Right click on the FortiClient shield icon (it may be blue, like above, or red). Select About FortiClient from the

context menu.

Open FertiClient Conscle
About FertiClient

Disconnect "Wharton IT"

Shutdown FortiClient

3. The FortiClient console will open on the About page, and the version will be displayed at the top center of the

console:
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[@J FortiClient -- The Security Fabric Agent — x

File Help

Diagnostic Tool

)

opynght Information

9 FortiClient

whavilan Serfal: FCT8002393634633
uID2: 27B367F62C5D4BBERD102D74921AC132

Mac OS X

1. Launch the Wharton VPN Client (FortiClient).
2. Select About from the left panel in the client:
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FortiClient -- Zero Trust Fabric Agent

@ FortiClient

Serial: - el B m
uID2: [ B R E N
Engines

AntiVirus: © Up To Date Unknown
Vulnerability: @ Up To Date Unknown
Signatures

AntiVirus: @ Up To Date Unknown
Vulnerability: © Up To Date Unknown
IRDB Signatures: @ Up To Date Unknown
Sandbox Signatures: © Sandbox not configured Unknown
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Updating Your Wharton VPN

Last Modified on 04/30/2024 1:27 pm EDT

This article helps you manage a VPN update on your own and teaches you how to check your VPN version number.

All installations of FortiClient (Wharton's VPN client) must be updated to the most recent supported version
(7.0.10) due to a recently discovered security vulnerability in older versions.

This is a critical fix that must be applied as soon as possible; it requires a restart on Windows computers or
the use of your administrative password on macOS.

The update includes the following changes:
e Installs afix for critical security flaws found in previous FortiClient versions.

e Changes the way Windows 10/11 launches the FortiClient VPN: use the system tray icon (see these
instructions for details), rather than using the app or search.

MBA and Undergraduate students: use the Virtual Lab client unless otherwise instructed. The Wharton VPN
is available to Faculty, Staff and PhD students.

Checking your Current VPN Version

The ways to check which version of the VPN you're running varies by your computer's operating system:

Windows

Use these directions to check the version on Windows machines:

macOS

Use these directions to check the version on macOS machines:

Updating your Forticlient VPN

These directions are for Wharton-managed computers using the automatic installation process provided by
Wharton Computing. If you are manually installing or updating your Forticlient VPN, see our Wharton VPN
article.

The steps for updating your Forticlient VPN vary by your computer's operating system.

Windows
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Use these directions if your computer is running Windows.

macOS

Use these directions if your computer is running macOS.

Questions?

Contact your Wharton Computing representative.
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Connecting to the Network Drive: Faculty and Staff

Last Modified on 04/09/2024 12:19 pm EDT
This article will help faculty and staff connect to your network drive (e.g. u:\\ ) from off-campus or a device that's

not joined to our domain. Students should consult MyGoogleDrive.

Before You Start
You will need the following before you can complete this task:

e A Wharton account
e The path to your network drive

Windows

. If you are off campus, first connect to the VPN.

. Open File Explorer from the taskbar.

. In the left pane, right-click This PC and select Map Network Drive.

. Inthe folder field, enter the path to your network drive.Contact your Wharton Computing representativeif

N WODN PR

you do not know what to enter here.
o If youwould like the connection to the network drive to remain after the computer is rebooted, check
Reconnect at sign-in.
5. Check Connect using different credentials.
6. Click Finish.
7. When the Windows Security box appears, enter wharton\ in the user name field and your Wharton password
in the password field.
8. Click OK.

Questions?

Contact: Wharton Computing
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PennKey Accounts

Last Modified on 08/26/2024 1:59 pm EDT
A PennKey is a University of Pennsylvania username used for online authentication. This article provides an

overview of PennKeys, including the services they govern and how to obtain or reactivate your PennKey.

Known Issue: If you get an error that includes the words "web stale request", try the following:

e Refresh your app or webpage and log in again.

e Clear your browser's cache.

e If you are using Chrome and the first two options don't work, try logging in to adifferent PennKey-based
platform and then return showing Stale Request.

Before You Start
You will need the following before you can complete this task:

e Accessto astandard internet browser

e Students: To create a PennKey, you must have received an email from the University containing a setup
code. If not, please contact support@wharton.upenn.edu.

e Faculty / Staff: Work with your hiring contact to obtain the appropriate PennKey setup instructions.

e Alumni: Contact the Alumni PennKey team to help you set one up, or reset your password:

daralumnipennkey@dev.upenn.edu.

Notes:

e All Penn-affiliated users must have a PennKey to log in to Penn Canvas. This is a University of
Pennsylvania policy, one for which we can't offer exceptions.

Creating a New PennKey

Your PennKey is the username you use to access many of Wharton and Penn's networked systems and services.
You will want to begin this process well before access will be needed; we recommend at least a week. Depending
on whether you are a student, faculty, staff, alumnus, or guest, the process will vary a bit.

We strongly recommend that once you obtain your PennKey you enroll in the Self-Service Password Reset service
(also known as SSPR). This will allow you to reset your PennKey password online if you forget it. If you do not enroll
in SSPR, it will make resetting a lost password far more difficult.

Access and Privileges

Curious about what services your PennKey allows you to use?

Understanding Your Accounts
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The University has many online services -- you may find you have more than one account and wonder what each
one does.

Canvas Caveats

New PennKeys will automatically work on Canvas for users already enrolled (or the instructor of record) in a
course where Canvas has been requested. Teaching teams may contact Courseware to arrange access for TAs,
auditors, and other users.

If you're unable to login to Canvas 24 hours after creating your PennKey, please contact the Courseware Team
and provide them with the following information:

First & Last Name
Email Address
PennKey Username
PennID

NEVER send passwords via email. Wharton Computing will never request that you reveal your password.

PennKey Reactivation

If you previously had a PennKey (eg, you're an alum), and you need it reactivated to gain access to a Canvas site,
please see the table of contacts below.

PennKey Help

Resetting or

testing a e PennKey website (Recovery Service is located there)
known
PennKey
Activating e |ncourses that use Penn Canvas, PennKeys will work for users already enrolled (or for the
PennKeys for instructor of record). TAs, auditors, and other types of users who need access to Penn Canvas
Canvas should ask their teaching teams to contact courseware@wharton.upenn.edu for assistance.

e Please contact your Wharton Computing representative for assistance
Facultyand 4 pennkey-help@wharton.upenn.edu (for guest PennKey requests ONLY - please do not use for
Staff obtaining new faculty, student, or staff PennKeys)
e Wharton Student Computing, 215-898-8600
Students e pennkey@isc.upenn.edu

e PennKeys and Passwords for MyPenn and alumni resources

Alumni e daralumnipennkey@dev.upenn.edu
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Wharton Gmail Overview (Students)

Last Modified on 06/06/2024 9:25 am EDT

Students are transitioning to using PennKey to log into their Google@Wharton accounts.

Google@Wharton - our name for the suite of customized Google-based email and collaboration tools - provides
Wharton students with key communication tools. To get the best user experience with your Google account, it is
recommended that you install and use Google Chrome.

Before You Start
You will need the following before you can complete this task:

e An active Wharton Gmail account

Getting Started

Gmail

Your Wharton Gmail address is based on your PennKey username and thus comes in the form of
pennkeyusername@wharton.upenn.edu. When logging into Gmail.com, please ensure you are typing in your full
address (including the @wharton.upenn.edu) instead of just the username.

Google Calendar

means that all your classmates also have a Google calendar, and you can see their Free/Busy

Your calendar is connected to your Wharton email address (username@wharton.upenn.edu). This
information if they choose to allow that. This can be a powerful scheduling tool for learning teams and

other collaborative projects.

Note: If you forward mail to a personal Gmail address, you will not have the ability to RSVP for event invites
sent to your Wharton Gmail address, however you will still be able to add the event to your calendar.

Others from Google Workspace:

Collaborate with your fellow Wharton students using these Google Apps that are tied to your Wharton Account:
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Contacts Drive Chat

Why Google@Wharton?

Using Google provides Wharton Computing with an opportunity to provide students with a cohesive,
communicative ecosystem that includes email, chat, calendaring, document sharing, and document management. It
provides:

e Tighter integration between Google and Wharton’s online services: Frequently requested by many students
already using Google for their personal online communication and collaboration needs.

e Collaboration: An opportunity for students to collaborate and communicate online in real-time, which is very
much in demand for group work.

e Easily Accessible: Provides the ability to access these features anytime, anywhere, and from any device.

In addition, Wharton students who have been using the platform have cited the following benefits as particularly
useful:

e Multiple calendars interact together well: Provides benefits such as viewing multiple Google calendars and
email accounts in a single browser tab.

e Calendar-sharing options: Allows you to share your calendar with friends or create multiple calendars
accessible to other Google users for group work

Frequently Asked Questions

More Information

e Sending and Receiving Email
e Searching your Inbox
e Add, Edit, View, and Navigate Contacts

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Penn Students Taking a Wharton Class

Last Modified on 03/06/2024 5:22 pm EST

This article is intended for for non-Wharton Penn students taking Wharton classes. All students taking Wharton
classes will need to create a Wharton account in order to gain access to Wharton resources like public computers
and software.

Full-time Wharton student? See our Create Your Wharton Accountarticle instead.

Before You Start

If you are creating an account, you must meet one or more of the following requirements:
e Have an active PennKey Account
e Have been enrolled for at least one business day in a Wharton course in thecurrent or upcoming
semester

Note: Access to the Wharton student portal, MyWharton, is currently only available to full-time Wharton
students.

Creating a Wharton CLASS Account

If you are a student in another college at Penn and are taking a class at Wharton, you should create a Wharton class
account. This account ensures access to the computer labs, virtual lab, and use of educational software specified by
faculty.

You will still need to use your regular PennKey account to log into most Wharton resources.

Use our Wharton Account Creator App to create your class account.

Important notes

e Taking courses in upcoming semesters? Class accounts are generally available one week before the start of
the term.

e When can you create your account? You must allow at least 1 business day after enrollmentbefore
creating your account. You may encounter difficulty using the account creation form on the same day you
enrollin a course, or if you have an account already because of recent courses or work at the Wharton School.
If you are enrolling by permit and can't add the course through Path@Penn, contact your school's office or
registrar to complete your registration the day before creating a class account.

e Auditing? Early Account Access? Auditors and pre-enrollment accounts need faculty permission. If you are a
non-Wharton student who is also not enrolling in a Wharton course, but you are taking the class, instructor
permission is needed. While many faculty work with Wharton Computing directly to arrange for access, if
you have an email related to your permission to attend the course please forward that to the Student
Computing Team.

e Access to Canvas. Wharton accounts are no longer required to access Wharton courses in Canvas.

[pdf("date-created")] 192


https://support.wharton.upenn.edu/help/203165417-create-your-wharton-account
https://apps.wharton.upenn.edu/iam/accountcreator/
https://path.at.upenn.edu/student/landing
https://computing.wharton.upenn.edu/

Wharton Services Available with Wharton Class Account

Account created? Your Wharton account enables you to access the following Wharton services to help with your
classwork.
Public Computers

Although you will use your PennKey account to log into the Wharton public computers, your Wharton account is
required to complete the authentication and enables you to actually use them. You'll have access to:

e Personal storage space on the public computers (MyWhartonDrive) .
e Software your professor may require for your class work.
e Wharton public printing.

Printing Services

Wharton printing services require a Wharton account for access. Use these links to learn more about printing on
the Wharton campus:

e Public printing from the Wharton campus printers(using funds from your PennCash account).
e Printing to Wharton campus printers from your laptop (PC or Mac).

Canvas

Use Penn's Canvas link to access your course material in Canvas. Your Wharton course(s) should show up
alongside your other Penn courses.

Problems Creating A Class Account

If you encounter an error stating "Can't create Account, Account Already Exists" or "There is already an account in
your name," our system may already have a record of you. Please submit the following information to the Student
Support Team:

PennKey/Wharton username (they are the same)

PennID number
Faculty name and course name (eg. ACCT1020, Joseph Wharton)

e [fyou're enrolled, auditing the class or are a TA
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Department Website Faculty Profile

Last Modified on 05/30/2023 11:34 am EDT

This guide will help you get started with the Wharton Faculty Platform. If would like to report a bug, submit a
feature request or schedule one-on-one training, please submit a ticket to Marketing Technology Support.

Before You Start
This platform is for Wharton Faculty.
You will need the following before you can complete this task:

e anactive PennKey account

Viewing a Profile

Faculty, student, and staff profiles are distributed throughout the ten department sites. Profiles page URLs follow
this pattern:

https://[department].wharton.upenn.edu/profile/[pennkeyusername]

Logging In to Edit

B My Profile
M| My Publications

= Add Publication

[M Al Publications

® Awards
E InThe News

© Collapse menu

To edit your faculty profile, visit https://faculty.wharton.upenn.edu/cms-login/ and use the PennKey Login option.
Once you log in, you will be redirected to your profile page. You can return to the profile page by selecting My
Profile on the left menu.

Editing a Profile

Editing all of the profile information (excluding research/publications) now occurs on a single page. Utilize the
Quick Links menu on the right hand side of the page to easily navigate the profile. Changes will take effect once
you click the Update button in the top right of the screen.

GENERAL INFORMATION

This page contains basic information for the profile, including name and contact information. All of the information
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including email, phone numbers and physical addresses will be publicly available on your profile page.

To add additional contact information fields, simply click the Add Email Address, Add Phone or Add Address
button to create another entry. Once multiple entries are created, you can sort the information by clicking Edit
Order and dragging the rows into the correct order.

Faculty titles can only be edited by select Wharton staff. Contact your department IT representatives if your title is
displaying incorrectly.

BIOGRAPHY

The biography section will control what appears in the Overview tab on the profile page. You are able to insert
links, images and embed other media in this section.

A more detailed tutorial on using the WordPress content editor is available here.

DEPARTMENTS

This section controls the departments affiliation in addition to where and how your profile will appear. An Enabled
profile will allow the profile to be displayed on that particular department site while a Disabled profile will appear
in the faculty listing on that site, but the profile page will not be accessible.

RESEARCH

The content editor allows for static content to appear under the Research tab on the profile page. Below, you will
find a listing of your 10 most recently added publications. To edit a recent publication, simply click the Pencil icon
next to the citation. To view all of your publications, click the link below the 10 most recent or the My Publications
link on the left menu.

TEACHING

The content editor allows for static content to appear under the Teaching tab on the profile page. Course listings
are dynamically pulled into the profile page.

AWARDS AND HONORS

The content editor allows for static content to appear under the Awards and Honors tab on the profile page. Below,
you will find a listing of your 10 most recently added awards. To edit a recent award, simply click the Pencil icon
next to the listing. To view all awards click the link below the 10 most recent. To add an award, click the Add a New
Award button and fill out the form. Once added, the new award will appear in the preview section and you can
further edit the details by click the Pencil icon.

IN THE NEWS

The content editor allows for static content to appear under the In the News tab on the profile page. Below, you

will find a listing of your 10 most recently added news items. To edit a recent news item, simply click the Pencil icon

next to the listing. To view all awards click the link below the 10 most recent. To add an award, click the Add a News
Item button and fill out the form. Once added, the news item will appear in the preview section and you can further

edit the details by click the Pencil icon.
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LINKS

One or more additional links can be attached to a profile page. Enter the link URL and select a link type. You can
also optionally enter additional information in the Link Text and Link Title fields. The link text will appear on the
screen while the link title is additional information to appear when a user hovers over the link. If no link text is
entered, the full URL will appear as the link text.

The type of link selected will impact the position of the link as it is output on the profile page:

e Supplemental Link: These are additional links that will display after the profile CV and Personal Website (if
included). Supplemental links can be either internal (upenn.edu domains) or external web addresses such as a
twitter profile.

e Personal Website: The personal website field will appear similarly to a supplemental link, but the personal
website will be prioritized at the beginning of the list.

Links: CV. Personal Website. A Supplemental Link, Another Supplemental Link

Display order of links

CV and external web links will appear above the profile content.

FILES

One or more files can be attached to a profile page, including a headshot and CV. To upload afile, clickUpload and
then drag your file into the media uploader. Select Insert in Post in the bottom right of the screen. Select the
appropriate File Type from the dropdown below. A link to the CV will appear in the Links section pictured above. If
multiple headshots or CVs exist on a profile, the system will display the first uploaded file.

MISCELLANEOUS TAB

The Miscellaneous section of the profile editor controls the additional tab on the profile page. The profile editor
allows for static content to be added to the tab. The website editor has the ability to insert links, images, and
embed other media within this section. The name of the tab as displayed on the profile itself can be selected from
the Tab Label drop-down menu.

Editing a Publication

To edit a publication you click on the Pencil icon from within your profile edit screen or click theMy Publications
link in the left menu to view all publications and click Edit on the desired publication.

General Info, Abstract, Description and Files for publications are edited similarly to the profile page.

CITATION PREVIEW

When adding or editing a publication, you can preview the citation that will be displayed in the publication listings.
Click the Preview Citation button to generate the initial preview.

AUTHORS
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To add additional Wharton Authors or Guest Authors, begin typing the authors name into the input below the
currently assigned authors. The system will begin to search for existing Wharton Authors and Guest Authors. To
edit how the authors appear in the publication citations, drag and drop to reorder. You can also remove authors
from a publication by clicking the X. If you remove yourself from as an author for a publication, you will no longer be
able to edit that publication.

Adding a Publication

To add a new publication, you can either click the Add a New Publication button in the Research section of the
profile edit screen or select Add Publication from the left menu. Select a publication type and enter the publication
title and then select Continue. Confirm the details of the publication by clicking the Create New Publication
button.

Publications must be created with a single Wharton Author. Additional Wharton Authors and Guest Authors can
be added once the publication is created.

Questions?

Contact your Department IT Representative (PennKey login required) with any questions.
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Wharton Alumni Account

Last Modified on 07/22/2020 4:42 pm EDT

This article provides information on your Wharton Alumni account.

Alumni Account

Your Alumni account gives you access to many benefits including WhartonConnect, the Wharton Webinar Series,
and the MBA Career Management website.

Registering Your Alumni Account

I don't have an Alumni Account

If you don't have an account please navigate here and click "Register Now" underneath "Don't have an account?".
Follow the on-screen instructions to complete your account registration.

I don't know if | have an Alumni Account

If you're not sure whether you have already registered your account, try logging inhere.

Questions or Issues?

Please contact Wharton Alumni Relations directly: alumni.relations@wharton.upenn.edu.
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Wharton Computing Accounts & System Policies

Last Modified on 10/25/2022 5:16 pm EDT
This article includes information on Penn and Wharton computer policies, security and ethical behavior.

The computing systems, software, and networks of the Wharton School provide a wide range of services. The use of
these resources involves certain risks and obligates users to certain responsibilities.

The Wharton School's computer systems and networks are the private property of the Wharton School and the
University of Pennsylvania. Access to these systems is a privilege granted by the Wharton School and the
University of Pennsylvania, and may be revoked without prior notice.

All Wharton accounts, computer systems, networks, and policies are ultimately subject to the University of
Pennsylvania's Acceptable Use Policy.

Privacy & Protection

The policy governing privacy rights and protections at the University of Pennsylvania is the Policy on Privacy in the
Electronic Environment.

Security

Computer security is essential to the well-being and health of the University of Pennsylvania's computing systems
and its users. Some of the requirements for any computer connected to PennNet include, but are not limited to:

e Be protected by strong passwords that are resistant to dictionary attacks

Security patches must be applied on a timely basis

[If] the operating system includes a software firewall, activating it is a minimum requirement

For operating systems for which Penn supports or recommends antivirus software...there must be a regular
program of maintaining current virus signatures and real-time scanning

The policy governing computer security requirements at the University of Pennsylvania is the Computer Security
Policy.

Alumni Accounts

Wharton students may currently use their email accounts for up to one year following graduation. All student
account policies outlined in this article remain in force during this account extension period.

The policy and practices for closing accounts for Undergraduate and MBA Wharton Students.
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Questions?

Students - Wharton Computing Student Support

Faculty - Academic Distributed Representatives (login required)
Staff - Administrative Support (login required)

Alumni - Wharton Alumni Relations | (215) 898-8478
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Graduating Students: Account Closing Dates

Last Modified on 08/26/2022 9:22 am EDT

Before You Start:

This article is for Undergraduate and MBA Wharton students. PhD Students should contact their Academic

Distributed Representative.

Access to Wharton and Penn Online Services ends at various times after you graduate. Access to most services will
end within a month of graduation. A few services remain accessible for longer. Use this table to figure out when

your access to each service or resource will end. See our Graduation Technology To-Do list for advice on how to

transition your data.

Service or Resource
Wharton Research Data Services (WRDS)

Canvas Course Sites
e See this article for more access information

University of Penn Licensed Software
e Library database access - see the Penn Libraries Alumni Services guide
for information about resources available to alumni.
e Zoom Video Conferencing
o Study.Net (access ends 90 days after course ends)

Wharton Virtual Lab
Dropbox for Business
Slack

Penn 0365 (including OneDrive)
e After 60 days, any documents on OneDrive are not retrievable

MyWharton Student Portal
e GSR Reservation Access
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Access End Date

At graduation

Penn will support alumni
access as long as the
University uses Canvas, but
individual course sites will
eventually close. Therefore,
it is wise for students to
download desired materials
from Canvas as soon as
possible after they graduate.

Within 30 days of graduation

Within 30 days of graduation

Within 30 days of graduation

30 days post-graduation

Within 60 days of graduation

Within 90 days of graduation
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1 year following graduation
Wharton E-Mail and Google Account

e Use of username@wharton.upenn.edu (mail to this address will bounce)
o LastPass Premium (password manager) will downgrade to the free
version once your Wharton E-mail account closes
e Google Drive

Campus Groups 1 year following graduation

1 year following graduation
Wharton's Public Technology

e Access to public computers
e MyWhartonDrive (Y:)

Note: MyWhartonDrive (Y:) may be decommissioned before this
deadline - check this site for further updates. We recommend saving
any data you want to keep as soon as possible.

Questions?

Contact: Student Computing
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Google@Wharton (Faculty and Staff)

Last Modified on 08/01/2024 1:42 pm EDT

The Google@Wharton for Faculty and Staff offering allows you to securely access an approved list of Google tools
with your PennKey username and password and enjoy the legal protections of the University's contract with
Google.

Before You Start
You will need the following before you can complete this task:

e An active Wharton faculty or staff affiliation
e An active PennKey

Google@Wharton for Faculty and Staff includes only the following Google services:

e Drive and Docs
Shared Drives
Google Chat

Google Chrome Sync

Google Meet

Gmail is not included in Google@Wharton for Faculty and Staff. PennO365 remains our email solution for
faculty and staff.

Any Google services not included in the above list are not a part of the Google@Wharton offering.

The following list highlights some core Google services that are not currently offered in Google@Wharton for
Faculty and Staff. This list isn't exhaustive:

o Gmail

e Calendar

e Tasks

e Analytics

e Google Cloud
e Gemini

e Maps

e Google Vault
e Groups for Business
e Jamboard

o Keep

e Migrate

o Sites

How to Request a Google@Wharton Account

Contact your Wharton Computing Representative if you would like a Google@Wharton account.
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Access your Google@Wharton Account

To access your Google@Wharton account:

. Go to account.google.com.

. Enter your @wharton.upenn.edu email address.

Click Next.

. Enter your PennKey username and password.

. Click login and provide your Two factor authentication.

N oA R

. And you've logged into your Google@Wharton account.

Questions?

Contact: Your Wharton Computing Representative
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. Click the blue "Go to Google Account" button in the upper righthand corner of the screen.
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Google@Wharton PennKey Transition

Last Modified on 06/03/2024 11:25 am EDT

Google@Wharton is transitioning to PennKey authentication for all accounts as part of our continuing efforts to
secure and simplify the services we offer.

There are four main changes associated with this transition:

e You'll login with your PennKey username and password - Google authentication will no longer be used.

e Primary Email address - You may need to change the primary email address on your Google@Wharton
account. Most people have it sent to @wharton.upenn.edu, which is the required setting for PennKey.

e "Send As" functionality will be removed - Sending email via your Google@Wharton account with a different
email address will no longer work.

e Google Sitesretired - The Google Sites service, which allows people to create websites, will no longer be
offered in Google@Wharton.

PennKey Authentication

After the migration, you'll log into your Google@Wharton account using your PennKey username and password. Nc
actionis required on your part.

Set Primary Email Address

In order for your PennKey login to work on your Google@Wharton account your primary email address must be set
to @wharton.upenn.edu. This is the default setting, and most people will not need to change anything.

Not sure what the primary email address is set to on your Google@Wharton account? Follow these instructions to
check what your primary email address on your Google@Wharton account is currently set to and how to update it:

"Send As" functionality

Email functionality hasn't changed for many years, but the world around us has. In response to rising security risks,
Google, and other email vendors, have made the practice of sending from one email address as another email
address increasingly difficult to support.

Given that we have a limited number of people who make use of this feature with their Google@Wharton accounts

and in light of the technical changes needed to allow for PennKey authentication, the "Send As" functionality will no
longer be enabled for Google@Wharton accounts post-migration.

Not sure if your account has "Send as" enabled?

With "Send as" enabled, a "From" field appears above the "To" field when you're composing a message with
your Google@Wharton account. If you see the "From" field, you have "Send as" enabled.

If your account is configured to "Send as" an email address other than your Wharton email address, you can change
it now by following these directions:
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Google Sites backup

Post-migration, you will not be able to access any Google Sites you may have created using your Google@Wharton
account.

To check to see if you have a Google Site:

1. Goto https://sites.google.com/
2. If you aren't logged in already, log into your Google@Wharton account.
3. Your sites will be listed in the "Recent Sites" section. If nothing is listed, you don't have any Google Sites.

If you do have a Google Site associated with your Google@Wharton account and would like to keep the content,
you have two options:

e Export the contentsusing Google Takeout. Note that this will get you all your Google Site's content, but it will
not preserve the organization of the content.

e Transfer ownship of your site to a personal Google account. This moves your Google Site, content, and
organization intact to another Google account.

Questions?

Contact Wharton Student Computing with any questions concerning your Google@Wharton account.
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Create Your Wharton Account

Last Modified on 09/18/2024 10:54 am EDT
This article provides instructions on how to create your Wharton account based on the kind of user you are.

Non-Wharton Penn student taking classes? See Penn Students Taking a Wharton Class

Before You Start:

e Wharton Account holders must have a PennKey account. If you don't already have one, see Create Your
PennKey Account.
e All users of Wharton Accounts are required to agree withWharton's Account Policies.

Students

New Undergraduate or MBA / WEMBA students

It's best to complete this process prior to arriving on campus so you're familiar with Wharton's online resources.

Transfer / Dual-Degree Students

Accounts will be available several days after your program office notifies you of admission.

International Exchange Students

Exchange students receive accounts for the time they are attending Wharton.

Problem Creating your Wharton Student Account?

There are afew common problems when trying to create accounts; here they are along with some suggested
solutions.

If any of the below solutions do not solve your issue, feel free to reach out to Wharton Computing Student Support.

Questions About your Wharton Account?
Faculty, Academic Staff, and PhD Students: Contact your Academic Distributed Representative (login required)
Administrative Staff: Contact Admin Support (login required) or email admin-support@wharton.upenn.edu

Students: Contact Wharton Student Computing
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Problem Creating your Wharton Account?

Last Modified on 06/25/2020 2:15 pm EDT

Before You Start
You will need one or more of the following before you can complete this task:

e A PennKey Account:
Test your PennKey

There are afew common problems students run into when trying to create accounts; here they are along with some
suggested solutions.

Student

If any of the below solutions do not solve your issue, feel free to reach out to Wharton Computing Student Support.

Faculty/Staff/PhD Students

For help, please contact your respective IT Support Representatives. Their contact information can be found at the
links below:

Faculty & PhD Students

Staff
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Change or Reset your Password

Last Modified on 06/12/2023 11:24 am EDT

This article includes information on how to change your various Wharton and Penn passwords.

For tips & tricks when creating password, see our password guidelines article.

PennKey Username

Your PennKey username is identical to the beginning of your Wharton email address. For example, if your email
address is bobsmith@wharton.upenn.edu then your PennKey username is bobsmith.

bfranklin@wharton.upenn.edu
L PennKey J

If you have forgotten your PennKey username, you can try looking yourself up in the Penn Online Directory at
https://directory.apps.upenn.edu/directory/jsp/fast.do. If you have not restricted your public profile, you may be
able to see your email address and derive your PennKey from it.

Change PennKey Password
You can manage your PennKey password by using the following links:

o PennKey Self-Service Password Reset (Enrollment Required)
The PennKey Self-Service Password Reset allows you to reset your PennKey passwords through a non-Penn,
pre-registered personal email address and/or cell phone number. After you've enrolled, you'll be able to
request a password reset link be sent to your registered personal email or number.

e Change a Known PennKey Password
If you know your PennKey password and would like to change it, use the Change Known Password application
to create a new PennKey password.

e Reset a Forgotten PennKey Password
If you do not remember your PennKey password and have also enrolled in the PennKey Recovery Service, you
canreset your password by answering your previously filled-out security questions via the Reset Forgotten
PennKey password application.

e More PennKey troubleshooting tools

If you have any problems resetting your password or need further assistance, contact the PennKey administrators
at pennkey@isc.upenn.edu.

Wharton Password

Managing your Wharton password is easy by using the following links
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e Change your Wharton password
e Reset aforgotten Wharton password

PennO365 Password

The PennO365 password is now the same are your PennKey. Please use the PennKey section above to manage
your password.

Password Tests

PennKey

To confirm that you are using your PennKey password, try the Test My PennKey link:

e Test My PennKey

Wharton

To confirm that you are using your Wharton password, use the Test Wharton Password app:

e Test Wharton Password

Questions?

If you were unable to change or reset your password online, please contact:
Students: support@wharton.upenn.edu
Faculty: your Academic Distributed Representative (login required)
Staff: admin-support@wharton.upenn.edu

Alumni: alumni.relations@wharton.upenn.edu
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Change Your PennKey Username

Last Modified on 01/17/2023 8:45 am EST

This article contains directions and guidelines for changing your PennKey username.

Can | Change My PennKey Username?

If you already have a PennKey username and wish to change it, the University requires that you meet at least ONE
of the following criteria:

e You have legally changed your name.
o Ifthisis your situation, please start by updating your official University record through your Program
Office.
e Your PennName is judged offensive to the Penn Community.
e You are being harassed or threatened through email.

If you meet these criteria, please contact support@wharton.upenn.edu explaining your situation.

If you do not meet these criteria, you are not eligible for a name change. The rules on this are quite strict; for more,
please see the University's PennKey FAQs under Can | change my PennKey username after | register it?

Workaround: Alumni Forwarding Address (Students)

If you're not eligible for a PennKey username change, there is a workaround. As a Wharton student, you also have
access to an alternate email alias called your Alumni Forwarding Address (AFA). This alias can beused in place of
your short address, allowing you to keep your current PennKey for sign-in purposes, but use the AFA as your main
means of email.

Questions?

Students: Wharton Computing Student Support
Faculty: Academic Distributed Representatives (PennKey login required)

Staff: Administrative Support (PennKey login required)
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Wharton Passwords: Guidelines and Tips

Last Modified on 07/18/2022 5:12 pm EDT

This article outlines tips and guidelines for creating passwords for both PennKey and Wharton. Both accounts
share the same password requirements.

To change your password, see Change / Reset Password.

NOTE - To help take the burden of complex passwords off of your shoulders, Wharton offers access to an
encrypted password manager called LastPass. Find out more about how it works and how to sign up.

Wharton Password Guidelines

Password Length

Your Wharton password must meet differing requirements, depending on length:

Example (Do NOT use these

Password Length Requirements

for your actual password.)
20+ Characters Any US keyboard characters. boldaugustpretzelcloud
16-19 Characters Upper and lower-case letters BoldAugustPretzel

Upper and lower-case letters
12-15 Characters 4Bold7August8
and numbers

Upper and lower-case letters,
8-11 Characters PP $4Bold78!
numbers and symbols

Things you can't use as your password:

e Easily guessed or known compromised passwords (example: 12345678).
e Your PennNet ID, username (even backwards), and your first, middle, or last name.
e Single dictionary words, even if they meet the length requirements.

Refresh Your Password Frequently

You should change your password every 90-120 days (3-4 months).

Enable MultiFactor Authentication
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Whenever possible you should enable multifactor authentication. Also known as "two-step verification", this will

keep your credentials safer. See our article on Two Step Verification.

Tips for Creating a Password
Your password should be easy for you to remember, but should not make sense to anyone else.

e Avoid basing your password on your personal information like your birthday, phone number, address, or
other personal information that may be publicly available.
e String together four or more unrelated words for a long, secure password.
e Replace letters with numbers that look similar to make an easy to remember yet strong password.
o For example, turn "Wireless" into "W1r3I3ss" or "learning" into "13arning"
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Two-Step Verification: Start Here

Last Modified on 11/21/2022 12:09 pm EST

Two-Step Verification provides an added layer of protection for your online accounts. After you log in with your
username and password, you'll be prompted to verify your identity - the second step - using a device in your
possession, such as a mobile phone or an emailed code.

This article focuses on Two-Step Verification for PennKey and Google accounts, as all members of the Penn
community have Two-Step Verification associated with their PennKey accounts, and students whose accounts
were created before December 2023 have this service for their Wharton Google accounts. PennO365 accounts
leverage PennKey's Two-Step Verification as well.

For more information regarding various options for Two-Step, please see our Two-Step: Methods of Verification
article.

Before you Start
You will need one or more of the following before you can complete this task:

e An active account (e.g., PennKey, Google) that has not been enrolled in Two-Step Verification
e Administrative access to your smartphone (if you plan to install the recommended smartphone apps)
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PennKey

Enroll in PennKey Two-Step

Full instructions found here.

Google

Enroll in Google Two-Step

Full instructions found here.

Questions?

Faculty & PhD Students (login required): Academic Distributed Representatives

[pdf("date-created")] 215


http://twostep.apps.upenn.edu/
http://twostep.apps.upenn.edu/
http://twostep.apps.upenn.edu/
https://support.wharton.upenn.edu/help/two-step
https://myaccount.google.com/security/signinoptions/two-step-verification/enroll-welcome
https://myaccount.google.com/security/signinoptions/two-step-verification/enroll-welcome
https://myaccount.google.com/security/signinoptions/two-step-verification/enroll-welcome
https://support.wharton.upenn.edu/help/2-step-verification-for-google-accounts
https://inside.wharton.upenn.edu/faculty/partners/

Staff (login required): Administrative Support

Students: Wharton Computing Student Support
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Exchange Students Account Closing To-Do List

Last Modified on 09/13/2023 2:12 pm EDT

Before You Start:

This article is designed for Wharton Exchange students. Undergraduate and MBA students should refer to
their own graduation to-do list, and PhD students should contact their Academic Distributed Representative.

Wharton Student Computing wants to ensure that your account closing process is as smooth as possible. To help
you, we've compiled a to-do list of items to make sure that all your data (emails, files, & accounts) are ready to go!

Prepare Your Email for Transition

Your Google@Wharton account (Gmail, Google Docs, Google Drive, etc.) is deleted approximately one month
after your semester ends. Learn how to save important emails and set up a Change of Address notice.

Note: Only full time graduates of the Wharton School receive an alumni email address.

1) Set a Change of Address Notice

Make sure your contacts know that your Wharton address will be expiring! Set an Out of Office providing a non-
Wharton email address and any additional information you'd like.

Out of Office messages will stop working once your Wharton account closes. At that time, any messages
sent to your Wharton student email will bounce back to the sender.

2) Transfer Your Emails

Transfer your Wharton emails to a personal account. We suggest starting this process shortly before the end of
your semester.

MyWharton - Bookmark All Links

You will lose access to MyWharton within 30 days after the end of your semester. Bookmark any important
links from the All Links section while you still have access!
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You will no longer be able to reserve GSRs

Resolve any class absences with the Class Absences Report

Check your grades & transcript viaMy Grades

Take advantage of your remaining print credits before you lose them
o Check how much you have via Print Credit Balance

Save Files You Want to Keep

Save important files that you'd like to keep! You'll lose access to different services at different times, so make
sure you do this before or shortly after your semester ends.

Wharton Google Drive

EM"‘
G Suite

Canvas

Study.Net

study.net

MyWhartonDrive (Y:)
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@Wharton

UNIVERSITY 0f PENNSYLVANIA

OneDrive

OneDrive

Additional Backup Options

Icon of external hard drive

Tech Support

Wharton Computing Tech Center

Wharton

UNIVERSITY 0f PENNSYLVANIA

Support available via in-person (walk-ins & appointments), phone, chat, and email!
Check our KnowledgeBase for list of services, troubleshooting guides, and much more.

Contact Us
Office: SHDH-114
Phone: 215-898-8600
Chat: computing.wharton.upenn.edu
Email: support@wharton.upenn.edu
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Graduation Technology To-Do List

Last Modified on 03/15/2024 3:21 pm EDT

Before You Start:
This article is for Undergraduate, MBA, and WEMBA Wharton students.

PhD Students should see the Graduation Technology To-Do List for PhDs.

Wharton Student Computing wants your technology transition at graduation to be as smooth as possible. To help
you, we've compiled a list of items to make sure your email, data, and accounts are ready to go and that you know all
of the important dates for account closings.

Congrats on this major milestone!

Congratulations?!

Review Account Closing Dates

Your access to Wharton and Penn online services ends shortly after you graduate, and some services end
earlier than others.

See our Graduating Students: Account Closing Dates articlefor a comprehensive table with important dates for
your student accounts.

Prepare Your Email for Transition

Your Google@Wharton account (Gmail, Google Docs, Google Drive, etc.) is deleted one year following
graduation. Learn how to save important emails and begin forwarding to your Alumni Forwarding Address.
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1) Set a Change of Address Notice

Set an Out of Office providing both your Alumni Forwarding Address and a personal email address.

2) Begin Forwarding

Use your Wharton Alumni Forwarding Address to maintain a Wharton e-mail that forwards to a personal
account.

3) Transfer Your Emails

Transfer your Wharton emails to a personal account. We suggest starting this process shortly before or shortly
following graduation.

Manage Mailing Lists

Before you leave campus, unsubscribe from any mailing lists you're currently on. If you are the owner of a
mailing list(s), identify and assign a new owner for the list. (Only current Wharton students can own mailing
lists).

Unsubscribe

1. Navigate to the Mailing List App.
2. If prompted, login with your PennKey credentials.
3. Choose the My Membership tab.
4. Click Unsubscribe for each mailing list.

Transfer Ownership
1. Navigate to the Mailing List App.
2. If prompted, login with your PennKey credentials.
3. Choose the List Ownership tab.
4. Click Edit List for each mailing list.
5. Add any new owners and remove yourself.
6. Click Submit Changes.

Save Data You Want to Keep

Save data you'd like to keep before you lose access. To find out when you lose access to certain services, see our
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Graduating Students: Account Closing Datesarticle.

Wharton Google Drive

L
G Suite

Study.Net

study.net

MyWhartonDrive (Y:)

@Wharton

UNIVERSITY 0f PENNSYLVANIA

OneDrive & OneNote
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Dropbox

<2 Dropbox

Slack

a2 slack

Additional Backup Options

Migrate your G Suite Documents (for Club Owners)

When your Google@Wharton account is deleted, all shared documents will be as well! In order to avoid this,
we suggest changing ownership for files that club members will still need as well as doing a complete backup of
your account.

[pdf("date-created")] 223



1) Change Ownership for shared files

Follow Google's instructions to change the ownership for each file to another Wharton user.

Yes, you have to do this for each file you want transferred!

2) Backup all your files

Use the Google Takeout service to download a personal backup of all your Google Drive files.

Check Your Print Account Balance

Print credit is non-refundable but is usable until your Wharton account expires. Funds remaining in PennCash
will be refunded shortly following graduation.

Print Credit (non-refundable)

Print credit is non-refundable but is usable until your Wharton account expires. To check your balance, login to
MyWharton, click All Links, and click Print Credit Balance.

PennCash (refundable)

Log in to PennCash.com to view any remaining funds.

A refund will be issued automatically shortly following graduation or you can request one manually by contacting
the PennCard Office.

3601 Walnut St, Rm 219, Philadelphia, PA 19104
penncard@upenn.edu
215-417-2273

Stay Connected

Even though your access to some services will end, remain a part of the Wharton family post-graduation by
visiting the Wharton Alumni Relations Website and MyPenn.
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Visit Wharton Alumni
Relations Website

Visit the Wharton Alumni Relations
website to learn more about your
opportunities as a Wharton

graduate.

Activate Your MyPenn
Profile

MyPenn is a one-stop portal for
Penn and Wharton alumni. It is your
online directory that connects you
with fellow alumni around the
world. You will also find an events
calendar and access to exclusive
alumni resources. Log in today to
update your profile and explore the
Wharton community.

Alumni PennCard

Although your PennCard will expire
shortly after graduation, alumni are
able to purchase an Alumni
PennCard which offers many of the
same benefits and discounts as your
student PennCard. For more
information on what is available to
you, visit the Alumni PennCard
website.

Tech Support
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Alumni Forwarding Address

Last Modified on 03/07/2024 5:43 pm EST

Wharton alumni forwarding addresses should not be used to establish third-party accounts (Adobe,
Microsoft Suite, Facebook, etc.).

The forwarding mechanism may stop important verification or password reset emails from arriving
successfully; Wharton cannot assist in account management if you sign up with a forwarding address.

Full-time MBA, Executive MBA, and undergraduate students receive an alumni forwarding email address when
their Wharton student account is created. This forwarding address does not expire even after you graduate from
Wharton. It's also separate from your Penn Alumni address. (For information on your Penn Alumni address, see the
Quaker Gmail FAQ.)

Your alumni forwarding address is linked to your Wharton student email while you are a student.|If you forward
your student email to another account such as Gmail, the alumni address will forward there as well. And if you
unforward your student email, the alumni address will follow suit. They stick together while you are a student.

Before You Start
You will need:

e Full-time MBA, Executive MBA, or undergraduate student status at Wharton
e Wharton student account

Alumni Forwarding Address

The alumni forwarding address is not aseparate account, and you cannot log into it as you would with a regular
email account. It only acts as a FORWARDING address.After graduation you must choose a personal email
address (e.g.: youraccount@gmail.com) as the destination for messages sent to your alumni forwarding address.

If you're not sure what your alumni forwarding address is, you can look it up:

e Current MBA & Undergraduate Students:
o Navigate to the Forwarding Application
o Loginwith your PennKey username and password
o Look under the Send to Wharton Google section. You should see your alumni forwarding address listed
there.
e Alumni & Ph.D Students :
o PhD students do not receive an automatic forwarding address. Please refer to the section below that
references the process for them.
o Look up your name in MyPenn, the online alumni directory. You can access MyPenn with your
PennKey.
o Inyour Contact Information section, find your Wharton Alumni Forwarding Email under Email
Addresses. From there you can click to change your forwarding.
o PhD students who don't already have one can request an alumni forwarding address by writing to the
Alumni Relations office .
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After you graduate, you should begin using your alumni forwarding address exclusively. Many students begin using
it long before they graduate to ease the transition at graduation.

e As an alumni, you should not use your student email address as the forwarding address after you graduate.
Your account will close and therefore will be unavailable for use.

For long-term contacts, we recommend using your alumni forwarding address on any contact information you

distribute to people who may need to reach you after you graduate.

While you are a student, you are able to set your student email to send email using your Wharton alumni
forwarding address. For more information on how to do this, see our Send as Your Alumni Forwarding Address
article.

Format of the Address

Alumni forwarding addresses include your first and last name and must include your graduation year. Here are
some sample examples:

e MBA Student: Josephina.Wharton.WG24@wharton.upenn.edu
e Undergraduate Student: Joseph.Wharton.WH24@wharton.upenn.edu
e PhD Students: Jo.Wharton. WP24@wharton.upenn.edu

Changes to your alumni forwarding address are permitted under certain circumstances as long as the basic format
- first_name.last_name.grad_year@wharton.upenn.edu - is maintained.

Set or Update Forwarding

Depending on where you are in the process of studying, directions for forwarding will vary. Your alumni
forwarding address is linked to your Wharton student email while you are a student. If you forward your student
email to another account such as Gmail, the alumni address will forward there as well.

Current Students

Alumni forwarding addresses for current and recently graduated Wharton students automatically forward to your
Wharton student email account (username@wharton.upenn.edu) while the account is still active.

Recent Alumni: (Student Account still Active)

Your Wharton student account remains open for one year after you graduate.See Graduating Students: Account
Closing Dates for complete information and timelines. To change your Alumni Address forwarding:

Alumni (Student Account Closed)

Once you graduate, use MyPenn to change the forwarding for your Alumni forwarding address:

Requesting Changes

You may request appropriate changes by contacting the Student Support Team. Please include the way your
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alumni forwarding email is currently displayed, and the way it should look.

The naming convention for alumni forwarding addresses includes your school (WG for Wharton Graduate, and WH
for Wharton Undergraduate) and your graduating year. (Your alumni forwarding email must contain your division

and year of graduation; it cannot be removed under any circumstances.)

If your year of graduation changes, your alumni forwarding email can be updatedby contacting the Student Support
Team. Please include both the way your alumni forwarding email is currently displayed and the way it should look.

More Information

e Graduating Students: Account Closing Dates

Support
Students: Wharton Computing Student Support | Email: support@wharton.upenn.edu

Alumni: Please contact Wharton Alumni Relations directly: alumni.relations@wharton.upenn.edu. You may also
contact the Alumni PennKey Support: alumnipennkey@lists.upenn.edu
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Managing your Google@Wharton Gmail Account
(Students)

Last Modified on 06/07/2023 1:18 pm EDT

This article provides instructions on how to manage your Google@Wharton Gmail account - including changing
your display name, adding signatures, creating and editing labels, and more.

Before You Start
You will need one or more of the following before you can complete this task:

e An active Wharton Gmail address

Change Your Display Name

Following the steps outlined in Google's Documentation will ensure that anyone you email will see your new
Display Name as opposed to your default Wharton Account Name.

If you wish to change the way your name is displayed for all G-Suite services, send an email to
support@wharton.upenn.edu.

Create an Email Signature

Using a signature ensures that any email you send or reply to will have a standardized sign-off - usually including
your name, contact information, and profession. See Google's Documentation.

Remember to use your Alumni Forwarding Address in your signature -- that way your contacts will be able to
reach you after you graduate.

Create, Apply, and Edit Labels

Use labels to categorize your messages. Labels are like folders, but with a twist: you can apply multiple labels to a
message, so you can store a single copy of a message in multiple labels. You can also:

e Open alabel on the left side of your Mail window to see all messages with that label
e Search for all messages with a label
e See labels on messages in your Inbox, to quickly identify different types of messages

Make your labels easy to identify by applying different colors to them.

Move Emails without Labels

Clean up your inbox by archiving emails - this will allow you to move emails to labels, similar to the way a
traditional email folder works.
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Create Email Filters

Set up email filters to automatically label, block, or prioritize specific senders or domains.

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Forward Your Wharton Gmail to a Personal Mail
Inbox (Students)

Last Modified on 01/11/2024 3:26 pm EST

The following directions intend to guide you on how to setup forwarding from your Wharton Gmail (and Alumni

Forwarding Address) to a personal address.

Before You Start
You will need the following before you can complete this task:

e An active Wharton Gmail or Alumni Forwarding Address
e An active personal Email

Note: Forwarding your email comes with an increased risk of deferred (delayed) messages and message
bounces. For more information, please see our Common Problems Forwarding to Gmail article.

Forwarding Your Email
Un-Forwarding Your Email
Send As Settings

Tips About Forwarding

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Send as your Wharton Short Address from your
Personal Gmail (Students)

Last Modified on 04/24/2024 1:40 pm EDT

This article will provide instructions on how to send as your Wharton Gmail short address
(PennKey@wharton.upenn.edu) from your personal Gmail account.

Before You Start

You will need the following before you can complete this task:

An active PennKey account
An active Wharton account

A personal Gmail account
Two-Step Verification enabled for your Google@Wharton Account

Please make sure that your personal email account is hosted by Google and not any other organization (i.e.
your personal email should end with @gmail.com)

This only works for students with an active Wharton accountbecause Google requires authentication to an
active account. After you graduate and your Wharton email account is closed, this option will no longer work.

Send as your Wharton Short Address

Directions on setting this up will depend on whether you have enabled Two-Step Authentication for your
Google@Wharton account.

If Two-Step (for Google@Wharton) isnot Enabled:

If your account was created after December 2023, you will need to enable Two-Step Verification for your
Google@Wharton account.

If Two-Step (for Google@Wharton)is Enabled:

Once you've successfully enabled Two-Step for your Google@Wharton account (or your account was created
before December 2023), the following steps will guide you through the process of configuring sending as your short
address from your personal Gmail account.

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Send as your Short Address from your Personal
Gmail (Students)

Last Modified on 06/11/2020 1:29 pm EDT

Before You Start
You may need one or more of the following before you can complete this task:

e An active Pennkey account
e An active Wharton account
e A personal Gmail account

Note: This will only work for students with an active Wharton account because Google requires
authentication to an active account. Once you have graduated and your Wharton email account has been
closed, this option will no longer work.

This article will provide instructions on how to send as your Wharton Gmail short address
(username@wharton.upenn.edu) from your personal Gmail account.

Please make sure that your personal email account is hosted by google and not any other organization (i.e.
your personal email should end with @gmail.com)

Send as your Short Address

This procedure is best for students who would like to send mail as their Wharton Gmail short address
(username@wharton.upenn.edu) from their personal Gmail account.

Two-Step (for Google@Wharton) is not Enabled:

Two-Step (for Google@Wharton) is Enabled:

Questions?

Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Send as your Alumni Forwarding Address
(Students)

Last Modified on 02/19/2024 10:25 am EST

This article provides instructions on how to send as your Alumni Forwarding Address from either your Wharton
Gmail account or your personal Gmail account. This option is frequently requested by students and alumni who
want to share their Wharton Alumni forwarding address with contacts.

This will only work for students with an active Wharton account because Google requires authentication to an
active account. Once you have graduated and your Wharton email account has been closed, these options will no

longer work.

Before You Start

You might need one or more of the following before you can complete the following task(s):

An active PennKey account

An active Wharton account

An Alumni Forwarding Address
A personal Gmail account

From your Wharton Gmail Account

Option 1 - Set as Default through Gmail Settings
This procedure works best for students who want to use their Alumni Forwarding Address as their default/primary

address but don't want to change their Wharton Gmail Account credentials.

Option 2 - Add as an Alias through Gmail Settings

Note: Your Alumni Forwarding Address should be added as an alias to your short address by default.If it is not,

follow the directions below.

This procedure works best for students who want to send and receive as their Alumni Forwarding Address but
want to keep their short address (username@wharton.upenn.edu) as their default/primary address.

From your Personal Gmail Account
Add as an Alias through Gmail Settings

This procedure works best for students who want to send and receive mail as their Alumni Forwarding

Address from a personal gmail account but don't want their Wharton Gmail Account login credentials

to change.
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Questions?

Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Setting Up an Out-of-Office/Vacation Message in
Gmail

Last Modified on 07/25/2023 11:55 am EDT

Out-of-office or vacation messages are a great way to let people know you may be delayed in getting back to them,
or that your email address is changing. Google offers a service for Gmail users that allows for automatic out-of-
office replies. Wharton students may find the service useful for the following situations:

e Travel during school breaks.
e Notifying contacts that your email address will change (following Graduation or other circumstances).

Before You Start
You might need one or more of the following before you can complete this task:

e An active Gmail account (Google@Wharton or personal)

Sample Address Change Notification
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

sy K. Calibri (Body) - |" “|& A | EB i g Q
Pas@ | DT U E= MNomes Include Tags  Zoom
Y B e | o | =
Clipboard Basic Text i Zoom -

To...

Co..
Send

Subject Automatic Reply:

This is an automatic reply.

Please note that this email account will stop working soon.
My new Wharton email is Joseph.Wharton. WG 14@wharton.upenn.edu and my
personal email remains josephwharton@gmail.com.

Best,

Joseph Wharton|

Setup

Gmail provides step-by-step directions on setting up an out-of-office reply:
https://support.google.com/mail/answer/259227hl=en.

Questions?
Contact for Students: Wharton Computing Student Support | support@wharton.upenn.edu

Contact for all others (choose your IT support link): Wharton Computing IT Support
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Retrieve Complete Headers from an Email

Last Modified on 08/22/2024 10:58 am EDT

When troubleshooting email problems, we may ask you for the headers of an email to support a technical issue (for
example when emails are being blocked by our spam filters or anti-phishing services) or to support a security-
related matter.

When you are dealing with an actual suspected phishing attack, Wharton’s Information Security Office needs
to see the whole message, not just the headers. See the section Forwarding a Message as an Attachment
below for advice in these situations.

For more information about headers and their function, see Penn ISC's information on Email Headers.)

Unfortunately, simply forwarding an email to your Wharton Computing representative will not include the email’s
original header information. Instead, you'll need to follow the directions linked below for the email client you use to
read your email.

Email Headers by Client

Each email client displays their complete headers in slightly different ways. Find your email client and use the links
provided for directions on copying email headers.

If you don't see your client listed, see ISC's Email Header section on Other Email Clients.

Gmail

Use this Gmail Help article to help you locate the message header for an email.

Outlook (Windows and Web Client)

Use this Microsoft Support article to help you locate the message header for an email.

Outlook (macQS)

Use these steps to help you locate the message headers for an email:

Apple Mail

Use this Apple Support article to help you locate the message header for an email.

Forwarding a Message as an Attachment
In cases where a phishing email is suspected, we will need the following information in order to fully investigate:

1. Inyour mail client, right-click or open the options menu on the original email.
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2. Inthe menu that appears, select Forward as Attachment.
3. A new email will appear with the full message attached as a.eml file attached.
4. Add security@wharton.upenn.edu in the “To:” field of that new email and send!

Depending on the type of device you are using, you may also be able to simply click and drag the original email to
your desktop to get the .eml file we need - you can attach that in an email to security@wharton.upenn.edu. On
iOS/Android mobile mail clients, the menu on the original phishing message should also show a “Forward as

Attachment” option; in these cases skip to Step 4 and send.

Questions?

e General Questions - contact your Wharton Computing representative.
e Urgent Security Issues/Questions - contact the Wharton Information Security Office.
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Set Your Primary Email Address in Penn Directory

Last Modified on 08/16/2023 12:11 pm EDT
Many software services at Penn rely on an email address for identifying you. For this reason, you will need to
choose a primary address and and enter it in the Penn Directory.

Before You Start
You will need one or more of the following before you can complete this task:

e A Pennkey account
e AWharton account

Students

In most cases, Wharton students will want to set their Wharton address as their primary address. However, here
are some situations where that might be different:

e Dual Degree students have two email addresses, one for each degree program.
e Students forwarding to a personal email address may wish to consider which address they prefer to list as a
primary address in the Penn Directory.

Services that Use Penn Directory Listing

Keep in mind that the following services use the listing in the Penn Directory as their email address of record:

e Penn Canvas
Study.Net
Virtual Meetings -- requires a Penn email address as the primary address.

e Penn Emergency Notifications (for Faculty and Staff)
Wharton Slack

Set Your Default Listing

To make your Wharton email address your primary address, follow these steps:

1. Navigate to the Penn online directory: http://www.upenn.edu/directories/

2. Click the Update directory listings link and log in with your Pennkey credentials.
3. Click Manage Public Profile

4. Edit the Email field to make Wharton your primary address.

Questions?
Students - Wharton Computing Student Support
Faculty - Academic Distributed Representatives

Staff - Administrative Support
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Whitelist Addresses or Domains in Gmail

Last Modified on 06/25/2020 4:14 pm EDT

Before You Start
You might need one or more of the following before you can complete this task:

e An active Gmail account
e Anemail address or domain you want to receive mail from

Spam, Junk and Whitelists

Email providers (Gmail, O365) have spam filters that try to ensure untrustworthy, or possibly malicious, email
doesn't make its way to your Inbox. Gmail provides basic spam filtering that will automatically move suspicious
mail to your spam folder. Some email providers call this folder "Junk", so keep an eye out for either term.

Gmail also offers an option to add specific addresses or domains as "safe" so they aren't automatically marked as
Spam. This list is known as a "Whitelist". If you want to accept all email sent from Wharton, for instance, you can go
into your settings in your Gmail inbox and add @wharton.upenn.edu (or another domain, for instance
@seas.upenn.edu).

Your Whitelists only apply to your Gmail account, and must be managed and set by you.

Adding Addresses to Your Whitelist

The instructions below detail how to add a filter that will whitelist specific addresses or domains will NOT be sent

to spam:
1. Loginto your Gmail at gmail.com.
2. Click the gear icon in the top-right, and selectSettings.
3. Click the Filters and Blocked Addresses tab.
4. Click Create at New Filter.
5. Inthe pop-up window, enter the email address you want whitelisted in the From field.

o NOTE: If you want a whole domain whitelisted, you can just enter the domain (ie, "@example.com").
Click Create filter.
7. Check "Never send it to Spam".
8. Click Create filter.

o

Questions?
Student - Wharton Computing Student Support
Faculty - Academic Distributed Representatives

Staff - Administrative Support
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Back Up Wharton Account Data using Google
Takeout (Students)

Last Modified on 04/17/2023 1:08 pm EDT

This article provides instructions on how to back up your Wharton account data. Every student should have a
Google Takeout Archive to ensure you have all of your Wharton account data. Instructions on how to
transfer/import/view your mail using various services can be found here.

You can also do this for any personal Gmail account, just replace your Wharton address in the following
instructions with your own personal Gmail address.

Before You Start
You will need one or more of the following before you can complete this task:

e An active Wharton Gmail account
e Afew days for processing time
e Proper storage space on your personal computer

Google Takeout is an archiving service that allows you to export data from your Google@Wharton account to a zip
file that you can store on your computer or cloud service. This service can be used by Mac and Windows users.
Google Takeout will allow you to export data from the following Google Services (and more) associated with your
Google@Wharton account:

Mail (as MBOX files)
Calendar
Contacts

Google Drive

Note: Sharing a document in Google Drive does not grant ownership of the file. When the owner's Google
Drive expires, if the owner has not been changed, the document will no longer be available to the shared users.

Create a Backup Using Google Takeout

1. Visit http://www.google.com/takeout
2. Sign-in using your Wharton email address and password
o Note: Please check what Google account you are signed in to. Google Takeout is able to create a backup
for any Google account, if you need to back up your Wharton account, please sign in to that.
. Select the items you would like to backup (blue = selected)
. Scroll down and click Next Step
. Select your Delivery Method, Frequency and File Type/Size
. Click Create Export
At this point the services you selected are being backed up. You do not need to monitor this process and do

N U bW

not need to stay logged in to your account for the process to continue. You will be notified by email when
your back up is ready to be accessed.

You can also access your archive by going to http://www.google.com/takeout and clicking the Manage
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Exports.

7. Click Download to save the zip file locally once your archive is ready.

Archive of 1 Google product - less than 1 MB

.I,, Download this archive to your computer

Download each file to your computer. Keep these files safe since

kenta@...-Calendar zip - less than 1 MB

+ Show archive details

Note: Your archive is only available for seven days on Google’s servers so you will need to download this file
within this time frame.

8. Backup your Takeout file(s) to a safe location
9. Verify that all your files are in your Google Takeout archive as expected

Import Your Data

E-Mail: To see view/import your Mail data backup or learn how to transfer emails using other services, please see
the instructions in this article.

Calendar: Please see Google's instructions on how to import your Wharton Calendar into another Gmail account.

Contacts: Please see Google's instructions on how to import your Wharton Contacts into another Gmail account.

Shared Files

Sharing a document in Google Drive does not grant ownership of the file. When the owner's Google Drive expires,
if the owner has not been changed, the document will no longer be available to the shared users.

You cannot change owners to a user outside the Wharton domain, and thus this feature is most commonly used for
clubs. See Google's documentation for how to change ownership of a file in Google Drive, Docs, Slides, or Sheets.

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Transfer/Backup Wharton Email to a Personal
Account (Students)

Last Modified on 01/09/2024 2:52 pm EST

Find out how to move emails from your Google@Wharton account to a personal account using various services.
Most students prefer to start this process shortly before or shortly following graduation. Regardless of how you
view your mail, every student should have a Google Takeout archive, instructions for which are here.

Please keep the following in mind:

e This article only provides instructions for E-mail backup, import, or transfer. For any other data, please see
the Google Takeout article.

e Contacts & Calendars are not moved, for instructions on how to backup that data, see the Google Takeout
article.

Before You Start
You may need one or more of the following before you can complete this task:

An active Wharton account

An active personal Gmail account

A Google Takeout Backup (instructions here)
The M365 Suite (including Outlook)
Access to MacMail

Wharton Gmail to Personal Gmail (Takeout Transfer)

This is the recommend method for backing up your Wharton email and is best for students who want all of their
Wharton email transferred to their personal Gmail account. Please keep in mind the following things before
starting this process:

e This method can take a long time, especially if you have a lot of email in your account. Don't wait until a few
days before your account closes to start.

e Label structure is not kept, any mail in the inbox or various labels will be moved into one label in your
personal account.

e Contacts and Calendars are not copied. To backup these items, create a Google Takeout backup.

While Takeout Transfer does have the ability to migrate Google Drive data, if the destination Google Drive
does not have enough free space you will not be able to initiate a transfer. If you would like to backup your
Google Drive data, we recommend creating a Google Takeout backup.

Back Up via Outlook

PST File Backup
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This method is best for students who do not or will not have access to a personal Gmail account. Please keep in
mind that you need access to Outlook to be able to view any mail backed up with this method.

Back Up via MacMail

Google Takeout Import

The following methods will guide you through how to view a Google Takeout archive for mail. They can also be
used if you do not or will not have access to a personal Gmail account or Outlook. These methods are not
guaranteed to retain label structure as Gmail's labels are not actual folders, and are not carried over when
converted into the mbox file (via Google Takeout).

Thunderbird Import (Windows)

MacMail Import (MacOS)

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Export & Transfer Messages from Mail on Mac
(Students)

Last Modified on 05/11/2023 1:15 pm EDT

This article is for students who are already viewing their Wharton email in Mail on Mac or Outlook and want to
create a backup of their data. For more information on backing up or transferring your Wharton Gmail account
data, please see our Transfer/Backup article.

Before You Start
You might need one or more of the following before you can complete this task:

e An Email configured in Mail on Mac or Outlook
e Enough storage space for your Mail data file

Mail on Mac: Export Mailbox as an MBOX File

1. In MacMail, click on the mailbox you would like to export on the left hand side in the Mailboxes tab.
2. Click on Mailbox in the menubar.

3. From the Mailbox menu, Select Export Mailbox... And choose a save location.

4. You will now have a MBOX file safely stored on your computer.

Outlook: Export Mail as a PST File

For instructions on exporting Outlook data, please see Microsoft's instructions here.

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu

[pdf("date-created")]

248


https://support.wharton.upenn.edu/help/202640783-transferring-backing-up-google-wharton-e-mail-calendar-and-contacts-to-a-personal-gmail-account
https://support.wharton.upenn.edu/help/202640783-transferring-backing-up-google-wharton-e-mail-calendar-and-contacts-to-a-personal-gmail-account
https://support.office.com/en-us/article/create-an-outlook-data-file-pst-to-save-your-information-17a13ca2-df52-48e8-b933-4c84c2aabe7c?redirectSourcePath=%25252fen-us%25252farticle%25252fCreate-an-Outlook-Data-File-pst-to-save-your-information-24e6eafe-5700-4994-99e6-1783f556bbd2&ui=en-US&rs=en-US&ad=US
http://computing.wharton.upenn.edu

Configuring Outlook for Gmail (Students)

Last Modified on 01/09/2024 11:26 am EST

This article provides instructions on how to set up Wharton Gmail accounts within Outlook for both Windows and

MacOS computers.

For the best experience, Wharton Computing recommends accessing your Google@Wharton through a web
browser like Chrome.

Before You Start
You might need one or more of the following before you can complete this task:

e An active Wharton Gmail account
e Microsoft Office Suite (including Outlook)
e G Suite Sync Tool downloaded
o G Suite Sync ONLY works for Education Gmail accounts, NOT personal Gmail accounts

Microsoft Outlook for Windows

Using GWSMO (formerly G Suite Sync)

For students who prefer to use Outlook for their Wharton Gmail account, they'll need to download and install
Google Workspace Sync for Microsoft® Outlook. This will sync Email, Contacts, and Calendars every time you
open the application. It will also push any changes made to Calendars in Outlook to Gmail.com.

Microsoft Outlook for Mac

This option is best for students who are using a Mac and prefer Microsoft Outlook's interface. Alternatively,
MacOS users can follow the instructions outlined in MacMail for Google@Wharton (Students).

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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MacMail for Google@Wharton (Students)

Last Modified on 01/09/2024 11:27 am EST
This article includes directions for configuring your Google@Wharton Email account in Mac Mail.

Wharton Computing recommends using a web browser like Chrome (rather than using MacMail) to access
your Google@Wharton Inbox.

Before You Start
You need the following before you can complete this task:

e An active Google@Wharton account (Students)
e A MacOS computer

Configuring Mac Mail
If you have never added an account to MacMail

1. Open Mail.

2. Select Google and click Continue.

3. Sign in with your Wharton Gmail Account.

4. Select whether you want Mail, Contacts, and/or Calendars to be synced.
5. Click OK.

If you already have an account in MacMail

1. Open Mail.

2. Click Mail in the top-left corner of your screen.

3. Select Accounts.

4. Select Google and sign in with your Wharton Gmail Account.

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Accessing a Wharton Group Email Account
(Students)

Last Modified on 05/01/2023 10:30 am EDT

This article provides instructions on how to access a group account on Wharton email systems for students.

Before You Start
You might need one or more of the following before you can complete this task:

e Google@Wharton account
e Requested access to a shared group account from the group's owner.

Google@Wharton Group Accounts

Once you have been granted access to the shared account, you will receive an email from Google asking you to
accept access to the account. After you have accepted access, do the following to access the account.

1. Loginto your Wharton Gmail account.

2. Click your account photo (located in the upper-right corner of the page). You should be able to see the group
account in this menu.

3. From the drop-down menu, select the desired delegated account. A new window or tab will open displaying

the delegated account.

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Mailing Lists: Overview

Last Modified on 12/06/2023 1:49 pm EST

This article describes Wharton's mailing list system that provides mailing lists for courses, clubs and organizations
related to students' academic and extracurricular pursuits.

For information on the official mailing lists for Cohort and Student Class lists, see Cohort and Class Lists.

Before you start:
You may need one or more of the following before you can complete this task:

e An active Wharton account
e An active PennKey account

Mailing lists can be open to anyone, or restricted to just the organization. Lists can also be set up so that only
certain people can send to that list.

Accessing Mailing Lists

All Wharton mailing lists use the same list application used by the University. You can visit this application by
navigating to https://apps.wharton.upenn.edu/mailinglist/.

You canview the lists you are already on, subscribe to new lists, or unsubscribe. List owners can easily add other
administrators or moderators, change owners and manage list subscribers.

Individual Subscriptions

Individuals can subscribe themselves to most mailing lists, unless the list is private or is an official list that syncs
automatically based on enrollment (course lists) or student status (class lists).

Managing Mailing Lists

Students, staff and faculty can request a mailing list for a group.

Questions?
Contact: Wharton Computing Student Support
Email: support@wharton.upenn.edu

If you have more questions about how your Alumni Mailing Address works, please contact the Alumni
Relations office.
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Spam Filtering Overview

Last Modified on 02/01/2024 2:14 pm EST

About 50% of all email messages sent globally are spam. Email providers - including both Microsoft and Google -
spend a lot of time, effort, and money making sure that most of that spam doesn't end up in your inbox (and that
legitimate emails don't end up in your spam folder).

How Spam Filtering Works

Broadly speaking there are two methods used to automatically flag spam messages: heuristics and neural
networks. Each company has their own ways of using these methods, which they keep secret in an effort to thwart
spammers.

Heuristics

Heuristics is just a fancy way of identifying common characteristics of a thing and using those characteristics to
categorize them. In this case, a lot of spam messages share qualities like:

Country of origin

e Mismatched sender/reply to addresses
Subject matter

And more

Email systems keep track of these characteristics, or subscribe to a clearinghouse that provides lists of the
characteristics to look out for, and flag messages with certain combinations as spam.

Neural Networks

Google attributes its success in identifying and filtering spam to neural networks. Neural networks are, simply, a
way in which one can train a computer, or a network of multiple computers, to make highly accurate decisions
about what a thing might be.

This means that Google has a bunch of computers that have been trained, by looking at countless examples, to
identify spam messages. But wait, you say, that sounds an awful lot like heuristics! Sort of, but not quite.

Think about when you send someone to the market with a shopping list. Heuristics is the kind of shopper who will
stick exactly to the list. If the store doesn't have the exact yogurt you want, you aren't getting yogurt. If a spam
message doesn't match something on the characteristics list, it isn't marked as spam. Neural Networks, however,
are the sort of shopper who will see what you asked for but is willing to get something that meets the need even if it
isn't an exact match. Neural Networks can flag things that perhaps aren't obviously spam according to some
checklist but meet the general spam profile that it has learned.

Client Side Spam Filtering

Both of the methods described above are applied to your email messages by your email provider before the
message ever gets delivered to you. They all happen on those remote email servers and as such are known as
"server side" Spam filtering.
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Client side filtering happens on your computer and in your email client (Outlook, for example). Most programs
allow you to manually flag messages as spam, remove messages from your Junk folder, and create rules that will
filter messages into Junk. These are all known as "client side" filters, and can be tweaked individually.

More Information

Penn Email Routing

Why you might get Spam from Wharton addresses (Email Spoofing)
Creating an allowlist on Gmail (Students)

Creating Safe Senders in Microsoft 0365
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Guide to Phishing and Spam

Last Modified on 06/12/2024 5:11 pm EDT

This article explains the differences between phishing attempts (email messages that try to steal private
information) and spam (unwanted, mass email messages). It also details what to do if a Wharton account has been
compromised.

If you have any questions or concerns about anything in this article, please reach out to the Wharton
Information Security Office at security@wharton.upenn.edu.

Phishing

What is Phishing?

Phishing emails are scams sent to you by people or programs who are looking for access to your accounts or to
learn valuable information about you. They often appear to be from an administrator of the email system or
another user on the system. The content of the email generally is one of the following:

e awarning that your account may close if you don't use your account credentials to log into their website
e acalltoclickonalink to address financial or other issues
e arequest to update your work data

Etymology of Phish: “Phishing” emerged in the 1990s as an internet slang version of “fishing,” describing the
process of using messaging to lure or “fish” for users’ sensitive information. The convention of replacing "f"
with “ph” has its roots in the name given to early hackers -- Phreaks -- and the act of hacking was called
Phreaking. The process of fishing for information became known as Phishing as these “Phreaks” were fishing
for a person’s information.

Phishing attempts are getting increasingly sophisticated, and while we try to block any phishing attempts of which
we are made aware, no system is 100% effective. To test your knowledge of identifying these scams, check out this
phishing quiz.

ISC offers an informative training on Information Security Essentials that can teach you how to protect your
data best. For more information, see Phishing & Spear Phishing, or Phishing Emails Seen at Penn.

Spam

What is Spam?

Spam emails are unsolicited messages sent in bulk. Many spam emails are sent for straightforward commercial
purposes, but some are harmful phishing emails that will attempt to gather your sensitive information.

Etymology of SPAM: The term “Spam” was coined in the 1990s to describe excessive, unwanted and repeated
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online posting and messaging. It was rooted in early internet forums and chat rooms in which users repeated
quotes from the Monty Python “Spam” comedy sketch. This sketch featured the popular Spam meat product
and characters annoyingly singing "Spam" repeatedly.

Email providers (Gmail, O365) have spam filters that try to ensure untrustworthy, or possibly malicious, email
doesn't make its way to your Inbox. Gmail provides basic spam filtering that will automatically move suspicious
mail to your spam folder. Some email providers call this folder "Junk," so keep an eye out for either term.

For more information on spam filtering at Wharton, see our article, Spam Filtering Overview.

Check your Spam or Junk folder

It's a good idea to occasionally look in your spam folder (sometimes called Junk, depending on the mail platform) to
make sure there aren’t any important messages that were improperly marked as spam. If there are legitimate
messages there, you can click Report Not Spam or Mark as Not Junk to restore them to your inbox.

Need Help?

Wharton Information Security Office: security@wharton.upenn.edu
Students: contact support@wharton.upenn.edu or call (215) 898-8600
Faculty & PhD Students: contact your Wharton Computing representative.

Staff: email admin-support@wharton.upenn.edu
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Class Lists

Last Modified on 07/30/2024 3:34 pm EDT
This article details how course and class lists work at Wharton, and how to use them.

For information on individual and group mailing lists, see Mailing Lists: Overview.

Before you start:
You may need one or more of the following before you can complete this task:

e An active Wharton account
e An active PennKey account

Student-focused Services

Class Lists

Wharton class email lists refer to the mailing lists for your entire class (e.g. Wharton Undergraduates Class of '26).

Course Lists

The University Classlist Service provides a way to send an email directly to all of the members of your course. These
lists are created automatically by the enrollment of the class. Students must have their email address listed in the
Penn Directory in order to be included on the list. If you are enrolled in a class and would like to be able to email the
entire class you can ask your instructor for your class’s class list email address.

For more information on Course/Class lists, see Penn's ISC Class Mailing Lists article.

Faculty-focused Services

Several features of the faculty tools available provide additional methods of communicating with students.

Alumni and Lists

Lists are no longer available for alumni. If you are a Wharton Magazine Class Notes correspondent who has used
these lists for outreach to your class, please contact the Alumni magazine at classnotes@wharton.upenn.edu for
updated outreach guidelines.

MyPenn is a good way to get in touch with other fellow alumni. If you have more questions about how your Alumni
Mailing Address works, please contact the Alumni Relations office.

Questions?

If you need help with Classlists or receive an error, contact your Wharton Computing representative.
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Add/Remove M365 on Mobile

Last Modified on 03/01/2024 5:36 pm EST

These directions describe how to add or remove the M365 account from your iPhone's built-in mail and
calendaring applications. The Android instructions only cover how to configure the Outlook mobile app.

If you prefer to install the Microsoft Outlook app (recommended for staff) on your mobile device, see these
directions from Microsoft.

Before You Start

First, please ensure that you are enrolled in PennO365 Two-Step Verification by following the steps here:
Two-Step Verification (PennO365 Email Accounts)

Add M365 Account

Android (with Duo Two-Factor Authentication)

iOS (with Duo Two-Factor Authentication)

Remove M365 Account

iOS (with Duo Two-Factor Authentication)

These instructions will show you how to remove your PennO365 account for the Mail app oniOS.

If you have an active O365 account, removing the account will only remove your information from the phone -
and everything in your account will remain available on the server and on any other devices that you've
configured to read your email.

Questions?

e Faculty & PhD Students —»contact your Academic Distributed Representative (login required)
e Staff - contact Admin Support or email admin-support@wharton.upenn.edu
e Students — contact Wharton Computing Student Support or email support@wharton.upenn.edu

[pdf("date-created")]

260


https://support.microsoft.com/en-us/office/add-an-email-account-to-outlook-6e27792a-9267-4aa4-8bb6-c84ef146101b?ui=en-us&rs=en-us&ad=us#PickTab=Mobile_email
https://support.wharton.upenn.edu/help/two-step-verification-penno365-accounts
https://inside.wharton.upenn.edu/faculty/partners/

[pdf("date-created")] 261



Common Problems When Forwarding Email

Last Modified on 09/13/2023 11:41am EDT

Forwarded Email May Bounce or be Deferred

We have seen occasional increases in bounced (i.e., messages not delivered with a note to the sender) or deferred
(delayed but delivered) messages sent to Wharton/Penn addresses forwarded to a personal address (this most
often occurs when forwarding to a free Gmail address, but does affect other email providers).

This intermittent issue predominantly affects students who are forwarding their Google@Wharton account to
another address and alumni using their alumni forwarding address. These deferrals and bounces are often the
results of unexpected changes in the way the recipient's email host handles spam email or changes made to mail
security settings that affect all mail sent from the University.

We are investigating long-term architectural changes that may mitigate these issues, but at the moment, there is
no universal solution to this problem.

How it Affects You

Bounced Messages

A message that "bounces" never reaches your inbox and generates an error notification to the sender. A reason and
error code is often provided in this situation, for example:

550-5.7.26 This message does not have authentication information or fails to
550-5.7.26 pass authentication checks. To best protect our users from spam, the
550-5.7.26 message has been blocked. Please visit

550-5.7.26 https://support.google.com/mail/answer/81126#authentication for more
5505.7.26 information.

Generally, senders will notice the error and notify you via an alternate contact method if your forwarded mail is
consistently bouncing messages. Most bounces/message denial reasons will point back to configurations on the
part of the sending email domain as the cause (i.e., there is an issue with the sender's configuration).

Deferred Messages

Deferred messages are emails that won't arrive in your inbox until hours - or in some cases more than a day - after
sending. Deferrals usually occur due to transitory reputation issues with the sending mail servers or Penn's mail
servers in some cases. Email headers included as part of the message will confirm when and where delays happen. If
instructed by Gmail to "try again later," Penn's mail servers will reattempt sending the message until successful (as
confirmed in the headers).

Take Action

Students/Faculty/Staff
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If either of these situations occurs for you, and you have a Wharton or Penn-provided Google mailbox, we
recommend unforwarding your mail and sending mail directly to your inbox. Unforwarding your mail reduces the
likelihood of blocked messages to a near-zero chance and significantly decreases the chances of having messages

deferred.

Alumni Forwarding

For users without a Wharton or Penn-provided Google mailbox, such as alumni, you maytry changing your
forwarded mail destination to a non-Gmail provider (e.g., Yahoo or Outlook). However, this may not work in all
situations and may pose similar or new challenges to those experienced with Gmail.

Questions?

We will update this page as we learn more about the problem, and/or identify a more permanent solution. If you
still have questions, please contact:

Current Students: Wharton Computing Student Support

Alumni: Alumni Relations
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PennO365 Shared Mailboxes

Last Modified on 09/23/2024 11:52 am EDT

This article provides instructions on requesting and opening a shared mailbox in Penn's O365 mail system.

Before You Start
You will need the following before you can complete this task:

e An active PennKey account
e AccesstoaPennO365 email address

Requesting a Shared Mailbox

Requesting a new shared O365 email account

e Write to your Wharton Computing Support Representative requesting a shared mailbox to be created with
the desired email address. The front part of the address (before the @wharton.upenn.edu) must be between 9
and 17 characters to meet naming standards.

o Provide a display name for the mailbox (often some variation of the email alias).

e Provide the PennKeys of everyone who should have Send As access and/or Full Access to the mailbox.

Requesting access to a shared O365 email account
If you need access to an already-created O365 account:

e Write to your Wharton Computing Support Representative to request Send As access and/or Full Access to a
shared mailbox
o Include the email address of the mailbox in your request.
o Provide the PennKeys of everyone who should have Send As access and/or Full Access to the mailbox.

Once changes have been made, it takes approximately 15 minutes to receive access to the account.

Accessing a shared mailbox

Accessing a shared mailbox using Outlook on the web

e Login as yourself to your regular PennO365 account.
e Gotoyour picture in the top right hand corner.

e Select open another mailbox.

e Search for and select the mailbox.

Accessing a shared mailbox using the Outlook client (Windows)

e You should be able to see the email as an additional mailbox in your Outlook profile about 15 minutes after it
has been delegated, but you can also set up a separate profile using your own credentials (see directions in
the next step).
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Creating an Outlook profile (Mail Merge Option):

If you need to create a mail merge with mail coming from the address of the shared mailbox, you will need to sign
out of your mail profile and sign into the shared account. To create a profile for the shared account in your Outlook,
follow these directions:

e Go to Control Panel, search for and select Mail (Microsoft Outlook) => Show profiles...=> Add.

e Enter adescription. This will bring you to the Add Account window. It should either show an empty name and
email address field, or it will autofill your information.

e Change the email address to the shared account’s address (eg: whausername@wharton.upenn.edu). Name
and password fields can be ignored. Note: any shared account will have wha prepended to the username.

e Once Outlook finds the account, a new window will pop up with the shared email auto-filled in the account
field. Continue to the next prompt.

e Another window will pop up with the shared email auto-filled. Change the email address to your PennO365
username (eg. pennkey@upenn.edu) and your O365 password (it needs to be an account that has access to
the shared mailbox) and click OK.

This should finish the setup and now you can access the account in its own profile.

Accessing a shared mailbox using the Outlook client (Mac)

e |n Outlook, navigate to File => Open => Shared Mailbox...
e Start typing the email address and select and open the mailbox once it appears.

Passwords

Access to non-PennKey mailboxes is limited to delegation only. Logging in with a password on new non-PennKey
mailboxes is automatically disabled. This was done to mitigate security risks as non-PennKey user accounts cannot
participate in Penn's Two-Step Verification service.

Questions?

For questions, contact your Wharton Computing Support Representative
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Wharton Mailing Lists

Last Modified on 08/16/2024 2:01 pm EDT

All Wharton Mailing Lists will be updated in the coming months - read about the changes.

This article describes Wharton's mailing list application that provides access to the creation, editing, and
maintenance of mailing lists for activities, clubs, and organizations related to students' academic and
extracurricular pursuits.

For information on the official mailing lists for Cohort and Student Class lists, see Cohort and Class Lists.

For information on Penn Course lists, see Penn's ISC Class Mailing Lists article.

Before you start:
You may need one or more of the following before you can complete this task:

e An active Wharton account
e An active PennKey account

Mailing lists are lists of email addresses, usually created around a central theme or purpose. Wharton mailing lists
can be open to anyone, or restricted to the members of the list. Lists can also be set up so that only certain people
can send to that list.

Using Mailing Lists

To send an email to a list, enter the list address in the address line of your email. The email will go to each person on
the list.

At Wharton, for security reasons, you may need to verify yourself as an appropriate sender when sending to certain
lists. To do this, you'll need to follow these steps:

1. Send an emailto the list.
2. Look for a confirmation email from the list in your email account.

el ATTOO001 ixt v |[=7] shouldhaveto confirm
438 bytes Outlook item

For security reasons, the DEMOLIST list has been configured to request positive confirmation of
messages posted to the list. You must now confirm that the enclosed message did originate from you. To
do so, click on the link below.

If this does not work, or if the message did not originate from you, then contact the list owner for
assistance.

To APPROVE the message:
https://apps.wharton.upenn.edu/mailinglist/confirmmsg? OK=BBOFK311

3. Click the link within 24 hours to verify that you are a legitimate sender and approve the message. If you do
not click the link within 24 hours, the message will be discarded.

Accessing and Updating Mailing Lists

Wharton mailing lists do not use the same list application used by the University of Pennsylvania. The two separate
applications are:
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e Wharton Mailing Lists: https://apps.wharton.upenn.edu/mailinglist/
e University of Penn listserv: https://provider.www.upenn.edu/computing/lists/

The Wharton mailing list app lets you:

o create lists.

e view lists where you are listed as the owner, editor, moderator, or to which you are subscribed.
e search for and subscribe/unsubscribe to lists.

e manage lists for which you are listed as the owner.

List owners can easily add administrators or moderators, change owners and manage the list's subscribers.

Individual Subscriptions
Individuals can subscribe themselves to most mailing lists unless:

e thelistis private or,
e isan official list that syncs automatically based on enrollment (course lists) or student status (class lists).

Managing Mailing Lists

Students, staff, and faculty can request a Wharton mailing list for a group.

Alumni and Lists

Cohort lists are no longer available for alumni. If you are a Wharton Magazine Class Notes correspondent who has
used these lists for outreach to your class, please contact the Alumni magazine at classnotes@wharton.upenn.edu
for updated outreach guidelines.

MyPenn, the online alumni directory, is a tool to connect with fellow alumni. Update your email and mailing address
in your MyPenn profile to ensure you receive University communications and access to regional alumni
opportunities. Learn more about MyPenn by visiting the Alumni Relations FAQs or contacting
alumni.relations@wharton.upenn.edu.

Questions?
Contact: Wharton Computing Support Team

If you have more questions about how your Alumni Mailing Address works, please contact the Alumni
Relations office.
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Mailing Lists: Approving Messages for Moderated
Lists (For Students)

Last Modified on 03/14/2024 12:23 pm EDT
This article describes how to approve messages for Wharton's mailing list system for moderated mailing lists.

For information on the official mailing lists for Cohort and Student Class lists, see Cohort and Class Lists.

Before you start:
You may need one or more of the following before you can complete this task:

e An active Wharton account
e An active PennKey account

As a moderator for a moderated list you will be notified each time an email has been sent to that list for
moderation. You may also be required to confirm messages you, as a moderator, send to the list (see this article
about the security changes already set on some mailing lists). The email you will receive looks something like this
(Outlook client example):

This attached message was originally submitted by johnd @wharton.upenn.edu to the EXAMPLEGROUP
list at LISTSWHARTON.UPENN.EDU and requires moderation.

Click the link below to APPROVE the message:
https://apps.wharton.upenn.edu/mailinglist/confirmmsg ?0K=237CA4EC

To DISCARD the message, simply do nothing (message will automatically expire in a week) or visit the
moderate all messages link below.

For additional help with moderation, please contact apps-support@wharton.upenn.edu.

If you are using GMail as your email client, the confirmation/moderation email will be shown below the message
wording seen above, rather than as an attachment.

Approving from a Desktop/Laptop (Recommended)

The easiest way to moderate a list, or confirm a message you've sent from a desktop/laptop, is to use theWharton
Virtual Lab. You must log onto a virtual lab machine and then sign into your email from there. Instructions on how
to get on a virtual lab machine can be found at https://support.wharton.upenn.edu/help/virtual-lab.

Once connected to the Virtual Lab machine, open your email via a web browser and click on the approval link in the
confirmation/moderation email. This will route you to the listserv system where you will be prompted to log in
using your PennKey account credentials. Now the email will be sent to all recipients of the list.

Approving from a Mobile Device

To moderate from a mobile device, you will first need to be on the University's Virtual Private Network (VPN). To
get on the VPN, follow the instructions here specific to your Operating System and device:
https://www.isc.upenn.edu/how-to/university-vpn-getting-started-guide
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Once connected you can return to the confirmation/moderation email, and click the approval link. It is
recommended that when you are done working, you should disconnect from the VPN. On a mobile device, click
on the circle in the center of the screen.

GlobalProtect

CONNECTED

Q

TAP TO DISCONNECT

-external-GW

Re-Connecting to GlobalProtect VPN

If you have connected to the VPN via GlobalProtect at least once before, you'll notice there is no app called
GlobalProtect installed on your mobile device. Instead of opening an app, go to your Settings, turn on VPN and then
follow the prompts for PennKey authentication.

Questions?
Contact: Wharton Computing Student Support
Email: support@wharton.upenn.edu

If you have more questions about how your Alumni Mailing Address works, please contact the Alumni
Relations office.
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Mailing List Security Update

Last Modified on 12/15/2023 12:18 pm EST

Wharton Mailing Lists are being updated to require all messages be "confirmed" before they are sent to the mailing

list members.

This confirmation can take two forms:

e The moderators of moderated lists approve messages from members before they are sent to the list.

e Senders to unmoderated lists receive a confirmation email with a link immediately after sending a message to

the list. Clicking the link within 24 hours confirms you're the message's sender and sends it to the list.

How Does This Affect Me?

There are two main types of Wharton mailing lists with varying roles of users associated with each.

Most people are members (that's the role) of moderated lists (the list type). This list type and role combination will
see no changes resulting from the new confirmation setting. Moderators will continue to approve messages as they

have in the past, and email will flow.

The following table shows the impact of the different list types and roles:

Role

Member

Editor

Moderator

Owner

Moderated List

No change.

Must confirm their own messages

before they are sent to list members.

Must approve messages sent by
anyone except an editor before they
are sent to list members.

Must confirm their own messages

before they are sent to list members.

Must confirm their own messages

before they are sent to list members.

Unmoderated List

Must confirm their own messages to
the list before they are released to
list members.

Must confirm their own messages to
the list before they are released to
list members.

N/A

Must confirm their own messages

before they are sent to list members.

Note: Moderators, Editors, and Owners of moderated lists must confirm their own messages before they are
sent to list members. A confirmation email will be sent when a moderator/editor/owner emails their list. When
they click the link, the email is sent to the list.

Why are the mailing lists being changed?
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This change is being rolled out across the University to protect our community from potential misuse of mailing
lists by people "spoofing" email addresses.

A spoofed email message appears to be a legitimate message from someone but is actually a forged message.

Requiring confirmation of messages provides an additional layer of security to protect our mailing lists from this
behavior.

Questions?

Reach out to your Wharton Computing representative if you have any questions about this change.
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Mailing Lists: Confirming a Message

Last Modified on 12/05/2023 3:15 pm EST

Wharton Mailing Lists require messages, in some circumstances, to be confirmed by the sender before they are sent
to the members of the list. This article details how to confirm a message to a Wharton Mailing List which requires it.

The following types of messages to Wharton Mailing Lists require confirmation:

e Messages from moderators and editors of moderated lists (most Wharton Mailing Lists are moderated).
e Messages from anyone to unmoderated lists.

Confirming a message
To confirm a message sent to a Wharton Mailing List which requires it:
1. You'll receive an email confirming that you meant to send the message to the Mailing List. The sent message is
attached.

2. Click the confirmation link in the email.
3. A browser window will open with a confirmation message, and the original email is sent to the list.

Note: Messages must be confirmed within 24 hours of being sent.
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Email Security Changes at Google and Yahoo

Last Modified on 02/13/2024 3:22 pm EST
Google and Yahoo are changing the way they handle bulk email delivery, which impacts anyone sending bulk email

to these services.

This change only impacts bulk email sending. Individual emails sent from your personal accounts at
Wharton/Penn will not be affected.

If you're using a third-party service to send emails, you may have already received a warning about these changes
and the actions you'll need to take for your email to continue to be delivered properly.

Please get in touch with your Wharton Computing representative to ensure that any third-party tool you use for
bulk emailing is configured correctly. In the email you send, include:

e The name of the service
e Any documentation that the service provided about how it needs to be configured

Each service has a slightly different configuration, so this documentation is essential for Wharton Computing to
provide the correct information.

Central Wharton instances of services like Campaign Monitor have already been correctly configured.

If you're curious about more technical details, this ProofPoint blog post does a good job explaining what the
changes are and why they are being made.
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Wharton Calendar Overview (Students)

Last Modified on 06/20/2023 2:15 pm EDT

This article outlines what calendars are available, where you can view them, how to manage individual events via
MyWharton, and how to add/remove calendars from various applications.

Before You Begin
You will need the following before you can begin:

e Access to MyWharton and/or Canvas
e Access to a calendaring service (i.e. Google Calendar)

Calendar Options

MyWharton Feeds
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My Courses

My
Appointments

My RSVPs

Club Events

Career Events

Program Event
s

Your course
schedule

GSR
reservations and
CareerPath
appointments

Events you've
RSVP'd for

Club & group
events

Key program
dates, events,
deadlines

Non-Club, Non-
career, Non-
course and Non-
Personal Events

Other Calendars
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Canvas Feed
(canvas.upenn.edu/calendar)

Shared WGA Calendars
(MBAs only)

Shared Personal Gmail Calendar

e Course assighments, exams, and events

e Wharton Conferences
e Wharton Club Events
e Wharton Student Life
e Wharton Social Events

e All events added to your personal Gmail account calendar

Calendar Applications

Google
Calendar
viathe
Browser

Outlook
G Suite Sync*
(Windows
only)

Outlook

Calendar on
Mac

Mobile:
Google
Calendar App

Mobile:
Default
Calendar App

Default
Google
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Account
Calendar

<

CLA X L

v

Calendar
Feeds
(i.e.
MyWharton)

Shared
Google
Calendars

X X< L

& X
lil:\/

Editable
Events that
syncto
Google

v
v
X
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*G Suite Sync is a google-provided tool that syncs mail, contacts, and calendars from Google Education accounts to
Outlook. When using G Suite Sync, only one email account can be configured per Outlook profile.

Manage Events in MyWharton

Mark events that interest you so that they display in your My RSVPs feed.

Note: Marking an event is NOT the same as RSVPing to that event.

Bookmark an event:

. Navigate to my.wharton.upenn.edu

. If prompted, login with PennKey credentials

. Click the Calendar tab

. Ensure Program Events is checked on the left-hand side

. Select an eventyou're interested in

. Click on the + Interested button to indicate interest and add to your Calendar.

[ N I N O B R

Remove a bookmarked event:

. Navigate to my.wharton.upenn.edu

. If prompted, login with PennKey credentials

. Click the Calendar tab

. Ensure Program Events is checked on the left-hand side

. Select an event that you've bookmarked

. Hover over the Interested button to see that it changes to X Not Interested and click on that to remove

NN ODN R

from your Calendar.

Add Calendars to...

..Google Calendar (Action Required)
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On a Laptop/Desktop

0EC

..Outlook via G Suite Sync

ok

..Outlook

@

...Calendar on Mac

On a Mobile Device

...Google Calendar Mobile App

r

..Default iOS Calendar

...Default Android Calendar

Remove Calendar from...

..Google Calendar
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On a Laptop/Desktop

0EC

...Outlook via G Suite Sync

ok

..Outlook

@

...Calendar on Mac

Follow the steps above in
...Google Calendar.

Follow the instructions provided in
Microsoft's documentation.

Follow the steps above in
..Google Calendar.

¢ [fyou added calendar feeds
manually (i.e. via Open in
Client), follow the instructions
provided in Apple's
documentation.

On a Mobile Device
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...Google Calendar Mobile App

A

..Default iOS Calendar

...Default Android Calendar

Follow the steps above in
...Google Calendar

. Open the Settings app

. Tap Passwords & Accounts

. Tap Subscribed Calendars

. Select the calendar you wish to

N WDN R

remove and tap Delete
Account

Follow the steps above in
..Google Calendar.

FAQ

Q: I dropped/added a course, but it is/isn't showing on my calendar. Why?
Q: How do | show/hide individual calendars on my device?

Q: How can | share personal or Wharton Google calendars?
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Questions?

Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Wharton Computing Student Resources

Last Modified on 08/05/2024 8:12 am EDT

This article provides an overview of the various services available to Wharton students.

Note: Each of the titled services (as well as each of the service logos) are links to other articles that provide
additional information about the service, how to use them, and how to access them.

Student Portals

Canvas

e Learning Management System that organizes course files, class recordings, and Study.net materials

e View current, past, and future courses

e Canvas sites may contain assignment due dates and submissions, appointment sign-ups, discussions, grades
and feedback on assignments, and more

e Download course content in bulk

e iOS and Android app available

47N
8

.. CAdNvas

L PN

MyWharton

Main Wharton student portal
Aggregates Wharton and Penn student resources
Calendar contains school-wide events and feeds for Wharton

Connects with Canvas
iOS and Android app available
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WWHARTON

CampusGroups

Hub for all MBA and UGR Wharton clubs

Manages club application process and Virtual Fair for undergraduates

Calendar helps manage club events and syncs with MyWharton calendar

Club Officers can use it to manage membership, newsletters, websites, club forms/surveys, and more

@ CampusGroups.

Email Clients
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Google Webmail

Access viaGmail.com

Microsoft Outlook

Access using G Suite Sync

"
"

MacMail

Access as a traditional Google Account

Internet Browsers
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Google Chrome

Mozilla Firefox

Microsoft Edge

Productivity Software
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Google Workspace

Access to Google Docs, Sheets, and Slides

Widely used sharing capabilities

Unlimited Storage Space in Google Drive

Students like Google Workspace for smooth multi-user editing

Google
Workspace
ME & 0 e

Microsoft 365

Access to Word, Excel, and PowerPoint Online

Access to full offline Office Suite

1TB of Data Storage in OneDrive

Students like Office 365 for finalizing/formatting projects

B® Microsoft 365

Cloud Storage Options
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Dropbox

Unlimited storage via
Dropbox for Business

<

Google Drive

Unlimited storage via
Google@Wharton

¢

OneDrive

1 TB data storage through your Office 365 account

&

Penn + Box

Unlimited storage and single sign-on using your PennKey

box

Security Software
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Duo Mobile

e 2-Step Authentication tool
e Used for your PennKey credentials

Secure Share

e Secure document sharing service
e Documents will delete themselves automatically

Antivirus Software

Sophos Home

e Antivirus Software, free with a PennKey account
e Recommended for MacOS, compatible with Windows 10 & 11

Windows Defender

e The default built-in Antivirus Software for Windows
e Recommended for Windows 10 & 11 machines

]
A | 4

Virtual Tools
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Zoom Meetings

300 simultaneous participants
Connect from Windows, MacOS, Android, iOS, or Regular Landline
e Supports meeting recordings and screen sharing

Integrates polling and allows up to 50 breakout rooms

Z00m

Virtual Lab (a.k.a. VMware)

e Allows remote access to virtual versions of the Public Computers
e Includes access to specific departmental applications such as JMP and Matlab
e Use Windows Excel if you are a Mac user and do not want to install Windows

vmware

Research Databases, Resources, and Surveys
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WRDS

e Web-based Business Data Research Service
e Accessto over 250TB of data (financial statements, market data, ESG, marketing, economics, news,
healthcare)

wrds

The Global Standard for Business Research

Library Resources

e Access to: the Wall Street Journal, Additional study spaces, Vitale Digital Media Lab, Bloomberg terminals
in Lippincott, subscription data sources including Pitchbook, equipment lending

Qualtrics Survey Software

e Allows you to easily create, distribute, and analyze surveys
e Create detailed reports based on collected data

& qualtrics
o0

Public Printing Options
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Laptop Printing & PaperCut Portal

e Print to Wharton Public Printers
e PaperCut Portal allows printing from Wharton public computers, laptops, and mobile devices
e Printer configuration needed for laptops

| PaperCut
v MF

Campus Copy Center

Specialty Printing

Fast Turnaround Times (24 hours or less)

Graphic Designer on Staff
Shipping Center

UCS

e Specialty Printing
e Located in Houston Hall
e Offerings like the Business Package and Brochures

REPROGRAPHIC SERVICES

Additional Public Computing Resources
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Solstice Screensharing

e Application that allows wireless screen sharing to the monitors in GSRs
e Upto4devices can be connected to 1 monitor

© solstic

3D Printing at Education Commons

e 100% Free for Students!
e 3printer available
e Training & Workshops available!

Departmental Applications

e List of applications and services available from the Public Computers, Computer Labs, and via Virtual Lab
(VMware)

Tech Support
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Student Tech Center

e Support available via in-person (walk-ins & appointments), phone, chat, and email!
e Check our KB for list of services. trouble shooting guides and much more.
e Human helpis located in SHDH 114

& Wharton

UNIVERSITY 0f PENNSYLVANIA

ISC Tech Center (formerly the CRC)

e Support for Penn students living off-campus
e Support for all users of the Penn library
e Tech Centeris located in room G-102 of Van Pelt Library

Questions?
Contact: Wharton Student Computing

Email: support@wharton.upenn.edu
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Cloud Storage Options (Students & Staff)

Last Modified on 02/15/2023 11:54 am EST

Cloud storage solutions for Wharton students and staff are plentiful and can be confusing. The chart below outlines the
differences between each of the services we offer and should help you decide which option is right for you.

For more information on the differences between cloud storage & other storage media, see Backing Up: What are the Best
Solutions for You?

Before You Start
You will need to be one of the following in order to have access to these services:

e Full-time Wharton Student
e Wharton Staff

Cloud Storage Solutions
-]

Google Dri MyWhartonDrive
oogle Drive
Dropbox B (Y:) OneDrive Penn+Box!
(Students)
(Students)
Accessible . . . -
via dropbox.com/login drive.google.com Public Computers  portal.office.com upenn.box.com
Authenticate pennkey@wharton pennkey@wharton N/A2 pennkey@upenn.edu pennkey@upenn.edu
Using PennKey SSO Google pwd PennKey password PennKey SSO
Storage

. Unlimited Unlimited 5GB 1TB
Available

1TB
Sync Client? v v X v v
v/

Mobile App? \/ \/ x \/ 3
- 0000000000000

1. Penn+Box is not tied to your Wharton account by default. Add your Wharton address so that people can use it to share
toyou.

2. Log in with your PennKey username and your Wharton Gmail password.

3.Tologinto the app, select the Company Credentials option, enter your pennkey@upenn.edu, and log in with your
PennKey credentials.

Penn+Box: Add Your Wharton Address

The Penn+Box service is not tied to your Wharton account by default. We recommend adding your Wharton address so
that people can use it to share documents with you more easily:
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. Navigate to the box login page and enter your PennKey credentials.
. Click the Circle icon with your name in the upper right corner of the screen.
. Choose Account Settings and scroll down to the Login and Email Addresses section.
. Click Add Email, and enter your Wharton address.
. Log in to your Wharton email account, and follow the steps in the Verification email.
(There may be a delay; please wait a few minutes. If the email doesn't come, you canclick the Resend Confirmation

a b~ W N -

email link in Penn+Box.)

Questions?
Students: Email support@wharton.upenn.edu

Staff: Email admin-support@wharton.upenn.edu
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AWS Linked Accounts and Budget Codes

Last Modified on 10/11/2023 3:16 pm EDT

AWS (Amazon Web Services) Linked Accounts enable Wharton staff and faculty to log into AWS services using
their Pennkey credential. This article explains the policies and procedures for getting an account.

Applies to: Wharton AWS Linked Accounts
Enforced by: Wharton Computing, Wharton Finance and Administration
Effective date: 2/14/2021

Before You Start
You will need the following before you can create an account:

e avalid Pennkey.
e avalid Budget Code (This must be complete, including only digits, with no 'xxxx').
e anemail address to associate with the AWS Linked Account (this can be an address or a mailing list).

Purpose

Linked Account charges are assigned to a master billing account that is paid by Wharton Finance and
Administration. The costs are then charged back to the budget code associated with the Linked Account. All AWS-
linked accounts are assigned to one or more budget codes so that AWS charges are charged to the appropriate
Wharton entity.

Definitions

e Linked Account An AWS user account that is linked to the Wharton AWS master billing accounts.
e Master Billing Account An AWS user account that all linked account charges roll up to.
Scope

This policy only addresses the assignment of costs. Linked-account owners are responsible for ensuring they do not
exceed budgeted costs.

Account Policy

When a new AWS-linked account is created it must be assigned at least one budget code. The Object Code in the
budget code must be 5308 (070-9999-9-999999-5308-9999-9999).

Wharton Computing will confirm the budget code annually with the account owner. Budget codes can be changed,
but should not be changed more than once every six months. Wharton Computing strongly prefers that a single
budget code be assigned to a single linked account. More than one budget code can be assigned to a linked account
under these conditions:

e Thelinked account is billed for at least $300 every three months.
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e No more than three budget codes are assigned to a single linked account.
e The percentage for each budget code is explicitly defined (for example: 70% for budget code A and 30% for

budget code B).

Requesting an Account

To request an account, contact the SP (Strategic Partner) who supports your area.

Questions?

Budget Codes / Financial Considerations: Wharton Computing Enterprise Solutions and Services (infrastructure-

support@wharton.upenn.edu).

Account Setup / Troubleshooting: Contact your Wharton Computing Strategic Partner (SP)
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GMail Delivery Delays

Last Modified on 06/14/2023 11:49 am EDT

Some Gmail users may see delays in email sent from UPenn to Gmail.

Issue Overview

Recently, the University has learned that Google is delaying the delivery of some emails sent from the University of
Pennsylvania accounts to Gmail users. Impacted messages are delayed, but are eventually delivered.

While occasional mail delivery delays are normal, University systems have seen an uptick in delays to Google. Over
the last few weeks these delays have affected certain incoming messages for users who are on University-provided
Google accounts. For users with personal Gmail accounts, that percentage of messages is higher. Wharton
Computing, other affected schools at Penn, and ISC are in ongoing discussions with our mail providers to work to

address these issues

Who is Affected

Students

Students who are receiving mail at their Wharton provided Google account are unaffected. Students who are
forwarding to a personal Gmail account are affected. Symptoms include:

e General mail delays for students who are forwarding their email.
e Time-bound communication delays, including event invitation delays as an organizer or participant

Faculty & Staff

Faculty and staff who are forwarding to a personal Gmail account are affected. Symptoms include:

e General mail delays for faculty who are forwarding their email.
e Time-bound communication delays, including event invitation delays as an organizer or participant

To avoid this issue, Faculty and staff who are forwarding to google may want to temporarily either:

e un-forward email, OR
e |f you must forward, send your mail to Gmail and then forward mail from Gmail to your alternate email.
https://support.google.com/mail/answer/10957?hl=en#zippy=%2Cturn-automatic-forwarding-on-or-off

Alumni

Alumni who are forwarding their alumni address to a personal Gmail account are affected. Symptoms include:

e General mail delays
e Time-bound communication delays, including event invitation delays as an organizer or participant (due to

mail)

To avoid this issue, alumni may wish toforward their alumni forwarding address to a non-gmail address.
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Ongoing Troubleshooting

The group of affected schools are actively working with the appropriate mail providers to work to address this
issue. Mail flow is being actively monitored, and the team is looking at ways to identify and stop behaviors that are

triggering the delays.

Questions?

Contact your IT Support Representative with any questions.
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AWS Best Practices

Last Modified on 02/19/2024 4:02 pm EST

AWS is Wharton's preferred cloud vendor. Wharton has AWS Enterprise Support and has integrated account
creation for AWS, allowing payment via budget code. For information on obtaining an account see AWS Linked

Accounts.

Enterprise Support

All Wharton faculty and staff with AWS-linked accounts can contact AWS directly for Enterprise Support.
e Toopen asupport case, see Amazon Support's article, Creating support cases and case management.
e Enterprise Support includes:
o Unlimited 24x7 support
o Billing assistance
o Architectural reviews
o Proactive guidance

If you want more information about Enterprise Support, ask your Wharton Computing Representative to
contact Wharton Computing's ESS team on your behalf.

Billing

e Every linked account must have a budget code associated with it. F&A will charge back costs to that
billing code quarterly.

o Wharton Research has a separate billing mechanism for users who use Research's AWS accounts.
Those charges are billed back monthly.

e Users can see the charges in their linked account by using the AWS Cost Explorer.

e Wharton has a more sophisticated tool called CloudHealth that is available on request. To get access to
CloudHealth, ask your Wharton Computing Representative to contact Wharton Computing's ESS team
on your behalf.

o Tologin, use[your Pennkey]@upenn.edu and your Pennkey password

o Ifyouareinterested in anintroduction to CloudHealth, ask your Wharton Computing
Representative to contact Enterprise Solutions and Services.

o CloudHealth is the only way to see charges for multiple AWS-linked accounts at one time.

e CloudHealth provides a Cost Anomaly Detector that uses artificial intelligence to detect surprising
upward deviations in spending. The detector can be set to send an email alert when anomalous spending
crosses a threshold.

o Users can also set up cost anomaly detection on any single AWS-linked account.
o Toset up cost anomaly detection across multiple linked accounts, or simply to get assistance, ask
your Wharton Computing Representative to contact Enterprise Solutions and Services.

User Access

e By default, each AWS-linked account has two roles, an administrator role and a read-only role. When the
account is created, at least one person is assigned to the administrator role.
e Wharton has implemented single sign-on so that account users can log on with their Pennkey and

password.
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Roles

Account users can create their roles and request that users be assigned to the roles.

User Authentication

Wharton strongly recommends that users authenticate with Pennkey whenever possible.

Pennkey authentication ensures that users who no longer have active Pennkeys cannot access AWS-
linked accounts.

If necessary, linked account users can create IAMusers. This is a less desired configuration as IAM users
are not protected by PennKey MFA (Multi-Factor Authentication). Also, IAM user accounts will not
expire when the account user is no longer affiliated with Penn.

Every account has a root credential. This root credential is held byWharton Computing for landing-zone
accounts (all accounts created since March 2020). Account owners have the root credentials for
accounts created before March 2020. AWS policy is that root credentials should never be used for
regular account access and that the service team that manages AWS should hold all root credentials.
Also, all root credentials should be protected with MFA.

Emergency Account Access

By default, Wharton Computing has no access to linked accounts that are owned by faculty. Access for
staff-linked accounts is set by the account owner.

In an emergency, Wharton Computing can shut down systems that have security breaches.
Also, if an account has an anomalous cost increase Wharton Computing can shut down systems.

Wharton Computing’s senior leadership has to approve any emergency access to shut down resources in
linked accounts.

Security

AWS-linked accounts are configured by default to follow AWS best practices for security. They use AWS
Config, GuardDuty, and Security Hub to monitor potential threats.

Questions?

For more information, contact your Wharton Computing Representative.
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Requesting a Canvas site for a Wharton Course

Last Modified on 08/07/2024 2:43 pm EDT

This article will help you request a Canvas course site, review the new site for accuracy, and publish the site.

Advisory for Academic Year 2024-2025 Blueprint Courses

Due to staffing limitations, the IDEA Courseware Team needs six weeks advance notice for new projects
based on the Blueprint Courses feature of Canvas.

e This means we are not able to process any requests for Fall 2024 Q1 or full-semester courses needing to
adopt Blueprint for the first time.

o |f ateaching team hasn't used this feature before, we can accommodate these for Fall 2024 Q2 courses
or future semesters. Please request an instructional design consultation to initiate consideration.

e [f ateaching team has used the feature before, we'll provide it again on a best-efforts basis for Fall 2024
full-term and Q1 courses as a specialized form of Site Copy.

Before You Start

Wharton instructors may make Canvas course site requests, as well as requests for Study.Net copyrighted
readings and instructional consultations, using Wharton's Courseware Request Form. This form is one of
several teaching-needs surveys made available to faculty in Wharton Instruction Center (under the Tech
Surveys menu choice).

When filling out the form, if your course is not listed in theWhich Course(s) selection box, choose "my section

is not listed."

Please note that most student teaching assistants cannot currently access our form and will instead need to
email our team with requests; TAs must always cc: the course instructor when emailing us with requests.

When preparing either to use the Courseware Request Form or to submit an emailed service request to
courseware@wharton.upenn.edu, you'll want to gather the following information:

1. The course, section number(s) and cohort for any Wharton course (including Lauder Institute courses).
Consider whether sections should be in separate Canvas sites or combined within a single Canvas site.

2. If requesting content to be copied over, please provide the full course name, section, and past semester;
whenever possible, also include a link or URL for the past Canvas site to be copied. You can find a list of
your past and current courses at Courses > All Courses; we can only copy other instructors' courses with
their express permission.

3. Whether the course requires group work.

4. The PennKey username for any other instructors or TAs who need access (no passwords are needed)

5. If not using the Courseware Request Form, a finalized syllabus or other guidance about desired features
as described in Step 1 below.

6. See below for guidance on placing non-curricular or non-Wharton requests for Canvas.

Guidance for Non-Curricular and Non-Wharton Canvas Needs
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As stated in our policies, the Wharton Computing IDEA Courseware Team cannot currently create or design
net-new non-curricular Canvas sites, nor can we afford the time to consult with staff seeking to establish
these. Please also note that the Penn Libraries' non-course/special-use Canvas service offering is unavailable
for Wharton School needs.

e Staff in academic departments and resource centers may contact acs-support@wharton.upenn.edu to
arrange a discussion with an academic Strategic Partner about your needs.

e All other staff may contact admin-support@wharton.upenn.edu to reach Wharton Computing Client
Support Services.

Faculty who teach for other Penn schools may request a course Canvas site through the following teams:

e Graduate School of Education (GSE): email gse-help@lists.upenn.edu or use GSE's Site Request Form
e Penn Carey Law: email itshelp@law.upenn.edu
e For all other non-Wharton courses, please use Penn Libraries' Course Request Form.

Note: All Canvas sites for the Lauder Institute are supported through Wharton Computing, rather than Penn Libraries.

During peak periods, we will do our best to notify requesters when the start of work must be delayed due to the
volume of prior requests. Once we're able to begin the work, expect up to 3 business days for a standard Canvas
course site request to be completed (e.g., a single Penn Canvas site configured for a Wharton course).

For specialized learning tool setup or in-depth feature configuration, we’ll extend best-efforts service; note that
some setups will be identified as projects requiring a consultation followed by an agreed-upon project plan.

Step 1: Choose your desired structure and features, or
request a consultation

The Courseware Request Form guides you through a series of simple questions intended to help you obtain the
functionality you need for each course you teach. For most faculty, using that form will be the easiest way to
request Canvas on your own; please note that most student teaching assistants cannot currently access our form.

If you need to request a Canvas course site by email, or to have a staff colleague or TA request it on your behalf,
here's what to include in that email. Wharton Computing historically offers a choice of four standard Canvas site
types, or configurations: template, starter, advanced and site copy. In addition to those standard types, specialized
Canvas projects for teaching (such as Blueprint Courses) are usually planned by requesting an instructional design
consultation.

Step 2: Review your completed site

Please check your site to ensure that...

Step 3: Publish your site

You must publish your Canvas site before students may access it. Only instructors (not TAs or administrators) may
publish a site, and the Courseware team will not do so unless asked.
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Questions?

Email: courseware@wharton.upenn.edu
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Getting around in Canvas

Last Modified on 10/18/2023 12:04 pm EDT

This article provides faculty and staff an overview of how to access and work within Penn Canvas. Students should
see Canvas Access and Course Sites.

Before You Start
Before you start, you'll need:

e A working PennKey and password
e Access to the Internet

Getting to Canvas

Login to Canvas at: https://canvas.upenn.edu with your PennKey and password. PennKey Help website if you do not
have a Pennkey, or if you need help logging in.

Canvas Dashboard

e Onceyou've logged in, you'll see your Dashboard, which contains one "card" for each of your current course
sites, along with To Do, Coming Up, and Recent Feedback in the right sidebar.

e The count shown next to the megaphone icon on a course tile are the announcements you haven't yet read.
Click the megaphone to go directly to course announcements.

Navigating a Canvas Course Site

Here is an example of a course site home page:
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= FNCE Sample Course

Year 2016-2017
@ iy FNCE Sample Course - 2016-17 .l View Course Stream
Home
Account Course Groups
Announcements
Assignments Project Group 1 - Google Case
Dashboard — Global and International Finance
Coming Up View Calendar
Files Prof. Julienne Friesen
Courses ®8 Assignment 6
Grades ° Course Resources 1 point+ Jun 24 at 9am

People B Google Case

10 points « Jun 25 at 11:59pm

* Institute of International Finance
Pages e Suranovic Textbook e

Syllabus Recent Feedback
Quizzes
Nothing for now
Conferences
Collaborations

Chat

As you can see, the page is split into several different sections.

e Section Ais the Global Navigation Menu, from which you can access many Canvas features. Here you can get
to your account (where you can change your preferences or adjust your notification settings, etc.), access
Calendar, find a list of yourpast and current courses with All Courses, and open your inbox.

e Section Bis the "breadcrumbs bar." If you find yourself a few layers deep in a site, you can always use the links
here to go up or return to the course home page. You can click the "hamburger" (parallel-lines icon) to hide
Section C on narrow screens, or show it if it is usually hidden (for example, in the Grade Book).

e Section Cis the Course Navigation Menu, which allows you to navigate through the various sections of a
course site—People, Files, Grades, Pages, etc.

e Section D is the main content area, where the material contained in the Canvas site—such asannouncements,
assignments, or files/folders— will appear.

e Section Eis the sidebar, which will help you find certain features or catch up on what you need to do next for a
course. On the course Home page, depending on instructor preferences, the sidebar may include To Do,
Coming Up, and Recent Feedback sections. (This section does not appear on every page.)

Help using Canvas

e For general questions, visit theCanvas Guides or Ask the Canvas Community.
e The Help link in Penn Canvas's Global Navigation Menu launches a popup with links to these resources. Our
website and contact information will also be listed as Wharton Courseware Support.

Questions?

Email: courseware@wharton.upenn.edu
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Communicating through Canvas

Last Modified on 09/19/2023 1:21 pm EDT

There are several ways to communicate through Canvas, including conversations,
announcements and discussions. This article explains how to use all of these.

Before You Start
You'll need:

1. An active PennKey
2. A Canvas account

Canvas Announcements

Use Announcements for communications all students should see, and to which they might later need to refer.

e After aninstructor publishes a Canvas site, students will begin to receive notices about new announcements
based on the Notification Preferences they have set.

e Up to three of the most recent announcements will appear on your course site's home page. Click
Announcements in the left navigation bar to view all others.

e Once a notification has been sent about an announcement, Canvas will reflect any changes or deletions;
however, the original version's wording will persist in the notification (which will also include a link to view it
on Canvas).

e You can edit an Announcement and/or the sections to include, by using the Edit button.

e Once a Canvas course end date has expired, students will not receive Announcements.

Conversations

Canvas contains an internal messaging system called Inbox to begin conversations with other Canvas users.

e When messaging multiple students, check Send individual messages.

e Students will receive a notice about new announcements based on their Notification Preferences.

e Canvas messages you receive from students will arrive as an email notification. You can reply to the email
notification directly, without having to log into Canvas, and this reply will reach only the student who sent
you the message, even if the message is part of a Group Conversation.

Canvas Discussions

Discussions allow you to enable interactive communication between two or more users.

e Discussions can be graded or ungraded.

e You can allow students to create discussions, to like replies, and you can edit or delete student replies.

e Discussions can be designated for groups.

e You cansubscribe to a discussion so you will be notified of new posts. (Make sure your notification settings
permit this.)
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Canvas handles notifications for new discussions and new replies/posts to discussions separately, so when
adjusting your notification settings, consider how your students are posting questions. Are they creating new
discussions, or are they replying to existing discussions, or both?

Questions?

Email: courseware@wharton.upenn.edu
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Copying from one Canvas site to another

Last Modified on 06/03/2024 3:55 pm EDT

This article provides explains how to copy content from one course site to another. Find a list of yourpast and
current courses with All Courses.

Using the Import Tool

Canvas provides an import tool that allows you to choose which items to copy. Choose Select specific
content instead of copying everything. Since you can import content repeatedly, it pays to be conservative.

Please make sure to review all copied material.

e Unpublish or restrict files that should not be visible to students.
e Ensure that all assignments and quizzes are published or unpublished, as you prefer.
e Revise assignments, quizzes and calendar events to ensure they reflect the new due/availability dates.

o You may set new dates by checking Adjust events and due dates when importing content. (You can also
define day substitutions, like moving all Tuesday items to Wednesdays.) Canvas extrapolates these new
dates, but you should carefully review dates for accuracy.

e Check carefully to ensure that all copied group assignments are linked to existing group sets in People.
During a course site import, all group Assignments will be assigned to a single group set called Project Groups.

e Do not attempt to copy the link to Study.Net materials; each course pack is unique and specific to the course
for whichitis created.

Additional Resources

e Requesting a Canvas site for a Wharton course
e Canvas Help for Faculty and Staff
e Copying Videos

Questions?

Email: courseware@wharton.upenn.edu
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Accessing NameCoach in Canvas (Instructors)

Last Modified on 12/18/2023 1:52 pm EST

NameCoach is a recording tool in Canvas that provides faculty and students with a simple and effective solution to
identify pronouns, phonetically pronounce names and hear how others’ names should be pronounced. Once a user
updates their NameCoach profile, that profile will be saved in Canvas. It will then be available for listening in any
course after the user clicks on NameCoach in a course’s navigation menu.

Before You Start
This article is for faculty -- students should see the article Accessing NameCoach in Canvas as a Student.
You will need access to Canvas.

NameCoach is currently being piloted at Penn for a period of two years from Fall 2022 through Summer 2024.

Accessing NameCoach

There are two main ways to access NameCoach once you've logged into Canvas:

e Through the global navigation Account tab
e From within a specific Canvas course

Account Tab Access

For access outside of a specific Canvas site, you have the option to record your name via the Account tab on your
global navigation bar (Figure A). Once you click to access the NameCoach Account Profile, you will then see a table
containing columns for your name and email address, name recording, and a space to edit your information (Figure
B).

1. Loginto Canvas, and click on the Account icon in the left Global Navigation Pane.
2. Select NameCoach Account Profile.
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® Quinta Test294
Account
Logout
i)
Dashboard
Motifications
Profile
Files
Settings
ePortfolios

Shared Content

NameCoach Account Profile

QR for Mobile Login

Global Announcements

G) Use High Contrast Ul €3]

& Your recording for Name Profile

Name/Email Name Recording Edit Your Info
Quinta Test294
for Name Profile
(guintatest2
Course Access

As an alternative access point, the NameCoach tab also appears as a sidebar item. This tab enables you to record
your name and also specify your pronouns and the phonetic spelling of your name (Figure C). Regardless of where
you choose to record for the first time, the recording will save and carry over to any Canvas site utilizing
NameCoach as well as your Account profile.

1. Loginto Canvas, click on Courses, and choose a specific Course.
2. Onceyou'reinthe course, select NameCoach from the sidebar menu.
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, Penn Term

Account | Home
i) Announcements
Dashboard
. Syllabus
c = Modules
ourses
na Zoom

Groups

Class Recordings
Files
Assignments
Discussions
Quizzes

Grades

NameCoach

People

Figure C

Initial Access Confirmation Message

The first time you access NameCoach, you will be prompted to authorize NameCoach to access your account
(Figure D).

NameCoach uses email to give permission to view the roster and listen to recordings. No other information is
gathered when authorizing, and it is only used to grant access to recordings.

mnamecocen - NameCoach

NameCoach is requesting access to your account.

You are authorizing this app as Quinta Test294.
Your email address is quintatest294 com.

Cancel

Once you click Authorize, this will bring you to the NameCoach page for your course.

Recording a Name

Once you've accessed NameCoach using one of the options listed above, follow these steps to record or re-record
your name at any time. You can have someone else record your name if you do not want to use your own voice:

1. Click the Record Name button (Figure E.1). The button may show Edit your info (Figure B) or Update (Figure
E.2) if re-recording.
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= 2022NCO1WH > NameCoach

Penn Term

Search.

NameCoach info for NameCoach Testing Site A

Home .
Your recording
Announcements

for NameCoach Testing Site A

Swllabus Quinta Test294

Modules (quintatest294@w )
Zoom

Class Recordings Recordings for NameCoach Testing Site A

Files Unrecorded Names

Assignments

S — I -
Discussions
. Show entries per page
Quizzes @ perpag
10 -
Grades
Name/email [Last Name Name Pronunciation Pronouns Phonetic spelling Actions
Invited At v
Peaple
o e ] = Tc ]
Search l:' Invited At: 04.20.2022
Rocorded At 04202022

Figure E.1

t285

|.com)

Figure E.2

2. Enter your pronouns and/or the phonetic spelling of your name (optional) (Figure F).

Edit Your Info

Pronouns

She/Her/Hers

Phonetic spelling of your name

x

| Kwin-Ta

Figure F

o Phonetic spelling (easiest way to explain how to pronounce your name): If your surname is Blue, you can

write: Blue like the color. If your name is Quinta, you can type Kwin-Ta.

3. Record your Name.

There are three different ways you can record your name. Regardless of which one you choose, the recording
will will be saved and available to any Canvas site that is using NameCoach. It will also be available in your

Account profile.
o By Phone (Figure G):

Enter your phone number and click the Submit and Call Me button. You will get an automated call from
NameCoach with instructions. You will be prompted to record. Press the # sign when you are satisfied

with the recording. When you are satisfied, click Submit and Finish.
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You can record your name by having the NameCoach system call you, or by using the Web
recorder

Having trouble recording?

@ Fhone
() Web Recorder
) Uploader

Enter your phone number to record your name over an
automated phone call.

+1 * (201) 555-5555

{US, UK, NZ, MX, KR and Canada numbers only)

By using these tools, | agree to the Terms of Use

Submit and Call Me

o Using the Web Recorder (Figure H):
Click the Record button. You will be prompted to use your computer's microphone.
Click Allow. Follow the prompt before speaking.

Click Stop when done recording.
Click the Play button to hear the recording or Record Again.

Having_trouble recording?

O Phone
@ Web Recorder
O Uploader

Record your name using our web audio recorder.

The prompt under the Record button will read ‘Ready’, then ‘Set’ and
finally, ‘Record’ - wait for the ‘Record’ prompt before speaking.

0.0/25.0

By using these tools, | agree to the Terms of Use

Submit and Finish

= Once you have finished recording, you can adjust the pitch. Click the pitch icon and this will
reveal the pitch slider (Figure I). Set the pitch by dragging the button (left and right) on the slider.
You can re-record, play back the recorded name, and set a default pitch.

s Click the Save rate button and click Submit and Finish.
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(O Phone
@ Web Recorder
O Uploader

Record your name using our web audio recorder.

The prompt under the Record button will read ‘Ready’, then ‘Set’ and
finally, ‘Record’ - wait for the ‘Record’ prompt before speaking.

0.0/25.0

& Record

Adjust recording audio pitch

Slower / Set default rate Faster /
lower higher

[ I

By using these tools, | agree to the Terms of Use

Submit and Finish

o Using the Uploader (Figure J):

Using a tool outside of Canvas, such as Audacity, Camtasia, iMovie, or any other audio recorder, you can

record your audio and then drag and drop the file from your computer into the specified space for

upload to serve as your recording.

= Click your file and Drag it to the box, or use the Browse for file button to upload an mp3 file of

your recorded name.
= When you are satisfied, click the Submit and Finish button.

() Phone
() Web Recorder
@ Uploader

Drag a file here

or, if you prefer...

Browse for file

By using these tools, | agree to the Terms of Use

Submit and Finish

Viewing Names in the Class

Students must click on NameCoach in your course menu for their name to appear on the list of unrecorded
names and recorded names.

1. Scroll down on the NameCoach page and click the Recorded Names tab (Figure K).
2. Scroll to the corresponding name and click the Play button.
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Recorded Names Unrecorded Names
e e I -
Show entries per page

10 ~

Pronouns Phonetic spelling Actions

Name/email | Last Name v Name Pronunciation
Invited At v

@ e ] S|
Invits
Recorded At: 04 20 2022

H:l he/him/his I:l B

Invited At: 05.06,2022

Recorded At: 06.01.2022
Figure K

Requesting a Re-record

e |f you would like for a student to re-record their name, you can send an email reminder through your course's

|

NameCoach page following the steps below:
o Scroll down on the NameCoach page and click the Recorded Names tab (Figure L)

o Scroll to the corresponding name and click the Mailbox icon.

Recorded Names Unrecorded Names
8 people have recorded their name _ Search

Show entries per page

10 A
Phonetic spelling Actions

Name/email | Last Name ~ Name Pronunciation
Invited At~

Pronouns
Invite T AT U7 2020

Recorded At: 04.20 2022
- N

Inwvited At: 05.06.2022

Recorded At 06.01.2022
Figure L

Viewing Unrecorded Names

e Scroll down on the NameCoach page and click the Unrecorded Names tab (Figure M).

o Toemail a student prompting them to record, click the mailbox icon.
o Tosend areminder email to all students who have not recorded, click the Remind All button
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14 people registered on this site have not yet recorded their name
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Name/email Name Pronouns Phonetic Actions
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> J— Q|

L] — E1E

T

Managing Other Features

Integrating NameCoach with an Assignment or Announcements

Add to Assignments

If you plan to provide a deadline for your students to complete their NameCoach profile:

1. Create a Canvas assignment through the Assignments tab (Figure N).
2. Add the Assignment name and a description in the proper fields.

— 2022NCO1WH : Assignments > NameCoach - Record Your N... Search... Q

Penn Term @ Published

Home

Announcements |Assignment Name

Syllabus NameCoach - Record Your Name o

Modules
Edit View Insert Format Tools Table

Zoom
12pt *  Paragraph B I U A+ £+ 1%+ P Ev By B a 5~

Class Recordings
Files
Discussions

Quizzes <]

3. Use the drop-down to change the Submission type to External Tool and click the Find button (Figure O).
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Submission Type
External Tool w

External Tool Options

Enter or find an External Tool URL

& hittps:/www.name-coach.com/It /single Find

[ Load This Tool In A New Tab

4. Select NameCoach from the External tool URL and click the Select button (Figure P).

Configure External Tool

00 Select a tool from the list below, or enter a URL for an external
tool you already know is configured with Basic LTI to add a link to it
to this module.

MH Campus
MyLab and Mastering
INameCoal:h

Provides a list of students recordings.

NameCoach Account Profile
Allows to record your name pronunciation

Ea

5. Add a Due date and click the Save button to save the Assignment (Figure Q).

New Analytics
Analytics pages for Canvas

Assignments Anonymous Grading

[] Graders cannot view student names

Discussions

Quizzes ]

Assign .
Grades Assign to

NameCoach Everyone X

People Due

&l

Search
Instruction Center Available from Until
Rubrics

Collaborations

QOutcomes + Add

Pages

8 8 8 8 8

BigBlueButton [] Notify users that this content has changed

Cancel Save
Settings

6. Once NameCoach is added to Assignments, it can also be linked in Modules.
Add to Announcements with a link to NameCoach

1. Click on Announcements on the Navigation Pane and then click on the +Announcement button on the right
side of the screen (Figure R).
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— 2022NCO1WH > Announcements Search... Q &4 Student View

Penn Term - N
All ~| | Search Q & ] Announcement

Home

Figure R

2. Add aTitle and a line of text. Click on the Link icon and select Course Links (Figure S).

— 2022NCO1WH > Announcements > Create new Search.. Q

Wharton
[ ] Penn Term Topic Title

Account Home NameCoach Assignment
Dashboard Edit View Insert Format Tools Table

Syllabus

12pt ~  Paragraph ~ B 7 U Av £+ T8+ v B B
Modules

Courses

External Links

Please complete your NameCoach profile.

Zoom

Class Recordings

Files

Assignments
Discussions

Quizzes &
Grades

NameCoach

Peaple

3. Select NameCoach-Record Your Name under Assignments (Figure T).

X

— 2022NC01WH > Announcements » Create new Add
Penn Term Topic Title Links e
Home NameCoach Assignment Q Search
Announcements Enter at least 3 characters to search

Edit View Insert Format Tools Table
Syllabus

12pt ~  Paragraph H
Modules > Pages
Zoom Please complete your NameCoach profile. v I Assignments
Class Recordings

) Eﬂ NameCoach - Record Your Name (-]
Files
Assignments > Quizzes
Discussions
> Announcements
Quizzes e
Grades > Discussions
NameCoach
> Modules

People

P ® | swords | </> % >  Course Navigation
Search
Instruction Center Post to

4. Scroll to the bottom of the page and click the Save button.

Once you have finished updating your information as needed, you can scroll through the list of Recorded and
Unrecorded Names within your course.
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Troubleshooting tip: If you are using Safari and encounter any access issues, please refer to the guide linked here

regarding using Safari with Canvas learning tools. Having trouble in Chrome, try using a different browser, like
Firefox.

Questions?

If you need more assistance, please contact courseware@wharton.upenn.edu for support.
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Accessing old course sites

Last Modified on 02/10/2023 12:35 pm EST

Students with active PennKeys, as well as recent alumni, may continue to access concluded Penn Canvas course
sites as described below. (These policies do not apply to Penn Carey Law which uses a separate Canvas platform.)

Accessing Old Course Sites

Old course sites remain available, in a read-only state, for up to five years after they began. To access them:

1. Select Courses in the left navigation bar.
2. Click All Courses. Past course sites will appear beneath Past Enrollments. Course sites not listed there are no
longer available, possibly because the instructor closed post-course access.

Note that Class Recordings, Study.Net, library reserves, and other licensed materials typically expire shortly
after the end of the course, even if the Canvas site itself remains. Your instructor may choose to close post-
course access early, at a time of their choosing; after that happens, access is only possible by permission of the
instructor.

While the University of Pennsylvania's current subscription to the Penn Canvas LMS platform runs through
August 14,2023, a multiple-year renewal is planned.

After Students Graduate

Students will sometimes ask how long they retain access after they graduate. Penn will support up to 5 years of
alumni access, after the end of each course, as long as the University uses Canvas. However, individual course sites
will close at different times. Therefore, it is wise for students to download desired materials from Canvas as soon as
possible after they graduate.

After students graduate, they will use alumni computing services, many of which will continue to use their
PennKey. Students should be sure to sign up for the PennKey Recovery Service so that they can easily reset their
PennKey passwords after graduation.

Questions?

Email: courseware@wharton.upenn.edu
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Adding users to a Canvas site

Last Modified on 04/29/2024 2:06 pm EDT

This article describes how to provide Canvas users, like TAs and auditors, with membership in your Canvas course

site, which they access through PennKey.

IMPORTANT NOTE: Please do not manually add users as Student or Auditor in your Canvas course site; doing
so causes difficulty for the University Registrar and within the course site itself.

e Startingin Spring 2024, students with registration holds may encounter delays in Canvas membership
related to timing of when enrollment becomes official at the University level.

e When an unregistered student not facing a hold must submit graded work in your course, contact the
IDEA Courseware Team to inquire about Canvas membership possibilities for them.

e True auditors will automatically be given Student membership in a course site when they obtain formal
audit status in that course, at their home school, in order to meet a degree or major requirement. If you
had granted a formal auditor the Observer role in Canvas, Student will be added automatically based on
the Registrar's process.

Adding a User to a Canvas Site

AN WODN P

. Select People in the course navigation on the left.

. Click the +People button. *

. For Add user(s) by, select PennKey. (If you are instead prompted for Login ID, you can still enter the PennKey.)
. Enter the PennKey username.

o To add multiple users (with the same role and in the same section) enter one PennKey per line.

. Select the correctrole:

o TA for a grader or teaching assistant.
s I[IMPORTANT: The TA must not be granted membership access to a course site in which they are
or were enrolled as a student.
o Limited TA for a teaching assistant who does not grade.
o Designer for a faculty colleague or administrative assistant.

o Observer for students informally sitting in, or anyone else not expected to grade or submit coursework.

s IMPORTANT: A few faculty use Observer role to accelerate Canvas membership for waitlisted
students. Be aware this is a manual process an instructor may choose to do, rather than a serice
Wharton Computing provides.

o Do not add anyone to the Student or Auditor role.

. Select the correct section. It is recommended to add TAs and observers to the site's "default" section, which

will typically include the course code, semester, and year (e.g., STAT 2730 - Spring 2024). TAs added to a
single section will still have rights to the entire site. (Contact Courseware if you need to restricta TAto a
single section.)

. Click Next.

o If Canvas reports it cannot find the user, please contact the Courseware Team.

. Click Add Users.
. Aninvitation will then be sent from Canvas to the user's email address.

You can resend an invitation under People. The user can also accept the course invitation by going directly to the

canvas site url.
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You canremove a user who was manually added to a course site, but not users who were added automatically.

*If +People is disabled, that means the course site is concluded. Please contact the Courseware Team to grant
membership to users in a concluded course.

Questions?

Email: courseware@wharton.upenn.edu
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Canvas app (for instructors)

Last Modified on 09/11/2023 4:11 pm EDT

Before You Start
You need one or more of the following to use the Canvas Teacher app:

e An active PennKey
e A mobile device running iOS or Android
e Instructor (teacher) or TA membership in current, past, or upcoming Penn courses

Apps & Guides

e Canvas Teacher for iOS (Download)
e Canvas Teacher for Android (Download)
e Mobile Guides for Canvas Teacher (iOS and Android)

Logging In
When you first log into Canvas through the app:

1. Inthe Find your School or District field, type canvas.upenn.edu, and press Go or Next to continue. Selecting
University of Pennsylvania will also work.
NOTE: For this step, DO NOT select "University of Pennsylvania Law School" or "Wharton Online".

2. Loginusing your PennKey.

3. After a successful Penn WebLogin, you'll be prompted that Canvas is requesting access to your account. Be
sure to check Remember my authorization for this service so the app can log you in automatically whenever
possible.

Teaching on Multiple Canvas Platforms

Faculty teaching courses on multiple Canvas platforms may want to take advantage of multi-user login capability.
Doing this will give you a “Profile” for each different Canvas platform (e.g., Penn Law Canvas) you need to use.
Here are instructions for multi-user logins:

e How do | switch to another account in the Canvas app on my iOS device?
e How do | switch to another account in the Canvas app on my Android device?

Capabilities

Canvas Teacher provides quick, anytime-anywhere functionality to make announcements, grade submissions, or to
edit a Canvas site for a course you are teaching. Announcements can be made either course-wide or to specific
sections.

If a teaching or editing feature is not yet available in the mobile app (for example, group sign-up lists), switch to
Canvas in a mobile browser on your device, preferably Chrome. You can also choose to subscribe to your Calendar
Feed with your preferred mobile calendar app.
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Questions?

Email: courseware@wharton.upenn.edu
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Canvas course site visibility settings

Last Modified on 03/16/2023 10:48 am EDT

This article describes Canvas visibility settings, which govern who may view your course site.

Changing Visibility Settings

1. Click Settings in the course navigation menu (left side on web, or center-top on mobile).
2. Onthe Settings > Course Details tab, look for the Visibility drop-down menu:

Visibility: Course O

Visibility drop down with "Course" visibility selected

3. There are three visibility settings:

o Course visibility, the default, limits access to enrolled students as well as to other members of the site
(TAs, departmental support staff, informal auditors).

o Institution visibility allows any logged-in PennKey holder who has the link to your course site to view
the content, but they cannot interact with or even see students.

o Public visibility allows anyone with the link to your course site to view the content, but they cannot
interact with or even see students. Public users cannot submit assignments, nor can they take quizzes or
access unpublished materials in Files.

4. Tosave your change, click Update Course Details.

Update Course Details

5. Visibility settings become effective when you publish your site, or immediately if the site is already published.

Questions?

Email: courseware@wharton.upenn.edu
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Managing notifications in Canvas (for instructors)

Last Modified on 05/17/2023 4:09 pm EDT

Customize your global Canvas notification settings or course level notification preferences.

Before You Start
You need the following:

e An active PennKey account (or authorized email address)
e Enrollment in a current course site

Canvas Global Notification Preferences & Recommendations

e Canvas allows you to control how you are notified, when, and the frequency of notifications. You can update
these settings at:
o Penn Canvas > Account > Notifications (steps for use in a web browser) or
o Canvas Teacher app top left menu > Settings (steps for iOS or steps for Android)
e Each channel of communication (for instance, email and push notifications on mobile devices) can be set
independently:
o To add or manage emails where your notifications are sent, go to Account > Settings and use the Ways
to Contact. Text messaging (SMS) notifications for announcements may also be enabled there.
o If your Canvas notifications aren't set up appropriately before opting out of the Conversations Inbox,
you may miss some messages.
o Push notifications must first be enabled in your Canvas Teacher app; once enabled, further settings can
be done either via web browser or in the app.
o For best results with learning tools included in Canvas, ensure your default (starred) email in Canvas is
the same as your primary email address in Penn Directory.
o Frequency options are notify immediately, daily summary, weekly summary, or notifications off. These
options pertain to all current courses.
o Grades are not communicated via notifications (though availability of grades is).
e We recommend that you set announcement, grading, invitation, files, submission comments, and
appointment availability to notify immediately.
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@ — Jimmer Test287 > Notification Settings
Wharton

Notifications Notification Settings

Profile
§ Account-level notifications apply to all courses. Notifications for individual courses can be changed within each course and will override these X
Files notifications.
Dashboard
Settings
@S ePortfolios n Daily notifications will be delivered around 6pm. Weekly notifications will be delivered Saturday between 8pm and 10pm. X
NameCoach Account Settings for
Groups Profile
QR for Mobile Login Account ~
Global
Announcements .
P Email
Course Activities jimmertest287@
Due Date ﬁ

A Notify immediately
Grading Policies

Daily summary

Course Content B Weekly summary

L Notifications off

Files
Announcement a
Announcement Created By You 7z

Course Level Notification Preferences
You can set notification preferences by individual course, too:

e Todo this, open a specific course and click the View Course Notifications button on the course home page.

e Tooverride the global notification settings, set them on this page.

e Todisable notification for a course, deselect the Enable Notifications for [course name] under Course
Notification Settings.

= WH-ISSASBO1-2020 » Course Notifcs

I3 View Course Stream ‘Course Notification Settings

r= ) e
(31 View Course Calendar ©
" h the togle above.
= sarc
Course Notifications oy Push
Course Activities pors
ToDo DueDste ] @
Nothing for now Grading Polcies a @
Course Content =1 P
Recent Feedback
Nothing for now Flles - o
Announcement Yy Y
Aenouncement Created By You Y Iy
Grading 2 @
Invitston 'y Y
ASubissions A &
Late Grading ] 3
Submission Comment o @
Blusprint Sync 8 @
Discussions
Diseussion Iy
Discussion Post Py @

Conversations Inbox Opt-out

Disable the Conversation's Inbox unread messages badge and send all conversation messages and notifications via email,

ASAP.

Questions?
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Contact: courseware@wharton.upenn.edu
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All about appointment sign-ups

Last Modified on 09/16/2024 12:07 pm EDT

This article describes how to create appointment sign-ups for the faculty-student meals program, office hours, and
group presentations.

Before you start, the following information is needed for creating sign-ups:

e Name

e |ocation

e Calendar for Course

e Have/not have students sign up in groups

e Dates

e Start and End times per slot

e The user limit for each time slot

e Allow/not allow students to see who has signed up for time slots
e The limit for participants to attend appointments

e Any additional details and notes

Creating sign-ups

Go to Calendar in Global Navigation pane

BELGLIETG

E]

Courses

Calendar

&

Inbox

Fan
®
History

- 10

Help

e Select the correct course calendar on the right side of the screen. The correct calendar needs to be selected,
in order to see the option when creating an appointment group in the next step.
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December 2022 Week Agenda + < December 2022 >

27 28 29 1 2 3

MON TUE WED THU FRI SAT 4 5 6 7 ) 9 10
29 pom s ) 3 11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31

6 7 8 ’ 10 ~ CALENDAR
B Testsite1
B TestSite2
13 14 15 16 17

e Select the + button in the upper right or click on a date.
¢ [nthe Edit Event pop-up window, select Appointment Group

Edit Event b4
Date Time Range
Name
Jan 11, 2017 12p |~ 1p @
Lunch with Professor H ? .
Jan 12, 2017 [ 12p |~ 1p @
Location
[ - [}
Penne
Go
Calendar Divide into equal slots of | 30 minutes.
Select Calendars
Options

Hawve students sign up in groups. =
! | imit each time slot to users.

¥ Allow students to see who has signed up for time slots.

¥ |imit participants to attend | 1 appointment(s).

Details:

A

Cancel Publish

e The location can be either a physical place or a virtual one, such as aZoom meeting link.

e Use Select Calendars to choose which course(s) for which this appointment group is available. You can limit
appointments to certain sections, by expanding the calendar tree and checking off the sections you want to
include. (You cannot section-limit group appointments.)

e Every appointment group needs a descriptive name.
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Done

e For group-based appointments, check Have students sign up in groups. If you have more than one set of
groups, select the correct group set from the Group Category dropdown that will appear after you check
Have students sign up in groups.

e Enter the date and start/end time of each appointment in Date and Time Range boxes . Remove any
unwanted slots by pressing X next to the slot you want to remove.

e Divide will allow you to quickly create consecutive appointments within a single time range. After you fill in
the date and overall time range, add the desired length of each appointment into into equal slots of ___
minutes. Press Go, and the time range will be split accordingly into separate consecutive appointments.

o Example: If you set an appointment from 9am to 12pm, then divide into equal slots of 30 minutes,
Canvas will produce six slots, starting respectively at 9am, 9;30am, 10am, and so forth.

Please check carefully before pressing Publish, because published sign-ups are difficult to change, and because
students are notified about them, and can begin using them, right away. You can add a note in the details about
the change and message your students.

Adding more time slots or changing settings

You can continue to use a previously-created appointment group, adding additional time slots. Here's how:

e Goto Calendar in the left navigation bar.

e Click an existing time slot.

¢ [nthe Edit Event pop-up window, select Group Details.

¢ Use the Date and Time Range boxes to add the date, start time and end time of any new appointment(s).

e Change the Location or Details to fill in or update the meeting location, Zoom link, or other overall
instructions students should see for any time slot.

e Press Save. (Students will be notified of the newly available time slots, based on their notification
preferences.)

Viewing, editing or canceling an appointment

In Calendar, you'll see available appointments as well as the name of students who are already signed up. To edit or
delete an appointment, click on an available appointment.

e To cancel this appointment, click Delete. Any attendees listed will be notified and may reserve other available
appointments.

e Toremove anindividual attendee, click the X next to that attendee's name.

e To change the maximum number of students who may reserve an appointment, or to add miscellaneous
details, click Edit, make the changes, and then press Update.

e Or to change overall Location, Details, or default maximum, click Group Details. The Group Details page will
also provide a summary of signups across all appointments, at the bottom of the page.

[pdf("date-created")] 333


https://guides.instructure.com/m/4152/l/719738-how-do-i-set-my-canvas-notification-preferences-as-an-instructor

Sending a message to signed-up students

To send an Inbox message to users who have signed up for the appointment, click Message Students:

How students can find sign-ups
Here are instructions you can provide students on finding these sign-ups:

e Goto Calendar

Scroll down the page, press Find Appointment on the far right

Select from the drop-down list the course to which the appointment belongs and press submit
Click on the preferred date and in the window that appears selectreserve

Students are notified of new appointment groups, and of changes to existing groups, according to their notification
preferences.

Reminding students to sign up
Send a message through Canvas to remind students to sign up for an appointment.

e Goto Calendar in the left navigation bar.

e Click an existing time slot.

¢ |nthe Edit Event pop-up window, click Group Details.

e Scroll down to locate Message Students.

e A pop-up window will appear with a list of Users who haven't signed up. You can type and Send an
Inbox message to them, or you can optionally use the provided drop-down to choose Users who have already
signed up or All users. (meaning both those students who have signed up, and those who have not).

Recommended settings
These settings are recommended when creating sign-ups.

e Always use Limit each time slot to ___ users to keep the appointment at the desired maximum attendance.

e Unless the appointments are sensitive (e.g., office hours), it's better to check Allow students to see who has
signed up for time slots. (That setting's especially significant for meals signups.)

o Always choose Limit participants to attend ___ appointment(s), normally 1 to ensure each student reserves
only asingle time slot.

e Use Details to include additional information, e.g.: If fewer than 3 students sign up, the appointment will not
take place.

Group appointments

When you use group appointments, only one student per group needs select a time slot for that group. This feature
works only if groups, populated with students, already exist on the Canvas page.

e Because groups are open to all members of a course site, you cannot share group appointments across
separate Canvas course calendars, or limit them to certain sections.

e Once agroup sign-up is published, it cannot later be converted to an individual sign-up, and vice versa.

e Students who have not signed up for a group cannot see team-based appointments.
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Note: The calendar shows information based on your currently specified time zone; if appointments are
elsewhere, switch your time zone in Settings while making the sign up, then switch back when you are finished.

Students can not manually be entered into a slot.

Questions?

Email: courseware@wharton.upenn.edu
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All about Canvas groups (for instructors)

Last Modified on 10/26/2023 5:00 pm EDT

Canvas Groups are an important element in many of the more collaborative, extemporaneous uses of Canvas. Use
Groups to apportion each unit with assignments, repositories and other collaboration features for use in-class and
in hybrid sessions. This article describes how to create, manage, and use Canvas groups.

Before You Start

You will need a Canvas site for your course.

Creating groups

Canvas allows you to create groups for students to work on projects, term papers, or any other assignment in which
students work collaboratively. To create a group:

Linking groups to assignments

Once a groupis created, instructors can deliver group assignments - with either group grading or individual marks
per contributor. Learn how to link a group setto an assignment.

Joining groups

Students join groups through the People tab, but you should be aware that theirview differs from that of an
instructor.

Imported groups

Check carefully to ensure that all copied group assignments are linked to existing group sets in People. During a
course site import, all group Assignments will be assigned to a single group set calledProject Groups.

Edit groups

Once you have created a group set, you can edit it at any time by going to People and clicking on the Group tab.
Click on the 3 dots button and Select Edit.

Move a student into a different group

You can move students within groups. Changes should be made before assignment submissions start. If you want
to move a group member with a graded submission, you may want to clone the group set instead.

Managing groups

Groups have their own "sub-sites" that contain Files, Discussions, Announcements and a few other Canvas
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features.

Questions?

Contact: IDEA Courseware Team, courseware@wharton.upenn.edu
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All About Assignments

Last Modified on 08/31/2024 9:34 am EDT

As of August 30, 2024, the place for entering due and availability dates while editing assignments or quizzes
has returned to its original location in Canvas.

It's also possible to set due or availability dateswithout editing the assignment. Use the Assign To button which
currently appears to the left of the Edit button on any assignment or quiz page:

@ Published &, Assign To % Edit

A similar Assign To choice appears in the options (three dots) drop-down menu for each assignment listed on
the Assignments tab.

This article covers the basic and advanced features of assignments and assignment groups, as well as downloading
files students have submitted to an assignment.

Before You Start

You will need a Canvas site.

Assignment Basics

When creating an assignment, you can take advantage of the following features:

Advanced Features

Assignments offer a number of advanced features.

Assignment Groups

Enhance your grading with assignment groups.

Download Submissions

Download the files students submit to an assignment.

Discussions as Assignments

Discussions are a good option for certain kinds of assignments and learning activities in which students are
required to interact with each other.

TIP: Use student view to see assignments as students do.
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Questions?

Email: courseware@wharton.upenn.edu
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All about quizzes (Classic)

Last Modified on 08/31/2024 9:34 am EDT

As of August 30, 2024, the place for entering due and availability dates while editing assignments or quizzes
has returned to its original location in Canvas.

It's also possible to set due or availability dateswithout editing the quiz. Use the Assign To button which
currently appears to the left of the Edit button on any assignment or quiz page:

@ Published &, Assign To % Edit

A similar Assign To choice appears in the options (three dots) drop-down menu for each quiz listed on the
Quizzes tab.

This article provides an overview of using the original quiz feature in Canvas LMS, known as "Classic Quizzes".

Before You Start

You will need a Canvas site.

Quiz Basics

Quizzes are formal exams or surveys, and can be graded or ungraded. To create a quiz:

Recommended Instructions for Students

We recommend providing the following information in all quiz instructions:

Configuring Take-Home Quizzes

You can 1.) prepare normal quiz questions; or you can 2.) have the students download a document containing the
exam and then upload a document containing their answers to the quiz.

To create a file download quiz:

Previewing a Quiz

You can preview a quiz, to get an idea how it will appear to students, by clicking on the quiz and choosing Preview.

Please keep in mind that a preview may leave out a few details of the student experience; for more accuracy, try
student view.

Regrading Quizzes

Occasionally you may need to change an answer after students have taken the quiz.
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Revealing Results to Students

Consider the following when deciding what to reveal to students:

Enabling Additional Attempts for Students

Occasionally you may want to give a student another attempt at a quiz. Here's how:

Downloading Student Responses

If you need to download student responses from a quiz (such as for a survey), you can do so through the Quiz
Statistics.

Questions?

Email: courseware@wharton.upenn.edu
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All about New Quizzes

Last Modified on 08/31/2024 9:34 am EDT

As of August 30, 2024, the place for entering due and availability dates while editing assignments or quizzes
has returned to its original location in Canvas.

It's also possible to set due or availability dateswithout editing the quiz. Use the Assign To button which
currently appears to the left of the Edit button on any assignment or quiz page:

@ Published &, Assign To %y, Edit

A similar Assign To choice appears in the options (three dots) drop-down menu for each quiz listed on the
Quizzes tab.

Canvas's New Quizzes offers benefits, such as printing and one-time accommodation entry per course, which
improve upon the original feature set for Classic Quizzes.

Before You Start

You will need a Canvas site.

Creating a Quiz

To create a new quiz...

Question Types

Your quiz can include a mix of automatically and manually graded questions.

ltem Banks

Use Item Banks to pull all questions or a specific number of questions randomly from a pool. This is a good way to
add variety to the exam and/or keep similar questions together.

Exams with File Downloads

Use Classic Quizzes if you need to share a link to an exam file that students can access only during the exam. If you
need to use New Quizzes instead, you can create a link to the exam file by using the following instructions.

Publish the Quiz

Before you publish the quiz, be sure to:
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e Add availability dates so students cannot access the quiz until the start time.

e Review the quiz settings to ensure that Restrict Student Result View is enabled and that other exam
settings are correct.

e Preview the quiz to view it as students will.

e Permit additional time by choosing Moderate to the right of the student's name. Under Time
adjustments, select Give additional time, enter the extended time, and close the tab.

Viewing and Grading Online Quizzes

e Use Moderate to view student submissions, add more time or attempts for individual students, and to reopen
acompleted quiz.

e Add ascore for any manually graded questions in SpeedGrader. (Final quiz scores cannot be directly edited in
the Gradebook.)

Regrading Questions

You can regrade any automatically graded question, but this should be done only after all students have finished
taking the quiz. When you regrade a question for one student, the change will be applied to all students who
received that question.

Releasing Scores

When you are ready for students to see their submissions and the correct answers, you should:

Enabling Additional Attempts for Students

Occasionally you may want to give a student another attempt at a quiz. Here's how:

Questions?

Email: courseware@wharton.upenn.edu
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Delivering online exams (in-person)

Last Modified on 06/07/2023 1:39 pm EDT

This article describes how best to deliver an exam through Canvas during in-person classes. See Exams for Remote
Instruction - Faculty for advice on delivering online exams remotely.

Before You Start

With proper notice, the Courseware team can help prepare an exam for delivery through Canvas. Note that
the Courseware team will not convert paper exams into online formats.

Exam venue

You can deliver an online exam either in a Wharton lab or your classroom.

Preventing cheating

There are several ways to prevent cheating during online exams.

Timing
A quiz can be given during a precise time period (e.g., April 4, 2020, 4:30 pm-6 pm), or can be made available during

alonger period but for a limited duration (e.g. the student only has an hour to complete, and the quiz must be taken
and submitted at some point during the period of April 2-6, 2020).

Student accommodations

You may have students that have been granted accommodations by Penn's Office of Student Disabilities Services;
the Provost's Office has issued general guidelines for faculty.

Accommodations, such as granting extra time on an online exam, must be made in advance. It is not currently possible
to allow students to edit previously submitted quizzes.

Creating a take-home exam

In place of a Canvas quiz, you have students download a document that contains the exam and then upload their
answers in a Word file or pdf.

1. Create the document you will attach to the quiz. (We recommend .pdfs; it's easy for students to confuse the
downloaded version of the Word file with the version they must upload.)

2. Store this document in Files, in a new folder whose permissions are set to "Only available to students with
link."

3. Create or edit aquiz, including one file upload question for collecting a student's answers. If there is no time
limit, you can use an assignment instead of a quiz.
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4. Link your exam document either from a text question or from the File Upload Question details.
5. Use availability dates to prevent students from accessing the document too early and to prevent submissions

after the due date.
6. Use a time limit in settings to limit the amount of time permitted for the quiz. We recommend allowing 5

extra minutes for students to save and upload their files.
7. Use Moderate Quiz to monitor progress or to allow extra time or attempts to individual students,

File upload quiz questions do not work in Internet Explorer for Windows nor in older Safari versions for Mac.
These browsers also do not meet the general system requirements for Canvas.

After-hours Support

Please advise if your exam occurs outside of regular business hours (Mon-Fri, 92am-5pm Eastern Time).

Questions?

Email: courseware@wharton.upenn.edu
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Exam accommodations

Last Modified on 10/21/2023 1:16 pm EDT

This article describes how to use Canvas to grant students additional time and extended availability windows for
exams, which, in Canvas, are called quizzes.

If a student in your course has an approved accommodation from Student Disabilities Services (SDS) or must take a
quiz at a different time than the rest of the class (because of time zone or another reason), you should ensure that
reasonable accommodations are made. You are responsible for setting up these accommodations in Canvas, or for
asking the Courseware team to do so.

Please contact Courseware with accommodation requests at least 1 business day before the quiz is administered.

Availability Windows vs. Time Limits

The availability window is the total time period the quiz is open to students; e.g., from April 28 at 12pm to April 29 at
1pm.

The time limit is a specified amount of time given to students to complete the quiz (e.g., 60 minutes).

If your quiz uses both availability dates and a time limit, be sure to update both when making accommodations.

Student-specific Availability Windows
You can set different availability windows for students within the same quiz or assignment.

1. Open the quiz (in New Quizzes or Classic Quizzes) and scroll down to the Assign to field.

2. After setting the Due Date and Available from/Until dates, click the +Add button to create a second Assign
to field.

3. Start typing the first few letters of the student's name and select their name from the student list that
appears. You can assign a different availability window to multiple students or to different sections of
students.

4. Enter the new due date and Available from/Until dates for these students.

5. Repeat steps 2-4 as needed, and click Save when you are finished.

Notes: Individual students can only be assigned one (1) Availability Window. Students will seeonly the due
date and available from/Until dates assigned to them.

Extending the Time Limit

You can extend the time limit of a quiz for individual students without adjusting the time limit for the rest of the
class. This is possible in both New Quizzes and Classic Quizzes, but should be done before students start taking the
quiz.
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In New Quizzes
In Classic Quizzes

Allowing Extra Time for In-Progress Quizzes

Note: It is not possible to give a student additional time while they are taking a New Quiz. You can allow
them another attempt, but not additional time.

In Classic Quizzes

1. If astudent has an emergency or technical issue while they are taking a quiz using Classic Quizzes, you can
open Moderate This Quiz, then click the clock icon next to the student's remaining time.

Attempt  Time  Attempts Left Score 0

= 1 Y
- 1 B
1 2644 @ 0 EN
. 1 Y

2. Enter the amount of extra time to give the student and select to apply the extra minutes to the current end
time of the quiz. Then click Extend Time. The extra time will be applied to the student's in-progress attempt

and their countdown clock will be updated.

Extend Quiz Time X

You can give this student extra time on their current quiz attempt. How

much time would you like to give them?

Started: Apr 12 at 10:49am
Ending: Apr12at 11:19am

End the quiz minutes from | the currente v

now

the current end time
caend Time

Questions?
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Respondus LockDown Browser (for instructors)

Last Modified on 09/21/2023 10:14 am EDT

Respondus LockDown Browser is a special web browser that helps prevent cheating during in-person proctored
online exams (that take place in a classroom or computer lab) . Students take the exams using Canvas, but cannot
use other programs, take screenshots, copy, paste, print, or navigate to other websites while the exam is in
progress.

Note: LockDown Browser cannot be used for remote exam delivery; it is available only for in-person exams.

Before You Start

e LockDown Browser can only be used for in-person exams

e LockDown Browser cannot be used for remote exam delivery take-home exams or quizzes, as only
supervision can ensure that students are not using an additional device.

e If students will use LockDown Browser on personal devices or in a computer lab, contact the
Courseware team at courseware@wharton.upenn.edu at least two weeks before the first online

quiz/exam, preferably.
e Planto deliver a practice quiz using Respondus LockDown Browser beforehand to help familiarize
students with the tool, so that students do not take extra time to set up on exam day.

Enable Respondus LockDown Browser

Before your students can take quizzes/exams using LockDown Browser, it must be enabled for the course.

Using Excel with LockDown Browser

LockDown Browser includes a basic spreadsheet tool that enables .xIs/.xIsx spreadsheets to be viewed and edited
during an exam session. LockDown Browser has its own basic, built-in spreadsheet function that allows students to
use a spreadsheet, but with limited functionality. This functionality is available for Windows, Mac, and iPad editions

of LockDown Browser.

To enable the spreadsheet function in LockDown Browser, use these steps:

Day-of-Exam Troubleshooting

If students are having trouble opening the quiz/exam with LockDown Browser, there are a few troubleshooting
steps you can take on your own. You can also contact the Courseware team for assistance.

We recommend having paper copies of the exam as a backup for students who are unable to open LockDown Browser or log
in with two-factor authentication.

Additional Resources

1. If you are wondering when to use Respondus LockDown Browser versus other approaches, watch
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Courseware's on-demand session, Which Canvas Tool Is Right for My Exam? [49:24] which discusses
Respondus at length with a number of useful tips.

2. The following resources are helpful when applying the LockDown Browser to specific quizzes:
o Delivering Online Exams in-person

3. In addition, these resources are helpful for students:
o Respondus LockDown for Personal Devices (Students)
o Preparingto Take an Online Exam

Questions?

Contact: Courseware team

Email: courseware@wharton.upenn.edu
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Administering and Troubleshooting Online Exams

Last Modified on 01/11/2024 4:10 pm EST

Administering an exam online using Canvas can allow for more versatility and less time spent grading. When
preparing to administer an online exam, it's important to plan for possible technical glitches and know how to
troubleshoot some of the most common issues.

Before the Exam
Administering Exams/Day-of Troubleshooting
Giving Students Extra Time or Attempts

After the Exam

Questions?

Email: courseware@wharton.upenn.edu
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Setting Up Assignments Requiring Student
Collaboration in FeedbackFruits

Last Modified on 03/20/2024 1:34 pm EDT

Before You Start

FeedbackFruits is an engaging suite of tools designed for active, reflective learning that integrates seamlessly
with Canvas. The tools in the suite are designed to encourage a collaborative learning experience, as many of
the assignment types also integrate with group sets in Canvas to enhance project work. Two of the most
popular tools used by Wharton faculty, group member evaluation and peer review, help to enhance teaching
and learning at Penn.

To provide the best possible experience for teaching team members who will be administering these tools, this
article focuses on considerations for FeedbackFruits assignment setup. In the examples below, the group
member evaluation tool is highlighted, but there are other collaborative assignment types you can use, as well,
with small nuances in the settings.

Getting Started

FeedbackFruits assignments are created in Canvas by selecting Assignments on the course navigation sidebar and
clicking the + Assignment button on the top right portion of the page.

= TK-SBO2 > Assignments Search this caurse Q bd Student View

Penn Term
earch for Assignment . + Assignment

Home

Syllabus

i ~ FBF Assignments
Modules N E

[ ,es l I Y Feedback Fruits Group Evaluation Marketing Module o

Available until May 26 at 11:59pm | Due May 26 at 11:59pm | 25 pts

Ed Discussion

You will first need to create a title for the assignment. Below the title, you can add general instructions within the
Rich Content Editor (RCE).

Assignment Name
Feedback Fruits Group Evaluation Marketing Module 4_

Edit View Insert Format Tools Table

v Pgmnv | B ] U Av LV Tv SvBEvEmvBY |8 W P G

Welcome to the MKTG 4567 discussion module. | encourage you to use this space as a place for constructive, respectful,
and supportive feedback as you generate mushroom marketing strategies and ideas. Please remember that group
participation and feedback comprises 25% of your total grade for this course, and is a critical part of your overall grade. If
you have any additional questions or concerns, please see me or my TA during posted office hours.

Beneath the RCE, designate the number of points the assignment is worth. Afterwards, select the correct
assignment group (specific to your course) and decide how you would like to display the grade.
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Points ' 25

Assignment Group
Percentage

Complete/Incomplete
Display Grade as  IMALZalAE)

Letter Grade

GPA Scale

Not Graded

Note: This assignment type must be graded; however, there is a selection check box that can set the assignment
so that it is not counted toward students' final grade, if needed.

Points | 25
Assignment Group | FBF Assignments v
Display Grade as | pgints v

4 IE] Do not count this assignment towards the final grade I

Next, choose the Submission Type. Select External Tool from the drop-down menu and select the Find button.

[J  No Submission rds the final grade
Online

Submission Type OnlEaeer
v External Tool

Submission Type
External Tool v

External Tool Options

Enter or find an External Tool URL
& | http://www.example.com/launch

[J Load This Tool In A New Tab

Note: You should not type a URL in the “Enter or find an External Tool URL” field. You can simply click the Find
button. After you click Find, the Configure External Tool dialog box will open. Highlight the FeedbackFruits tool
and click on it to open.

Configure External Tool @

P Select a tool from the list below, or enter a URL for an
external tool you already know is configured with Basic LTI to
add a link to it to this module,

Class Recordings Q
Examsoft Dental
FeedbackFruits Q

Toals to support teachers teaching

Gradescope
Gradescope is a feedback and assessment platform
for many types of work, including paper exams, digital

Harmonize Assignment Q

cancel

A

You can either create a new assignment or pull from an existing one (e.g., one you have set up in a previous
semester) by using Copy From Existing. This is the recommended way to duplicate assignments from semester to
semester.
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Link Resource from External Tool

e Peer Review
Activate peer learning by guiding your students to review each other's work

Q Group Member Evaluation

Improve collaboration skills of your students with group member peer

assessments

Learn more about this tool

e Assignment Review

Mentor your students with inline feedback on their work

Skill Review

@ Mentor your students with feedback on their skills

If you choose to create a new assignment from scratch rather than pulling from an existing one, select the
assignment type. As mentioned earlier, peer review and group member evaluation are the most commonly used

FeedbackFruits assignments at Penn.

Link Resource from External Tool

CREATENEW | COPY FROM EXISTING

Peer Review

Activate peer learning by guiding your students to review each other's work

e Group Member Evaluation

Improve collaboration skills of your students with group member peer

assessments

Learn more about this tool

Assignment Review

Mentor your students with inline feedback on their work

Skill Review

Mentor your students with feedback on their skills

Automated Feedback

Instant automated feedback on academic witing assignments

Once you begin working in the assignment, you can give it a title within FeedbackFruits. This new title is separate
from the Canvas assignment title that was created earlier. We recommend including the course’s four-letter
acronym and four-digit number in this title, as this makes it easier for our team to track the assignment and assist

with any troubleshooting needs.

X |MushroomMKTG4567 — -

0
A~
Created by FeedbackFruits a

Video
Setup instructions video &

TEACHER SETUP

Assignment Setup

Step 1: Instructions

Begin by filling out the Instructions text box. This is needed to save and publish the assignment, so this text box

cannot be left blank.
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X Mushroom MKTG 4567 o

© |Instructions ADDANOTE ()

=

Welcome! Please use this space to provide constructive and meaningful
feedback. I'm looking forward to seeing your responses!

*Required
© ADDITEMS

If you would like, you can add a voice note or other attachment here, as well.

© |Instructions ADDANOTE ()
R
*Required

X Add items

¥ Record audio

®  Record video

[J Record screen

You now have the option to set up an assignment where students work individually or within a group. For
assignments where you are reviewing other peers, you also have the option to review individually or within a group.
To set this up, click on Student collaboration and select the Change button.

«7 Student collaboration » A

Individual assignment
e T CHANGE
Work individually, review individually

To create an assignment where students will individually review their group members following a group
assignment or project, select Students work “Individually” and Review “Within groups.” For any group assignments,
these group sets will need to be configured in the Canvas People tab first and then synced in FeedbackFruits.
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X Collaboration options

Students work

@®  Individually
O  Asagroup

Review

e Individually

Students individually get assigned to anyone

® Within groups

Students individually get assigned to someone within their group

e Outside of their group

Students individually get assigned to someone not in their group

NEXT >

When choosing to incorporate group work, you will need to click on Select groups and choose the group that will
participate in the assignment. Note that if you select a group with zero participants, you will need to edit and
refresh the FeedbackFruits iFrame once you add students to the groups within the Canvas People tabfor this to
sync. Click Done when finished.

<7 Student collaboration ~

Group assignment

CHANGE
Work individually, review within groups
Groups selected to participate 0 groups
@ SELECT GROUPS
Groups were last synced from Canvas 4 minutes ago

Link Resource from External Tool X

Choose which groups will participate
Groups were last synced from Canvas 10 minutes ago

Feedback Fruits 5groups A
EXPAND ALL
Feedback Fruit 1 5students v
Feedback Fruit 2 5students v
Feedback Fruit 3 Sstudents v
Feedback Fruit 4 Sstudents v

with total 26 students assigned < BACK m
2

Before releasing any group assignment, double-check to make sure the group set is properly synced. If you are
using the self sign-up feature for your Canvas groups, note that FeedbackFruits does have a lag time, so if
students are moving in and out of groups, you will need to return to the "Groups selected to participate" section
to refresh the sync each time a student joins a new group.

For this reason, it is recommended to turn self sign-up OFF and also wait until the add/drop period is over before
using group assignments in FeedbackFruits. Otherwise, you will need to manually sync the groups.

Step 2: Given Reviews
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For a collaborative assignment type in FeedbackFruits, students give feedback to their peers based on criteria set

by the instructor.

Feedback Criteria

Under Feedback Criteria, click on the Configure button.

X Group Member Evaluation o

©® Given reviews

ADDANOTE (D

Students give feedback to peers, based on the configured feedback criteria.

Feedback criteria
2 sections - 3 rubric criteria & 1 scale criterion

Required number of peers to review (%)

Students also do self-assessment @

—l CONFIGURE

all St

Students review themselves, before reviewing others, yet can switch between reviews

Automatic outlier detection (2)
Analytics detect outliers in group ratings and identify students of interest

user interface design
nts use the new design for reviewing and reading feedback

Next, build out your criteria. Here you can add as many or as few criteria sections as you would like. You can

configure arubric, scale rating, or comment criterion.

New section
Add Add Add
Rubric Scale rating Comment criterion
- -
- IS T
Q -—— e
—

Rubrics

With rubrics, instructors can provide explanations for each level of the criterion and attribute grading points to

this. A rubric example is shown below.

Emurging

1 S pain

Demonstrates behavkors
described in mcoter

Praficient
2 5 poiata

Comphetes a fair shareof
o e wark with

*  Edit rubric

Beginning
[}  polata
Does not do a tair share of

Preparedness 1he SeamE work, Dtinere
IS e—"

- B Ak eammanes,
o S requked
Collaborstion

B aow commens,

S requiced

Initiacha

<] -+ ADDCRITERION

Scale Ratings

bt et gt

1
Keeps commeTents and
completay pesignmans.

on sme

Melps trammates wio

With scale rating criteria, you can assign various points along a rating scale. You can also set the number of
comments required (if any) and adjust the text that appears from scale beginning to end. When finished, you can
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either click Done or continue building out the criteria.

X Edit scale rating criteria W DELETETHISSECTION [I ~

Short title (unique per criterion) *
Overall rating

Explanation of eriterion (optional)
Overall, how would you rate working with this student?

3 points
Allow comments, 0 2 required
5 points
Scale end *
N L4 Excellent
7 points

10 points
< ADD MORE SECTIONS m

Comments

You also have the option to use the comment criterion in the assignment. In some cases, you might want students to
only give qualitative feedback, where students do not have to give a score or select a level from a rubric.

X Edit comment criteria B DELETETHISSECTION [l v

For each criterion, you can specify how many comments are required. Incomplete reviews will be
visible to the receiver after the review deadline passes.

Short title (unique per criterion) *

Rate The Marketing Plan

Explanation of criterion (optional)
Rate the effectiveness of each plan.

At least 1| < comment required | <_

< ADD MORE SECTIONS m

Number of Peers to Review

Next, select the number of peers students are required to review. You can select all students in the assignment or
any number from one to nine. The All option is used when students have to review all their peers or groups (if set up
as a group assignment).

X Group Member Evaluation oo
© Given reviews 4,
Students give feedback to peers, based on the configured feedback crif )
Feedback criteria 3
2 sections - 3 rubric criteria & 1 scale criterion
4
Required number of peers to review (%)
5

Students also do self-assessment ()

Students review themselves, before reviewing others, yet can switch betweenf 6

Automatic outlier detection (7) ?
Analytics detect outliers in group ratings and identify students of interest
8
Quser interface design
idents use the new design for reviewing and reading feedback 9

Self Assessment

Student self assessment is a useful tool for your students to identify their own individual strengths and the areas
where they need improvement. With self assessment turned on, students will fill out the same criteria they
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completed when reviewing their classmates, but this time they will be reviewing themselves. To activate this
functionality, slide the radio button to the right.

X Group Member Evaluation R
© Given reviews ADD ANOTE (3)

Students give feedback to peers, based on the configured feedback criteria.

Feedback criteria

CONFIGURE
2 sections - 3 rubric criteria & 1 scale criterion
Required number of peers to review (2) all -

I Students also do self u-:m@ I

Students review themselves, before reviewing others, yet can switch between review? .

Outlier Detection

Automatic outlier detection helps instructors identify potential issues in groups such as overconfident students or
group conflicts. Tips on how to use this function can be found here.

Scheduling Deadlines

You have the option to leave this task open for an indefinite amount of time, or you can have the task close after a
certain date. Note that if the task is set to close after a certain date, students will not be able to begin submitting
peer reviews or group member evaluations until after this deadline is reached. The deadlines can be altered at any
time (even after students have started working on an assignment). If needed, instructors can also easily configure
deadline extensions for specific students within the FeedbackFruits iFrame.

{© Scheduling deadlines .

This task closes Never

After a certain date

Allocations

Within a peer review or group member evaluation assignment, you can distribute reviews automatically, manually
choose who each student reviews, or, as part of a more recent update, you can let students choose who to review.

X Allocation method

With any of the allocation methods you can still manually do allocations in the next screen. An
allocation cannot be modified anymore after progress has been made by the student.

e} Automatically - One by one (%)

Ensures the fairest distribution of reviews in case some students don't participate

(@ This allocation method is not avallable when students review 1 student

0 Manually (2

Assign all the allocations manually

Students choose who to review
Upon starting the assignment students get to select the peer or group they want to review

DONE NEXT >
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With this option selected, if you click the purple Next button, you will then be prompted to manually type in the
name of a student for each reviewer; however, if you click Done, you can continue saving the desired setting for
"Students choose who to review."

X Allocations

To override the automatic assigning use the dropdown menus. Once a student has already started reviewing it will no longer be
possible to change that allocation.

@ Chosen collaboration option
Hand in work individually, review individually

N
‘Yemi Test318

Zuleikha Test319

006

Students 161-1700f 162 <

© [ oo |
< BACK

Anonymity - Who Can See Feedback

As you construct the FeedbackFruits assignment, you will have the choice of whether to release students’ feedback
to their peers. If you do choose to release the feedback, you can make this anonymous to the receivers. This is done
by toggling the Anonymity function and activating Reviewer anonymity.

F?  Anonymity 4_ A

Reviewer anonymity @ .

Reviews are submitted anonymously to peers but teachers can always see the

reviewers' names

@ Can't be changed after students have already made progress

If you are working with a peer review assignment type where students are submitting a deliverable for review, you
will also have an option to turn on Submitter anonymity, where handed in work is submitted anonymously to peers
but instructors can still see the students' names.

Here are some things to remember when you use this function:

e Canvas will assign each student an alias, but only you as the instructor can see both the student’s name and
their alias. Students and their reviews remain anonymous to the class.
¢ Note: Once students have started to make comments, this function cannot be changed or deactivated.

Visibility - When Can They See Feedback

You can control when and if feedback is available and visible to students by opening the Visibility option and
selecting when you want to make that feedback available.
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© Visibility \ A
Students see their received Immediately

feedback
After the review deadline

< Guiding students No instructions createl oo o oot oo

a Never (release manually)
Danaivuad raviawe x

Step 3: Received Reviews and Reviewer Ratings

Students have the opportunity with this option to read the feedback they have received and can, on a scale of 1 to
10, rate their reviewer's feedback. You can schedule this task to close after a certain date and set the length of time
students can read the reviews.

© Received reviews and reviewer
ratings

Students read their received feedback.

ADD ANOTE (3)

Students also rate their reviewers' feedback

On a scale of 1 to 10 with optional written clarification .
@ Scheduling deadlines A~
%  This task closes After a certain date .4

Students can read
S received reviews > &= cal © O

Grading

If you would like to assign a grade to your FeedbackFruits assignment, you will need to configure the value for each
element of the assignment.

Grading

Configure which facets of the activity should be weighed in the students grade.

X

355 pp Completed giving feedback @
50C pp Has written the minimum numberofre.. 10 C .
v
152 pp Has read all received feedback [ ]
100 %

=3

Assigning Individual Point Values

In FeedbackFruits, you can designate any point value you choose. That value will calculate as a percentage that
then factors into the Canvas assignment settings. This happens in two distinct parts. For example, if a
FeedbackFruits assignment is worth 10 points in the Canvas assignment settings, then if a student earned a 75%
within the FeedbackFruits grading module shown here, it would calculate as 7.5 points in the Canvas gradebook.
This is because the Canvas Assignment is set for 10 points on a 100-point scale.

Saving & Assigning
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Saving

Once you are finished building out your assignment in FeedbackFruits, there are three different steps to save your
work:

1. Click the purple "Save" button within the FeedbackFruits assignment.

Link Resource from External Tool x
B Test m H

CoPY FROM EXISTING 0]

Note
Created by FeedbackFruits {§

video
Setup instructions video *
TeAcHER sETUP
“This tool provides aplatform iences, p project, helping to
realize P without fallng hurdles, such s free-iding and low
transparency.

their feedback to your desired facilitating a ‘which can
help yield more structured and effective feedback. Engaging in this process can also assist students in taking
ownership of their learning, by focusing on learning, and growth from the feedback they have received, but also
reflecting on their own skills through engaging in self-assessment.

2. You will then be redirected to the Configure External Tool pop-up window. Click to select FeedbackFruits
once again.

Configure External Tool x

P Select a taol from the list below, or enter a URL for an external
tool you already know is configured with Basic LTI to add a link ta it
to this module.

Examsoft Dental
FeedbackFruits Q

Tools to support teachers teaching

Gradescope
Gradescope is a feedback and assessment platform for
many types of work, including paper exams, digital

Harmonize Assignment [«}

Discussions & Classroom Tools
Cancel Select

A

lrbeninbim Fambas

3. The final Save button will be within the Canvas assignment itself. Click the blue "Save" button (or Save &
Publish if you are ready for students to access) to finalize your edits:

Moderated Grading
) Moderated Grading
Allow moderator to review multiple independent
grades for selected submissions

Anonymous Grading
[0 Graders cannot view student names

Assign

Assign to
Everyone X
Due
Available from Until

+ Add

[0 Notify users that this content has changed Q o e

Assigning

Although this is not required, some faculty prefer to lock assignments until a certain date and time so that students
cannot see any of the content within FeedbackFruits. In these cases, establishing an availability window in Canvas
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(outside of the assignment iFrame) is helpful.

First, if you would like to assign this to specific students or a section of students only, you canassign to specific
people rather than "Everyone" as shown in the screenshot below. Next, populate the date and time the assignment
is Due and the Available from and Until options by clicking on the calendar icon for each. Finish by clicking the
Save button on the bottom right of the page.

Assign
® Assign to

Everyone X

May 26, 2023, 11:59 PM

[

IsziIabIe from I I Until I
May 12, 2023, 12 May 26,2023,11 &

+ Add

Questions?

Email: courseware@wharton.upenn.edu
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Gradescope

Last Modified on 08/06/2024 1:26 pm EDT

Gradescope is a tool that instructors can use to assist in grading coursework quickly and efficiently. Instructors or
students upload PDFs of the completed assignment directly into Gradescope, and the instructor can apply a
custom rubric that allows for uniform grading and feedback. Instructors also receive analytics concerning their
assignments to better understand areas where students may be struggling.

Getting Access to Gradescope

Gradescope is available for all courses at Penn. To enable Gradscope for your course, click onCourse settings, then
the Navigation menu, click Enable next to Gradescope, and then click Save. This will add it to your Canvas
navigation menu.

The first time you click on the Gradescope link, you'll be prompted to set up a new course. Here is where you will
add the course name, number of students, and term date.

Adding an Assignment or Exam

There are five different types of assignments you can add in Gradescope:

Exam/Quiz: use this when students complete work; the instructor uploads the PDF to Gradescope.
Homework/Problem Set: students upload their own completed work via PDF.
Bubble Sheets: this is used if your assignment is completely multiple choice.

e Programming Assignment: this is used when students submit coding projects.

Online Assignment (Beta): not recommended; use Canvas Quizzes instead.

Using Gradescope with Canvas

Gradescope grades are not automatically transferred to the Canvas gradebook but must be linked from
Gradescope. To set up grade pass back, you will need to set up a separate Canvas assignment and link it to the
assignment in Gradescope.

Setting Up an Outline

Creating an outline is the first step in creating exams, quizzes, or homework/problem set assignments. You can do
this by uploading a PDF of your exam and by following the steps listed on the Gradescope help page under Creating
an Assignment Outline.

Managing Submissions

For any type of submission, you can choose whether to upload an assignment as either the instructor or the
student. If you administer an exam and need to upload a large number of submission, the Gradescope Scanning Tips
or Labeled Print Outs option can reduce the workload.

Grading with Gradescope

e To grade student submissions, go to the Grade Submissions tab and click on the question you want to grade.
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The grading page is broken into three sections: the student submission area, the rubric, and the action bar
(located at the bottom of the screen).

Additional Help & Support

For additional help and support, visit the Gradescope help site or email courseware@wharton.upenn.edu.

[pdf("date-created")] 365


https://guides.gradescope.com/hc/en-us

All About Files and Folders

Last Modified on 09/11/2023 4:59 pm EDT

This article provides an overview of working with Files in Canvas.

Files Basics
There are three ways you can distribute course materials via Canvas:

e Files: Use this for class notes, slides, material produced by the instructor, publicly available articles.
e Study.Net: Use this for copyrighted materials, such as business cases (see below for more details).
e Course @ Penn Libraries: Use this for copyrighted materials already in the Library's databases.

You can use as many of these as you like, but a specific item should be shared by only one means. Example: An
article should not be shared both in Files and through Study.Net.

Course files can be viewed and downloaded by everyone in the course, butonly instructors and TAs can add
materials. You can move and reorganize or rename materials in Files, and preview them in the browser window
without downloading.

Downloading Files

Files can be downloaded in three ways:

Uploading Files

Press Upload to upload one or more files from your computer.

Replacing Files

Be careful with replacing any files that may have been linked to assignments. To replace a file without breaking any
links, make sure the replacement document has the same name and is in the same folder. You'll be asked if you
want to replace the existing file; if you do not confirm this, existing links will no longer work.

Deleting Files

Be careful with deleting any files that may have been linked to assignments.

Restricting Access to Files and Folders

Unpublish files or restrict files to prevent student access. Scheduling files to become available on a certain date is
the best way to hide files for exams, as it does not generate a notification for students who have file notifications
enabled.

Note: If you upload a file or create a folder within an unpublished or restricted folder and then move the file or
folder to a published folder or main files structure, the file or folder will take on the publishing status of its new
location. To prevent this, update the publishing status of each file or folder before moving it.
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Linking to Files

You can create alink in a page, assignment, or elsewhere in your course site, to material stored in Files.

Study.Net Materials

Although students access Study.Net materials through Canvas, Study.Net is a separate service that manages the
delivery of copyrighted materials. Learn more about using Study.Net.

Questions?

Email: courseware@wharton.upenn.edu
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Linking to Articles and Files

Last Modified on 06/18/2024 4:00 pm EDT

This article explains how to link to files from assignments, pages, or other places on your course site.

Linking to Articles on the Web

To link to a publicly available article on the web:

1. Copy the web address of the article.
2. Begin to edit the page or assignmentwhere you want the article link to appear.
3. Create ahyperlink in the Rich Content Editor, then save changes.

Not all publications post their articles on the web in a way that facilitates easy linking; some may use paywalls
which either allow limited free access (e.g., just one article or a limited number each week or month) or prevent free
access.

You may be able to find a link to a licensed web-based copy of the article in Lippincott Library's database. The
Lippincott librarians are happy to help you with article links.

Linking to Files (prior or new course uploads)

To link to a document you uploaded to Files:

1. In Canvas, begin to edit the page or assignment in which you want the link to appear.
2. Create alink to a course file, then save your changes to that assignment.
o Optionally, you may instead upload a new file and create a link at the same time.

Questions?

Email: courseware@wharton.upenn.edu
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All about grading

Last Modified on 10/27/2023 9:43 am EDT

The article describes basic Canvas grading capabilities. There are advanced features that may also be of interest.

Before You Start

You will need a Canvas site containing graded assignments.

General Information

There are many features you can use in grading student work.

Using the Gradebook

The Gradebook lets you enter and post assignment scores for your students, and allows you to...

Using SpeedGrader

SpeedGrader is focused on grading and feedback on submissions, allowing you to...

Downloading Assignments

You can download submitted work individually or in a single batch.

Hiding/Revealing Grades

Canvas sites are configured to hide all grades unless they are revealed, orposted. (This was formerly known as
muting.)

Exporting and Importing

You can export and import to the gradebook.

Setting a Late Policy

You can now apply automatic grading rules to missing and late submissions.

Arranging, Sorting, and Filtering

You can arrange, sort, and filter your gradebook in a number of ways.
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Grading Offline

You can grade submissions offline and then upload the results to Canvas.

At Wharton, the Canvas Gradebook is where assignment scores can be entered;
however, final course grades are submitted through Instruction Center Grade Submission.

Questions?

Email: courseware@wharton.upenn.edu
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Grading: advanced features

Last Modified on 05/02/2023 3:07 pm EDT

This article covers the fine details of grading in Canvas. For a basic overview of Canvas grading, see All About
Grading.

Before You Start

You'll need a Canvas course site that contains graded assignments.

Assignment groups

Assignments are categorized into assignment groups, which are collections of similar tasks like homework, case
write-ups, and exams.

Weighted Grades

Assignment groups also allow you to useweighted grades, such as homework = 20%, papers = 30%, exams = 50%.
Canvas will apply these weights to the total score of each assignment group and will compute a final course grade,
shown in the "Total" column on the far right of the Gradebook. This column is not displayed to students.

Understanding Points and Grade Types (letter, percentage,
etc.)

Canvas relies upon the number of points which are possible per assignment. You can choose how the grade is
displayed in the Gradebook, but Canvas always considers the points the assignment is worth.

Grading Individuals Within a Group

Normally, grades for a group assignment apply to all members of the group. However, you can provide individual
grades to students even within a group assignment by using Assign Grades to Each Student Individually. If only a
few students will receive individual grades, you can set the group grades first and then turn on this setting to leave
those individual grades.

Note that if you want to view comments you leave on individual grades, you must navigate to the student's
"Grades" page, where you can view/use Submission Details. (Students can view these comments normally.)

TIP: Hide the grades while you are changing grades so that you can reveal grades all at once.

Questions?
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Email: courseware@wharton.upenn.edu
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New gradebook (effective August 2019)

Last Modified on 02/12/2021 4:39 pm EST

This article covers some of the updated features of Canvas'snew gradebook, which became effective August 2019.

Before You Start

You'll need a Canvas course site that contains graded assignments.

The New Gradebook in Canvas gives instructors new capabilities to release grades for a course, set a late policy for
acourse, arrange and filter elements in new ways, and more. This change is now active across all of the Penn Canvas
instances (except for the Law School, which doesn't use the Gradebook).

Posting grades under a Manual policy (grades hidden by
default)

In the New Gradebook, normally a course-wide policy is set to hide all grades and feedback automatically for later
release to students all at once. To release grades or comments, you post them. These policies and actions replace,
and improve upon, the Mute Assignment and Unmute Assignment settings in the previous edition of the Canvas
gradebook.

Changing to an Automatic posting policy (grades not hidden
by default)

If you would prefer that your grades and feedback appear automatically in the New Gradebook, as they did in the
old gradebook, you can change the posting policy.

Exporting and importing

The ability to export and import the new gradebook is now found under a new "Actions" menu.

Setting a late policy

You can now apply automatic grading rules to missing and late submissions.

Arranging, sorting, and filtering

You now have the ability to arrange, sort, and filter your gradebook in new ways. Power users will appreciate the
new ways to filter rows and columns, such as by team or group.

Questions?

Email: courseware@wharton.upenn.edu
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Getting Started with aPlus+ Attendance in Canvas
(Instructors)

Last Modified on 09/25/2024 4:59 pm EDT

This article describes aPlus+ Attendance for Wharton faculty use. Students should see Getting started with
aPlus+ in Canvas (Students).

aPlus+ Attendance is a Canvas-integrated attendance-tracking tool that enables teaching teams to manage
student check-ins and track attendance. From an instructor standpoint, the check-ins can be administered
manually using custom statuses, or you can allow students to sign in using a specific alphanumeric or QR code
within a specified timeframe.

This article includes a basic aPlus+ Attendance overview, plus configuration and usage instructions. For details on
using aPlus+ in your class sessions, see our Using aPlus+ in the Classroom (Instructors) article.

Before You Start
You will need:

e Access to Canvas
e |nstructor role in the Wharton course that will use aPlus+ Attendance

For help with either of these, contact your Wharton Computing representative.

aPlus+ Attendance Overview

aPlus+ Attendance provides the following benefits:

e Rolling Code Check-in: Makes it extremely difficult to check in from outside the classroom by allowing you to
project a code from your Canvas site during class.

e Direct Attendance Management: Allows you to manage the attendance schedule (called a timetable), update
records, and access reporting tools from your course's aPlus+ Attendance tab.

e Easier Reporting: Enables you to analyze attendance data from one tab and access via multiple views (e.g.
number of absences per student, type of absences, and many more options).

e Integration with Canvas Gradebook: Include an aggregated attendance score automatically in your
gradebook based on your attendance policies.

e No More Absence Notifications: Provides a single place for students and faculty to review their attendance
records. Instead of reviewing an email, you can review the record itself and make changes, such as updates to
absence requests.

Configuring aPlus+ Attendance for your Course

Configuring aPlus+ Attendance can be done by any teaching team member with the role of Teacher or TA by
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following these 3 steps:

Unhide the aPlus+ Attendance tab
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aPluss Attendance
Home *
Madhled
ANNCRINCEments
Clags Reording
a3 Recordings
Assignenenis Clas Recondings
Chazoes & Mgiigraments
Grades Quizzes
Peaple Grades
Files o People
Sl ® Dasg i hevg 1o hidke ham Pigen ibadont,
: 4 Ebatteg st puge Al LT LS b R o R R
Discudsiors ® L
Pages & aPlus+ Attendange
Page dhustiod, man? appeds i aovigetion
BigBhieButon & Seadch
) = Pupe drobibed, monl ope i siripeon
Collabor ationd UDOIT Cloud
Oute @ Perge dnotiied ment depeis 1 Asvgation
Files
Rubsics @ Pogy droliled, el arcanct {0 o homr page
Syllabus
St siuabided mill prcirect 1o dour hovt

. Loginto Canvas and select the course that will be using the aPlus+ Attendance tab.

. Select the Settings tab from your course sidebar navigation.

. Click on the Navigation tab.

Drag aPlus+ Attendance from the hidden section to your course navigation.

. Drop aPlus+ Attendance in the tab order. The other visible tabs will move out of the way as you place it.

. Scroll down and click the blue Save button.

. aPlus+ should be on your course navigation sidebar where you placed it. To hide it/move it just repeat the

1
2
3
4.
5
6
7

above steps.

Authorize Account (First-Time Use Only)

As the instructor, you must click on the aPlus+ Attendance tab before students first try to access aPlus+. If
students attempt to access it before you take this step to initiate the application, they will receive an error
message. Clicking on the tab just once before a new semester will enable student access.

To authorize aPlus+ Attendance:

1. Loginto Canvas and go to the course you're interested in authorizing aPlus+ Attendance.
2. Click on aPlus+ Attendance in the course navigation sidebar.
3. Thefirst time you access the tool, you will be prompted to authorize access to your account:
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aPlus+ Attendance

aPlus+ Attendance is requesting access to your account.

You are authorizing this app as_
Your email address is (S D

Cancel

4. Click the blue Authorize button.
5. aPlus+ Attendance will load the Attendance Setup landing page (see the next section).

Set Up Attendance

After you click the Authorize button, or when you click the aPlus+ tab after authorizing the first time, you arrive at
the Attendance Setup landing page. To set up attendance for this class:

1. Check the Import attendance sessions from your information systems box and then choose a session
weighting. The recommended weighting is "Equal sessions (1 point)," this section of the article explains
weighting.

2. Click the blue Apply button to save your changes.

202420 (Summer 2024)

Attendance Setup
Home
Welcome!
Announcements & A
aPlus+ Attendance [1Import Canvas course calendar events ®

Modules .
[ Import Canvas course assignment due dates as events @
Class Recordings
[J Import Canvas course quiz due dates as events @
Assignments

Quizzes & Import attendance sessions from your information systems @
Grades Imported session weighting @ Equal sessions (1 point) -
People [ Specify import label filter ® (All events will be imported)
Files B
[ Merge multiple section calendars into one @
Syllabus o]
Discussions @ [JRecord attendance as assignment grades ®
Pages B [ Select additional instructor users @
BigBlueButton &
Collaborations &

You will now see the sessions populate on the course timetable, as shown in the screenshot below. This import
should add all of your class meetings to your session timetables. The next section discusses some additional import
options that you can use to add more/different entries to your timetable associated with other aspects of your
course.

Make sure that the Sessions tab is selected and you have chosen a section (e.g. 1:45pmMGMT1110-001-
Fall2024) to see the sessions populate on the timetable.
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Sections (3) 1:45pmMGC PYMGMT 1110 - Fall 2024*

Students | Sessions | Tools 1:45pmMGMT1110-001-Fall2024 Sync | 'O | Reconcile Scans

Unlocked s + Add sessiol 3:30pmMGMT1110-002-Fall2024

Sunday Monday Tuesday Wednesday Thursday
2 27 28 29
25 [01:45PM Pending v [0 1:45PM Pending v
=3 =S
1 2 3] 4 5
[J 1:45PM Pending v [J 1:45PM Pending v

=5 =S

Additional Import Options

Typically, the attendance sessions will be imported from our information systems as detailed above; however, it is
possible to import from course-calendar events, assignments, or even quizzes. This section details those options
and why you might want to use them.

If you plan to use aPlus+ Attendance in a Blueprint course, please contact the Courseware Team at
courseware@wharton.upenn.edu.

The additional import options are:

Navigating aPlus+ Attendance

Once the Attendance Setup step is complete, you will be brought back to the main aPlus+ timetable. You can toggle
among the different course timetables via a dropdown menu.

For example, if a course has multiple sections, there will likely be a different timetable for each section, as shown
below:

Sections (4) SectionC ™" Codes | Attendance Setup | Canvas Sync | D | Reconcile Scans @
8 aPlus+ Testing - Manual Entry & Code (Default)*
Unlocked o £8Section 002 - | Change Il [€]
9 Section 004 023 -4 Nov 2023
D Nm £ 3PM AAND Workgroup v Atendance' &

Sick —) 6/8(75%)
Attended 7/ 8 (87.5%)

Late —) 6/ 8 (75%)
Attended e 8/8(100%)
Absent - excused e 8/8(100%)

Attended G 7/7 (100%)
) 4/7 (57.1%)
Attended e 7/ 7 (100%)

) 5/7 (71.4%)

9 students (6 not shown) Show

Students Tab

The Students tab is the most common choice for viewing and managing recent attendance. You have the option to
show an attendance-taking timeframe of up to 12 months, and you'll notice that this drills down to the specific
session days and the status of each student for that session.
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Sessions

Session view allows you to manage your timetable information:

Reports

By selecting the 'Reports' link in the top menu of the aPlus+ tab, you can immediately see attendance reports for
your course.

Reports can be exported to .csv or Excel by clicking theicon highlighted in red at the top right of the data table:

Codes

Once your sessions are configured and populated on the timetable(s) for any upcoming sessions, you can project
either a QR or alphanumerical code that students must scan or enter in the aPlus+ attendance app to check in for
class that day.

Canvas Sync & History

If changes are made to the timetable or anywhere else within the aPlus+ application (and also within Canvas, if, for
example, grades and assignments are synced with the app), these changes can be synced to ensure everything is up
to date:

Absence Requests

Students now have the ability to request absences for days they will be unable to attend class. As the instructor,
you'll need to ensure that you have your sessions appropriately configured on the timetable so that students can
request an absence.

Students can request an absence two weeks before a particular session and up until the end of the term.

For any other questions related to aPlus+ Attendance that are not addressed in this article, please view the
Canvas instructor guide linked here.

Questions?

Troubleshooting tip: If you are using Safari and encounter any access issues, please refer to our Using web
browsers with Learning Tools article regarding using Safari with Canvas learning tools. If you have trouble in
Chrome, try using a different browser, like Firefox.

Please contact your Wharton Computing representative for support if you need more assistance.
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Using aPlus+ in the Classroom (Instructors)

Last Modified on 09/05/2024 1:45 pm EDT

aPlus+is an attendance-tracking tool that is integrated with Canvas through a third-party application. It enables
teaching teams to set specific attendance sessions on a timetable to manage student check-ins. From an instructor
standpoint, the check-ins can be administered manually using custom statuses, or you can allow students to sign in
using a specific alphanumeric or QR code, within a timeframe that you specify.

This article describes aPlus+ for faculty use in the classroom, after aPlus+ has already been set up in your course.
For more information about the initial aPlus+ setup, see Getting Started with aPlus+ in Canvas (Instructors).

Before You Start
You will need:

e Accessto Canvas
e Instructor-level access to the class that is using aPlus+.
e aPlus+ set up in your Canvas course.

For help with any of these, contact your Wharton Computing representative.

Once your attendance is configured in aPlus+ and ready to go for the in-person check-in process, you'll need to
start up the classroom system and log into the canvas.upenn.edu site with your PennKey username and password.

aPlus+ Attendance Tab

When you first click on the tab in your Canvas site (as long as your timetables have been configured and aPlus+ has
already been accessed), you'll see a privacy screen protecting student data from being projected on the in-class
projectors:

— AP-07 > aPlus+ Attendance

202420 (Summer 2024) Sections aPlus+ Wharton Computing Staff Demo Site v »

Home Students | Sessions | Tools | Reports | Import | Codes | Attendance Setup | Canvas Sync | 'D | Reconcile Scans

Announcements &
aPlus+ Attendance
Modules

Class Recordings
Assignments

Quizzes e
Grades

People

UDOIT Cloud

Turn off privacy screen

Q

Files
Syllabus

Discussions

| 8 @

Pages

To turn off the privacy screen, select the blueTurn off privacy screen button shown in the screenshot above.
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Once this is turned off, you'll typically be taken to where you left off in the application. In this example, the Sessions
tab is open, showing the attendance sessions on the course timetable:

— AP-07 > aPlus+ Attendance

202420 (Summer 2024) Sections aPlus+ Wharton Computing Staff Demo Site v @

Home Students | Sessions | Tools | Reports | Import | Codes | Attendance Setup | Canvas Sync | D | Reconcile Scans

Announcements & Unlockedw® <+ Addsessions.. Selectall Selectnone Oselected [ Calendar IR
aPlus+ Attendance Sunday Monday Tuesday Wednesday Thursday Friday Saturday &
Modules June 20241 3 4 5 6 7 8
. 010:15AM v ||010:15AM v |010:15AM v
Class Recordings
Pending @ Pending @ Pending@
Assignments
9 10 11 12 13 14 15
Quizzes o 010:15AM v | 010:15AM v | 010:15AM v | 010:15AM v |[010:15AM v
Grades Pending @ Complete v In Progress @ In Progress @ In Progress @
E—1/10
People
16 17 18 19 20 21 22
UDOIT Cloud 010:15AM v |010:15AM v ||(dJ10:15AM v ||010:15AM v |010:15AM v
Files & InProgress @ In Progress @ InProgress @ In Progress @ In Progress @
Syllabus B 23 24 25 26 27 28 29
Discussions @ 0J10:15AM v ||010:15AM v | |010:15AM v | |010:15AM v | |010:15AM v
InProgress @ In Progress @ InProgress @ In Progress @ In Progress @
Pages B
N . - - P - P

Codes - Activating the check-in process

For any upcoming sessions, you can project either a QR or alphanumerical code that students must scan or enter in
the aPlus+ attendance app in order to check in for class that day.

Projecting the Code

If you would like to allow students to check in for the first few minutes of class, then you will need to project your
course content and the aPlus+ codes at the same time.

Physically touch the classroom desktop screen to see two virtual desktops
Touch the screen on the right (PC - EXTENDED)
Set up your aPlus+ Check-in codes on this screen

Navigate back to PC - MAIN and set up your class content

Use the Small Screen - Advanced Options
o Project PC - Extended to your screen of choice
o Project PC - Main to your screen of choice

For more information about Advanced Projection features, please see Using Technology in the Classrooms.

FAQ

Q1: Isthere away to have the QR code visible outside of Canvas, or do | need to have my whole Canvas page up
while the attendance check-in session is open?

A1: For the QR code option, since this does require a manual start, you will need to have the Canvas window
containing the QR code open. If this is a static QR code that is displayed somewhere on a PowerPoint, the Canvas
window can be minimized, but the code does have to be active and running for this to work.

Q2: I want to delete a session, but it contains attendance data. How can | get around this?

A2:In order to delete a session containing data, you will first need to clear the data using the "Clear all" button
found within that session:
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aPlus+ Wharton Computing Staff Demo Site > Thu 4 Jul 2024, 10:15AM

E Fill blanks & not ® m Cance\

HIDING
ulzle Clear all attendance (except withdrawn)

Once you've selected "Clear all," you will need to click the blue "Save" button shown above. Then, return to the
Sessions tab, select the dropdown for that day, and "Delete session":

Sections (2} aPlus+ Wharton Computing Staff Demo Site v ®
Students Tools | Reports | Import | Codes | Attendance Setup | Canvas Sync | D | Reconcile Scans
Unlockedw® +Addsessions...  Selectall Selectnone  Oselected () Galendar [E=TESY

Sunday Monday Tuesday Wednesday Thursday Friday Saturday &

May 2024 2 27 28 29 30 [ 1

111:59PM v

Assignment 1
Example Pending @
=A
2 3 4 5 6 7 8
110:15AM v ||[010:158M v | |010:15aM v
Pending @ Pending@ Pending @
] 10 11 12 13 14 15
[/10:15AM v |010:15AM v || [C110:15AM v | [C10:15AM v | 010:15AM v
Pending o Complete + InProgress @ In Progress @ InProgress &
—1/10
16 17 18 19 20 21 22
110:15AM v ||D10:15AM v || [D110:15AM v C110:15AM v
InProgress@ InProgress @ In Progress @ InProgress @
23 24 25 2 27 28 29
[/10:15AM ~ ||010:15AM ~ || [C110:15aM ~ | [C10:15AM ~ | 010:15AM v
InProgress@ In Progress @ InProgress @ In Progress@ InProgress @
L July 1 2 3 4 5 3
[10:15AM v ||| D10:15AM v || [C110:15aM v Dwasam B dance
InProgress@® Complete v Complete v In Progress @ it session
=_—11 =10/34 |||[mm———12/34 ||=—=9,
- Editallocations.
L auet 2 Delete session
ERiliaie Printable register

1734
Attendance history

Q3: I'm trying to adjust the attendance records for certain students who were not able to sign in using the code.
Where do | go? When I'm in the "Students" tab, none of the names are clickable.

A3: If you click on the date at the top of the column, it will take you to the attendance for that session where you
can adjust the attendance status for your students:

ating Staff Demo Site v
wport | Codes | Attendance Setup | Canvas Sync | "D | Reconcile Scans

11 Aug 2024 - 17 Aug 2024

Mon 12 Aug 10:15AM @Tue 13 Aug 10:15AM Fed 14 Aug m:15:nm

nadata no data Attended
nadata no data Attended
nodata nodata Attended
nodata no data Attended
nodata no data Attended
nodata no data Late

nadata no data Attended

Once you're in the session data, clicking on the attendance status will open a drop-down menu where you can
select the appropriate attendance status. Once you have adjusted this for all of the students, please remember
to click the Save button at the top of the screen:

»n Computing Staff Demo Site > Wed 14 Aug 2024, 10:15AM

s m o

v Attended
Late
Absent - excused k, Jim o
Absent - unexcused
Attended different section fto, Rob o
Withdrawn

labi, Yemi o

BBinack. Steve i
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For any questions related to aPlus+ Attendance that are not addressed in this article, please view the Canvas
instructor guide.

Questions?

Troubleshooting tip: If you are using Safari and encounter any access issues, please refer to our Using web
browsers with Learning Tools article covering the use of Safari with Canvas learning tools. If you have trouble in
Chrome, try using a different browser, like Firefox.

If you need more assistance, please contact your Wharton Computing representative for support.
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Canvas Student Mobile Apps

Last Modified on 10/13/2023 4:14 pm EDT
Before You Start

You need the following to use the Canvas Student mobile app:

e An active PennKey
e A camera-equipped mobile device running iOS or Android (for the QR code feature)
e Membership in a course site on Penn Canvas

Canvas Apps

The mobile apps provide quick access to most parts of a Canvas course site or group sub-site, including viewing and
downloading of Files as well as view-only access (no saving or downloading) for reading Study.Net Materials. They
contain much of the same functionality as the full browser version of Canvas.

Canvas Student for iOS (Download) Canvas Student for Android (Download)

Mobile Guides for iOS and Android: https://community.canvasims.com/docs/DOC-4048

If a Canvas feature is not yet available in the mobile version, switch to a mobile browser on your device, preferably
Chrome. You might also choose to subscribe to your Calendar Feed with your preferred mobile calendar app.

Authorizing this App for Penn Canvas

Choose between two alternatives to authorize this app to work with your account and Penn Canvas user record:
Authorization via Login or QR code.

Authorization via Login

This method works anywhere you can access mobile data or Wi-Fi, provided you meet the Before You
Start requirements above and have already installed the Canvas Student app:

Authorization via QR Code

This quick method doesn't require typing on your mobile device, but it does require having both your camera-
equipped mobile device and another device -- your laptop or other computer with a display screen showing Penn
Canvas in a web browser.

Using more than one Canvas Platform?

Most, but not all, of Penn's students use the same Canvas platform. JD/MBA students and students taking another
school's courses on different Canvas platforms may want to take advantage of multi-user login capability, which
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will give you a Profile for each Canvas platform you use. Here are instructions for multi-user logins:

e Switch to another account in the Canvas app on an iOS device.
e Switch to another account in the Canvas app on an Android device.

Questions?
Contact: Wharton Student Computing
Email: support@wharton.upenn.edu

Phone: (215) 898-8600
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Using web browsers with Learning Tools

Last Modified on 02/14/2024 11:05 am EST

This article describes how to make Safari and Chrome work with Canvas learning tools.

Privacy and Learning Tools

Learning tools approved at Wharton or Penn for use inside a Canvas site have been reviewed for compliance with
the University's privacy guidelines. Each of these tools will never contain advertising and will only track your usage
while working with that specific tool.

However, content and privacy settings in Chrome and Apple Safari browsers include features which have begun to
regularly treat learning tools as "third-party" content. You may need to either change these settings in order to use
Chrome or Safari to access these tools, or use one of the other supported web browsers for Canvas.

Changing Settings for macOS - Safari

e Onalaptop or other computer running macOS:

o Go to Safari > Settings > Privacy.

o Make certain Block all cookiesis NOT turned on.

o If you had previously chosen Prevent cross-site tracking, Safari should prompt you to allow tracking of
tools linked from Canvas. But if such prompts don't appear, or a learning tool shows a login screen,
turn OFF Prevent cross-site tracking.

s No separate login to the ForClass learning tool is required, provided the settings change is made
as recommended above.
e Related information from Apple Support (including illustrated steps for making changes described above):

o Manage cookies and website data

o Prevent websites from tracking you

Changing Settings for Mobile Devices - Safari

e OnaniPhone, iPad or other mobile device running iOS:
o Goto Settings > Safari.
o Scroll down to Privacy & Security and make certainBlock all cookies is NOT turned on.
o If you had previously chosen Prevent cross-site tracking, Safari should prompt you to allow tracking of
tools linked from Canvas. But if such prompts don't appear, or ForClass shows a login screen,
turn OFF Prevent cross-site tracking. (For Wharton users, no separate login to ForClass is required.)
e Related information from Apple Support:
o Safari settings on your mobile device

Changing Settings for Google Chrome

e |f youdon't allow sites to save cookies, sites may not work as expected.
e Goto Chrome > At the top right, click the three dots > Settings > Privacy and Security > Third-party
cookies
o Allow third-party cookies
o Block all third-party cookies: If on, features on some sites may not work.
o Send “Do not track” request with your browsing traffic: If toggled on, sites will not track you.
e Related information from Google Support:
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o Allow third-party cookies temporarily for a specific site
o Manage your tracking protections
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Respondus LockDown Browser for Personal
Devices (Students)

Last Modified on 08/27/2024 3:23 pm EDT

This service is only available for use in proctored classrooms or labs.|t's not a solution for quizzes or exams
being delivered remotely.

Respondus LockDown Browser is a special web browser that lets you take quizzes in Canvas using your own
computer but restricts access to other programs or websites while the quiz is in progress. With Respondus enabled,
you will NOT be able to take screenshots, copy, paste, print, or navigate to other websites. Your instructor will let
you know when Respondus is required for a particular quiz.

Before You Start

Use Mac or Windows: You will need a Mac or Windows laptop (Linux and Android devices are not supported).
Limited functionality is available for Surface Pro tablets. Please check with your instructor if you do not have a
Mac or Windows laptop.

Update your Software: Make sure your operating system, browser, and Respondus Lockdown Brower are all
updated to the most recent version.

Installation and Testing

A few days before your first quiz, install and test the LockDown Browser.

1. Download and install the LockDown Browser on the computer you will use when taking in-class quizzes. A
free download is available at: https://whr.tn/respondus. (Windows and Mac versions only).
o Note: if you are using an iPad to take the exam, you can download the Respondus LockDown Browser
app from the App Store. Only Windows and Mac laptops or Apple iPads are supported at this time.

Note: If you previously downloaded LockDown Browser and get a message saying "Your browser does not meet
the minimum requirements for Canvas "when you log into Canvas, Click the “i” icon (Windows) or globe icon (Mac)
in the LockDown Browser toolbar, then click the Check for Newer Version button to update your version of the

LockDown Browser.

mm'a's" i i |

«->XCIQR

CI

Mac LockDown

Windows LockDown

Browser toolbar Browser toolbar

LockDown Browser versions do change. It is important to make sure the version on your computer matches the
version listed on the website (https://whr.tn/respondus). If you have an older version of the app, you may need to
uninstall and reinstall to ensure you're running the latest version.
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2. Complete a sample quiz using Respondus LockDown Browser (instructor will initiate this).

e Using the same computer that you will bring to class for your actual quiz, open Canvas in any browser if your
instructor confirms this is a New Quizzes exam. If a Classic Quiz, you will need to open the LockDown
Browser first.

o |f aNew Quiz (most cases), navigate to your course, then open the practice quiz.When you click to "Begin,"
LockDown Browser will launch automatically. You may be prompted to close some programs that are
running in the background on your computer (eg, messaging programs). Close these applications to continue.

e [fyou are unable to complete these steps, please contact courseware@wharton.upenn.edu and indicate
which class is requiring the LockDown Browser. Please try to include any screenshots or the text of any error
messages you receive.

Troubleshooting

1. Clear your browser history/cache and restart your device. Click the link for your particular web browser for

instructions on clearing your cache (it will open in a new tab).
o Chrome / Firefox / Safari/ Edge

2. If LockDown Browser fails to launch or the quiz won't load, this can usually be fixed by closing and
reopening the browser. Be sure to close other browser tabs, windows, and any chat or screensharing
applications before reopening the quiz.

3. You should be accessing Canvas from https://canvas.upenn.edu (NOT upenn.instructure.com).

4. You may have Screencastify unknowingly running as a browser extension inChrome. You can remove the
extension completely in Chrome by going to Settings>More Tools>Extensions. If that doesn’t work, follow the
additional troubleshooting steps.

5. If you receive a"Failed to Load" error on a Mac, it means you need to upgrade your operating system to the
latest version.

o If you cannot upgrade to the latest version of macOS in the App Store, we recommend going to "How to
get old versions of macOS" linked here. If an upgrade is not possible, you will need to use a different
computer to take exams that require LockDown Browser.

Access to Downloads Folder

e You may receive the message “LockDown Browser would like to access the files in your Downloads folder.”
The prompt to access the Downloads folder is an Apple security requirement so it can download future
updates or patches from inside the browser.

e Windows has similar requirements even though it is hidden underneath a more general "User Access
Control" prompt. If a student is concerned about security/privacy and does not want to allow access to the
Downloads folder, there are a few alternatives:

o While LockDown Browser for Mac needs to be installed by a user with administrator access, it can be
run by a standard user. After installing LockDown Browser, go to System Preferences->Users & Groups to
create a new standard user account (without the "Allow user to administer this computer" option).

= Logout of your current account, restart the Mac, and log in with the new standard user account.

o Install the macOS on a bootable external drive, boot into the external drive and install only LockDown
Browser 2.0.6.02 for Mac.

o Create a Windows Boot Camp partition, boot into Windows, and install only LockDown Browser
2.0.7.06 for Windows.

o Locate another computer, Mac or Windows, with LockDown Browser.

Tips for the Day of the Quiz
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e Bring the same computer that you used for the sample quiz.

e Arrive with a fully charged battery. Limited electric outlets will be available in the classroom.

e Ensure you have areliable Internet connection (AirPennNet is preferred).

e Check with your instructor to ensure you are accessing correctly: If this is a New Quizzes exam, make sure
to open this in a regular browser first (e.g. Chrome, Firefox), not in the LockDown Browser app. In Classic
Quizzes, you'll need to open the LockDown Browser first.

e Do not submit the quiz until you are sure that you are finished. Once submitted, you will not be able to re-
open the quiz.

Questions?

Contact Wharton Student Computing by phone/chat/Zoom on their website, or email
support@wharton.upenn.edu.
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Wharton Attendance, Absence, and Video
Requests (For Students)

Last Modified on 09/02/2024 12:33 pm EDT

This app is discontinued beginning Fall 2024.
Please see:

o Getting started with aPlus+ Attendance in Canvas (Students)
e Class Recording Permissions (For Students)

The Wharton Attendance & Video Request app, linked in some past Canvas courses, allowed you to do three things

for classes in which the app has been enabled:

e Check into your class for attendance.
e Submit an absence excuse request for specific dates.
e Submit a class video access request for particular dates.

Although you access The Wharton Attendance & Video Request app through Canvas, it is a separate service.

Course Check In
Course Check In allowed students to report your attendance by checking in to your class.
A few things to keep in mind:

e Checkin opens ten minutes before class and closes at the end of class.

e [fyou fail to check in to a class meeting you will receive an email at the end of the day prompting you to
submit an absence request for the appropriate class meeting. You will also receive reminder emails
prompting you to submit an absence request on day 5 and 10 after your failed check in.

e Signinto AirPennNet before you check in, as cellular networks can be weak or intermittent in some
classrooms.

To Check In to a Class:

For step-by-step instructions,

Absence Requests

It was possible to submit absence requests for class meetings up to 2 weeks in the past as well as future class
meetings.

Note: This feature may or may not enabled for your class.

To Submit an Absence Request:

Step-by-step instructions (no longer supported for this discontinued app):
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Video Requests

Courses may allow restricted access to past class meeting recordings. If enabled, this was a process for you to
submit a request for a specific class meeting recording. You must request access to class recordings within 2
weeks of the class meeting. The Attendance & Video Requests app allowed you to request recordings of future
classes if you plan on being absent.

Note: This feature may or may not enabled for your class.

To Submit a Video Request:

Step-by-step instructions (no longer supported for this discontinued app):

Troubleshooting

When | try to use the Attendance & Video Request app for my class, | get an error saying, "We were unable to
determine your Canvas identity. Please reload and try again."

You must be enrolled in a course for more than one business day to check in using the Attendance & Video Request
app (or to request videos and absences). If you enrolled in a class the same day you try to use the app, you will
receive the above error. Try again on the next business day, and you shouldn't encounter the error.

Questions?

Contact Student Support for help.
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Accessing NameCoach in Canvas (Students)

Last Modified on 12/18/2023 1:45 pm EST

NameCoach is a recording tool in Canvas that provides faculty and students with a simple and effective solution to
identify pronouns, phonetically pronounce names, and hear how others’ names should be pronounced. Once a user
updates their NameCoach profile, that profile will be saved in Canvas. It will then be available for listening in any
course after the user clicks on NameCoach in a course’s navigation menu.

Before You Start

This article is for students -- faculty should see the article Accessing NameCoach in Canvas as Faculty.

You will need access to Canvas.

NameCoach is currently being piloted at Penn for a period of two years from Fall 2022 through Summer 2024.

Accessing NameCoach

There are two main ways to access NameCoach in Canvas:

e Through the global navigation Account tab
e Within a specific Canvas course

Account Tab Access

For access outside of a specific Canvas site, you have the option to record your name via the Account tab on your
global navigation bar (Figure A). Once you click to access the NameCoach Account Profile, you will then see a table

containing columns for your name and email address, name recording, and a space to edit your information (Figure
B).

1. Loginto Canvas, and click on the Account icon in the left Global Navigation Pane.
2. Select NameCoach Account Profile.

Wharton HT
@ Heinrich Test285 cements
Account
Logout .
& ‘oach Assignment

Dashboard record your name here.

Notifications

Courses Profile

aa 1 Testing Site A
Files
Groups
— Settings
.
Calendar ePortfolios
@1’0 NameCoach Account Profile
Inbox QR for Mobile Login
© Global Announcements

©) Use High Contrast Ul @
Help O/ ’ ’h Testing Site A

Figure A
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Heinrich Test285

¢ Your recording for Name Profile

me/Email Name Recording Edit Your Info

1285 o
Helnrich Tost285 2 Edityour nfo (AN
st285@whacware 33mall com)

Course Access

As an alternative access point, if your instructor is using NameCoach in their course, the NameCoach tab will
appear as a sidebar item. This tab enables you to record your name and also specify both your pronouns and the
phonetic spelling of your name (Figure C). Regardless of where you choose to record for the first time, the recording
will save and carry over to any Canvas site utilizing NameCoach as well as your Account profile.

1. Loginto Canvas, click on Courses, and choose a specific Course.
2. Onceyou'reinthe course, select NameCoach from the sidebar menu.

= 2022NCOIWH > NameCoach Search ey

Pemem You have successtuly updated your recording o

Home
NameCoach info for NameCoach Testing Site A

Syllabus . R
Your recording for NameCoach Testing Site A
Modules

Zoom

Jimmer Test287

Recordings for NameCoach Testing Site A

285
o 285G whacware 3amai.com)

Simmer Test287
Gmmertotz 287@whacwars 33mai.com)

Initial Access Confirmation Message

The first time you access NameCoach, you will be prompted to authorize NameCoach to access your account.

NameCoach uses email to give permission to view the roster and listen to recordings. No other information is
gathered when authorizing, and it is only used to grant access to recordings.
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onemecsacn NameCoach

NameCoach is requesting access to your account.

You are authorizing this app as Quinta Test294.
Your email address is quintatest294 com.

Cancel

Authorize

Once you click Authorize, this will bring you to the NameCoach page for your course.

Recording a Name

Once you've accessed NameCoach using one of the options listed above, follow these steps to record your name.
You can have someone else record your name, if you do not want to use your own voice:

1. Update your information by clicking the purpleUpdate button:

NameCoach info for NameCoach Testing Site A

Your recording for NameCoach Testing Site A

Heinrich Test285
(heinrichtest285@whacware.33mail.com)

2. Enter your pronouns and/or the phonetic spelling of your name (optional).

Edit Your Info x

Pronouns

he, him, his

Phonetic spelling of your name

HIEN-rikh

3. Record your Name.

There are three different ways you can record your name. Regardless of which one you choose, the recording
will will be saved and available to any Canvas site that is using NameCoach. It will also be available in your
Account profile.
o By Phone:
Enter your phone number and click the Submit and Call Me button. You will get an automated call from
NameCoach with instructions. You will be prompted to record. Press the # sign when you are satisfied
with the recording.
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You can record your name by having the NameCoach system call you, or by using the Web

recorder

Having trouble recording?

@ Phone

O Web Recorder

O Uploader

Enter your phone number to record your name over an
automated phone call.

+1 v (201)555-5555

(US, UK, NZ, MX, KR and Canada numbers only)

By using these tools, | agree to the Terms of Use

o Using the Web Audio Recorder:

You can use your internal computer microphone or an external headset/mic to record this.

Click the Record button. The prompt under the "Record" button will read 'Ready’, 'Set', and
'Record' - Wait for the 'Record' prompt before speaking.

Click Allow. Follow the prompt before speaking.

s Once you have finished recording, you can play this back to hear how it sounds before officially
submitting. If you are not satisfied with the way the recording sounds, you can click Record Again,
and you can also adjust the pitch if the audio sounds too deep or too high-pitched. To adjust the
pitch, click the pitch icon boxed in red below,and this will reveal the pitch slider. Set the pitch by
dragging the button (left and right) on the slider. You can re-record, play back the recorded name,

Click Stop when done recording.

Click the Play button to hear the recording or Record Again.

Having trouble recording?

O Phone
@ Web Recorder
O Uploader

Record your name using our web audio recorder.

The prompt under the Record button will read ‘Ready’, then ‘Set’ and
finally, ‘Record’ - wait for the ‘Record’ prompt before speaking.

0.0/25.0

®Record | =

By using these tools, | agree to the Terms of Use

Submit and Finish

and set a default pitch.

Record your name using our web audio recorder.

The prompt under the Record button will read ‘Ready’, then ‘Set’ and
finally, ‘Record’ - wait for the ‘Record’ prompt before speaking.

00:00/00:25

¢ Record Again

Your recording is ready, don't forget to click 'Submit
and Finish' to submit the form!

When adjusting the pitch, after you have dragged the slider to the appropriate point, make sure to

select Save rate prior to recording so that the new pitch will apply to the new recording. You can

return to the default pitch at any time.

00:00/00:25

$ Record Again

Your recording is ready, don't forget to click 'Submit
and Finish' to submit the form!

Adjust recording audio pitch

Slower / Set default rate Faster /
lower higher

Save rate

e Using the Uploader:
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Using a tool outside of Canvas, such as Audacity, Camtasia, iMovie, or any other audio recorder, you can

record your audio and then drag and drop the file from your computer into the specified space for
upload to serve as your recording.

o Click your file and Drag it to the box, or use the Browse for file button to upload an mp3 file of
your recorded name.

You can record your name by having the NameCoach system call you, or by using the Web
recorder

Having trouble recording?

Drag a file here

or, if you prefer..

Browse for file

4. Click the Submit and Finish button to save your NameCoach recording.

Once you have finished updating your information as needed, you can scroll through the list of Recorded and
Unrecorded Names within your course. You can listen to their name pronunciations and, for those who have it
specified, view their pronouns and phonetic spellings.

Troubleshooting tip: If you are using Safari and encounter any access issues, please refer to the guide linked here

regarding using Safari with Canvas learning tools. Having trouble in Chrome, try using a different browser, like
Firefox.

Questions?

If you need more assistance, please contact courseware@wharton.upenn.edu for support.
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Ed Discussion for Students

Last Modified on 10/31/2023 4:40 pm EDT

As of May 2022, Ed Discussion is available to all Penn faculty, staff, and students. A Canvas integration is
available for all courses taught through Penn Canvas.

Ed Discussion is an asynchronous discussion tool that provides a platform for students and members of the
teaching team to interact through threaded conversation. Students can answer one another’s questions, work on
and run code together, embed videos, annotate images, and share documents. They can also like one another’s
posts, post anonymously, and receive instructor feedback all in one place.

In this article, you will learn more about the student experience in Ed Discussion. For information on utilizing Ed
Discussion in your course as an instructor, view the guide linked here.

Before You Start
You will need the following before you can complete this task:

¢ You will need access to Canvas.
e [fyou are using Ed Discussion in a course that does not use Canvas, you may log in with your Penn email

address at edstem.org/us/login.

Navigating Ed

From the student perspective, Ed Discussion has a clear set of color-coded categories, a searchable discussion area,
and a big blue button for posting new threads. As with any tool, it is important to consult your professor or other
teaching team members to best understand how this will be used in class. Some faculty include a pinned thread
containing these instructions, so you can check for this, as well. The categories you see on the lefthand side are
customizable and will differ from course to course, so keep this in mind when learning the functionality:
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Profile settings

Start a new thread

Filter by status of post Open EdDiscussion

Stay notified about
posts

ed CIS550 Spring 2022 - Discussi =, A A

Q. search :

Welcome to CIS550 #14

Toggle COURSES

between . g
courses CIS550 Spring 2022

Week 12 Schedule 4/4

VIEWS
edward_sandbox

© HWS FA
zAS-CTL-EDST-001 B2... Qs Hello everyone and welcome ta CISS550!

Announcements Tangji Li STASF 174

We are excited that you are here! To help you better navigate this course, we would like to share
a few tips with you -

[ Drafts

22 Project FAQs
@ Scheduled Project Smruti Chourasia ‘ST 24d
How to get started -
If you haven't gone through the "Course Introduction” and "Recourses” sections on Coursera,
please do it as soon as possible. We have covered a lot of details there to help you succeed in

this course. Please note all the assignment deadlines on Coursera are using U.S Eastern time.

Al '
I x e

Announcements jack Goetdle st 16h .

New Replies 3 months ago in Announcements UNFIN STAR  WATCHING

Unresolved @

Endorsed

Starred

Private

Staff

Mine

Unread Edward Tao svare
Unanswered
Watching 1
Public
Project Swnutl Chourasia st zmth v

Toggle e
between
categories

AWS Credits for Project
B Announcements

® Homeworks =

1= Gradescope: "The autograder failed to ex...
& Midterm1 How to get help -We understand this learning journey could be challenging. You are not alone,
there are multiple ways to get help from our TA team. While interacting with your peers, TAs, and

professor, please be polite and respectful.

Announcements Jack Goetile STaM  3mih
W Midterm2
» Project Project Details and Resources

Project Smiuii Chourasia $taf 3mih
® Quizzes TR T Ed Discussion - We will be using Ed Discussion for course announcements, FAQs, or sharing your
thoughts and expertise to help your peers. You need to check out Ed Discussion throughout the
week. If you have any questions, feel free to post them on Ed Discussion and our TA team will

respond to your questions within 24 hours. More instructions about Ed Discussion.

® Exercises TA Introduction

® Other Announcements Jack Goettle sttt 3mth
4 Welcome to CIS550 TA Office Hours- You can get 1:1 help from our TA Office hours within 15 minutes limit. Please
check out the TA OH schedule on the 550 Google Calendar, Note these OH schedules are subject
to change with short natice. More instructions on how to join OHQ.

Announcements Edward Tao s 3mth

This Week
Instructor OH/Weekly Recitations - Instructor Office hours and Weekly Recitations will be

hosted twice a week. Recording of the weekly recitation will be posted on the Coursera
Instructor Office hours are open (not private) but will be recorded.

* (7 HWE-Q4E)

Homeworks - W6 Shuangluliv 1h
& Project Recitations are on Wednesdays from 10 AM to 11 AM eastern.
Instructor Open Office Hours on Thursdays from 9 AM to 10 AM eastern
Instructor Open Office Hours on Thursdays from 4 PM to 5 PM eastern
Recitation on Saturdays from 2 PM to 3 PM eastern

Project Nidhi Gupta  5h

#) cypher query WITH

Homeworks - HWS Yiting G 11h
You can see the schedule here - CI5550 Google Calendar

Edward Tao, Penn Engineering, via https://online.seas.upenn.edu/student-knowledge-base/ed-discussion/

Creating a New Thread

When creating a new thread as a student, you will see the option to pose a question or post. Note that the grayed-
out item indicates it is deselected, while the colored item (shown below in pink) indicates a selection. In this
example, the student has selected to pose a question:

(?) Question E] Post
Title
» Similar Threads
Category Week 1 Posts Announcements Questions
&\ Select a category.
Private Anonymous

Visible to you and staff anly Hide your name from students

Anything you post will need to include a title, category, and sub-category, if applicable. Once you begin typing your
title, you can also see a drop-down for similar threads if you would like to reference an earlier post. To link to an
earlier thread within the new post, since all threads are numbered, you can type the hashtag (#) sign followed by the
thread's unique numeric value:
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#30

#30 - Poll: Your Feedback on the ...

[ Poll - View on Ed ] [ Poll - View on Ed ]

In order to start drafting the question or post, you will need to first select a category. Once the selection is made,
you will see the tool's rich content editor. The question or post can be private to just you and the teaching team, or

you can share with the class while making it anonymous to other students:

New Question

(?) Question =] Post

Title Reading Question

» Similar Threads

Category Week 1 Posts Announcements

$  Paragraph ~ B I U o ® =i B4l @

| have a question about today's reading...

Anonymous

Private
Hide your name from students,

Visible to you and staff only

In the example below, an anonymous user posted a question about the homework under the Problem Sets
category. Inresponse, Ishtar answered the question by posting a guide which Cady found to be "very helpful." Also
visible in the screenshot, students have the ability to "heart" questions, answers, posts, and comments they love,
and they can also "star" and "watch" questions or posts, making it easier to filter the content in the discussion area:
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Q_ search

Filter v
Visual Analysis Assignment Sample *
General Taylor Kahny stafe  1mth 8 (7 new)
® Welcome! *
General Taylor Kahny stafe  1mth
10 Jul 2022
Question about homework E

~

Problem Sets Anonymous 1mth

Rich Content Editor

When you draft a new thread or comment on someone else's content, you will edit the post through the rich
content editor. The editor provides tools for formatting text, inserting media, LaTex, and other programming
language snippets. In addition, you can directly create formatted text and mathematical equations by typingin

Markdown and LaTex syntax:

Format Hyperlink  Create Uploadan  Embed a
text text alist image video
Paragraph ¥ B O @ o=

Ed Discussion allows users to:

Upload images
Embed videos

Write math equations
Upload documents

Annotate images

o)~ [ o (-

Embed runnable codes

print ("Hello, world!")

Hello, world!

Private
Visible to you and staff only

Question about homework #3

Anonymous
Last mo. in Problem Sets

) )
O I need help with #3...

Comment <=+

1 Answer

Ishtar Test286
6 min. ago

. | found the following guide helpful for answering Question 3:
1 howtocreateaworldclassrecog.pdf
Comment <=+
O Add comment
Cady Test280 now

Very helpful!
QO Reply Edit Delete <

Your Answer

§  paragraph v BT Uoo:iZi= AP ERE@E @

Upload Writean  Write Insert Annotate
documents equation code web snippets images

S MR E [ e

(z;kf)z ) —exp (— (w;jy )] 9(y),dy

Line Numbers @ Runnable ~ Python % ©3

Submit your post
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Ed -

Cat

Quick Start Guide (Version One), via https://edstem.org/quickstart/ed-discussion.pdf

egories

When toggling among categories within Ed Discussion, the chosen category's threads will appear underneath the

searc

h bar within the discussion area as shown below:

ed Taylor's - Ed Discussion

# New Thread Q search

COURSES

AY22WH3

TK-SB02

Taylor's

Visual Analysis

Filter v

27 Mar 2022

* Wordle

Questions Taylor Kahny start  Smth
8 20Feb 2022

I have a question v8

WhartonLIVE Questions RanziHall 6mth 1

® What was the homework?

v
CATEGORIES u

® Week 1

© Posts

Questions Taylor Kahny start  6mth 1
23 Jan 2022

® Question Category

' Announcements

Questions Taylor Kahny start  7mth

® Questions X

16 Jan 2022

® What are you hoping to get out of today's clas... B

Questions Taylor Kahny stare  7mth 1

Each thread in the category is organized by date with the category, author, and related icons indicated on each

separ

ate post. Your instructors may have as many or as little categories as they choose.

Important Key for Understanding Thread Icons

Threads with a blue dot , are unread. These are threads that you have not seen.

Threads with a green tick o are questions that have been resolved. This means that the question has
already been answered.

Threads with a purple pin o have been pinned and will be kept at the top of the discussion list to increase
visibility and encourage ongoing discussions. Pinned threads are generally reserved for announcements or
important information. Only instructors can choose which threads to pin.

Threads with a blue ribbon Q have been endorsed by course instructors. This is usually done by instructors
to distinguish high-quality content.

Threads with a heart signify agreement. o Hearts are private and do not reveal identities.

Threads with a star are bookmarked to refer back to later. Stars are private to the individual.

Threads with an eye icon selected weeme  are those in which you are subscribed to receive thread activity
email notifications.

Threads with the "S"icon [@ indicate a student has answered a question thread.

Threads with the "I"icon [} indicate an instructor has answered a question thread.

Filtering

In terms of organizing your view as a student, Ed Discussion allows for manyfiltering options. You can filter by

unrea

d items; the latest replies; threads that are unanswered (for questions only), unresolved (for questions only),

or endorsed; items you have set to watch or have starred; your private content; any public content; posts from the
teaching team; and threads only created by you:
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Q_ Search

Visual Analysis Assignment Sample

General Taylor Kahny staff  1mth

® Welcome!

General Taylor Kahny staff  1mth
10 Jul 2022

Question about homework

Problem Sets Anonymous 1mth

Searching

Vv All
New Replies
Unanswered
Unresolved
Endorsed
Watching
Starred
Private
Public
Staff
Mine

In order to quickly find posts within the discussion area, you can use the search bar to extract key words from

threads. In the example below, the word "question" appears in five different posts within this particular course's Ed

Discussion site:

Q. question

Sresults

I have a question #32
I have a question

Questions Ranzi Hall 6 mo. ago

Wordle #38

The wordle today is...

Questions Taylor Kahny smee 5 mo. ago

Question Category #29
Question

Questions Taylor Kahny smee 7 mo. ago

What was the homework? #31
What was the homework?

Questions Taylor Kahny smee 6 mo. ago

Please respond with a topic from the syllabus.

Questions Taylor Kahny smee 7 mo. ago

What are you hoping to get out of today's class session? #26

Most relevant %

Clear X

FILTER
All

Unread

New Replies
Unanswered
Unresolved
Endorsed
Watching

Starred

Private

Public

Staff

Mine

CATEGORY

W week 1

W Posts

M Announcements

B Questions
DATE

From

To

To drill down the search even further, you can select one of the filtered options, a specific category, or even a date

range.

Notifications

In the upper right corner of your screen, next to the home dashboard, you will see a bell icon indicating
notifications. The notifications are organized by date with a section for "All" notifications and "Unread"
notifications. There is also an icon enabling you to mark all notifications as "Read." Similar to the color scheme when
posting a new thread, any item that is unread appears blue, while the notifications you have already read are

grayed out as shown below:
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= a 2@
m Unread 4

7)ul 2022

Heinrich Test285 and Desdemona X
Test281 replied to your comment

in Visual Analysis Assignment
Sample

WhartonLIVE « last mo.

o Taylor Kahny posted an x
F announcement Welcome!
WhartonLIVE + last mo.
21 Mar 2022
o Taylor Kahny posted an x
announcement Welcome!
TK-SBO02 + 5 mo. ago
4Feb 2022
Fern Test283, Ernest Test282 and X
Desdemona Test281 replied to
your comment in Written Visual
Analysis & Peer Feedback Thread

Example
Visual Analysis + 6 mo. ago

O Ursula Test298 and Ernest x

Test282 replied to a comment by
Valkyrie Test299 in Team 2
Submission

Visual Analysis + 6 mo. ago

Q Ursula Test298, Valkyrie Test299 %
and Ernest Test282 commented
on your post Team 2 Submission

Visual Analysis 6 mo. ago

Please note that you will not receive Ed Discussion notifications via Canvas directly, as this is an LTI tool existing as a
separate application.

To customize your notification settings, see the Profile Settings section below.

Profile Settings

In Ed Discussion, there are ways to further customize your user experience in theSettings tab under your account

profile:
ed Ssettings A A .
Cady Test280
2 Account Profile cadytest280@whacware.33mail.com
A Notifications
Cady Test280 Help
@ Appearance e cadytest280@whacware.33mail.com Log Out

@ Language & Region
Emails

@ Tell a Friend
You will only receive emails from Ed at your primary email address.

You can associate additional email addresses with your Ed account for the purpose of recovering your account in the case of a

s M
Cotizes forgotten password.

™ My Discussions You can log into Ed using any of your registered email addresses.

cadytest280@whacware.33mail.com

From the Account section pictured above, check to make sure your primary email address is set to your Penn email
address. This way, you will receive all Ed Discussion notification emails at this address.

For added security measures, you can also set a password or enable Two-Factor Authentication for your account.

To edit your notification settings, you can toggle to the Notifications tab shown below:
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Desktop Notifications

2 Account PO
Enable Desktop Notifications ESC

A Notifications
@ Appearance New Thread Digests

@ Language & Region Be alerted via email about new threads in the discussion you have not read.

Choose how frequently you would like to receive these emails, or turn it off completely.

@ Tell a Friend
Instant v

* My Courses > Per-course digest settings

™ My Discussions

Notification Emails

Reply via Email

o

Reply to notifications, comments and new threads using your email client

Email me when there is activity in a thread | am watching

C\

Get an email when someone posts a reply in a thread you're watching.

Email me when someone replies to my thread

Get an email when someone posts a direct reply to your thread.

Email me when someone replies to my comment

o)

Get an email when someone posts a direct reply to your comment.

Email me when someone mentions me g )

Get an email when someone @mentions you in the discussion.

You can enable desktop notifications, choose how frequently you receive emails from Ed Discussion or turn this off
entirely, and you can toggle various options for the email notifications you would like to receive.

To receive automatic emails from Ed Discussion directly to your @upenn email address, the notifications should be
changed to "Instant" rather than the default option:

New Thread Digests

Be alerted via email about new threads in the discussion you have not read.

Choose how frequently you would like to receive these emails, or turn it off completely.

v Default
EET -

Under the Appearance tab, Ed Discussion enables you to change from Light to Dark mode, even providing an
option to sync the particular mode with your operating system's settings. In addition, you can change the threaded
list style to full (default), compact, or ultra compact.

2 Account Theme @

ESC

A Notifications Sync with OS
Automatically switch between light and dark themes based on your system settings.

@ Appearance
Light v
@ Language & Region

Thread List Style

@ Tell a Friend

Full
When is the assessment due? * v @
This is the default style.

* My Courses Assessments Cady Test280 1w 123 @20
. . ° Compact © The lecture tomorrow is cancelled
™, My Discussions Use less padding and display student and instructor answered icons. Lectures Cady Test280 1w 30 ©ss
Ultra Compact Pending Approval
Display only minimal information. @ Homework solutions
Homework Cady Test280 2w B

End of semester megathread
General CadyTest280 4w 8,241 (4 unresolved)

The Language & Region and My Courses tabs enable you to alter the language and time zone and view all courses
you are enrolled in that utilize Ed Discussion. Under My Discussions, you can drill down to specific threads,
answers, and comments you have made on your course discussion boards, making it easy toreturnto a
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conversation without having to search through all user threads:

Ny — Cady Test280 ®
ESC

A& Notifications

Questions Posts Answers. Comments Hearts Endorsements Days visited
@ Appearance 0 1 1 1 1 0 4
@ Language & Region
All Threads Answers Comments
@ Tell a Friend © Cady Test280 commented on Written Visual Analysis & Peer Feedback Thread E... in Visual Analysis - Assignment Instructions February 4, 2022

Team 1 (insert group members) Visual Analysis Use of visual stimuli to get attention: Text here Use of visual stimuli to affect
fluency: Text here Use of semiotic codes: Text here Use of visual stimuli to affect interpretation: Text here
* My Courses

= Cady Test280 posted in Visual Analysis - Team 2 February 2, 2022

™, My Discussions
Team 2 Submission
All Courses

AY22WH3
2022 - Academic Year 2021-22

Visual Analysis
2022 - Semester 1

TK-SB02
2022 - Semester 1

2 more

Using Ed on a Mobile Device

For those who wish to post discussions and respond on a mobile device, it is recommended to add Ed to the phone's

homescreen for easy access:
ForiOS, visit edstem.org in Safari and tap Share>Add to Home Screen.

For Android, visit edstem.org in Chrome, tap the menu icon (3 dots in upper right corner), and select Add to Home

Screen.

Questions?

If you need more assistance, please contact courseware@wharton.upenn.edu for support.
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Getting started with aPlus+ Attendance in Canvas
(Students)

Last Modified on 08/29/2024 3:59 pm EDT

aPlus+is an attendance-tracking tool that is integrated with Canvas through a third-party application. It simplifies
attendance processes for teaching teams and helps ensure that students receive due credit for attending class.
Students also benefit from an easily viewable attendance record right from Canvas.

Please note that absence requests and video requests are now separate processes.

Before You Start
You will need:

e Accessto Canvas
e Enrollmentin acourse that is using aPlus+

Accessing aPlus+

Click on the aPlus+ Attendance tab from your course's navigation sidebar.

[} Immersive Reader

aPlus+ Testing - Manual Entry & Code (Default)

ps

3 aPlus+ Testing for AAND Project Team

I

0 @

T

@
7

Authorizing aPlus+ Attendance for First-Time Use

Before you can access aPlus+, you must authorize it.

If you receive an error message instead of being prompted to authorize, the aPlus+ setup has been completed
for this class. Try again later.

To authorize aPlus+ Attendance:
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1. Loginto Canvas and go to the course you're interested in authorizing aPlus+ Attendance.
2. Click on aPlus+ Attendance in the course navigation sidebar.
3. Thefirst time you access the tool, you will be prompted to authorize access to your account:

aPlus+ Attendance

aPlus+ Attendance is requesting access to your account.

You are authorizing this app as_
Your email address is ¢ D

Cancel

4. Click the blue Authorize button.
5. aPlus+ Attendance will load.

The aPlus+ Attendance Tab

You can access aPlus+ Attendance using your computer, tablet, or mobile device.

We recommend downloading the Canvas Student app for a smooth check-in process, especially if your class is
using the QR code option for check-in.

Where do | click to check in?

You will be unable to check in until your professor initiates the check-in session. When the check-in session
appears as blue, you will be able to click through to the check-in screen.

Check-in Screen

If your professor is using a rolling QR/alphanumeric code, you will see something similar to the screenshot below
projected at the front of your classroom. The image contains both the manual entry code and a scannable QR code:
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= AP-05 > aPlus+ Attendance

f— 20secondrotation - Manual Entry Code: FDYUU Stop Rolling Code/QR
ne

8 8 8 8 8B 8 A8 88

Absence Requests

As a student, you now have the ability to request absences for days that you are unable to attend class. If you don't
see this option, it's possible the absence request functionality hasn't been configured in your course.

You can request an absence two weeks prior to a particular session and up until the end of the term.

Questions?

Troubleshooting tip: If you are using Safari and encounter access issues, please refer to our Using web browsers
with Learning Tools. If you have trouble in Chrome, try using a different browser, like Firefox.

If you need more assistance, please contact your Wharton Computing Support Team for support.
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Canvas Access and Course Sites

Last Modified on 08/28/2024 3:46 pm EDT

This is a quick overview of logging in to Canvas, finding your course sites, and adjusting notifications.

Before You Start
You need the following:

e An active PennKey account (or authorized email address)
e Enrollmentin acurrent course site

Logging In
Log in to Canvas with your PennKey athttps://canvas.upenn.edu.

Please visit PennKey Support if you encounter difficulty with your PennKey login. If you need to reset your
password, you can do so by selecting the "Forgot Password?" option.

If you are a Canvas user without a PennKey, and you have already established a password to use with your email
address, find the Using email to log in? box and click the provided link to reach an alternate login dialog for invited
non-PennKey users.

Log in with your PennKey

Username
Password

Using email to log in? Click here.

Forgot usemame? Forgot password?
Change my password
Test my PennKey

Privacy policy

This method will not work for those who have PennKeys, and will only work by prior invitation from a course
instructor or Wharton academic program.

You can also try to access by going directly to the canvas site url.

Finding active course sites

If your instructor is using Penn Canvas, you can find the course site byviewing your course list.

Note: There is a slight delay between registration and access to Canvas, and you cannot access any course site
until the instructor has published it. Not all University of Pennsylvania courses use Penn Canvas.
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You can customize your view on the Dashboard by designating current courses as "starred" or favorite courses.
After that, they will appear on your dashboard.

If you are unofficially auditing a course, or if you want access to a site before you enroll, you will need instructor
permission. Please forward any emails of permission to the Courseware team, who can enable your access to the
course site.

Finding concluded course sites

Old course sites remain available, in a read-only state, for up to five years after they began.

To access them, select Courses in the left navigation bar, and click All Courses. Past course sites will appear beneath
Past Enrollments. Note that:

e Class recordings are generally not available in Canvas after the end of a semester; instructors determine
whether any extensions will be provided, such as for students taking make-up exams. Your instructor may
contact class-tech@wharton.upenn.edu to request extended student access for recordings.

e Instructors may also choose to close course sites earlier than five years afterward. Also note that Study.Net
readings, library reserves, and other licensed materials typically expire within 1-2 months, even if the Canvas
site itself remains available. Therefore, it is wise for students to download desired materials from Canvas as
soon as possible.

After you graduate, you will use alumni computing services, many of which will continue to use your PennKey. Be
sure to sign up for the PennKey Recovery Service so that you can easily reset your PennKey password after
graduation.

Adjusting your notifications

Use Notification Preferences to tell Canvas when to notify you - immediately, daily, weekly, or never - about
course events.

Notifications will go to your University email address, but you may also receive notifications via other email
addresses, text messaging, or other web services.

The following notification settings are recommended.

e Course Activities - Due Date: Daily or Immediately
e Course Activities — Files: Daily
e Course Activities » Announcement: Immediately

Conversations — All Categories: Immediately
Scheduling = All Categories: Immediately

Note: The grading notification preference Include scores when alerting about grade changes does work at
Penn. Grade information will never be sent through insecure channels like email.

Changing your preferred name in Penn and Wharton
platforms

[pdf("date-created")] 411


https://community.canvaslms.com/t5/Student-Guide/How-do-I-customize-my-Courses-list-as-a-student/ta-p/500
https://canvas.upenn.edu/courses
https://support.wharton.upenn.edu/help/graduation-check-list
https://challengeresponse.apps.upenn.edu/challengeResponse/jsp/fast.do?fastStart=pennkeyRecoveryService&bhcp=1
https://infocanvas.upenn.edu/canvas-after-graduation/
https://canvas.upenn.edu/profile/communication
https://community.canvaslms.com/docs/DOC-2894
https://community.canvaslms.com/docs/DOC-2896
https://community.canvaslms.com/docs/DOC-1287

While users cannot directly edit their name in Canvas Account Settings, your preferred name can be changed in a
separate University system which will normally update other Penn and Wharton platforms:

1. Vist Path@Penn.

2. Under My Profile, select Update my personal information.
3. Select Edit and update the Preferred First Name field.

4. Select Update.

If it has been more than 24 hours since you edited your Preferred First Name in Path@Penn and it has not updated
in Canvas, please feel free to report that issue to the email address shown below (under Questions?).

Setting a time zone in your user account

Use Account Settings to set your owntime zone for your user account and have your local time zone display
throughout Canvas.

Additional Resources

Please check the following:

e University Registrar - Holds on Student Records & Accounts
e Penn Student Registration & Financial Services - Update Required Contact Information

Questions?

Email: courseware@wharton.upenn.edu
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All about Canvas Groups (Students)

Last Modified on 09/21/2023 3:48 pm EDT
Some instructors require that course work be completed by groups of students working together. Canvas groups
can make this easier. This article describes how to join and use Canvas groups.

Before You Start

You must be a member of a course site in which the instructor has chosen to use groups.

Joining or Leaving a Group

Tojoin a group:

1. Goto People.

2. Select the group tab (at the top of the page).

3. Browse through the list of groups until you find the group you are interested in:
o Click Join to join a group.
o Leave agroup by selecting Leave
o Switch to a different group by selecting Switch To.

Note: Some instructors choose to assign students to groups themselves; this decision is made only by
instructors and not by the Courseware team.

Group Assignments

Groups are sometimes linked to assignments so that when one student submits the assignment, all group members
will be able to see the submission and will receive the same grade and any comments the instructor chooses to
make. Some instructors may nevertheless choose to grade submissions individually; these decisions are made only
by the instructors and not by the Courseware team.

Group Appointments

Groups are sometimes linked to appointments so that when one student makes an appointment, that appointment
applies to every member of the group. The instructor decides which appointments are available to groups.

Group Sub-Sites

Groups have their own "sub-sites" that contain Files, Discussions, Announcements, and a few other Canvas
features. This sub-site is accessible only by group members and by the teaching team. Materials meant for all
members of a course site should not be placed in one of these sub-sites.

Note: Do not use group "Files" to submit assignments online. Your instructor will not be notified that you have
done so, and you may not receive credit.
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Group Leaders

Sometimes instructors will designate one member of a group as thegroup leader. That person can change the group
name, add or remove members, and perform other functions.

Questions?

Email: courseware@wharton.upenn.edu
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Assignments and Quizzes

Last Modified on 02/28/2024 2:39 pm EST

This article describes how to use assignments and quizzes on Canvas.

Before You Start
You need the following:

e Accessto Canvas
o Membership in a Canvas course site where the instructor or teaching team assigns work online

Completing Assignments

Upcoming assignments will appear on the dashboard and in the "Upcoming Assignments" sidebar a week before the
assignment is due; a week after, the assignment will appear in "Past Assignments." Canvas can also notify you when
an assignment is due.

In Canvas, you will turn in work by submitting a file (.doc, .pdf, etc.) to an assignment. You can re-submit the files if
you find something you want to correct; when you upload multiple files, your instructor will see the latest version
by default. If you are submitting a video file, please refer to our help article.

You can submit your file from acomputer, or via the Canvas app on devices likeiOS or Android.

You can confirm that the assignment was successfully submitted by returning to the assignment page and checking
the right side of the page (on most laptop screen sizes) or toward the bottom on mobile. A "Submitted!" notation
looks like this:

Revolution Review Submission

~ Submitted!
Mar 30 at 3:4%9pm

Due May 7 by 11:59pm Points 30 He
Submission Details

Submitting a text entry box, a website url, a media recording, or a file upload :
Download Assignment copy.pdf

” . . Comments:
Write a 2-page summary of chapters 5-7. What did you learn about the revolution? Mo Comments

You can confirm the contents of your submission by clicking Submission Details, and either previewing the file
(View Feedback), or downloading it (click the file name).

Completing Quizzes (and Surveys)

As with assignments, upcoming quizzes will appear on the dashboard and in the "Upcoming Assignments" sidebar a
week before the assignment is due; a week after, the assignment will appear in "Past Assignments." Canvas can also
notify you when an assignment is due.

Confirming Time Accommodations: If you have already received an approved extra-time accommodation
request through the Weingarten Center or your graduate program's SDS Liaison for an exam, test, or quiz,
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you'll be able to confirm that before you begin a quiz.

The adjusted total Time Limit approved for you will appear on the quiz page either above or below the
instructions. Note that the instructions themselves may refer to the standard time limit; the number near the
Time Limit heading applies to you regardless of what the instructions show.

Please contact Wharton Computing Student Supportif your approved extra time is not shown as indicated
above. While that team doesn't implement accommodations, they will route any questions or concerns in
accordance with the University's process.

To check the status of your quiz, return to the quiz and check the right side of the page.

e [fyou haven't started the quiz, there will be no information about attempts; depending on the quiz tool used,
either a Begin or Take the Quiz button will be shown.

e Ifyou're in the middle of taking a quiz, you will see a "Resume" button (shown as Resume or Resume Quiz).

o [f you've submitted the quiz, scroll to the bottom of the exam page and click View Results. The confirmation
message will show that your submission was successful:

Results

Success! Your submission was successful.

(@ Results are not displayed per instructor settings.

e |nsome cases, you may see a "Submission Details" link instead (If you are allowed more than one attempt at
the quiz, you will see "Last Attempt Details", showing information about your last submission). Click on
"Submission Details" to view the submission confirmation message.

You can also use yourdashboard to check a quiz status. A green check-mark under "Recent Feedback" will confirm
a completed quiz, but if your instructor is still grading, or if the quiz is "muted", you won't see anything. To check
whether a quiz is muted, return to the quiz page and look for "Your quiz has been muted".

Note: Do not use "Take the Quiz" or "Resume Quiz" to check on the status of your submission.

Questions?

Email: courseware@wharton.upenn.edu
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Calendar and Appointment Sign-ups

Last Modified on 11/14/2023 4:28 pm EST

This article describes the Canvas calendar, and how to use appointment sign-ups.

Before You Start
You need the following:

e For appointments: Membership in a course site that has appointment signups and a web browser -
Currently, students cannot use the Canvas Student app to reserve an appointment.
e For group/team-based appointments: An existing group signup or membership (usually found under

People in the course site)

Using the Calendar

The Canvas calendar (not to be confused with MyWharton) displays all your assignments and other course events.
You canfilter your calendar by course, subscribe fromQOutlook or other apps.

You can subscribe to your Canvas calendar feed in Outlook, Google calendar, or any application that reads iCal
feeds. Canvas also makes a downloadable .ics file available for import, but this will not enable you to receive

updates.
Here is some documentation you may find helpful.

e iOS Devices: Subscribe to the Canvas calendar feed using the Canvas for iOS app on an iOS device.

e Google Calendar: Use Google Calendar to subscribe by calendar address (choose Add using a link - the link to
use is the Calendar Feed URL in the Canvas Calendar).

e Microsoft365 - Outlook: Subscribe to the Calendar in Microsoft 365 Outlook.

Note: At this time, it's not possible to subscribe only to specific courses in the Calendar Feed.

There are so many calendar applications and platforms available that we can't provide instructions for them all. If
you are having trouble subscribing to your Canvas calendar, please feel free to write to us and let us know what
application, device, and operating system you're using!

Using Appointment Sign-ups

You may receive a notification about the appointment; if not, you can locate the sign-up yourself in a web browser

only:

e Click Calendar in the left navigation bar.
e IMPORTANT: Select Find Appointment on the right-side (you may need to scroll down the page).
e Inthe pop-up box that appears, choose the proper course, then press Submit.
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Select Course X ©

FNCE Sample Course - 2016-17 ~

e Click on the desired time slot, then press Reserve.

10 11 12 13 14
[H 12p LL;I'|1| IH 12p Lunc|

5 Lunch with Professor

24 | Jan 12, 12pm - 12:30pm

Calendar FNCE Sample Course - 2016-17
| Location Penne

Slots 7
available

31

Comments

Reserve

The time slot you reserved will turn gray, indicating a successful reservation. The appointment will then appear on
your calendar and eventually in the Coming Up list on your Dashboard.

Note: If all available appointments have been reserved in your section, or if you are trying to sign up for a
group appointment when you are not a member of a group, you'll see this message:

There are no available signups for this course. b4 ]

Canceling or Changing an Appointment

For appointments where you are allowed only one sign-up, you'll be asked if you'd like to cancel your old
reservation in favor of the new one. For all others, click the time slot to make its reservation form appear, then
click Un-reserve and give a reason for the deletion. You can then choose a new time slot.

Group Sign-ups

Certain appointments are intended for group signup, and you cannot see or reserve a slot unless you are already a
member of a group. A reservation by any member of the group is a reservation for the entire group, so be sure to
check with your group before reserving or canceling a reservation.

Questions?
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Email: courseware@wharton.upenn.edu

[pdf("date-created")] 419



Class Recordings

Last Modified on 07/30/2024 10:41 am EDT

Class Recordings are videos available in a Canvas course. To create these videos, Wharton provides a video service,
"Panopto" that any member of the Wharton community can use. Faculty members decide which recordings are
available on the Canvas sites of their courses. This includes class recordings or other related videos.

Before You Start:

e You will need membership in a Canvas site in which an instructor has recorded synchronous classes or
provided other videos.

e While all members of the Wharton community have access to Panopto, not everyone has access to
specific areas or videos. Make sure you have logged in once, and then if you still don't see what you're
looking for, contact your Wharton Computing representative.

Access to Class Recordings

To view recordings and other videos on a Canvas site, click the Class Recordings tab in the course navigation bar.
The first time you use this service through Canvas, you'll be asked to choose Remember my authorization for this
service.

If Class Recordings does not load, make sure your web browser does not block cookies. Users of theApple Safari
browser may need to make further adjustments.

Note: Class Recordings are only available for the current semester. To access recordings for a previous
semester's class, the instructor must submit the request directly to class-tech@wharton.upenn.edu.

Availability of recordings may be limited by either an academic program office and/or an instructor's own
policy decision.

If you are unable to view videos even after logging in, send an issue report or question to:

e Wharton Computing Student Support (if you are a student, phone and chat help is available)
e Wharton CTS Classroom Support (formerly Public Technology; best choice for instructors needing Panopto
or recordings help)

Class Recordings are provided at the sole discretion of the instructor and can be taken down at any time.
Please verify with the instructor the recording is still available and that you have been given permission to
view it before contacting support.

Working with the Panopto Viewer

Step-by-step instructions for all video viewer features can be accessed at:
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e Learn About the Features of the Video Viewer (vendor support article)

Policies

e Most videos expire after the end of the semester.

e You will not be able to download most videos. In the rare exceptions when that is permitted, you will see a
down arrow in the top right of the video page. If you have a technical or a "how to" question about
downloading videos contact your IT support team (don't contact your professor for these questions).

e The choice to record/distribute class sessions lies with the instructor.

e Students in the MBA Program for Executives may contact their WEMBA class manager for information about
sample class recordings during the drop/add (also see your class group in MyWharton). To ask about access
to arecording related to an excused absence from a non-remote-instruction meeting for WEMBA, contact
your class manager.

Questions?

Email: class-tech@wharton.upenn.edu
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Files, folders and Study.Net materials

Last Modified on 01/17/2024 3:54 pm EST

This article provides an overview of working with files in Canvas. Some materials are available only through
Study.Net Materials or course reserves; such materials cannot be found in the Files tab of a Canvas site.

File Locations

Files can be found in three areas:

Course Site Files: Each Canvas site has a dedicated files section which contains materials you can view and
download. You can find this area by visiting the course site and selecting Files from the left navigation bar. Only
instructors and TAs can upload files to this area.

Personal Files: You have personal Files, you can find by choosing Account in the left navigation bar. Most students
will have an unfiled folder, which may contain submitted individual and group assignments. Do not delete anything
in this folder.

Group Files: All student groups created in Canvas have a sub-site for private discussions, announcements, which
contains a Files area. You can upload files here for access by all group members, but this is NOT the same as turning
in an assignment. If you have an assignment that must be turned in online, follow the instructions in the
assignment.

Note: Unless specifically instructed by your teaching team, do not upload assignments to your personal
Files or group Files in Canvas; always submit online assignments through the Assignment, Discussion, or
Quiz. Your instructor will not be notified of submissions made to personal or group Files areas, which means
you might not receive credit for an unsubmitted assignment.

Downloading Files

You can download files in three ways:

1. Preview afile by clicking on the file name and then use Download in the upper right.

2. Download a file without previewing by hovering over afile to show the gear icon at the far right. Click on the
gear icon and choose Download.

3. Download multiple files or folders by selecting your files and folders by clicking to the right of the file/folder
names. Use Ctrl-click (Windows) or Command-click (Mac) to select multiple files or folders. You can also
select all files by using Ctrl-A (Command-A). Then click the grey Download button near the top. Multiple
files/folders will be downloaded as a.ZIP.

You can download files directly to your backup devices or services.

Uploading Files

Press Upload to upload one or more files from your computer.Only instructors and TAs can upload files to a
course site Files tab.
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e Ifuploading a.ZIP, Canvas will ask whether to extract the files individually or to simply upload the .ZIP by
itself.

e You can also drag and drop to upload files; Canvas will prompt you to drop the files while hovering over the
right panel of Files.

Note: Unless specifically instructed by your teaching team, do not upload assignments to your personal
Files or group Files in Canvas; always submit online assignments through the Assignment, Discussion, or
Quiz. Your instructor will not be notified of submissions made to personal or group Files areas, which means
you might not receive credit for an unsubmitted assignment.

Study.Net Materials

Study.Net is the the Wharton School's electronic delivery partner for many types of licensed course readings.
Materials provided by Study.Net will not be found in the Files tab of a Canvas site; instead, after instructors request
copyrighted readings distributed by this partner, readings can be accessed using the Study.Net Materials tab link
in the left navigation bar of a Canvas site.

Licensed readings access for teaching assistants must be requested by the professor employing the TA; see
Study.Net Materials: Faculty Requests.

Students taking a Wharton course normally will not need to purchase materials. If it's been more than a business
day since you enrolled, and you are an enrolled student being prompted to pay in a course you are taking for credit,
please contact the customer service address shown next to the Study.Net logo. Enrolled Penn students should not
need to use the provided Purchase Course link in order to begin seeing a list of readings similar to the one
illustrated below. (Please contact us at courseware@wharton.upenn.edu if you are persistently shown the
Purchase Course link.)

study.
202330 (Fall 2023)

MATERIALS B Purchase Printed TEXTPAK ™
Home
Announcements
Syllabus 0. Buying Your Way into Entrepreneurship details PDF (31 KB)
Modules . S - .
0. Which MBAs Make More: Consultants or Small-Business Owners? details PDF (57 KB)
Class Recordings
- O s. When to Walk Away from a Deal details PDF (294 KB)
iles
Study.Net Materials O a Technical Note on LBO Valuation and Modeling details PDF (121 KB)
Assignments O s. What is the Difference Between a Compilation, a Review and an details PDF (334 KB)

Audit. A Comparative Overview

Nisrnscinns

Study.Net materials are available for 30-90 days after the course has ended, so it's best to download anything you
think you might later need. Please note that it is illegal to share downloaded Study.Net materials with other
students.

Downloading and Printing Study.Net Materials
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You can download readings individually by clicking the reading title. You will receive a PDF file of all of the readings,
which you may feel free to print using your own printer (or on-campus printing) as well as annotate (using PDF
editing software or annotation/note-taking apps).

Alternatively, you may order a printed version of these materials by selecting Click here to purchase a printed
Hard Copy. Hard Copy orders will be assembled by Campus Copy Center with shipping to the address specified in
your order. Feel free to contact campuscopyphilly@gmail.com with questions regarding printed Hard Copy orders;
unfortunately Wharton Computing will have no information about Hard Copy order status.

Some courses will include an additional tab of journal articles, book chapters, and other reserve readings from
the Penn Libraries' databases and collections. If reserve readings were requested by your instructor, a Canvas
course navigation tab labeled Course Materials @ Penn Libraries, will be available, usually adjacent either to
Files or to Study.Net Materials.

e Penn Libraries provides advice on troubleshooting electronic reserves.

Questions?

Email: courseware@wharton.upenn.edu
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Submitting Videos on Canvas

Last Modified on 06/16/2023 10:42 am EDT

This article contains instructions and best practices for submitting video recordings to Canvas.

Before You Start
You will need:

e Accessto Canvas
e Video File or URL Link to the Video
e A supported browser

Recording Your Video

If you've never used your iOS device to make videos, we recommend consultingApple Support and running a few
tests first. For example, iPads and iPhones will take a video in portrait mode if the device is held vertically, and
videos generally look better filmed in a landscape orientation.

Recommended File Types:
Audio: .mp3
Video:.mp4

File Size: 500 MB or less

Note: We do not recommend recording videos inside Canvas itself. If your wireless connection ends Canvas
may lose your recording, and the Courseware team will not be able to recover it.

Submitting Your Video

You can submit your video from a computer, or via the Canvas app on devices likeiOS or Android.

Upload your video file as you would a Word document, or .pdf, by submitting the file to an assignment. If your video
is long, upload it with a wired connection (ie, not WiFi), which will make for a faster upload and a lower likelihood of

aninterrupted transmission.

As with most assignments, you can re-submit the video if you see something you want to correct, and your
instructor will see the latest upload by default.

Questions?

Email: courseware@wharton.upenn.edu
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Viewing Class Recordings in Canvas

Last Modified on 08/16/2024 12:05 pm EDT

Before you start

e You must be enrolled in a Canvas course site that is set up to distribute class recordings.

To view class recordings

1. Click on Class Recordings. (If the Class Recordings tab is not visible, no recordings were requested to be made
available this way.)

Pages
Quizzes
Grades

People

Class Recordings

2. Select the recording you'd like to view.

Search in folder ' . Q, Fo\;e;:gpt?g
&= . @
Sortby: Name Duration Date v Raling
a day ago
2 days ago
Presented by

Controlling playback

There are a number of ways in which you can control the playback of the recording.
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FWharton | Forereaty . > 4 El Help - Sign out

| - T =

Search this recording Q

Discussion question or share a comment. Your post will be seen

Notes eryone.
Bookmarks

1. Player controls. Change things like the quality and speed of the playback shown in the viewing panes.

2. Switch viewing panes. Switch back and forth between which video is being shown in the large and small
viewing panes.

3. Download the recording.

4. Make Discussion comments, Notes, or Bookmarks in the recording.

If any of these features are not visible, you do not have access to use them.

Troubleshooting

Class Recordings doesn't give you access to a page with videos.

It's possible that your login has timed out. Trylogging out of Canvas, logging back in, and then selectingClass
Recordings.

Recording you want is not visible.

Wait a little while. With occasional exceptions, recordings are usually available one hour after class. If the recording
is not available after 24 hours, the teaching team may not have enabled your access.

Playback is not streaming well.

Try lowering the quality of the playback. If that doesn't work, move to a location with a more stable, faster network
connection.

More resources

e Panopto Support

e Canvas At Penn > Panopto

e Video Requests for Absences
e Wharton Student Computing
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Questions?

Email: support@wharton.upenn.edu
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Managing notifications in Canvas (Students)

Last Modified on 08/15/2023 10:04 am EDT

Customize your global Canvas notification settings or course level notification preferences.

Before You Start
You need the following:

e An active PennKey account (or authorized email address)
e Enrollment in a current course site

Canvas Global Notification Preferences & Recommendations

e Canvas allows you to control how you are notified, when, and the frequency of notifications. You can update
these settings at:

o Penn Canvas > Account > Notifications (steps for use in a web browser) or

o Canvas Student app top left menu > Settings (steps for iOS or steps for Android)

e Each channel of communication (for instance, email and push notifications on mobile devices) can be set
independently:

o Toadd or manage emails where your notifications are sent, go to Account > Settings and use the Ways
to Contact. Text messaging (SMS) notifications for announcements may also be enabled there.

o For best results with learning tools included in Canvas, set your default (starred) email in Canvas to be
the same as your primary email address in Penn Directory.

o Frequency options are notify immediately, daily summary, weekly summary, or notifications off. These
options pertain to all current courses.

o The specific score or grade you earn will not be included in a Canvas notification; however, availability
to review a posted grade will be communicated.

o Push notifications must first be enabled in your Canvas Student app. If you do not see Push
Notifications as an option under Settings, make sure you have enabled Notifications under your
phone's General Settings, then close and open the app. Select Push Notifications and choose the fields
you would like on your Push schedule. Once Push is enabled, further settings can be done either via web
browser or in the app.

e Werecommend that you set announcement, grading, invitation, files, submission comments, and
appointment availability to notify immediately.
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— Jimmer Test287 > Notification Settings

Wharton

Notifications Notification Settings
Account Profile
s ) Account-level notifications apply to all courses. Notifications for individual courses can be changed within each course and will override these
Files notifications.
Dashboard
Settings
g
@S ePortfolios Daily notifications will be delivered around 6pm. Weekly notifications will be delivered Saturday between 8pm and 10pm.
NameCoach Account Settings for
Groups Profile
QR for Mobile Login Account ~
Global
Announcements .
P Email
Course Activities jimmertest287@
Due Date ﬁ

Grading Policies

Course Content

Files

Announcement

Announcement Created By You

Course Level Notification Preferences

You can set notification preferences by individual course, too:

e Todo this, open a specific course and click the View Course Notifications button on the course home page.

e Tooverride the global notification settings, set them on this page.

e Todisable notification for a course, deselect the Enable Notifications for [course name] under Course

Notification Settings.

A Notify immediately

Daily summary

B Weekly summary

L Notifications off

a

Z

= WH-ISSASB01-2020 » Course Notification Settings

‘Course Notification Settings

[0 View Course Stream

51 View Course Calendar

fertSummer Adhising - Sendbox

this course.

Course Notifications

ToDo

Course Activities
Duebste

Nothing for now Grading Policies
Recent Feedback e

Nothing for now Files
Announcement Created By You
Grading

Iniitation

AllSubmissions

LateGrading

Submission Comment

Bluerint Sync

Discussions

Discussion

Discussion Post

Questions?

Contact: courseware@wharton.upenn.edu

[pdf("date-created")]

L]
L
-]
2
-
)
2
'y

|- - A - A

» P

IR R R A

431



Preparing to Take an Online Exam

Last Modified on 10/18/2022 2:36 pm EDT

Taking an online exam can be convenient and can make answering certain types of questions easier, but it adds
some preparation work. We've compiled some recommendations for you to make sure technology doesn't get in
the way!

It may feel overwhelming, but we are here to help, so if any of these steps are unclear, please contact Wharton
Student Computing.

We suggest you save a copy of this article to your computer or print one out to have on hand during an exam.
Click here to save an offline copy.

Preparation Steps

e Computer/Device:
o Use adevice that meets Canvas's basic computer specifications. Always make sure to use the most up-
to-date versions of your operating system.
o Approximately 24 hours before your exam, check your computer for any critical updates. Install any
that are necessary and restart—you don't want to get prompted to install them during your exam!
o Ifyou are taking an in-class exam on your own computer, ensure it is fully charged on the day of the
exam, as limited power outlets may be available in the classroom.

e Browser:

o Use one of Canvas's supported web browsers. We recommend the most up-to-date versions of Chrome
or Firefox for the best performance.

o Some browser extensions and security settings may interfere with taking an online exam. If possible,
temporarily disable browser extensions and allow 34-party tools before starting your exam.

o Clear your browser history/cache and cookies, then restart your computer the day of or the day before
your exam.

s Click the link for your particular web browser for instructions on clearing your cache (it will open
in a new tab)
s Chrome /Firefox/Safari/Edge

o Open the exam in only one browser window. Using multiple windows might make you overwrite your

answers.

Internet: Be sure your computer is connected to AirPennNet (not the guest network). If you're taking a timed
Canvas exam and lose your connection, the timer will continue to run.

PennKey: Some exams and computer labs may require you to sign in with your PennKey and password. Make
sure you know your PennKey password and have your phone with you for two-factor authentication. Use the
Test My PennKey app if you want to confirm your password.

Laptop v. Mobile: Use a laptop or desktop computer. Taking exams on small tablets or phones provides a
limited experience. While you can submit many assignments and quizzes on the Canvas Student mobile app,
not all quick features are supported.

Notifications (and other Distractions): Close or disable notifications, pop-up blockers, and other
applications. Certain exam tools, such as Respondus LockDown Browser, will require you to close all
messaging and screen recording apps before you can start taking the exam.
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e Respondus LockDown Browser: Your professor will let you know if Respondus LockDown Browser is
required for an exam. Please contact courseware@wharton.upenn.edu if you have trouble downloading it
and provide the name of the course that is using LockDown Browser for exams.

e Timed Exams:

o Only begin a timed exam when you're ready to complete the exam. The timer continues to count down
regardless of whether you are actively taking the exam or not.

o Remember to click Submit before the time expires.

o If you have an accommodation for exams, confirm that your time limit and exam availability window
are correct before starting.

s Contact your professor immediately if you notice a problem with the exam timing, and do not
start the exam until it is fixed.

e Untimed Exams:

o For exams without a time limit, close the browser window when you aren't actively working on it. This
will prevent you from losing any responses if Canvas automatically logs you out after a period of
inactivity. You can always reopen the exam and resume where you left off.

o Submit your exam before the due date. If you don't, you could get locked out of the exam and need to
contact your professor for help.

¢ File Uploads: If your exam requires you to upload a document (e.g., Word or PDF file), save your work
frequently and save the final version to your computer. Remember where you saved the file, so it is easy to
find and upload to Canvas. Give yourself at least 5 minutes to select and upload your file in Canvas, as uploads
can sometimes take a few minutes.

e Check before Submitting: Only click Submit when you have finished the exam. You cannot reopen
submitted exams.

Dealing with Internet Connection Issues

If your internet disconnects while taking an exam, here are some steps that should help.

1. Take a deep breath - things will be ok!

2. Take ascreenshot or other copy of your work for reference. If your exam uses Respondus LockDown
Browser, let your proctor know you are having trouble and ask if you can use your phone to capture
screenshots.

. Take note of any error messages. Share these with your Professor and Student Computing.

. Toggle wifi off/on and try to connect to AirPennNet (or your home network).

. Try switching internet browsers.

. Restart your computer.

. If you still have trouble connecting, contact student support by phone at (215) 898-8600.

N O W

If you encounter any technical issues while taking an exam, contact Wharton Student Computing.

e Phone: (215) 898-8600
e Email: support@wharton.upenn.edu
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How To Customize Your Canvas Dashboard

Last Modified on 12/04/2023 12:52 pm EST

The Canvas dashboard shows your active courses for the current term and/or academic year. The beginning of a
new term is a good time to review and customize your dashboard to fit your preferences for how you view your
course information.

Before You Start
You will need the following things to customize your Canvas dashboard:

e An active PennKey
e Membership in a course site on Penn Canvas

Change the Dashboard View

The Dashboard is your landing page in Canvas. Depending on your institution, your dashboard may default to one
of three views: Card View, List View, or Recent Activity View. (Recent Activity View is described in detail later.)

View Course Card Details

The Course Card is the individual card in Card View that holds information about the course.

Add a Course Card Nickname

Since course nicknames appear in the dashboard, course navigation menu, course breadcrumbs, and notification
emails, we recommend creating a nickname for courses that have long and/or potentially confusing names. This is
particularly helpful for courses that might be mistaken for other courses with similar names. Course nicknames do
not affect the course name at the account or course level; they only change the name of the course for the individual
user who created the nickname.

To add a course nickname:

You can find additional information on how to customize a Canvas dashboard using the student guide. If you have
any questions, contact courseware@wharton.upenn.edu.

Customize Your Course List

If you are enrolled in more than one course, you can customize which active courses you'll see first by designating
them as a Favorited Course. You can make any published course that appears in the My Courses section a favorite.

Here are the steps to select a course as a favorite:

You can change your dashboard view by selecting the dashboard icon on the navigation bar and by organizing the
Course Cards by nickname or with a custom image or color. Card View tiles are drag-and-drop, so you can move and
arrange Card View to suit your preferences.
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View Recent Course Activity

Recent course activity can be found on theRecent Activity dashboard.

Questions?

Contact the Courseware team: courseware@wharton.upenn.edu
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Completing a FeedbackFruits Peer Evaluation

Last Modified on 06/14/2023 1:47 pm EDT

Before You Start

e You must be enrolled as a student in a Canvas course site that contains a FeedbackFruits Peer Evaluation.

e You must belongto agroup or course section that has been assigned a peer evaluation.

e Please use a device that meets Canvas's basic computer specifications, especially one of Canvas's
supported web browser versions.

Evaluating a Group Member

When evaluating your peers in FeedbackFruits, please note that the criteria components differ among assignments.
For example, your instructor could require feedback in the form of just comments, a scale rating with a certain point
range, a rubric, or a combination of all three. The example below depicts both comment and scale criteria.

1. Scroll to Give feedback to group members:
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. Jimmer Test227

v SHOW 6 MORE

9 Give feedback to group members
Subjects to review
. Desdemona Test221 Review incomplete
e Ernest Test222 Review incomplete
* Fern Test223 Review incomplete
@ Gustave Test224 Review incomplete
g Heinrich Test225 Review incomplete
. Ishtar Test226 Review incomplete
. Jimmer Test227 Review incomplete
@ Kali Test228 Review incomplete
. Lavinia Test229 Review incomplete

ﬂ Raard and raflart nn raraivard faadharls

2. Click on the name of the person you will evaluate, or click Start Reviewing:

Q Give feedback to group members

100% of your grade

START REVIEWING )

Your review work

e Fern Test283 Awaiting review

@  Your next review recipients are determined when you start new reviews

3. If the assignment requires feedback in the form of comments, you can selectWrite feedback. If there is a scale
rating criterion requirement, you can drag the slider shown below to rate the review recipient on a certain point
scale:
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< Overview of your review work

FINISH LATER ISR

g 3 Review recipient e Review 2
Fern Test283 Recipient will be determined when you
reviewing
Criteria Review progress 0% Awaiting review ‘
>
Preparedness

Beginn.. Emerg.. Profici.. Experi.. Exemp...

0 points

1 point 2 points 3 points 4 points

[ WRITE FEEDBACK

Rate your partner's overall preparation for

~ and commitment to the negotiation

v

exercise:

Pooar

Excellent

The review work depicted above may differ depending on the assignment setup.

4.You can return to your work at any time by selectingFinish Later:

< Overview of your review work

FINISHLATER (SR

b Review recipient
Fern Test283

Criteria prosress ) 50%
<

Preparedness T. Emerg.. Profici. Experi. Exemp..

Tpoint  2points  3points 4 points

—_—

Ements for Proficient (2 points)

ITE FEEDBACK

Collaboration .. Emerg.. Profici. Experi. Exemp..

5 lpoint  2points  3points 4 points

—_

Review recipient
4 @ Ursula Test298
Review progress ) 50%

Beginn.. Emerg.. Profici. Experi. Exemp..

Opoints  Tpoint  2points  3points 4 points

—_

Requirements for Proficient (2 points)

[ WRITE FEEDBACK

Beginn.. Emerg.. Profici. Experi. Exemp..
Opoints  1point | 2points  3points 4 points

—_

5. When finished, you'll see v Review Complete next to the group member you evaluated.

' (IS TN TSN WIS R o T Ay |

@ Ernest Test222

I‘:- Fern Test223

ot s

+" Review complete

Review incomplete

To evaluate another group member, simply repeat steps 2-5.

Questions?

Contact: Wharton Computing IDEA Courseware Team
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Viewing Feedback in a FeedbackFruits Peer
Evaluation

Last Modified on 12/21/2023 4:37 pm EST

Before You Start

e You must be enrolled as a student in a Canvas course site containing a FeedbackFruits peer evaluation
assigned to your course section or group.
e Your instructor must have released feedback for students to view.

e Please use a device that meets Canvas's basic computer specifications, especially one of Canvas's
supported web browser versions.

Viewing feedback

When viewing feedback from your peers in FeedbackFruits, please note that the criteria components differ among
assignments. For example, your instructor could require feedback in the form of just comments, a scale rating with a
certain point range, a rubric, or acombination of all three. The example below depicts both comment and scale

criteria.

1. Go to Section 3, "Read and reflect on received feedback," and click on the received feedback:

e Read and reflect on received feedback

Received feedback

. Desdemona Test221 2 new comments
(]

Feedback from 3 reviewers . . . . .

2. To see all comments from your team members click READ under each criteria. You can also see the average
ratings you received for any criteria with scales.
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X Feedback

Reviewed by

o Practical Chartreuse Strawberry
FILTER
[ ]

(Desdemona Test221)

@ Amiable Brown Grapes FILTER

Practical Fucsia Melon FILTER

Step 1: Follow the Bright Spots — When is Your
Teammate at his/her Best When Working in
Teams?. This feedback will be sent,
anonymously, to your teammate.

~ 3 comments READ

Step 2: Employing Influence Tactics ~ How
Can You Help Your Teammate Bring Qut their
Best Self More Often in Teams? This feedback
will be sent, anonymously, to your teammate.

~ 3 comments @ READ

~  Contributing to the Team's Work

* Helped teammates who are having difficulty completing
their work
Read more...

4333 outof 5

Strongly disagree Strongly agree

~ Interacting with Teammates

* Communicated effectively when working with
teammates
Read more...

3. To see individual team member's responses, click FILTER next to their name.
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Reviewed by

Practical Chartreuse Strawberry
é FILTER

» (Desdemana Test221)

@ Amiable Brown Grapes FILTER

Practical Fucsia Melon FILTER

Step 1: Follow the Bright Spots — When is Your
Teammate at his/her Best When Working in
Teams?. This feedback will be sent,
anonymously, to your teammate.

~ 3 comments READ

Step 2: Employing Influence Tactics ~ How
Can You Help Your Teammate Bring Qut their
Best Self More Often in Teams? This feedback
will be sent, anonymously, to your teammate.

~ 3 comments @ READ

~ Contributing to the Team's Work

* Helped teammates who are having difficulty completing
their work
Read more...

4333 outof 5
®

Strongly disagree Strongly agree

~ Interacting with Teammates

* Communicated effectively when working with
teammates
Read more...

Questions?
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Contact: Wharton Computing Courseware Team

Email: courseware@wharton.upenn.edu
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Backtester: How to Access

Last Modified on 01/17/2023 9:04 am EST

Backtester is a simulation commonly used in FNCE 7200. If you are a student using this simulation in class, you can

use this page for steps on how to access the simulation.

Before You Start
You will need the following:

e Accessto the Canvas site for your course that's using Backtester.
e One of these browsers: Chrome, Firefox, or Safari. Other browsers, including Internet Explorer, are
NOT supported.

Note, there is no password needed to access Backtester. See steps for how to access the Backtester simulation
below.

Step-by-step guide

1. Login to the Canvas site for your course.
2. Go to the Modules tab in the left-hand navigation menu and click Backtester.
3. Click Load Backtester in a New Window.

Questions?
Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the Backtester simulation is on our Learning Lab website.
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Change Management Simulation: Access the Next
Scenario

Last Modified on 01/11/2023 1:52 pm EST

Change Management is a Harvard Business Publishing (HBP) simulation played in some Wharton MGMT classes. If
you have been assigned to play the Change Management simulation and are having trouble completing a scenario,
continue reading for troubleshooting steps.

Before You Start

Turn off ad-blockers in your browser if you have them enabled
Log into your Harvard Business Publishing student account

Locate the correct Coursepack where Change Management has been assigned

Open the Change Management Simulation

Moving on to the Next Scenario

Depending on the configuration your professor has selected, you may need to finish a scenario before moving on to
the next scenario.

1. Make sure you have ad-blockers turned off for the Change Management simulation pages. It could be
blocking your complete scenario pop up window. To turn off ad blockers, use the Help function in your
browser or browser extension for specific directions. Make sure to refresh your browser and log out of the
simulation and back in again to try and re-trigger the pop up window.

2. Make sure you have reached Critical Mass in the scenario you are in. If you have not, you need to keep playing
until you either achieve Critical Mass or run out of weeks.

Weeks Used O Rrganizational Phase of Adoption © Credibility @

100f10 @

®
O
@

3. If you have reached Critical Mass or run out of weeks, you will see a yellow pop-up window to move on.
o The pop up window is yellow and will appear if you've achieved critical mass, or run out of weeks.
Click No Thanks, Finish to move on to the next scenario right away.
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Critical Mass Achieved

You currently have 18 adopters of the proposed sustainability initiative
within the management team at Spectrum, and have used 67 weeks to do
S0,

As you may recall, your Change Efficiency Ratio (CER) is the number of
advocates gained divided by the number of weeks used or 0.27.

Due to your change leadership skills, a critical mass of managers within
the firm has adopted the sustainability for the initiative.

As a result, you have succeeded in bringing about an important
organizational change and the future looks bright not only for
Spectrum and the natural environment, but also for your career.

Would you like to continue?

Yes, Continue ‘ L No Thanks, Finish )

o Ifyoudid NOT achieve Critical Mass, you canclick Finish to end the scenario.

Thank you for playing Change Management Simulation: Power and
Influence. You currently have 1 adopter of the proposed sustainability
initiative and have used 96 weeks to do so. Due to your change leadership
skills, many more employees and managers are now aware of and thinking
about the sustainability initiative.

Unfortunately, you were not successful in achieving a critical mass of
adopters within the time allotted. Now is the time to reflect on and
discuss how you approached this change initiative and what can be learned
from this simulation for better results in the future.

As you may recall, your Change Efficiency Ratio (CER) is the number of
advocates gained divided by the number of weeks used, or 0.01.
e
«»

Accessing Your Scenario Dashboard

A list of all the Completed, In Progress, and Not Yet Started scenarios is accessible anytime from within the
simulation. Depending on the configuration your professor has selected, you may need to finish a scenario before
moving on to the next scenario. You also may only have one chance to play through a scenario or you may be able to
play it multiple times. Confirm with your professor if you need clarification before proceeding with the following
steps.

1. Click the horizontal dots button at the top right of the simulation screen (last button on the right).

PREPARE ANALYZE DECIDE NEWS( san

2. Scroll down the resulting menu and click Scenario Progress.
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PREPARE ANALYZE DECIDE NEWS s
; 7611-HTM-ENG, Student
Stages of adoption Dir. Product Innovation
Awareness  Trial T
A :

T

Interest  Adoption Change Efficiency Ratio ()
Barth N/A
mmmw [
u
rewere Current scenario ©

Diaz Ephron Upcoming Scenarios

Ingram You Completed Scenarios
[y mmmm
James L .
mmmm mmmm Tutorial
Jnavere Jnavere Review instructions before beginning the simulation
Leaderboard

Compare your scenario results with your peers

of Adoption @ Credibility

~ Scenario Progress
U/

e
N

See your scenario progress here

3. Onthe Scenario Progress screen, you will see a list of your Not Yet Completed, In Progress, and Completed
scenarios. You will most likely only need to focus on the Completed section.
o Ifyour current scenario is in this list but you're still playing after reaching Critical Mass, you are
technically complete.

Scenario Progress

Not Yet Started

Scenario Action

Launch
Launch
Launch

In-Progress Scenarios

Scenario Date Started ~ Weeks Used  Action
Completed Scenarios

Scenario Date Completed  WeeksUsed  Action

03-MAY-2021 9%

Replaying a Scenario
Depending on your professor's configuration, you might be able to replay a completed scenario.

1. Toreplay ascenario, click Launch under the Not Yet Started Section.
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Scenario Progress

Not Yet Started

Scenario
(s4]

In-Progress Scenarios

Scenario

Completed Scenarios

Scenario

Action

Launch

Launch

Date Started ~ Weeks Used  Action

Date Completed  Weeks Used  Action

03-MAY-2021 96

o Youwill see a second listing of that scenario under In-Progress Scenarios once you begin the replay. You

can move between the In-Progress scenarios at any time by clicking Resume for the run you'd like to

play.
Scenario Progress

Not Yet Started

Scenario

In-Progress Scenarios

Scenario

Bl
‘/

Completed Scenarios

Scenario

Questions?

Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the Change Management simulation is on HBP's website.

Action
Launch
Launch

Launch

Date Started Weeks Used  Action

03-MAY-2021 0
03-MAY-2021 6

Date Completed  Weeks Used  Action

03-MAY-2021 9 View
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Customer Centricity: How to Access

Last Modified on 01/17/2023 8:48 am EST
Customer Centricity is a simulation used in MKTG classes. See below for how to access the Customer Centricity

simulation.

Before You Start
You will need the following:

e Email containing your Customer Centricity login credentials (search your inbox for Customer Centricity
as it may have gone to Junk/SPAM/Clutter folders)

e Loginto the Canvas course using Customer Centricity

e Chrome browser. Other browsers, including Internet Explorer, are NOT supported.

Step-by-step guide

1. Launch Chrome.

2. Gotothe URL included in your login email.

3. Use the login credentials that were included in your login email.

4. Check your Canvas course for any additional information you may need on Customer Centricity, including a

FAQ page.

Questions?
Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the Customer Centricity simulation is on our Learning Lab website.
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FutureView: Accessing the Simulation

Last Modified on 02/29/2024 3:05 pm EST

FutureView is a simulation that is used in some sections of MKTG 6120. If you are a student using this simulation in
class, you can use this page for steps on how to access the simulation.

Before You Start
You need the following:

e Email: Invitation to Register for FutureView

You may need to search your Inbox for FutureView or check your spam folder.

Step-by-Step Guide

1. Follow the instructions in the email you received to register for FutureView.

Reset Your Password

If you've already registered but forgot your password:

1. Goto http://futureview-wharton.deckspire.com/
2. Click the Forgot your password? link to reset your password.

Questions?

Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the FutureView simulation is on our Learning Lab website.
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GIST: How to Access

Last Modified on 01/17/2023 10:16 am EST

GIST, or Geopolitical Influence & Strategy Tool, is a simulation used in some Wharton MGMT classes such as
MGMT 2090 and MGMT 7200.

Before You Start
You will need the following before you can complete this task:

e Email containing your GIST login credentials

Note: You may need to search your inbox for GIST or check Clutter/SPAM/Junk folders.

Step-by-step guide

1. You were sent an email containing your GIST login credentials. Check your SPAM/Junk/Clutter folders if
needed.

2. Go to https://gist.wharton.upenn.edu/
3. Fill in your username and password (from the email) to log in.

Questions?

Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the GIST simulation is on our Learning Lab website.
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IEMAV: How to Access

Last Modified on 01/17/2023 10:20 am EST

IEMAV is a simulation used in some Wharton FNCE classes such as FNCE 2080 and FNCE 7310.

Before You Start
You will need the following before you can complete this task:

e Email containing your IEMAYV login credentials

Step-by-Step Guide

1. You should have been sent an email containing your IEMAYV login credentials. Check your
SPAM/Junk/Clutter folders if needed.

2. Go to https://apps.wharton.upenn.edu/iemav/

3. Fill in your username and password (from the email) to log in.

Questions?

Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the IEMAYV simulation is on our Learning Lab website.
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Intermap: How to Access

Last Modified on 01/17/2023 10:25 am EST

Intermap is a simulation that is used in MGMT department courses. If you are a student using this simulation in
class, you can use this page for steps on how to access the simulation.

Before You Start
You will need to do the following:

e Accessto the Canvas site for your course that's using Intermap.

Step-by-Step Guide

1. Logintothe Canvas site for your course.
2. Click Modules in the left-hand navigation menu.
3. Click Intermap.

Questions?
Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the Intermap simulation is on our Learning Lab website.
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MacroSim Practice: How to Access

Last Modified on 01/17/2023 10:26 am EST

MacroSim is a simulation that is used in FNCE 6130 and other Finance classes.

This article lists the steps for logging into the MacrSim Practice simulation for individual practice. Macrosim
Tournament is played in class in teams and you do not need to access ahead of class.

Before You Start
You need the following:

e Thelogininstructions and credentials for MacroSim Practice that were emailed to you. You may need to
search for MacroSim in your inbox, and/or check your spam folder.
e Chrome browser -- MacroSim Practice is NOT supported on other browsers.

Step-by-step guide

1. Launch Chrome
2. Goto MacroSim Practice https://games.wharton.upenn.edu/macrosim-practice.
3. Loginwith the credentials sent to you.

Questions?

Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the MacroSim simulation is on our Learning Lab website.
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Marketspace: How to Access

Last Modified on 01/17/2023 10:17 am EST

MarketSpace is a simulation used in some sections of MKTG 6120. If you are a student using this simulation in class,
you can use this page for steps on how to access the simulation.

Before You Start
You will need the following before you can complete this task:

e The email containing your Marketspace login credentials.

Note: You may need to search for Marketspace in your Inbox or check your spam folder.

Step-by-step guide

1. Go to https://play.wharton.upenn.edu/marketspace
2. Login using the username and password in the email that was sent to you.
o Ifyoudid not receive login credentials, please contact the Learning Lab

Questions?
Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the MarketSpace simulation is on our Learning Lab website.
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Rules of Engagement (ROE): How to Access

Last Modified on 01/17/2023 8:54 am EST

Rules of Engagement (ROE) is a simulation that is used in MKTG department courses. If you are a student using this
simulation in class, you can use this page for steps on how to access the simulation.

Before You Start
You will need the following before you can complete this task:

e Access to the Canvas site for your course that's using ROE.
e Chromeisthe preferred browser. ROE does NOT run in Internet Explorer.

Step-by-step guide

1. Loginto the Canvas site for the course using ROE.
2. Click on the Modules tab in the left-hand navigation.
3. Clickon ROE.

Questions?
Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the ROE simulation is on our Learning Lab website.
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Rules of Engagement (ROE): Troubleshooting
Issues

Last Modified on 01/17/2023 10:23 am EST

Rules of Engagement (ROE) is a simulation that is used in MKTG department courses. If the ROE simulation screen
doesn't behave as expected, follow these steps to troubleshoot.

Before You Start
You will need the following before you can complete this task:

e Accessto the Canvas Course using ROE
e Launch ROE using the steps located on this KnowledgeOwl page.

Troubleshooting Steps

1. Chrome is the preferred browser. Switch to Chrome if you're using a different browser.

2. Refresh your browser.

3. Completely exit out of your browser, and relaunch ROE from theModules tab of the Canvas course.

4. If ROE seems slow, close your other windows or tabs. (Web apps generally work better if there are no other
browser windows or tabs opened.)

Still Having Trouble?

Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the ROE simulation is on our Learning Lab website.
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SABRE: Accessing the Simulation

Last Modified on 02/29/2024 3:06 pm EST

SABRE is a simulation that is used in some sections of MKTG 6130. If you are a student using this simulation in
class, you can use this page for steps on how to access the simulation.

Before You Start
You will need the following before you can complete this task:

e Email containing your credentials for the SABRE Practice game
Or
e Email containing your Team Code and instructions on how to register for the SABRE Class game

You may need to search your inbox for SABRE or check your spam folder.

Step-by-Step Guide

1. Make sure you are following the instructions in the correct email to register in SABRE for either the practice
game or the main class game.

2. Loginto the correct simulation URL.

3. For more information on getting started with SABRE, you can access the SABRE student guide through the
Study.Net tab in your Canvas course.

Trouble Accessing the Simulation

If you're not able to access the simulation, please attempt the following (in this order):

1. Ensure that there are no other windows or tabs of that browser active with SABRE.

o Beware: MacOS tends to hide other windows when one app has two windows open, so Cmd-Tab won'’t
show you that other window. The best option is to use Cmd-Q to quit all instances of that browser and
launchit.

2. Make sure you are using the correct URL.

o The URL for the practice game and the class game are different. Refer to your email for the correct URL.
3. Disable any ad-blockers in your browser in case they are preventing you from logging in.
4. Try tologinusing another browser

o Firefox, Chrome, and Safari can all be used with SABRE.

Questions?
Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the SABRE simulation is on our Learning Lab website.
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Startup Game: How to Access

Last Modified on 01/17/2023 8:51 am EST

The Startup Game is used in MGMT 8010 and MGMT2300. If you are a student using this simulation in class, you
can use this page for steps on how to access the simulation.

Need help logging into the Startup Game on your iPhone?See this article.

Before You Start
You will need the following:

e The login credentials that were emailed to you for Startup Game.

Note: You may need to search your Inbox for Welcome to Wharton's Startup Game or check your spam folder.

Step-by-step guide

1. Go to: http://games.wharton.upenn.edu/startup
2. Besure that you're inputting the username and password correctly.
o Rather than typing in that information, it's best to copy and paste from the email you received.
o Make sure to copy all the characters/symbols and NOT copy any extra spaces at the beginning or end of
the password.

Questions?

Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the Startup simulation is on our Learning Lab website.
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Startup Game: | Can't Log In to Startup Game on
my iPhone

Last Modified on 01/17/2023 10:21 am EST

The Startup Game is used in MGMT 8010 and MGMT2300. If you are having trouble logging into Startup Game on
your iPhone, follow the steps below.

Before You Start
You will need the following:

e The login credentials that were emailed to you.

Note: You may need to search your inbox for Welcome to Wharton's Startup Game or check your spam folder.

Troubleshooting steps

1. Try using a different mobile browser. For example, if you're using Safari, try Chrome.
2. Besurethat you're inputting the username and password correctly.
o Rather than typing in that information, it's best to copy and paste from the email you received.
o Make sure to copy all the characters/symbols and NOT copy any extra spaces at the beginning or end of
the password.
3. Insome cases, the game may work better in private browsing mode. Here's information about how to turn on
private browsing: https://support.apple.com/en-us/HT203036

Questions?

Contact the Learning Lab atlearninglab@wharton.upenn.edu with your class, section, and question.

More information on the Startup simulation is on our Learning Lab website.
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Best Practices for Switching to Remote Instruction

Last Modified on 07/31/2020 2:50 pm EDT

These best practices were authored by Prof. Ethan Mollick and Lilach Mollick based on practice, theory, and
research done for Wharton Interactive. This article focuses on helping faculty move to online learning, which is
more involved than remote instruction.

Students will adapt to an online environment quickly, as long as they have clear guidelines.

Set expectations. Once an announcement of a shutdown is made, send students an email that details how you will
run your class during a shut down. You should prepare this email ahead of time so that it’s ready to go. Students will
want to hear from you right away and you can squash uncertainty quickly.

e Explain to students that they will still have class but that classes will be held in BlueJeans and/or via
discussion boards. Ahead of any BlueJeans classes, send students the meeting information and reminders
about class times and expectations. You can send BlueJeans invitations directly through Canvas.

e Post a weekly Canvas announcement ahead of any classes to give students an overview of the coming class -
this serves as a reminder to students that they still have class and assignments due, despite the shut down.

e Consider sending an introductory video to make a connection to students.

Provide structure. Decide whether you would like your classes to besynchronous (everyone meets on BlueJeans
at scheduled class time), asynchronous, or a blend of both.

¢ |nasynchronous class, the class meets at a specified time (your usual class schedule). Modes of synchronous
classes are discussed later in this document.

¢ Inan asynchronous class, you can post video lectures and/or readings and a discussion question in Canvas
with specific instructions about how students should respond to the question. Remember to include the
assessment/grading rubric for any assignment. Typically, students are asked to answer a question and
comment on two peer responses in the discussion board.

e Establish class norms. Just as you would in a physical classroom, establish norms of behavior. Norms that you
have already established in your class will likely carry over, but if not, remind students of your expectations.

e Hold online office hours. Send out a schedule for office hours and have students sign up for a BlueJeans
meeting with you.

e Clear up any timing/assignment misconceptions right away. You can either email students instead of
responding to individual students or post a video on Canvas if there are misconceptions or any questions
about a particular assignment.

Asynchronous or Blended Teaching

Using a discussion board (whether Canvas or another solution) provides a place for classes to interact and is
generally highly recommended - it is where students will have questions answered and where much of your
interaction will take place. It’s important that you maintain a presence on the discussion board, particularly if your
classes are asynchronous. Students will be looking for contact with you; they are used to seeing you in class. To run
a successful discussion board, consider the following:

e Set discussion norms. Tell students how you will run discussions. Additionally, it’s a good idea to have
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students mute themselves when it's not their turn to speak, particularly with a large class.

¢ Use punchy questions. Students will pay attention when the question itself is engaging. Prepare your
questions in advance. Good question types encourage discussion, so provocative or polarizing questions can
be helpful. You can also ask students to role-play as a part of an asynchronous case discussion.

e Monitor community health. If students are not as engaged as you would like with questions, you can
intervene, sending another message redirecting responses.

e Reward students publicly. Students look for public rewards; if a particular discussion board is very active,
send students a message letting them know how well they are doing, noting any particularly useful individual
contributions

e Encourage collaboration. When student responses are connected, point that out. Responses that make
similar arguments, particularly ones that help clarify a key point, can be called out. Likewise, responses that
build on one another should be recognized, encouraging students to actively interact with one another’s
ideas.

® Be aware of response visibility on Canvas. When you post questions on Canvas, consider whether or not you
want students seeing peer responses prior to posting. In almost all cases, students should not view peer
responses before they have responded, ensuring that they do their own thinking, and are not influenced by
the substance and tone of peer responses.

Synchronous Teaching

It may be necessary to change your approach to teaching to take advantage of the online environment. Here are
some approaches to consider:

e Lecture-Based Teaching. It can be hard to get a sense of how a lecture is going online, and whether students
are engaged, so you can use Poll Everywhere and other audience response tools to keep students attention
(and also grade on participation). The discussion and chat functions of BlueJeans can also be used to collect
questions and encourage interactions during your talk. You may also want to assign groups of students to
present during part of the synchronous class, splitting it between a mix of lecture and presentation. If you
have low-levels of interactions in your lectures, you may want to use pre-recorded short lectures, and use
your synchronous time to react to discussion board questions or comments.

¢ Flipped Classrooms. For classes based around project work or problem sets, you can record lectures and
have students view them asynchronously. BlueJeans has a record video feature. Make sure the video is no
more than 15 minutes long. Use your in-class time to have students present using screen sharing. They can
show the latest aspects of their projects that align with the lecture topic, or show the answers to a problem
set. You can then offer direct guidance after each presentation, or feedback after each problem set.

e Active Learning. You can also assign group work during the synchronous parts of the class, posing a question
based on the reading or asking teams to solve a problem. You can also hold break out sessions in BlueJeans in
which teams work in separate BlueJeans online rooms and then reconvene to report out. You can then ask
teams to present this work via BlueJeans. You can assign multiple opportunities for active learning over the
course of a single class.

e Case-Based Teaching. Case based teaching can work online, but requires extra preparation. Cold calls will
need to be worked out in advance, and you may need to require a pre-class reaction paper to ensure
everyone is up-to-date on the facts of the case. You may also want to use live polls to ask people about the
choices they would make, which will allow you to more precisely identify who to call on. You will also need to
figure out how much you will want to use a live board (screensharing from a tablet can work on BlueJeans),
and how much to do with pre-prepared slides. The HBS document, “Teaching with Cases Online” can be
helpful in preparation.

General tips
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If you aren’t sure about your online class plans, run them by a colleague and see if your class/plan makes
sense to them.

Try something new. If you don’t generally use discussion boards, try a new exercise e.g. have students create
memes of a concept learned in class, or have students draw a concept map and post that picture - both
exercises can prompt a rich discussion during your online class.

If you have guest lecturers scheduled, send that lecturer a BlueJeans link; they can join the class remotely. If
this isn’t possible, interview the lecturer and record the interview and show it in class.

When you share a screen in BlueJeans so you can show your presentation or prepared debrief, use lots of
visuals.
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Video Conferences for Instruction

Last Modified on 06/29/2023 3:30 pm EDT

Penn offers Zoom as a video conferencing tool for instruction. All Wharton students, faculty, and staff have access
to the service.

If you are a student looking for information regarding video conferences, please take a look at the Video
Conferences article.

Before You Start
You will need the following before you can complete this task:

e An active PennKey account

e Faculty and Staff: If you do not have Zoom on your computer, please contact your IT Support Team to
have Zoom installed on your computer.

e Awired/Ethernet connection, if possible (recommended for the instructor)

e Robust internet speed: if you are connecting from off campus, go to speedtest.net and look at internet
speed. If it doesn't meet the minimums required by Zoom, consider upgrading your Internet speed or
contact your IT Support Team.

The recommended way to schedule a meeting depends on whether you are creating a meeting with a few
individuals outside of a Canvas classroom or for your class using Canvas.

Scheduling a Meeting Through Canvas (Recommended for
Instruction and Classes)

Creating your meetings through Canvas will take care of scheduling for the class, provide the link to all class
participants, and preserve the privacy of your personal meeting account.

Note: We recommend that instructors - not TAs - create each class meeting (or sequence of recurring
meetings) within Canvas. If changes or cancellations must be made after creating a meeting intended for all
enrolled students to join for a class meeting, please change or cancel within your Canvas course, not through
your video conferencing app or account.

Zoom

For step-by-step instructions on how to schedule a Zoom meeting through Canvas:

1. Launch your classroom in Canvas (go to canvas.upenn.edu).
2. Select Zoom in the left sidebar.
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3. Click the Schedule a New Meeting button on the upper right side of the screen.

200m

Your current Time Zone is (GMT-04:00) Eastern Time (US and Canada). 2

All My Zoom Meetings/Recordings Schedule a New Meeting
Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Tra...

Show my course meetings only

Note: The first time you access Zoom through Canvas it will request access to your account. Click
Authorize. You may need to log in, with your PennKey, to authorize Zoom.

4. Fill in the details of the class. Include all the details about your class in the Meeting title - if your class has
multiple sections in the same Canvas room, all students will be able to access all sessions, so students should
be told to join only the section for which they are registered.
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200m

Course Meetings > Schedule a Meeting

Topic Zoom LTI Test Course 3 o

Description (Optional) Enter your meeting description

Whn 01/25/2021 4:00 PM e

Duration 1 hr o min

Time Zone GMT-05:00 Eastern Time (US and Canada)

Recurring meeting

Registration Required O

Security Passcode 173368

Only users who have the invite link or passcode can join the meeting 0

Waiting Room
Only users admitted by the host can join the meeting

Require authentication to join

Video Host on (@) off e

Participant on (®) off
Audio Telephone Computer Audio (@) Both
Meeting Options Enable join before host e

Mute participants upon entry
Use Personal Meeting 1D 2780530264

Record the meeting automatically

Alternative Hosts e @ upenn.edu, smssms@ upenn.edu e

a. Topic: Enter the class, section number, time, and meaningful title (e.g. MKTG XXX Section 001 - 10:30
am - Online Class Meeting). Identify your meeting clearly so students can easily pick it out from their
other meetings (e.g., Lecture won't identify it as their Marketing Class). You can also enter a
Description if you like, but this is optional.

b. When: Set the start time, duration, and Time Zone.
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Recurring meetings can be checked or unchecked. Be sure to fill in the proper class start and end dates:

GMT-04:00 Eastern Time (US and Canada)

Recurring meeting  Every day, until Aug 14,2020, 5 occurrence(s)

Recurrence Daily
Repeat every 1 day
End date (® By 08/14/2020
After 7 occurrences

Use the single arrow to page through the months and the double arrow to page through the years.

GMT-04:00 Eastern Time (US and Canada)

Recurring meeting  Every week on Mon,Wed, until Dec 30,2020, 35 occurrence(s)

Recurrence Weekly
Repeat every 1

week

Occurs on Sun Mon Tue Wed Thu Fri

End date ® By [12/30/2029 | e

Dec 2020 0 »

Su Mo Tu We Th Fr Sa

Required 1 p) 3 4 5

c. Registration: Since all of your students will have Penn Zoom accounts, we recommend you leave
Registration unchecked. If you check it, your Zoom meeting will require people to register ahead of
time. More details about this can be found here.

d. Security:

= Passcode - We recommend that you require a Passcode for your meetings. Most attendees won't
need to manually enter the code as it will be part of the URL included in the meeting invite.

s Waiting Room - The Zoom Waiting Room gives you the ability to preview the attendees before
they enter the meeting. This will make your meeting more secure, but it does require someone to
admit each student (either one by one or in bulk).

s Require authentication to join - [Note: as of 9/22/21, Zoom has confirmed this feature is temporarily
unavailable in their LTI Pro integration; they are working on restoring it.] You can limit participants to
your meeting to either Penn Zoom users or Zoom users in general. Selecting either option will
require participants to log in using the proper Zoom credentials.

e. Video: This setting determines if the Host's and participants' cameras are on or off when they enter the
meeting. Off is the default.

f. Meeting Options: You have a few options that you can set up for your meeting. Here's what each does
and our recommendations around them:

= Enable join before host - Consider whether you want to have this option available.

s Unchecked: Many people join meetings ahead of time to test settings, and leaving this
unchecked ensures the meeting won't start until you want it to.

s Checked: Your Zoom meeting (and the recording, if the meeting is set to auto-record) will
start the moment anyone joins the meeting. This can be useful if you may be running late or
if you would like the flexibility of asking someone to start the class.

s Mute participants upon entry: When checked, the video and audio of participants will be muted
automatically when they enter. We recommend you leave this unchecked, though if you prefer to
have more control over the initial moments of your class, you should check it.

s Use Personal Meeting ID: This option SHOULD NOT be checked. If it is checked, Canvas will
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associate all the meetings you have with your Personal ID with this Canvas site. You don't want

that.

= Record the meeting automatically: Check this box to ensure your Zoom session is recorded. The

Zoom meeting record will start the moment one person joins the meeting; each participant is

notified that the meeting is being recorded upon entry. In the cloud is the default destination for

your recording, and we recommend you keep this set as is.

s Confirm Closed Captioning is Enabled: Enabling closed captioning allows you, as host, or your
attendees, to turn on automatic closed captioning options. You, as host, must enable this optionin
the meeting itself before it can be available to your attendees.

g. Alternative Hosts: You can manually add additional alternative hosts here. Note that alternate hosts

need to be added in the format: pennkey@upenn.edu (NOT pennkey@school.upenn.edu).
5. Click Save, and your Zoom meeting is scheduled. The details are displayed for you:

Penn Term
Home
Announcements
Modules
Syllabus
Assignments &
Files
BlueJeans

Zoom

Discussions
Quizzes &
Grades

Blueleans
|Zoorn
Discussions

Quizzes &
| Zoom

Discussions

Quizzes &
Grades

Class Recordings
People

Search

Instruction Center

Rubrics
Pages &
Outcomes &

Collaborations &
Conferences &

Settings

— ZoomTestLTI3 > Zoom LTI Test Course 3

Zo0om

Course Meetings > Manage "Zoom LTI Test Course 3"

Topic

Meeting 1D

Alternative Hosts

Invite Attendees

Audio

Meeting Options

Poll

Zoom LTI Test Course 3

Aug 10, 2020 5:00 PM Eastern Time (US and Canada)

Add to Google Calendar ai Outlook Calendar (.ics)

e ‘Yahoo Calendar
980 1736 4602

dfenton @wharton.upenn.edu

Join URL: https:/ffwharton.zoom.us
N | B Al N 'E E N

Telephone and Computer Audio

Enable join before host

Mute participants upon entry

Use Personal Meeting 1D I
Only authenticated users can join

Record the meeting automatically

1 Delete this Meeting Z Edit this Meeting Start this Meeting

You can import polls to this meeting through importing CSV files. Download a CSV Templete £ Import CSV

You have not created any poll yet.

The scheduled Zoom meetings will be listed on the Zoom tab for you and your students:
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200m

Your current Time Zone is (GMT-04:00) Eastern Time (US and Canada). £

All My Zoom Meetings/Recordings Schedule a New Meeting

Upcoming Meetings Previous Meetings Personal Meeting Room Cloud Recordings Get Training B

Show my course meetings only

Start Time Topic Meeting ID
Toda
5:00 }I;M Zoom LTI Test Course 3 980 1736 4602 Start Delete

Note: Now that your meeting is scheduled, you may want toadd pre-assigned breakout room assignments to
your meetings. See our article Video Conference Breakout Rooms to learn more about pre-assigning breakout
rooms.

Recordings

Any Zoom meetings scheduled through Canvas (see the above instructions) and set to record will have their
recording automatically posted to Class Recordings in the Canvas section shortly after the meeting ends.
Depending on how long the recording is, there may be a delay as the video recording is processed.

Recurring meetings will all have the same title but are differentiated by the dates included in the recording
description.

e, — ZoomTestLTI3 > Zoom LTI Test Course 3 Search... Q
harton
Powered by
Penn Term Search in folder "Zoom LTI Test Cours... Q Panopto
Help ~
Home
BB Zoom LTI Test Course 3 v <

Announcements &

Modules Sortby: Name Duration Date w
Syllabus Add folder
Assignments & .
= ¢ Marketing 101
Files Zoom Meeting ID: 97415470582 - Host: Scott McNulty - Meeting Start: 08/26/2020
@ 9:48 AM - Recording Start: 08/26/2020 @ 9:48 AM + Duration: 0 minutes -...
BlueJeans
o Processing
Discussions
Quizzes @&
Grades

| Class Recordings

Scheduling a Meeting with a Guest Speaker
For bringing a guest speaker into your classroom using Zoom, there are a few considerations:

We recommend choosing one of the following two options to schedule your Zoom call for a guest speaker

[pdf("date-created")]

469


https://support.wharton.upenn.edu/help/video-conference-breakout-rooms

appearance:

1. Scheduling guest speaker meetings via the Zoom tab in Canvas when students have the option to attend

virtually rather than in person.
2. Scheduling guest speaker meetings viahttps://upenn.zoom.us when the intention is for students to attend

only physically in class. Once scheduled, a private meeting invitation can be shared with each guest speaker.

(The best practice is not to use Personal Meeting Room for either option (1) or (2) noted above.)

e [f students are expected to be in the physical classroom, consider whether you want the guest speaker

meeting to be listed in Canvas for students to join:
o Unlisted for students: please use the general Zoom instructions for setting up a meeting without using

Canvas.

o Listed on Canvas and OK for students to join the Zoom meeting directly. instructions on this page will work.

e |fyou are not comfortable getting your Zoom meeting to appear via the projector, be sure to contact CTS
Classroom Support 3 or more business days in advance to arrange for in-classroom assistance.

Reminder: If you plan to have a guest speaker join your meeting, be sure to confirm the comfort level of your
speaker being recorded, as some guests have requested not to be recorded as a condition of their appearance.

To arrange for classroom recordings showing a projected guest speaker not to be recorded, please

contact CTS Classroom Support 3 or more business days in advance.

Questions?
For additional help and support:
e SeeourZoom FAQ

e Contact youracademic support representative
e Check out the Knowledge Bases for Zoom
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Upload Virtual Meeting Recordings to Canvas

Last Modified on 09/12/2022 12:19 pm EDT

Some instructors may want to upload the recordings of their Zoom meetings separately from the automatic posting
of scheduled class meetings in Canvas. You'll need to first download the recording from the Zoom interface and
then upload that file to Class Recordings using Panopto.

The instructions in the Uploading the Recording to Panopto section can be used to upload any video, not just
recorded Zoom meetings, to the Class Recordings page ("tab") of a Canvas site. In case your course recording
policy is "no access" or "student request access," contact Classroom Support for help with making a specific
recording available to all students.

Accessing the Recording in Zoom

Zoom meetings scheduled via Canvas and recorded are automatically uploaded to the Class Recordings tab
(Panopto) in Canvas. These recordings are not stored on Zoom and are only accessible via the Class
Recordings tab.

You may expect that a Zoom recording would consist of one file, however, a Zoom recording will often have many
files for you to pick from:

e There are several Recording layout files (Shared screen with speaker view is probably the best choice for
uploading to Canvas).

e Audioonly.

e Audio transcript.

The instructions below will show you have to download all the available recordings for a meeting at once, or pick
and choose. Click Read More to see the instructions:

Uploading the Recording to Panopto

Zoom class meetings scheduled via Canvas and recorded are automatically uploaded to the Class Recordings
tab (Panopto) in Canvas.

Now that you've downloaded your recorded meeting, you can upload it to Class Recordings using Panopto by
following these steps:

Questions?

e For more assistance, contact your Academic Support Representative
e Request help with using the Panopto Recorder app or student recording permissions by emailingclass-
tech@wharton.upenn.edu
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Asynchronous Teaching Using Canvas and Panopto

Last Modified on 10/06/2022 11:10 am EDT

Asynchronous teaching leverages pre-recorded lectures published in a place where students enrolled in the course
can easily access them to flip the classroom. Panopto, Wharton's recording tool, allows instructors to seamlessly
capture, edit, and upload video to Canvas.

Before You Start
You will need the following before you can complete this task:

e Admin access to your device (to install the app) or Panopto Recorder App
e Apublished Canvas site
e Classroom Recording tab (in Canvas) visible to students

Before You Record

Recording a lecture is a very different experience from delivering a lecture in the classroom. Even if you've given
the same lecture dozens of times before, it behooves you to do some planning before you hit Record.

Suggestions and Recommendations

e Keep recordings 6-15 minutes in length to keep students engaged and allow for adequate breaks.
e Script ahead of time, or at least create an outline to best organize your thoughts.
e Consider different means of collaboration and participation, such as discussion posts.
e [nitiate a test recording to become comfortable with the application's features. Place the test recording in
your personal folder so students don't have access to it.
e Plan how you will handle any mistakes you make during the recording. You can:
o Acknowledge the mistake and move on, as you would in class
o Edit out the error prior to making it available to students
o Discard the recording and start all over again

Download the Panopto Recorder

1. Verify that the Panopto Recorder isn't already installed on your machine by checking your applications
folder/Start Menu or using your operating system's search function.

Ifitisn't installed on your machine, download the app by clicking onthis link, and then click on the blue Create
button.
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= Penn panopts
@ Panopto
Wrrversimy @f PENKSTLVANIA

Videos created by y«

You can create videc

A Home Learn More
n My Folder

.=’ Subscriptions

Panopto should recognize your Operating System.

W WTLLIY JLAILEW Y PUYYEI IS AL ERE L ITHIE T OIVIG I A

— P Im Powered by
- @ Panopto
UsIvERSITY af PERNSTLVANLL

Panopto for Windows
Record in application

¥

Panopto Capture
Record in browser

© U

Upload media
Create new sessions by uploading video or audio

Webcast

Prepare a webcast and share a link to it

2z

Scheduled recording
Schedule once or create recurring recordings

©

Build a session

ol Combine your slides, video, and audio
—  Playlist
% Create a new video playlist
New Folder
[

Create a new folder to organize your videos

If the system is yours, click on your Operating System and then choose Download Panopto.
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¥ Record a new session

Open Panopto

If you have Panopto installed, you can open it fre
installed the latest version of Panopto below.

Open Panopto

Download Panopto

Record PowerPoint, video, and audio presentati
and cowoarkers.

Download Panopto

For Windows 10 and up 64-bit

Click here for other download options

1. Ifitisn'tinstalled on your machine, download the app usingthis link.
1. Click on the Download Panopto link to the far right
| = @Penn | Bouered i soarch siides, notes, captions and more Q

2. Panopto should recognize your Operating System. If the system is yours, click Download Panopto.
If your operating system is not listed below the Download Panopto button, chooseClick here for other
download options and select your operating system from the options listed.

¥ Download & Record

Panopto for Windows

Record PowerPaoint, video, and audio presentations. |
and cowaorkers.

Download Panopto

For Windows 10/8.1 64-bit

Click here for other download options

If your operating systemis not listed below the Download Panopto button, chooseClick here for other
download options and select your operating system from the options listed.
3. Click the Download Panopto button, and save the install file.
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Opening panoptorecorder.exe X

You have chosen to cpen:

[55] panoptorecorder.exe

which is: exe File (20.5 ME)
from: https://d2y36twrtb17ty.cloudfront.net

Would you like to save this file?

4. Run the executable install file from your browser download folder.

Starting a Recording

1. Loginto the Canvas site where you'd like this video to live.
2. Click Class Recordings on the Courses menu:

Class Recordings x +

© | @ https://canvas.upenn.edu/course

— PP-CRIO1-2020A > Remote Instruction - Spring 2020 Search Q
Wharton
® '2020A (Spring 2020) Search in folder "Pandemic Planning: . Q goeered by
Panopto
Account Home
Remote Instruction - Spring 2020 v 4
Announcements L Bring < i c 2
Modules Sortby: Name Duration Date v Rating
Syllabus B8 Asynchronous Recording... B Group Presentations Add folder
Assignments
£ Wednesday, March 18, 2020 at 2:48:21 PM-TEST
" 5 hours ago
Files
B Test directly to Canvas and for captioning.
Discussions
Quizzes
Grades
Class Recordings
People

3. Click the blue Create button in the upper right corner.
4. Click Record a new session:

Q Create ~ Pov;ljered by
anopto

.‘ Record a new session

on - Spring 202 Record from your Mac or Windows PC Z
Upload media

9 Create new sessions by uploading video or audio

resentations

Schedule once or create recurring recordings

Scheduled recording
. O

sday, Marc
D

ftoCanvasandfo ==  Playlist

» Create a new video playlist

. New Folder
In Pandemic Planning: Remote Instruction -...

The Panopto application will launch. Follow the instructions below for your operating system to record and upload
avideo.
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Mac Instructions

Windows Instructions

Recording Best Practices

e Use areliable headset with a microphone. It will improve the audio capture, which is a critical component of
recording capture.

e Close any applications you don’t want to share with your class.

e Verify your background conditions using your camera:

o Avoid bright background lights
o Check that the image isn't too dark to see you.
o Remove distracting items from the background.

e Open all applications you want captured before you begin the recording to avoid having to pause the
recording to find them.

e Name recordings uniquely and be as consistent with the naming convention as possible. Consider:Course -
Section - Class or Week # - Lesson Title - Video #. The video number should reflect which video it is in the
lesson series.

o Example: MKTG 101 - Section 001 - Virtual Class 1 - Developing Your Marketing Strategy - Video 1

Managing Your Recordings

Recording Availability

After arecording has been uploaded to Canvas, you'll be able to adjust the beginning and end dates of its visibility
to students.

1. Hover over the newly uploaded recording.
2. Click the Settings button.

MKTG XXX - Class # 12 - Marketing Your Brand - Video 1

MKTG XXX 3/11/2020
ey B « Share | # Edit || i Stats | | Delete

3. Onthe Overview tab, scroll to the Availability section at the bottom.
4. Adjust the availability start date by selecting the radio button of the option with the customizable date field
and update the date and time fields accordingly.

Session becomes available

O with its folder (immediately)
- Startl'ng 03/18/2020 9:00am Eastern Time (US & Canada)

5. Adjust the availability end date by selecting the radio button of the option with the customizable date field
and update the date.

Session remains available

O forever
O _with its folder (forever)
| ® yntil 06/01/2020 9:00am Eastern Time (US & Canada)
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Copying a Recording

1. Click Manage > Copy
2. While the copy is processing, go to its Overview and edit the Folder name, choosing or typing the name of the
desired target Canvas course site.
3. Click Save, which moves the newly created copy to that other course's Class Recordings.
1. You may need to first click Class Recordings again in that target Canvas course to see the moved video.
2. For semester-long viewing dates, choose With its folder for start and end.

Questions?

e For assistance with downloading the app, contact youracademic support representative
e Request help with using the Panopto Recorder app by emailing class-tech@wharton.upenn.edu
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Exams for Remote Instruction - Faculty

Last Modified on 05/17/2023 4:09 pm EDT

This is a guide for faculty who plan to administer exams remotely.

Overview

As you plan to administer exams remotely, consider if an exam is necessary, or if alternatives would better allow
you to evaluate what your students have learned. For example, is a project-based assessment or a series of lower-
stakes assessments appropriate?

For most courses, the best option for delivering an exam is via a Canvas quiz, which supports both quantitative and
qualitative exam formats. You can specify the amount of time a student has to take an exam and mix-and-match
questions from among the following types:

e Automatically graded questions: Numeric, multiple choice, multiple answers, true/false, dropdown,
matching, categorization, fill-in-the-blank, hot spot
e Manually graded questions: Short answer/essay, file upload

Since there is currently no option for remote proctoring, develop exams with the assumption that they are open
note. Allowing students to use course materials during an exam eliminates unenforceable restrictive policies.

Respondus LockDown Browser CANNOT be used for at-home exams. It is designed for use only during in-
class proctored settings. We do not currently support Respondus Monitor or the use of video conferencing
tools (e.g. Zoom) for remote proctoring.

Best Practices

e Reinforce academic integrity by beginning with a 0-point question asking students to abide by the
University's honor code.

e Consider what course content is available to studentsgiven their location. Don't assume all students have
access to the same materials unless they are available online.

e Consider what, if any, content should be visible after students complete an exam. Make sure to restrict the
student result view of exam questions, responses, feedback, and correct/incorrect answers until after all
students have completed the exam.

e Set extended time for students needing accommodations.

Maximizing Exam Security

The strongest approach to exam integrity is to design an exam experience that delivers variations of the exam to
each student. You can:

e Shuffle question order so that students see the exam questions in a different order.

e Shuffle answer option order so that answers and distractors appear in a different order, and optionally lock
all of the above-type options.

e Create alarger pool of exam questions and draw from an item bank; questions drawn from an item bank will
be presented in random order.
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e Create multiple versions of questions placed in an item bank.
Other approaches to enhance exam security include:

e Time limits, which minimize the amount of time students have to look up answers or consult with their peers.

e Multiple versions of an exam, when questions are linked or depend on each other and cannot be drawn from
an item bank.

e Open-ended, complex questions, which require manual grading.

e Requiring that students show written work, by taking photos of their work, creating work digitally in Excel
or adocument, then uploading the files to Canvas.

e Show one question at a time and, optionally, lock questions after answering to prevent students from
returning to earlier questions.

Exam Timing

Although reducing the amount of time that students have to take an exam increases exam security, it also increases
the chances that students will encounter technical difficulties that hinder their ability to complete the exam.
Multiple factors should be weighed when considering time constraints on your exam:

¢ If you have an uncomplicated, easy-to-complete exam, you can simply estimate how long a prepared
student would take to complete the exam and give your class that amount of time to complete it.

e If you have students in multiple time zones, we suggest giving a wide window of time in which students can
complete the exam to accommodate everyone. Based on your level of comfort, that window can be anywhere
from 8-24 hours. Note that this window can still be used in conjunction with a timed exam so that students
can take the exam anytime within the window of availability, but still only receive a finite number of minutes
to complete it.

e If you have a very complex exam that involves students using multiple technology platforms, uploading files,
or answering different types of questions, we recommend granting up to 50% more time than you would in an
in-person setting. This provides time for students to resolve technical issues before their time runs out,
without requiring support from others.

e If you'd like students to upload an imagethat shows their work, consider having students submit this to a
separate assignment that accepts file uploads, instead of to the quiz. This avoids problems encountered when
attempting to upload work during the timed exam.

Regardless of what type of exam you’re administering, always remember to set a final due date so that the exam
appears on students’ Canvas calendars, To-Do Lists, and other prominent places in Canvas.

Introducing New Quizzes

Beginning Spring 2020, the Courseware team recommends that most courses use Canvas's New Quizzes (rather
than the legacy Classic Quizzes). New Quizzes has been in use in select courses at Wharton since Spring 2019, and
it will eventually be the only quiz option available in Canvas. New Quizzes offers many benefits for remote exams,
including an easy-to-use quiz building environment.

o New Quizzes offers:
o A more intuitive question-writing environment for you and TAs, as well as a friendlier test-taking
experience for your students
o Simpler procedures for extra-time accommodations
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o Onscreen calculator options (basic or scientific) which you can make available selectively

o Regrading of most automatically graded question types, including numeric questions

o Specialized question types including categorization, ordering, and image "hot spots"

o Association of adjacent questions with a "stimulus" (a problem description, optionally with figures or
graphs)

o Configurable essay questions, including spell check, rich text formatting, word count/limit, and notes
for graders

o Selective shuffling of answer options per question, as well as flexible random question selection from
item banks

e Classic Quizzes currently provides options that are not yet available in New Quizzes, but is more limited in
terms of regrading. This quiz engine is appropriate if you:

o

Rely on a downloadable Excel file of student responses

[e]

Prefer to bulk-download all student submissions to file-upload questions

o

Need to allow students to record audio or video in their responses

o

Link to files as part of the instructions

o

Want to revise quizzes in multiple Canvas sites controlled by a Blueprint Courses template

Questions?

If you need more assistance, please contact courseware@wharton.upenn.edu for support.
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Exams for Remote Instruction - Students

Last Modified on 04/28/2023 3:59 pm EDT

Preparing to Take an Exam on Canvas

Computer/Device. Use a device that meets Canvas's basic computer specifications. Always make sure to use
the most up-to-date versions of your operating system.

Browser. Use one of Canvas's supported web browsers. For best performance, we recommend the most up-
to-date versions of Chrome or Firefox.

Internet. Use a hard-wired ethernet connection or a WiFi network with a very strong signal. If you're taking a
timed Canvas exam and lose your connection, the timer will continue to run.

Laptop vs. Mobile. Use a laptop or desktop computer. Taking exams on small tablets or phones can only
provide a limited experience.

Notifications (and other Distractions).Close or disable notifications, pop-up blockers, and other
applications. These may be a source of distraction and can interfere with the exam.

Taking an Exam on Canvas

Gather Materials. Make sure you have all the materials your professor has specified before starting the exam.
Timed Exams:
o Only begin a timed exam when you're ready to complete the exam. The timer continues to count down
regardless of whether you are actively taking the exam or not.
o Remember to click Submit before the time expires.
Untimed Exams:
o For exams without a time limit, close the browser window when you aren't working on it. This will
prevent you from losing any responses if Canvas automatically logs you out after a period of inactivity.
You can always re-open the exam and pick up where you left off.
o Submit your exam before the due date. If you don't, you could get locked out of the exam and need to
contact your professor for help.
Browser Windows. Open the exam in only one browser window. Using multiple windows might overwrite
your answers.
Check before Submitting. Only click Submit when you have finished the exam. You cannot reopen
submitted exams.

Timﬁsséiﬁ“‘”s < Rt | Question1 1pts
10 [ b
Which of the following are ar flavors of What day s today?
ice cream {Check all that apMy)
[} Chocolate ® Friday
Strawberry ¢ Monday

Mint Chocolate Ch

Sardine

Vanilla

Quiz saved at 2:3%pm m

Your exam will most likely display a "Submit"

Alternatively, your exam may display a single
button at the top and bottom right of the screen.

"Submit Quiz" button at the bottom right of the

Click either one to submit your exam.
screen.
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Taking an Exam that Requires a Scanned PDF

If your exam requires you to scan handwritten responses, you can use your phone or tablet to create a PDF if you
don't have a scanner. You can use an app like Genius Scan, the native Notes app for iOS, or another app of your
choosing. Once you have your app, follow this general process:

1. Write your exam answers clearly using dark lettering. If you are using a blank piece of paper to write
responses, clearly label your answers with the question numbers.

2. Be sure that you have the app set to scan multiple pages and to output to a PDF.

3. Scanyour pages on aflat, well-lit surface. Steady your hands as much as possible to avoid blurred scans.

4. Review your scans to make sure that they're clear, all in one document, and in the order you intended. If not,
re-scan them.

5. Email the PDF to yourself, download the file on your computer, andupload it to the Canvas exam.

In newer versions of Canvas exams, the file upload question will appear as follows:

1 point g

Please upload your exam file (Word or PDF format) below:

1\ Dragn’' Drop here or Browse
S

doc,docx,pdf files only!

To upload your exam file, drag and drop the file from your desktop into

the box or click the Browse link to select a file saved to your computer.

1 point g

Please upload your exam file (Word or PDF format) below:

jin)
[Sample Assignment Submission.docx
12Kb
T Dragn' Drop here or Browse
N—
doc,docx,pdf files only!
- ]

A successfully uploaded file will display a file icon and the name/size

of the file beneath it. Be sure to click "Submit" when you are finished

uploading your work and finished taking the exam.

In older versions of Canvas exams, the file upload question will look slightly different:
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Question 2 1pts

Please upload your completed exam file as a Word or PDF file.

Upload Choose a File

In older versions of exams, click "Choose a File," then select the file

from your computer.

[ | Question2 1pts

Please upload yvour completed exam file as 2 Word or PDF file.

Uploadll sample Assignment Submission.docx X

Your file has been successfully uploaded.

Quiz saved at 5:246pm Submit Quiz

After uploading your file, you will see the name of the file and a message

that says "Your file has been successfully uploaded." Be sure to click "Submit

Quiz" when you are finished uploading your file and taking the exam.

Leave Extra Time. We suggest that you give yourself 15 minutes to complete this process.

Losing Connection during an Exam

If your computer loses its connection to the Canvas server during the exam or if your browser remains on a loading
screen with seemingly no progress, please remain in the browser window/tab until the server reconnects. In an
attempt to reconnect manually, also try toggling your WiFi on and off or even rebooting the router.

If you are able to reestablish connection, you can try refreshing the browser again to ensure the exam updates are
being logged. If you do not maintain a stable connection in a timely manner, prior to contacting
support@wharton.upenn.edu as mentioned in the Getting Help section below, we strongly advise taking
screenshots of your work and/or jotting your answers down on pencil and paper. If any error messages appear
within the Canvas quiz screen, we advise taking screenshots of these, as well, to share with your instructor and

Wharton Computing support teams.

Getting Help

If you encounter any technical issues while taking an exam, contact Wharton Computing Student Support.
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e Phone: (215) 898-8600
e Email: support@wharton.upenn.edu
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Online Presentations - Faculty

Last Modified on 06/27/2022 10:14 pm EDT

Information for faculty on online presentation and sharing options for students.

Presentation Options
There are several ways to manage student presentations via Zoom. First you'll need to decide whether:

e Presentations should be delivered live (during the class' synchronous sessions) OR
e Presentations should be recorded outside of the class (asynchronous session) and submitted only to you or
made available to the entire class for discussion.

Feel free to share these student focused instructions for giving an online presentation with your students.

Material-Sharing Options

You should also decide how you want students to post their presentation recordings or slide decks (either feature
can be used for grading and/or peer review):

e Assignment: Create an Assignment (individual or group assignment) if it should be accessible only to the
teaching team AND/OR
e Discussion: Create a Discussion if the materials should be accessible to all students.

Synchronous (live) Presentations Sharing

To share presentations during a live class over Zoom, individuals or groups should share their screens.
You may need to set host mode or change the meeting settings. This will mean that your screen is no longer

being shared.
Make sure to keep recording the session for post-class review of presentations.
Students should also post their slide decks on the appropriate Assignments/Discussions page.

Asynchronous Presentations Sharing

e Students should use Zoom to create a personal or group meeting and record their presentation. Then they
should download the recording and upload to Canvas, as one of the following options:
o An assignment, where only the teaching team may retrieve it.
s |deally, students should submit a link to the recording.
s Students may also submit a link to the video shared in Penn+Box--the link should lead directly to
the video and not to a folder.
s Please remind students to adjust the recording's settings so that you may view it.
s Students may alsorecord the video inside the assignment, or they mayupload a video.
s We strongly recommend recording and then uploading, as it is more reliable.
o Adiscussion, which the entire class may view.
s Students may submit a link to the recording.
s Students may also submit a link to the video shared in Penn+Box--the link should lead directly to
the video and not to a folder.
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s Please remind students to adjust the recording's settings so that you may view it.
s Students may alsorecord the video inside the discussion, or they mayupload a video.

Group Presentations

To ensure online student collaboration runs smoothly, we recommend:

e Setting up student groups in advance.

e Making sure assignment for grading is configured as a group assignment.

e Setting up a Discussions page for groups to share presentation materials with other students.

e Reminding students of Canvas tools available e.g. group collaboration spaces, personalized video
conferences, etc.

Questions?

For more assistance, please contact courseware@wharton.upenn.edu for support.
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Online Presentations - Students

Last Modified on 04/17/2023 1:26 pm EDT

Sharing a presentation while attending class remotely has several steps you'll need to consider. Your professor will
decide whether the presentation should be presented during a live class session (synchronous) or pre-recorded
(asynchronous). Either option can be accomplished using a video conference.

Synchronous (live) Presentations

To share presentations during a live class over Zoom, individuals or groups should share one person's screen, and
should unmute audio and video. You should also post your slide decks either in the Assignments or the
Discussions sections in Canvas, depending on what your professor tells you to do.

Tips:
e Practice your presentation in Zoom before delivering your presentation in class.

e For group presentations, one group member should share their screen during the presentation. Other group
members should give verbal cues to advance the slide.

Asynchronous Presentations

You will use Zoom to create a video conference with your group and record the presentation. Make sure to
PRACTICE in Zoom before recording the session for submission.

Once the recording is complete, it will be accessible for the meeting organizer to either download or retrieve the
link to upload to Canvas. There are two ways to do this:

e Submit as an Assighment
e Submit in Discussions

The Assignment/Discussion distinction is based on faculty preference. Please clarify with your professor
where you should upload your presentation.

Submit as an Assignment

There are four ways to submit your recording to the Assignments section of Canvas.

1. (Recommended Method) Submit the link to the recording following the instructions below.

2. Submit a link to the video shared in Penn+Box (the video, not the folder) by following the directions below.
3. Record/upload media (Online submission > Media Recording).

4. Upload avideo as afile.

Submit in Discussions

There are three ways to upload your recording to the Discussions section of Canvas:
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1. (Recommended Method) Record/upload media (paste link via Media Recording tool).
2. Submit the link to the recording following the instructions below.

3. Submit a link to the video shared in Penn+Box (the video, not the folder) by following the directions below.

Group Projects

Your group should review Canvas tools such as agroup collaboration space to work and share files. You should
also consider personalized video conferences at https://upenn.zoom.us to optimize remote collaboration.

Questions?

For more assistance, please contact Wharton Computing Student Supportfor support.
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All about New Quizzes

Last Modified on 09/18/2023 5:40 pm EDT

As of August 30, 2024, the place for entering due and availability dates while editing assignments or quizzes
has returned to its original location in Canvas.

It's also possible to set due or availability dateswithout editing the quiz. Use the Assign To button which
currently appears to the left of the Edit button on any assignment or quiz page:

@ Published &, Assign To %y, Edit

A similar Assign To choice appears in the options (three dots) drop-down menu for each quiz listed on the
Quizzes tab.

Canvas's New Quizzes offers benefits, such as printing and one-time accommodation entry per course, which
improve upon the original feature set for Classic Quizzes.

Before You Start

You will need a Canvas site.

Creating a Quiz

To create a new quiz...

Question Types

Your quiz can include a mix of automatically and manually graded questions.

ltem Banks

Use Item Banks to pull all questions or a specific number of questions randomly from a pool. This is a good way to
add variety to the exam and/or keep similar questions together.

Exams with File Downloads

Use Classic Quizzes if you need to share a link to an exam file that students can access only during the exam. If you
need to use New Quizzes instead, you can create a link to the exam file by using the following instructions.

Publish the Quiz

Before you publish the quiz, be sure to:
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e Add availability dates so students cannot access the quiz until the start time.

e Review the quiz settings to ensure that Restrict Student Result View is enabled and that other exam
settings are correct.

e Preview the quiz to view it as students will.

e Permit additional time by choosing Moderate to the right of the student's name. Under Time
adjustments, select Give additional time, enter the extended time, and close the tab.

Viewing and Grading Online Quizzes

e Use Moderate to view student submissions, add more time or attempts for individual students, and to reopen
acompleted quiz.

e Add ascore for any manually graded questions in SpeedGrader. (Final quiz scores cannot be directly edited in
the Gradebook.)

Regrading Questions

You can regrade any automatically graded question, but this should be done only after all students have finished
taking the quiz. When you regrade a question for one student, the change will be applied to all students who
received that question.

Releasing Scores

When you are ready for students to see their submissions and the correct answers, you should:

Enabling Additional Attempts for Students

Occasionally you may want to give a student another attempt at a quiz. Here's how:

Questions?

Email: courseware@wharton.upenn.edu
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Creating peer evaluations using FeedbackFruits

Last Modified on 04/16/2024 4:32 pm EDT

This article describes one way the FeedbackFruits learning toolkit can be used to establish a Canvas-based
assignment in which students evaluate the performance of peers and optionally themselves.

Before You Start

We recommend that faculty new to FeedbackFruits request a consultation with Courseware before using this
tool for the first time.

In FeedbackFruits, a peer evaluation assignment is called a Group Member Evaluation. These can be:

e Evaluations of every student in the section - or, more commonly, evaluations within groups in that course
(such as each project team).

e Submitted anonymously by students, if desired.
e Configured to ethically detect outlier situations.

Everyone (12) 12 on avg. 0.8 on avg.
9 Carl Sagan Underooniient \,‘ Underconfident explained
@ Richard Feynmann
Q Hedy Lamarr
? Marie Curie High performer
@ Valentina Tareskova Low performer 11 2

o )
o Katharina Johnson 12 2

Here's how to set up a Group Member Evaluation in your Canvas course site.

These evaluations take time to configure, so please feel free to ask Courseware for assistance in creating yours.

Questions?

Email: courseware@wharton.upenn.edu
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Study.Net Materials: Faculty Requests

Last Modified on 03/13/2024 4:02 pm EDT

Study.Net Materials in Canvas is where we distribute “course packs” of externally-copyrighted licensed content
from key suppliers, such as Harvard Business Publishing, requested by faculty. When specific readings are also
available through Penn Libraries e-reserves, we can arrange for a related learning tool, Course Materials @ Penn
Libraries, which is part of Lippincott Library's services for Wharton courses.

Before You Start

Wharton instructors may now make requests for Study.Net copyrighted readings through Wharton's
Courseware Request Form. This new form is one of several teaching-needs forms and surveys now made
available to faculty at Wharton Instruction Center (under the "Tech Surveys" menu choice).

When preparing to submit either a Courseware Request Form or an emailed service request to
courseware@wharton.upenn.edu, you'll want to gather the following information:

1. The course and section number(s) for any Wharton course.
2. The PennKey username for any other instructors or TAs who need access.
3. Afinalized or near-final syllabus or reading list.

To request a site for a non-Wharton course, seeCanvas at Penn.

Requesting a Study.Net Course Pack

Study.Net provides course readings distribution and copyright clearance services to Wharton and other Penn
schools. This article explains how faculty can request a Study.Net course pack delivered as a learning tool in Canvas,
along with information on costs and distribution.

All Study.Net course pack requests are handled by Wharton Computing’sIDEA Courseware Team. Submit requests
through the Courseware Request Form (or, if preferred, by emailing courseware@wharton.upenn.edu - please
don't email individual staff members).

As part of your Study.Net request, we ask for the following information:

¢ Afinalized syllabus and/or reading list (including citations).

e The name and University email address of any TAs or teaching colleagues who will need subsidized access to
the readings, if known. (These can be requested later, as well.)

e Optionally, alist of any third-party simulations (other than Learning Lab simulations) or game-related content,
such as negotiation exercises.

e Any other related instructions or information.

Study.Net requests typically take between 5 and 10 business days after a request has been received, not including
proof approval time (explained below). During the setup process, our team's content experts will place the
requested readings into a Study.net “course pack” and run them through the copyright-clearance process, as
required by the University's digital licensing and distribution agreements with the publishers.

Notes:
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e Because our working methods incorporate the University'sweb accessibility guidelines, we cannot work
with "images-only" scanned PDFs.

e Certain journal articles and book chapters are best sourced free-of-charge throughLippincott Library's
electronic reserves, rather than through Study.Net. When that's a possibility, we'll inform you as well as
work with the Lippincott team. (Readings sourced through Lippincott will be delivered in a separate
learning tool, Course Materials @ Penn Libraries.)

e For further information on copyright and cost, see this FAQ on Wharton Computing's web site.

e |f any of your requested readings are unavailable within our supplier libraries, we will ask you to provide
a PDF copy. Not all PDFs will have a legal source that is current, even if they did in the past; rights
change all the time.

e Please note, we cannot order textbooks or cover textbook costs for students. Instructors, departments,
and programs may arrange for textbooks through Penn Business Services.

A Courseware Team content expert will send a PDF proof of the course pack to you once it has been assembled.
This proof is for your use only, for the purpose of reviewing the materials and confirming that everything has been
included in the proper order. After reviewing, please email courseware@wharton.upenn.edu to:

e Approve the PDF proof for online distribution;
e Ortorequest a change.

While we await proof approval, your course pack request is considered "on hold", which may add to the
aforementioned 5-10 day normal fulfillment time.

Distribution through Study.Net Materials (learning tool in
Canvas)

Once all the readings have been cleared by the publishers and the proof has been approved in writing, a member of
the Courseware Team will add the Study.Net Materials tool to the corresponding course's Canvas site, normally
within three business days after the proof has been approved.

We also configure a subsidy data feed (for the course), updating Study.Net's purchase records, prior to activating
the learning tool. Here's aniillustration of how the learning tool will appear as a course navigation tab in Canvas,
usually directly under the Files tab:

&
study
202330 (Fall 2023)

MATERIALS B Purchase Printed TEXTPAK ™
Home
Announcements
Syllabus 0. Buying Your Way into Entrepreneurship details PDE (91 KB)
Modules . ) - ) .
0O 2 Which MBAs Make More: Consultants or Small-Business Owners? details PDF (57 KB)
Class Recordings
- O s When to Walk Away from a Deal details PDF (294 KB)
iles
Study.Net Materials O a Technical Mote on LBO Valuation and Modeling details PDF (121 KB)
Assi t
ssignments 5. What is the Difference Between a Compilation, a Review and an details PDF (334 KB)

Audit. A Comparative Overview

Nisrnssinns

Important notes on configuration and distribution:

¢ The learning tool integration (LTI) must be performed by the Courseware Team.
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e |Instructors, teaching assistants, or department administrators no longer need to build a "course" on the
supplier's website, handle any part of the Canvas integration process, or import a past "external tool"
placement. All of that is Wharton Computing's responsibility to configure.

e The University no longer uses the vendor's website www.study.net for materials distribution, as was true
from 2008-2013. Please remove any such links from syllabi.

e Distribution via Study.Net's mobile apps was deemphasized in 2017. Instead, the Study.Net Materials
learning tool works within Canvas mobile apps, as well as via web.

Subsidized Student and TA Access

As of Fall 2023, costs for non-textbook readings from Harvard Business Publishing, Study.Net, and selected
simulation suppliers are covered for everyone taking or teaching a Wharton course, as follows:

Wharton and Non-Wharton Students

Reading materials obtained through Study.Net are subsidized - meaning prepaid by allocation - for students in
Wharton undergraduate, MBA, EMBA, and doctoral degree programs, as well as all non-Wharton students taking a
Wharton course. Similarly, materials are purchased on behalf of Wharton Executive Education participants for
seminars which use Study.Net.

e Depending on the student's degree program, it's possible for Canvas access to begin before the Study.Net
subsidy data is transmitted for a new enrollment (either in a course selection "add" or a switch of section of
the same course).

e Feelfree to refer Wharton students to the Courseware Team who report any subsidy access difficulties, such
as seeing a "Purchase Course" prompt in Study.Net Materials for more than a business day after enrolling.
(Other than very recent course enrollment adds/switches, a common reason for a student encountering the
"Purchase Course" paywall is when they use a different default email in Canvas than what they set in the Penn
Directory as their primary University email address.)

Teaching Assistants / Faculty Colleagues

If your teaching assistants or faculty colleagues were not listed in your original Study.Net course pack setup
request, please send the Courseware Team the name and email address of each teaching team member. Based on
faculty authorization, we can provide access for TAs and other teaching team members, allowing them to bypass
the "Purchase Course" paywall.

You may order hard copies of Study.Net readings by using theClick here to purchase a printed Hard Copy link
shown toward the bottom of the Study.Net Materials tab/listing within your Canvas site. Payment for printed
copies is through PayPal; the hard-copy order is assembled by Campus Copy Center with shipping to the address
specified in your order.

Please contact campuscopyphilly@gmail.com with questions regarding hard copies. After Wharton Printing's 2018
closure, Wharton Computing staff (including the Courseware Team) no longer have any direct involvement with
print orders placed by teaching teams or departments; we have no visibility into Campus Copy orders.

Questions?

For more help, please email courseware@wharton.upenn.edu.
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Instruction Center

Last Modified on 08/20/2024 6:43 pm EDT

Instruction Center is Wharton's application for faculty management of courses and their overall classroom
experience. Itincludes arange of tools to assist with instruction, which are described in greater detail below.

Before You Start
You will need the following before you can use Instruction Center:

e AValid PennKey
e Access to Instruction Center
o Faculty teaching courses within Wharton: automatically available for each of your sections per
term.
o TAs and staff supporting faculty: access granted on an as-needed basis. Contact
instructioncenter@wharton.upenn.edu

Instruction Center contains the following tools, accessible from the left navigation bar:

e Home Screen: Summary view displays current courses, sections, and the number of enrolled students for the
current term.

e Course Resources: Provides basic information and links for any courses that you are managing.

e Classlists: Displays an active roster of your section's current students, including student details.

e Seating: Manage seat assignments, class participation, and more.

e Participation: Manage participation and related notes for students for each section.

e Grading: Submit and change course final grades. (Separate from Canvas' assignment grading functions.)

e Reports: Access various reports. (Courses, enrollment, grading, etc.)

e Tech Surveys: Provide Wharton Computing with information on your needs for each teaching semester.

There are two ways to access the Instruction Center:

e Use the direct web address: apps.wharton.upenn.edu/instruction
e Linked in Canvas, use the sidebar on any of your Canvas sites:

— ACCT 6130-49¢

202320 (Summer 2023)
Home
Announcements
Syllabus

Modules

Cgss Rggordiggs -

NameCoach

Attendance & Video
Requests

Zoom

Search

Instruction Center

Although you can access Instruction Center through Canvas, it is a separate service.
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Home Screen

Instruction Center is intuitive, responsive, and works on desktops/laptops, smartphones, or tablets. (Some features
and functionality may not be fully available in the mobile-only experience.)

For an overview of the home screen,

Course Resources
The Course Resources tool contains important information and links for any courses you are managing.

For details on Course Resources,

Classlists

The Classlists tool displays an active roster of your section's current students and includes a variety of details.

Seating

The Seating Chart allows you to place students in designated seats for a specific classroom layout. This helps you
assign seats, track class participation, and more. Generally, an empty seating chart is automatically created for
each course in advance.

Participation

The Participation section of Instruction Center allows faculty to assign participation points and related notes for
each student within their sections.

Grading

The Grading tool allows faculty to manually submit final overall grades in a course, either individually for each
student or via bulk upload, and to submit grade changes.

This grading tool in Instruction Center is completely separate from the grading functions within Canvas --
final grades must be uploaded via Instruction Center. For more information on the grading options in Canvas,
see our Canvas grading capabilities article.

Additional questions about grading? Contact: onlinegrading@wharton.upenn.edu

Reports
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The Reports screen contains links to relevant reports for you and your respective section(s).

Tech Surveys

The Tech Surveys section is used by Wharton Computing to gather information on faculty needs for each teaching
semester. It also displays links to other relevant surveys involving faculty access to teaching resources.

Questions?

For additional questions about Instruction Center, please contact: instructioncenter@wharton.upenn.edu
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Wharton Attendance, Absence, and Video
Requests (For Instructors)

Last Modified on 09/02/2024 12:35 pm EDT

This app is discontinued beginning Fall 2024.
Please see:

o Getting Started with aPlus+ in Canvas (Instructors)
e Using aPlus+ in the Classroom (Instructors)
e Class Recording Permissions (For Faculty)

For instructors these tools were be used to track and report on attendance, manage absence requests, and manage
video requests. Each feature can be enabled or disabled for your classes on a per-section basis.

The Wharton Attendance and Video Requests app is no longer available for instructors through Instruction Center.
For more information, please contact Academic Computing Support.

Course Check-In

Course Check-In allows students to check in to class, so you don't have to take attendance manually. They can
check in using either the Canvas Student app (IOS/Android) or the Canvas website.

Key things to keep in mind about Check-In are:

e Check-In opens ten minutes before class and closes at the end of the class.
e Students who fail to check in to a particular class meeting will be marked absent and prompted to submit an
absence request for that class meeting. (See Absence Requests for more information on absences.)

For step by step instructions,

Absence Requests

Students are able to submit an absence request when they cannot attend class or if they fail to check in. If enabled,
students can submit their absence requests through the Attendance & Video Requests app linked in their Canvas
site, and the instructor can manage the absence requests through Instruction Center. Students will receive an
email at the end of the day with a report of any updates to their absence requests.

Key things to keep in mind about Absence Requests are:

e Students only have two weeks past the class meeting date to submit absence requests.

e Students can submit absence requests in advance if they know they are going to miss a class (or a number of
classes).

e When submitting an absence request students must provide a reason. Absence Requests for the reasons
(Personal Health, Personal/Family Emergency, Religious Observance, and | Forgot to Check-In) are
automatically excused. The other options (Personal, Recruiting, Technology, and Other) are by default
unexcused and up to the instructor to excuse if appropriate.
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e Instructors and/or TA's will get a daily notification summarizing any absence requests that were submitted.

For details on this feature,

Video Requests

This feature allows students to use Canvas to submit video access requests for classes they have or will miss. The
instructor can approve or deny that access using Instruction Center.

Key things to keep in mind about Video Requests are:

e Students are only able to submit requests for the past 2 weeks of class meetings.

e Students are able to submit requests for future class dates if they know they are going to miss a class or a
period of classes.

e Video Requests are not approved automatically. Instructors will need to approve them.

e Instructors and/or TA's will get a summary email at the end of each day with a listing of all video requests that
have been submitted and their current status.

e [favideorequestis approved for a particular class meeting, the student will be notified of your approval of
their request. Note that in most cases the recording does not become available for the student to view
instantly upon approval; instead, that will happen on the following timeframe:

o up to 48 hours after the end of that specific class;
o AND up to 6 hours after your approval.

For details on this feature,

Reporting
Reports are available in Instruction Center for reporting on attendance data.

For details on this feature,

Student View in Canvas
Students can manage their attendance and video requests from within Canvas course sites.
There are two resources for students that you may want to share with them as appropriate:

e Knowledge Base Article: Wharton Attendance, Absence, and Video Requests (For Students)
e Presentation Slides: Student_Attendance_instructions.pptx []

Questions?

Faculty

If your question is about:

e The Wharton Attendance & Video Requests tool itself: Email Academic Computing Support
e Providing access to specific class recordings. Email Wharton Computing Classroom Support Team
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Students

Contact Wharton Student Computing for questions or support.
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Using web browsers with Learning Tools

Last Modified on 01/31/2024 2:15 pm EST

This article describes how to make Safari and Chrome work with Canvas learning tools.

Privacy and Learning Tools

Learning tools approved at Wharton or Penn for use inside a Canvas site have been reviewed for compliance with
the University's privacy guidelines. Each of these tools will never contain advertising and will only track your usage
while working with that specific tool.

However, content and privacy settings in Chrome and Apple Safari browsers include features which have begun to
regularly treat learning tools as "third-party" content. You may need to either change these settings in order to use
Chrome or Safari to access these tools, or use one of the other supported web browsers for Canvas.

Changing Settings for macOS - Safari

e Onalaptop or other computer running macOS:

o Go to Safari > Settings > Privacy.

o Make certain Block all cookiesis NOT turned on.

o If you had previously chosen Prevent cross-site tracking, Safari should prompt you to allow tracking of
tools linked from Canvas. But if such prompts don't appear, or a learning tool shows a login screen,
turn OFF Prevent cross-site tracking.

s No separate login to the ForClass learning tool is required, provided the settings change is made
as recommended above.
e Related information from Apple Support (including illustrated steps for making changes described above):

o Manage cookies and website data

o Prevent websites from tracking you

Changing Settings for Mobile Devices - Safari

e OnaniPhone, iPad or other mobile device running iOS:
o Goto Settings > Safari.
o Scroll down to Privacy & Security and make certainBlock all cookies is NOT turned on.
o If you had previously chosen Prevent cross-site tracking, Safari should prompt you to allow tracking of
tools linked from Canvas. But if such prompts don't appear, or ForClass shows a login screen,
turn OFF Prevent cross-site tracking. (For Wharton users, no separate login to ForClass is required.)
e Related information from Apple Support:
o Safari settings on your mobile device

Changing Settings for Google Chrome

e |f youdon't allow sites to save cookies, sites may not work as expected.
e Goto Chrome > At the top right, click the three dots > Settings > Privacy and Security > Third-party
cookies
o Allow third-party cookies
o Block all third-party cookies: If on, features on some sites may not work.
o Send “Do not track” request with your browsing traffic: If toggled on, sites will not track you.
e Related information from Google Support:
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o Allow third-party cookies temporarily for a specific site
o Manage your tracking protections
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Ed Discussion for Faculty

Last Modified on 06/10/2024 12:11 pm EDT

As of May 2022, Ed Discussion is available to all Penn faculty, staff, and students. A Canvas integration is
available for all courses taught through Penn Canvas; in 2023, achat feature has been introduced and can be
added to a course already using Ed Discussion.

Ed Discussion is an asynchronous discussion tool that provides a platform for students and members of the
teaching team to interact through threaded conversation. Students can answer one another’s questions, work on
and run code together, embed videos, annotate images, and share documents. They can also like one another’s
posts, post anonymously, and receive instructor feedback all in one place.

In this article, you will learn more about the instructor experience in Ed Discussion. For information on utilizing Ed
Discussion in your course as a student, view the guide linked here.

Before You Start

You will need the following before you can complete this task:

® You will need access to Canvas.
e [fyou are using Ed Discussion in a course that does not use Canvas, you may log in with your Penn email
address at edstem.org/us/login.

Navigating Ed

From the faculty perspective, Ed Discussion has a clear set of color-coded categories, a searchable discussion area,
and a big blue button for posting new threads. It is recommended to include a pinned thread containing
instructions for how the tool will be utilized in class, as students will likely have questions about discussion
etiquette and overall setup. The categories you see on the lefthand side are customizable and will differ from
course to course, so you can add, edit, and delete categories to best fit your teaching needs:
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Welcome to CIS550 #14

Edward Tao sre 1 * @
3 months ago in Announcements UNPIN STAR WATCHING  VIEWS
Hello everyane and welcome ta CIS550!

We are excited that you are here! To help you better navigate this course, we would like to share
a few tips with you -

How to get started -

If you haven't gone through the “Course Introduction” and "Recourses" sections on Coursera,
please do it as soon as possible. We have covered a lot of details there to help you succeed in
this course. Please note all the assignment deadlines on Coursera are using U.S Eastern time.

How to get help -We understand this learning journey could be challenging. You are not alone,
there are multiple ways to get help from our TA team. While interacting with your peers, TAs, and
professar, please be polite and respectful.

Ed Discussion - We will be using Ed Discussion for course announcements, FAQs, er sharing your
thoughts and expertise to help your peers. You need to check out Ed Discussion throughout the
week. If you have any questions, feel free to post them on Ed Discussion and our TA team will
respond to your questions within 24 hours. More instructions about Ed Discussion,

TA Office Hours- You can get 1:1 help from our TA Office hours within 15 minutes limit. Please
check out the TA OH schedule on the 550 Google Calendar, Note these OH schedules are subject
to change with short notice. More instructions on how to join OHQ.

Instructor OH/Weekly Recitations - Instructor Office hours and Weekly Recitations will be
hosted twice a week. Recording of the weekly recitation will be posted on the Coursera
Instructor Office hours are open (not private) but will be recorded.

Recitations are on Wednesdays from 10 AM to 11 AM eastern.
Instructor Open Office Hours on Thursdays from 9 AM to 10 AM eastern
Instructor Open Office Hours on Thursdays from 4 PM to 5 PM eastern
Recitation on Saturdays from 2 PM to 3 PM eastern

Homeworks - HWS Yiting G 11h
You can see the schedule here - CIS550 Google Calendar

Edward Tao, Penn Engineering, via https://online.seas.upenn.edu/student-knowledge-base/ed-discussion/

Creating a New Thread

When creating a new thread as an instructor, you will see the option to pose a question, post, or announcement.
Students will have the ability to draft only a question or post, so they will not see the Announcement option. Note
that the grayed-out items indicate they are deselected, while the colored item (shown below in blue) indicates a
selection. In this example, the instructor has selected to pose a post:

New Post

(® Question ] Post £ Announcement
Title
Category Week 1 Posts Announcements Questions
A Select a category.
Pinned Private Anonymous Anonymous Megathread
Keep at top of Visible to you Hide your Comments Resolvable
thread list and staff only name from Allow comments
students anonymous
comments

Anything you post will need to include a title, category, and sub-category, if applicable.

In order to start drafting the thread, you will need to first select a category. Once the selection is made, you will see
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the tool's rich content editor. The question, post, or announcement can be pinned at the top of the discussion
thread list, private to just you and your teaching team members, anonymous, or set as a megathread, meaning you
can collate all questions on a specific topic into a single thread. As the instructor, you also can enable anonymous

comments.

Specific to Announcements, you can check the box to send out email notifications as shown below. Note that as the
instructor, you also can schedule a post if you would like to send it out at a specific time:

New Announcement Schedule  Post
(@ Question &) Post £ Announcement
Title Welcome to Class!
Category Week 1 Posts Announcements Questions
% Paragraph v B I Uo o == 40 3 ©

Hello! Here are some tips for the first day...

Pinned Anonymous Megathread Email

Keep at top of Comments Resolvable Send email
thread list Allow anonymous comments notifications
comments

B Draftsaved

In the example below, an anonymous user posted a question about the homework under the Problem Sets
category. In response, Ishtar answered the question by posting a guide which Cady found to be "very helpful." Also
visible in the screenshot, students have the ability to "heart" questions, answers, posts, and comments they love,
and they can also "star" and "watch" questions or posts, making it easier to filter the content in the discussion area.
You as the instructor can pin posts to the top (as depicted by the purple pinicon), mark an answer as "accepted" by
clicking the grayed out check mark boxed below, and "endorse" an item to distinguish high-quality content:

[pdf("date-created")]

507


https://edstem.org/us/help/tips-and-tricks#megathreads-and-anonymous-comments

Q_ Search

Filter v

(=] Visual Analysis Assignment Sample ks
General Taylor Kahny stass  1mth 8(@new)
© 2 Welcome! -
General Taylor Kahny sasr  1mth

10 Jul 2022

(@) Question about homework

Problem Sets Anonymous 1mth 2

Rich Content Editor

When you draft a new thread or comment on someone else's content, you will edit the post through the rich
content editor. The editor provides tools for formatting text, inserting media, LaTex, and other programming
language snippets. In addition, you can directly create formatted text and mathematical equations by typingin

Markdown and LaTex syntax:

Format Hyperlink  Create UPIoad an
text text alist image

paragraph v B [ U <> &

Ed Discussion allows users to:

Upload images

Embed videos

Write math equations
Upload documents
Embed runnable codes
Annotate images

Question about homework #3

Anonymous » * °
Last mo. in Problem Sets PIN STAR  WATCH

I need help with #3...

Comment Edit Delete Endorse +*

1 Answer

Ishtar Test286
2 days ago

| found the following guide helpful for answering Question 3:

1 howtocreateaworldclassrecog.pdf

|:| Comment dic Delete Endorse -

> Add comment

Cady Test280 2d
Very helpful!
© Reply Edit Delete =

Your Answer

§  Paragraph v BI Uooo == FHAMEE0E - e

Embed a Upload Writean  Write Insert Annotate

video documents equation code web snippets images

= WM E M e

o= [ o (522 e (22

Line Numbers B Runnable  Python % L3

print ("Hello, world!")

Hello, world!

Private
Visible to you and staff only

Submit your post

Ed - Quick Start Guide (Version One), via https://edstem.org/quickstart/ed-discussion.pdf
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As aninstructor, you also have the option to create a poll. To create a poll, click on the lightning bolt from your
content editor, and then establish suitable question and answer types. There are currently two question types:
multiple-choice and multiple-answer:

%  Paragraph v B I Uo®» == A0 @EZE g @
@Spoiler

Question

Ask a question

Poll options
Option 1 X
Option 2 X

+ Add Option

You can add 10 more options
Multiple answers

Close automatically

«

» Advanced Options

Poll results are displayed in realtime and do not require the page to be refreshed to get the most current data.

Categories

When toggling among categories within Ed Discussion, the chosen category's threads will appear underneath the
search bar within the discussion area as shown below:

ed Taylor's - Ed Discussion
2 s

Filter v

COURSES 27 Mar 2022

AY22WH3 o Wordle

TK-SBO2 Questions Taylor Kahny st Smth

Taylor's 8 20 Feb 2022

Visual Analysis I have a question v8

WhartonLIVE Questions Ranzi Hall 6mth 1
© What was the homework? v

CATEGORIES

Questions Taylor Kahny stafe  6mth 1

® Week 1
23 Jan 2022
@ Posts

® Question Category
' Announcements
Questions Taylor Kahny start  7mth

@ Questions X
16 Jan 2022

® What are you hoping to get out of today's clas... B

Questions Taylor Kahny st 7mth 1

Each thread in the category is organized by date with the category, author, and related icons indicated on each
separate post. As the instructor, you may have as many or as little categories as you choose.

Important Key for Understanding Thread Icons

e Threads with a blue dot , are unread. These are threads that you have not seen.

e Threadswithagreentick , arequestions that have been resolved. This means that the question has
already been answered.

e Threads with a purple pin » have been pinned and will be kept at the top of the discussion list to increase
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visibility and encourage ongoing discussions. Pinned threads are generally reserved for announcements or
important information. Only instructors can choose which threads to pin.

e Threads with a blue ribbon o have been endorsed by course instructors. This is usually done by instructors
to distinguish high-quality content.

e Threads with a heart signify agreement. o, Hearts are private and do not reveal identities.

e Threads with a star are bookmarked to refer back to later. Stars are private to the individual.

e Threads with an eye icon selected wome  are those in which you are subscribed to receive thread activity
email notifications.

e Threadswiththe "S"icon [ indicate a student has answered a question thread.

e Threads with the "I"icon [} indicate an instructor has answered a question thread.

Filtering

In terms of organizing your view as an instructor, Ed Discussion allows for manyfiltering options. You can filter by
unread items; the latest replies; threads that are unanswered (for questions only), unresolved (for questions only),
or endorsed; items you have set to watch or have starred; your private content; any public content; posts from the
teaching team; and threads only created by you:

Q_ Search
Visual Analysis Assignment Sample v All
General Taylor Kahny sTaFe  1mth Unread
New Replies
® Welcome! Unanswered
General Taylor Kahny sTafe  1mth Unresolved
Endorsed
10 Jul 2022 Watching
. Starred
Question about homework .
Private
Problem Sets Anonymous 1mth Public
Staff
Mine

Searching

In order to quickly find posts within the discussion area, you can use the search bar to extract key words from
threads. In the example below, the word "question" appears in five different posts within this particular course's Ed
Discussion site:
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Q_ question Clear X

FILTER
5 results Most relevant 4
All
e | have a question #32 Unread
| have a question New Replies
Questions Ranzi Hall 6 mo. ago Unanswered
Unresolved
° Wordle #38 Endorsed
The wordle today is... Watching
Questions Taylor Kahny s 5 mo. ago Starred
Private
° Question Category #29 Public
Question Staff
uestions Taylor Kah 7
Q aylor Kahny smee. 7 mo. ago Mine
CATEGORY
o What was the homework? #31
What was the homework? B Wweek1
Questions Taylor Kahny s 6 mo. ago W Posts
[ Announcements
o What are you hoping to get out of today's class session? #26 B Questions

Please respond with a topic from the syllabus.
DATE
Questions Taylor Kahny s 7 mo. ago

From

To

To drill down the search even further, you can select one of the filtered options, a specific category, or even a date
range.

Analytics

As aninstructor, you can view and download analytics depicting participation stats, such as views, threads, and
answers, for a certain point in time. Access your Course Analytics by clicking the tab boxed in red below:

ed Taylor's - Ed Discussion LTI (I - ] A AT
# New Thread Q search
Filter v
COURSES 4+ This week
FNCE 250 91 _
e @ Ed
FNCE 750 5 Week 1-Videos Cady Test280 1%h
MGMT 773 Q3 4
27 Mar 2022
MGMT 773 Q4 10
Taylor's 1 @) Wordle
Questions Taylor Kahny s Smth
11 more
20Feb 2022

You can also view details on top contributors in the class. These stats can then be downloaded and viewed in .csv
format for further drill-down capabilities such as user email addresses, roles, and specific activity metrics. The
image below shows how these metrics appear from your Analytics tab:

Discussion * AnalyticsCSV # Threads JSON AllTime %

Participation

% Participation

s

Total ® Students ® Staff

94 89 5

Views

6.3K

AN

Threads
15

-

Answers

6

AN

0
Comments Sep 05 Sep 12 Sep 19 Sep 26 Oct 03 Oct 10 Oct17
251 Date (local)

M

Unique Visitors
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Admin

Another feature specific to a teaching team member role is the Admin tab. You can access this by clicking the gear

icon boxed in red below:

ed Taylor's - Admin

£ General Taylor's Taylor's Sandbox

2021, SEMESTER 2
™ Discussion

# Advanced Course Details

When working with the admin controls, you will see three different sections: General, Discussion, and Advanced.

In the General section, it is not recommended to further edit your Course Details or send out a Join Link, as this
syncing happens through Canvas. However, you will need to activate your course for each new semester once you

are ready to make Ed Discussion available to students:

Activate Course

Activate the course to allow students access.

Activate Course

Then, under "Users," please check to make sure all members of your Canvas course are appropriately synced by

clicking the blue "Sync With LMS" button show below:

90304385  Enrolled
90304361  Enrolled ¢
90304362  Enrolled o
90310813  Enrolled
90304363  Enrolled ¢
90304364  Enrolled
90310814  Enrolled
90304365  Enrolled ¢
90310815  Enrolled v
90304366  Enrolled
90304367  Enrolled o
90304368  Enrolled
90304369  Enrolled v
90304370  Enrolled o
90304371  Enrolled
90304372 Enrolled ¢
90304373 Enrolled v

Users
& General
37 users (34 students) are enrolled in this course. All users have accepted their invitation.

™ Discussion Click a cell to edit its value. Press & or click away to save the changes, or ® to cancel.

# Advanced Q_ search
Yousef Test264 youseftest264@whacware.33mail.com Staff
Anisa Test240 anisatest240@whacware.33mail.com Student
Brax Test241 braxtest241@whacware.33mail.com Student
Cady Test280 cadytest280@whacware.33mail.com Student
Cassian Test242 cassiantest242@whacware.33mail.com Student
Damon Test243 damontest243@whacware.33mail.com Student
Desdemona Test281 desdemonatest281@whacware.33mail.com Student
Emmett Test244 emmetttest244@whacware.33mail.com Student
Ernest Test282 ernesttest282@whacware.33mail.com Student
Farrell Test245 farrelltest245@whacware.33mail.com Student
Gail Test246 gailtest246@whacware.33mail.com Student
Homer Test247 homertest247@whacware.33mail.com Student
Ida Test248 idatest248@whacware.33mail.com Student
Jasmine Test249 jasminetest249@whacware.33mail.com Student
Kenya Test250 kenyatest250@whacware.33mail.com Student
Layla Test251 laylatest251@whacware.33mail.com Student
Mitchell Test252 mitchelltest252@whacware.33mail.com Student
Nikola Test253 nikolatest253@whacware.33mail.com Student

During the add/drop period, you may need to return here to ensure all users are appropriately synced and Ed Discussion

is pulling the most current data from Canvas.

In the Discussion section, you can customize your categories by editing the text field shown below. Each category
should be entered on its own line, and you can use the TAB key on your computer to specify subcategories. In the

90304374  Enrolled ¢

Sync with LMS vV Refresh

-3

f A

example below, Week 1, Posts, Announcements, and Questions are the course categories, while "Videos" is a
subcategory. Also, the "Category unselected by default" option is checked, which is useful for organizational

purposes, as students will need to consider where they are posting their new thread before drafting the content:
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% General Taylor's Taylor's Sandbox

2021, SEMESTER 2
™ Discussion

# Advanced Categories

Define categories one per line and use the TAB key to indent and specify subcategories.

Week 1
Videos
Posts
Announcements
Questions

Category unselected by default

Requires the user to explicitly select a category before they can begin typing the thread content. Recommended if you are using thread
templates.

The Discussion section also allows you to configure more advanced discussion features, such as enabling
anonymous threads, private threads, and anonymous comments for the entire course. You can also create
Threaded Templates, allowing you to populate new text for a specific category with initial content to help guide
users in their posts. In the example below, the text, "Have a question? Post it in this category." will automatically

populate when a student chooses to add a new thread to the Questions category. The student can then erase that
text and begin drafting their question:

Thread Templates
Customize the initial content of new question threads for each discussion category below.
Enabled
> Week 1 % Pparagraph v B I U©o® == FA0@[EREZ
Post:
osts ®
Announcements
Have a question? Post it in this category.

As a final note about the Discussion section, faculty can choose to require any new threads to receive approval by
someone on the teaching team before it can be made public to the class. You can also enter a templated message
for any posts that are declined by an instructor. Underneath the Moderation settings, you will also see a Code

section where you can choose snippet languages, set a default language, and automatically syntax highlight code
paragraphs based on your selected languages:
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Moderation

New threads require approval
New threads posted by students will be hidden from other students until it is approved by a staff member.

Decline thread template

Enter the template for a comment that you can post to the student when declining a thread

= NN EEEg e

$  paragraph v B I Uo oo =

Code

Snippet Languages

Choose which languages are available inside snippets, separated by commas, or leave blank for all languages.

Default Snippet Language

Choose which language will be selected by default for a snippet.

(No default) 3

Highlightable Languages

Automatically syntax highlight code paragraphs based on the selected languages.
C/CH++ Python Java Ruby R
Julia sQL JavaScript CSss HTML

The Observer role (part of the Advanced section)

In some courses at Wharton, students may be added as informal auditors, taking on the "Observer" role in Canvas.
In order to sync this user type with the Ed Discussion board, you will need to take the following action.

Navigate to Admin-> Advanced and then scroll down to the "Sync observers" check box:

L

Taylor's - Admin

£ General

Remote Graphics

Automatically create an %11 display so that graphical applications can be supported. Due to the way somr
may not be possible to detect that they're trying to connect to a X11 display, you can always force an X11
“xdpyinfo’. Applies to code snippets, workspaces and lessons.

™ Discussion

A& Advanced I
I Database Services

Automatically start an ephemeral PostgreSQL, MariaDB or MongoDB server when the respective type of
options to select a service when creating code challenges

Course Files
Enables the /course folder. This folder will be present for all Code Snippets, Workspaces and Lessons Cor
upload files that would otherwise not fit in a standard workspace, such as data files

PATH Setting

Customise the PATH variable for running code. Separate paths with colon :

Show user profile pictures

Sync observers

This setting will enable observers in Canvas to sync with Ed Discussion when the "Sync with LMS" button is
selected (see first screenshot in Admin section of this article). Note that you will have to complete this action for
each individual course's Ed Discussion board.

Notifications

In the upper right corner of your screen, next to the home dashboard, you will see a bell icon indicating
notifications. The notifications are organized by date with a section for "All" notifications and "Unread"
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notifications. There is also an icon enabling you to mark all notifications as "Read." Similar to the color scheme
when posting a new thread, any item that is unread appears blue, while the notifications you have already read are

grayed out as shown below:

Ll§ Unread 7

7)Jul 2022

Heinrich Test285 and Desdemona X
Test281 replied to your comment

in Visual Analysis Assignment
sample

WhartonLIVE  last mo.

o Taylor Kahny posted an >
I announcement Welcome!
WhartonLIVE  last mo.
21 Mar 2022
o Taylor Kahny posted an >
announcement Welcome!
TK-SB02 - 5 mo. ago
4 Feb 2022
Fern Test283, Ernest Test282 and
Desdemona Test281 replied to
your comment in Written Visual
Analysis & Peer Feedback Thread

Example
Visual Analysis + 6 mo. ago

O Ursula Test298 and Ernest £

Test282 replied to a comment by
Valkyrie Test299 in Team 2
Submission

Visual Analysis + 6 mo. ago

0 Ursula Test298, Valkyrie Test299 X
and Ernest Test282 commented
on your post Team 2 Submission

Visual Analysis + 6 mo. ago

Please note that you will not receive Ed Discussion notifications via Canvas directly, as this is an LTI tool existing as a

separate application.

To customize your notification settings, see the Profile Settings section below.

Profile Settings

In Ed Discussion, there are ways to further customize your user experience in theSettings tab under your account

profile:
ed Settings A A .
Cady Test280
2 Account Profile cadytest280@whacware.33mail.com
& Notifications
Cady Test280 Help
@ Appearance e cadytest280@whacware.33mail.com Log Out
@ Language & Region
Emails

@ Tell a Friend 3
You will only receive emails from Ed at your primary email address.

You can associate additional email addresses with your Ed account for the purpose of recovering your account in the case of a

=
My Courses forgotten password.

B My Discussions You can log into Ed using any of your registered email addresses.

cadytest280@whacware.33mail.com

From the Account section pictured above, check to make sure your primary email address is set to your Penn email
address. This way, you will receive all Ed Discussion notification emails at this address.

For added security measures, you can also set a password or enable Two-Factor Authentication for your account.

To edit your notification settings, you can toggle to the Notifications tab shown below:
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Desktop Notifications

2 Account
Enable Desktop Notifications ESC

A Notifications
@ Appearance New Thread DigeStS

@ Language & Region Be alerted via email about new threads in the discussion you have not read.

Choose how frequently you would like to receive these emails, or turn it off completely.

@ Tell a Friend
Instant v
® My Courses b Per-course digest settings
™ My Discussions

Notification Emails

Reply via Email

®

Reply to notifications, comments and new threads using your email client.

Email me when there is activity in a thread | am watching

®

Get an email when someone posts a reply in a thread you're watching.

Email me when someone replies to my thread

@,

Get an email when someone posts a direct reply to your thread.

Email me when someone replies to my comment U

Get an email when someone posts a direct reply to your comment.

Email me when someone mentions me a )

Get an email when someone @mentions you in the discussion

You can enable desktop notifications, choose how frequently you receive emails from Ed Discussion or turn this off
entirely, and you can toggle various options for the email notifications you would like to receive.

To receive automatic emails from Ed Discussion directly to your @upenn email address, the notifications should be
changed to "Instant" rather than the default option:

New Thread Digests

Be alerted via email about new threads in the discussion you have not read.

Choose how frequently you would like to receive these emails, or turn it off completely.

v Default

Under the Appearance tab, Ed Discussion enables you to change from Light to Dark mode, even providing an
option to sync the particular mode with your operating system's settings. In addition, you can change the threaded
list style to full (default), compact, or ultra compact.

2 Account Theme @

ESC

A Notifications Sync with OS
Automatically switch between light and dark themes based on your system settings.

@ Appearance
Light v
@ Language & Region

Thread List Style

@ Tell a Friend
Full .
When is the assessment due?  « + v [}
This is the default style. A ts CadyTest280 1 123 w20
® My Courses ssessments Cady Test w
) © compact o The lecture tomorrow is cancelled
™ My Discussions Use less padding and display student and instructor answered icons. Lectures Cady Test280 1w 0 s
Ultra Compact Pending Approval
Display only minimal information. @ Homework solutions
Homework Cady Test280 2w 5

End of semester megathread

General Cady Test280 4w 8,241 (4 unresolved)

The Language & Region and My Courses tabs enable you to alter the language and time zone and view all courses
you are teaching that utilize Ed Discussion. Under My Discussions, you can drill down to specific threads, answers,
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and comments you have made on your course discussion boards, making it easy to return to a conversation without
having to search through all user threads:

P Cady Test280 ®
ESC

A Notifications

Questions Posts. Answers Comments Hearts Endorsements Days visited
@ Appearance 0 1 1 1 1 0 4
® Language & Region
All Threads Answers Comments
@ Tell a Friend © Cady Test280 commented on Written Visual Analysis & Peer Feedback Thread E... in Visual Analysis - Assignment Instructions February 4, 2022

Team 1 (insert group members) Visual Analysis Use of visual stimuli to get attention: Text here Use of visual stimuli to affect
fluency: Text here Use of semiotic codes: Text here Use of visual stimuli to affect interpretation: Text here
< My Courses

= My Discussions E| Cady Test280 posted in Visual Analysis - Team 2 February 2, 2022
Team 2 Submission
All Courses

AY22WH3
2022 - Academic Year 2021-22

Visual Analysis
2022 - Semester 1

TK-SB02
2022 - Semester 1

2 more

Using Ed on a Mobile Device

For those who wish to post discussions and respond on a mobile device, it is recommended to add Ed to the phone's
homescreen for easy access:

ForiOS, visit edstem.org in Safari and tap Share>Add to Home Screen.

For Android, visit edstem.org in Chrome, tap the menu icon (3 dots in upper right corner), and select Add to Home
Screen.

Questions?

If you need more assistance, please contact courseware@wharton.upenn.edu for support.
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think-cell Software

Last Modified on 06/13/2023 10:48 am EDT

think-cell is a presentation software that integrates with PowerPoint and Excel seamlessly to help you visualize
complex data using charts. The software is available for free to Wharton students, staff and faculty members, using
any of Wharton'’s public workstations, or by downloading and installing it on your personal computer.

How to Download think-cell

think-cell is available on the computers in Wharton's labs, GSRs, and classroomes. It is also available for download to
your PC or Mac personal computer.

think-cell licenses are renewed annually on July 1.

To access the downloadable version, or to renew an existing license, please email think-
cell@wharton.upenn.edu.

Create Professional-Looking Presentations For Your Classes
Fast Using think-cell

think-cell might save you a significant amount of working time and enable you to create professional looking
presentations for your coursework. Knowing think-cell could also be a valuable skill as you enter the workplace
since many employers use the software.

think-cell is free to Wharton students, faculty, and staff. It takes just minutes to learn watching the short video
tutorials available for each chart type. See below for helpful training resources.

Why Should You Consider Using think-cell?

Create 40+ chart types, including waterfall, Gantt, and Mekko charts in just 2-3 minutes
Automate changes to your charts with think-cell

e Become proficient with the charting software used by top consulting and investment firms
e Improve your class presentations and impress your audience

How to Learn More

To find personalized think-cell help, a searchable user manual, and targeted video tutorials, visit
https://www.think-cell.com/support

Watch this think-cell overview video

Watch this 3 minute video to learn how to create your first chart
See all of think-cell's 40+ chart types and features here
Learn how to link an Excel file to your think-cell Power Point chart and automate data updateshere

Questions?
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Students: Wharton Computing Student Support
Staff: admin-support@wharton.upenn.edu

Faculty: Departmental IT Rep
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Canvas Student Apps

Last Modified on 12/22/2022 3:59 pm EST
Before You Start

You need the following to use the Canvas Student mobile app:

e An active PennKey
e A camera-equipped mobile device running iOS or Android (for the QR code feature)
e Membership in a course site on Penn Canvas

Canvas Apps

The mobile apps provide quick access to most parts of a Canvas course site or group sub-site, including viewing and
downloading of Files as well as view-only access (no saving or downloading) for reading Study.Net Materials. They
contain much of the same functionality as the full browser version of Canvas.

Canvas Student for iOS (Download) Canvas Student for Android (Download)

Mobile Guides for iOS and Android: https://community.canvasims.com/docs/DOC-4048

If a Canvas feature is not yet available in the mobile version, switch to a mobile browser on your device, preferably
Chrome. You might also choose to subscribe to your Calendar Feed with your preferred mobile calendar app.

Authorizing this App for Penn Canvas

Choose between two alternatives to authorize this app to work with your account and Penn Canvas user record:
Authorization via Login or QR code.

Authorization via Login

This method works anywhere you can access mobile data or Wi-Fi, provided you meet the Before You
Start requirements above and have already installed the Canvas Student app:

Authorization via QR Code

This quick method doesn't require typing on your mobile device, but it does require having both your camera-
equipped mobile device and another device -- your laptop or other computer with a display screen showing Penn
Canvas in a web browser.

Using more than one Canvas Platform?

Most, but not all, of Penn's students use the same Canvas platform. JD/MBA students and students taking another
school's courses on different Canvas platforms may want to take advantage of multi-user login capability, which
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will give you a Profile for each Canvas platform you use. Here are instructions for multi-user logins:

e Switch to another account in the Canvas app on an iOS device.
e Switch to another account in the Canvas app on an Android device.

Questions?
Contact: Wharton Student Computing
Email: support@wharton.upenn.edu

Phone: (215) 898-8600
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JMP Access and Troubleshooting Guide (Students)

Last Modified on 08/21/2024 4:19 pm EDT

JMP Student Edition is available for students to install on their computers for any Wharton class that requires the
use of JMP. This article provides basic instructions on how to download, install, and access JMP.

Access JMP SE for your Course: If JMP is required in a course you're taking, you can use the instructions
shown below to get the Student Edition of the software. Beginning with Fall 2024, it's no longer necessary to
download JMP from the course Canvas site.

All Wharton Students: If you are not in a class that requires JMP and would like to install it on your laptop,
contact the Wharton Student Computing team for assistance.

Not a Wharton students AND Not taking a class?Unfortunately you will not able to install JMP using
Wharton's license. Contact your school's IT support team for more information.

Accessing JMP from Public Machines
JMP is available on any of the Wharton public computers, or via Wharton'sVirtual Lab.

1. Loginto the public computer (or the Virtual Lab).
2. Navigate to Departmental Applications > Statistics.

Installing JMP on a Computer

Versions for Mac and Windows operating systems are available - see installation directions below.

Mac

Windows

Troubleshooting

If you have a question on how to use JMP, contact the TA or Professor that is requiring you to use it. (Wharton
Computing is unable to provide usage assistance.)

Additional information is available in the following support knowledgebases:

e JMP System Requirements
e JMP Support
e JMP Knowledge Base

Questions?
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http://www.jmp.com/support/
http://www.jmp.com/support/knowledge_base.shtml

If you are having trouble accessing JMP on the public computers, reach out toWharton Computing Student
Support.
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Math Software: Matlab and Mathematica
(Students)

Last Modified on 08/28/2023 9:45 am EDT

Wharton students have access to free copies of Mathematica and MatLab while they are enrolled at Wharton.

These software packages are only available for Wharton-related research, business, teaching and learning.

Mathematica

1.

w

Set up a Wolfram Portal account at https://user.wolfram.com/portal/registration.html Use your Wharton

email address as the username (username@wharton.upenn.edu)

Don't use your Wharton password. Create a new password just for this site and save this account in your
password manager.

Look for the email verification in your Wharton email, click the link, and continue.
Fill out the form at: http://whr.tn/mathematica student

Set the 'Department to Business & Finance, and choose the license you need (generally 'Mathematica for
Sites (Single Machine)'). You will receive your Activation Key in your email.

Download and install the software from https://user.wolfram.com/portal/myProducts.html

Use the Activation Key you received when you are prompted for it (during installation or at first use).

Additional Mathematica Resources

Hands-on Start to Mathematica popular tutorials for new users. Topics include creating notebooks and

presentations, basic calculations, graphics and interactive models, data analysis, and more:

https://www.wolfram.com/wolfram-u/courses/wolfram-language/hands-on-start-to-mathematica-wl005/

Deeper Dive: Wolfram Mathematica Learning Center offers hundreds of videos and other dynamic learning

resources to maximize your use of Mathematica for your particular area of interest:

http://url.wolfram.com/1Uo_nMpK/

MATLAB

To use the Wharton-licensed version of MATLAB:

S e

Log on to this site to obtain your Activation Key.
Set up a Mathworks account using the Create Account button at https://www.mathworks.com/. Use your
Wharton e-mail address as the username (username@wharton.upenn.edu); do NOT use your Wharton
password, but create a new password just for this site and save this account in your password manager.
o When you are asked how you will use this software, choose Academic Use.
o Fillinthe other information as appropriate.
Look for the email verification in your Wharton email, click the link, and continue.
Click Download your products now or go to mathworks.com/downloads
Click the download button for the current release.
Choose a supported platform and download the installer.
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7. Run theinstaller.
8. Inthe installer, select Log in with a MathWorks Account and follow the online instructions.
9. When prompted to do so, select the Academic - Total Headcount license labeled Student.
10. Select the products you want to download and install.
11. After downloading and installing your products, keep the Activate MATLAB checkbox selected and

click Next.
12. Verify that the displayed user name is correct. Continue the process until activation is complete.

For additional support using MATLAB, or for problems with installation, contact MATLAB's support at
http://www.mathworks.com/support/

Questions?
Contact - Wharton Computing Student Support

Email - support@wharton.upenn.edu

[pdf("date-created")]

525


http://www.mathworks.com/support/
http://computing.wharton.upenn.edu

Virtual Lab (for Laptops)

Last Modified on 06/26/2023 11:55 am EDT

Wharton provides remote access to virtual computers that are equipped with the same software as Wharton's

public computers. This service is designed to provide an alternative for students who otherwise aren't able to get
to campus to log into the public labs.

The Virtual Lab is available 24/7 for student use and may be accessed from any computer running Mac OS,
Windows, and Ubuntu, and many mobile devices. Use this service to:

e Access specific departmental applications such as JMP and Matlab.
e Use Windows software from a Macintosh.

e Print (for users who are not able to print from their laptop or mobile device).

To use the virtual lab, you will need to install the appropriate client software on your laptop or desktop
computer using the steps in this article. Using a different device?

e Foraphone or tablet, see Virtual Lab on Mobile Devices.
e Having trouble with the Virtual Lab? See Troubleshooting the Virtual Lab

Installing the Virtual Lab Software

1. Download and run the VMWare Horizon Client installer for your computer. Use Version 5.4.3, the preferred,

supported version:

o Windows and Mac (Windows 10 users may also install the VMWare Horizon Client from the Microsoft
Store.)

s Go tothe VMWare Horizon Client Downloads page:

* Start from the Version 7 (5.0) page to access the version 5.x installers; VMWare's version numbering
has changed.

Download VMware Horizon Clients ©

Select Version: Product Resources

VMware Horizon Clients for Windows, Mac, iCS, Linux, Chrome and Android allow you te connect to N
HORIZON 7 (5.0) View My Download History
your VMware Horizon virtual desktop from your device of choice giving you on-the-go access from
Product Info
any location.
Documentation
Horizon Mobile Client Privac:
Click here for a list of certified thin clients, zero clients, and other partner solutions for VMware ¥

Horizon Community
Read More

Product Downloads Drivers & Tools Open Source Custom ISOs OEM Addons

Product Release Date

VMware Horizon Client for Windows

VMware Horizon Client for Windows

VMware Horizon Client for Windows 10 UWP
VMware Horizon Client for Windows 10 UWP from the Micrasoft store 2019-09-17 GO TO DOWNLOADS

VMware Horizon Client for Mac

VMware Horizon Client for macOS 2021-02-08 GO TO DOWNLOADS
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2. Accept the default settings until you reach Default View Connect Server. (If asked to choose Network
Protocol, select IPv4.)
3. Inthe Default View Connect Server box, type https://vlab.wharton.upenn.edu.
4. Click Finish.

Note to Mac users: Install Version 5.3. Please do not install the latest version (5.4) because of known issues.

Running the Virtual Lab Software

1. Launch the VMware View software.
2. Double-click the Virtual Lab option (https://vlab.wharton.upenn.edu).
3. Login with your PennKey username and password.

Server: (% https: ffvlab.wharton.upenn.edu
User name: | username]

Password:

Domain: UPENN.EDU e

4. Double-click the Virtual Lab option (https://vlab.wharton.upenn.edu) again.

The VMWare View Client connects you to a virtual desktop and gives you a few menu options, including full screen
or windowed mode.

Display Note

VMware only supports screen resolutions up to 2560 X 1440. Mac users will not have to change their screen
resolution, but some PC users may need to do so. See directions for how to change your VM screen resolution.

Mobile Notes
Using a mobile device instead? See our directions for mobile devices.

e USB: Some platforms may allow you to redirect USB ports on your device to the virtual machine, if that
option is available it will be in the menus here.

e CTRL+Alt+Del: If you need to send a CTRL+ALT+DEL to the virtual computer, it can also be done from this
menu. This option should not generally be needed.
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e Logging Off: The VMWare View Client will present you with options to disconnect or log off. If you

disconnect, you can pick up your session where you left off if you reconnect within 30 minutes. If you log off

you will free up your virtual desktop for other users immediately.

Accessing the Virtual Lab via Web Browser

The Virtual Lab may also be accessed via web browser, without the VMWare client.

1. Open aweb browser session and navigate to https://vlab.wharton.upenn.edu
2. Select the VMWare Horizon HTML Access link on the bottom right of the form:

VMware Horizon

ktop and applications
e

rformance and features.

©

Install VMware Horizon
Client

3. Login with your PennKey username and password as you would in the VMware client and click theLogin
button.
4. Click the Wharton Lab option.

You will be connected to a virtual desktop scaled to your browser window; there will be a tab on the left of the

window that will provide you with some additional functions/options.

m Horizon

Search...

Running

Wharton vLab

Available

Wharton vL.ab

Tip: Using the web browser can be an option when you do not have access to the VMWare Horizon client

application, or if you're having problems connecting from the client application.

How does the Virtual Lab differ from a physical lab?

Since you're connecting remotely to access these computers, your network speed plays a large role in your

experience. You will get the best results on a fast connection.

Display Note
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VMware only supports screen resolutions up to 2560 X 1440. Mac users will not have to change their screen
resolution, but some PC users may need to do so. See directions for how to change your VM screen resolution.

Troubleshooting the Lab

If you are having trouble using the Virtual Lab, see our troubleshooting article.

Provide Feedback

Your feedback will help us make the service better! Provide your feedback here.

[pdf("date-created")] 529


https://learnondemand.zendesk.com/hc/en-us/articles/205089105-How-do-I-resize-the-screen-resolution-setting-on-my-own-computer-to-view-the-lab-better-
https://support.wharton.upenn.edu/help/203175697-troubleshooting-the-virtual-lab
http://support.wharton.upenn.edu

Virtual Lab (for Mobile Devices)

Last Modified on 07/15/2020 3:22 pm EDT

Wharton provides remote access to the public computers for students. Log into our lab computers using your
mobile device to access all of the software available on lab machines including the full Windows version of
Microsoft Office and course specific applications such as JMP and Matlab. The Virtual Lab can be accessed on a
variety of mobile devices, including iOS and Android. For a complete list of devices and downloads, please refer to
the VMware site.

Using a laptop? See our directions for laptops.

Installing on iOS and Android

1. Toinstall, search VMWare Horizon Client In the iOS App Store or Google Play and tap install. The app is free.
2. Type vlab.wharton.upenn.edu in the Server Address and tap Add Server/Connect.

3. Enter your PennKey and password. Double-check that the Domain is set to UPENN.

4. Tap Virtual Lab to connect.

Tips
e IniOSs, helpful functions are available in the translucent circle. They pop out when you click. For Android,
these functions are always along the top (see below).

574 VMware Horizon [ ]

Keyboard

Ctrl/Page

Disconnect

Settings

Help

eeeeeee

@ @ \\i : .
. Windows 7 Enterprise (©) %. Windows 7 Enterprise

iOS functions Android functions

e Mobile device gestures do not translate exactly to the Virtual Lab environment. Basic tapping gestures are
always available in the Help menu (see below).
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Gesture Help

BASIC TAPPING GESTURES

Available iOS gestures

e For more precise mouse pointing, use the trackpad feature. This allows you to move your finger as if you are
using a trackpad to control the mouse pointer, resulting in fewer accidental clicks. Clicking gestures are the

Click

Tap with one finger.

Secondary Click

Tap with two fingers.

. Windows 7 Enterprise

same in trackpad mode.

e Don't forget that you can print! If you need to print a document, you can log into the Virtual Lab and send it to

Available Android gestures

the queue, saving you the need to find an open computer

Questions?

Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Click
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Tap with one finger.

Secondary Click

Tap with two fingers.

Scroll

Drag two fingers to perform a
croll.

Drag

™

Hold one finger, wait for pulse, and
then drag.

Keyboard

©

Tap with three fingers where you
want to type.

TouchPad

IThe touchpad allows you to directly|
control the mouse.
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Wharton Connect App

Last Modified on 09/08/2021 10:16 am EDT

The Wharton Connect mobile app provides Wharton students and alumni with access to key Wharton services,
including the Wharton Community web site and more.

Before You Start
You might need one or more of the following before you can complete this task:

e PennKey account
e Wharton account (only for current students)

Wharton Connect App
The Wharton Connect mobile app allows you to do the following:

e Search the entire student and alumni directories by location, industry, tags and more

e Update your own profile, and find recently updated profiles at a glance, and edit your own profile

e Register for events, get directions, and check in to events once you're there so others can connect with you
in person

e Connect with Wharton by reading Wharton's latest news articles and social media posts

e Alumni Class Notes delivered right to your mobile device

e Class check inand group study room reservations for current students

Accessing Wharton Connect

There are versions for iOS and Android systems, and a web browser version for laptops or other devices.

Wharton Connect for iOS Wharton Connect for Android Wharton Connect for Browser

7 Available on the ANDROID APP ON
e MOBILE

Wharton Connect In Action
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i Marketing, Norwegian
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Academic Medical | M o
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i Esteban Burbano
{ Product Manager,

Troubleshooting

Preliminary Steps

e Download the most recent app version/update from the App Store or Google Play Store
e Make sure you are connected to AirPennNet wifi

o Ifyouaren't connected, please see Wireless Network Overview

o Ensure auto-join is turned off for Connect to AirPennNet & AirPennNet-Guest

Common Problems

Problem: When you load the app you see a blue screen with three white blinking dots.

Problem: "I've checked into my class and the app says I'm checked in, however, | still get an email at the end of the
day saying | was absent"

Problem: The check-in option does not show up when you load the app.

Questions?

Contact: Wharton Computing Student Support
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Email: support@wharton.upenn.edu
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MyPenn

Last Modified on 05/08/2023 3:26 pm EDT

In November 2020, the new community, MyPenn was launched and became available for Wharton Alumni as well
as for current students. This new platform replaced the WhartonConnect and Quakernet directories for all
University alumni. MyPenn serves as a one-stop portal for Penn and Wharton students and alumni, offering the
same benefits of the old systems along with new opportunities to connect with fellow alumni, create a customized
experience, and access university resources.

MyPenn is a web-based platform; the mobile app is available in both Android and iOS stores.

MyPenn for iOS MyPenn for Android MyPenn for Browser
ANDROID APP ON
Download \ . MOBILE

Penn Students/Alumni

To log into MyPenn, visit https://mypenn.upenn.edu, and use your PennKey username and password.

Wharton Students

Much of the functionality from the former WhartonConnect app for students is now available in MyWharton. To
search the alumni directory, Wharton students will need to visit MyPenn.

Wharton Alumni

Alumni should visit https://mypenn.upenn.edu. MyPenn is an online community for University of Pennsylvania
alumni.

Frequently Asked Questions

For more support, visit the Alumni Relations FAQs or contact alumni.relations@wharton.upenn.edu.

Is WhartonConnect still available?

No. MyPenn has replaced WhartonConnect.

Will my information automatically transfer from the old directory (WhartonConnect) to new
directory?

Yes, the information you shared in WhartonConnect is available in the new directory. Please review it and make
any necessary profile updates.

Is my information automatically available for others to search in the new MyPenn platform?

e If you previously opted out of WhartonConnect, you have been opted out of MyPenn. To change that
decision and opt in to MyPenn, log in and changing your opt-out setting. Your personal profile will be added to
MyPenn in real-time so you can update and manage your privacy settings.

e If you previously opted in to WhartonConnect, a limited profile has been automatically made available for
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you. You will need to visit MyPenn to opt in and update your sharing preferences. If you would not like to be
included, visit MyPenn. to opt out.

Will my Wharton Alumni forwarding email address still work?

Yes, there are no changes to the functionality of your Wharton Alumni forwarding address. Update your
forwarding preferences by logging into MyPenn and updating your profile.

[pdf("date-created")] 537


https://mypenn.upenn.edu

Troubleshooting the Virtual Lab

Last Modified on 03/27/2024 1:49 pm EDT

Here are common problems, and possible solutions, you may encounter connecting to theVirtual Lab.

Error Messages

"The desktop is currently not available. Please try connecting to this
desktop again later ..."

The Virtual Lab is currently set up to accommodate 75 simultaneous connections. Once all of the seats are full,
you may receive this error message. As seats become available, you should be able to log in again.

"Cannot establish an SSL connection to..."

You may be able to get around this error if your computer is running Kaspersky antivirus software:

If this is your situation, go into the web-protection section of Kaspersky and explicitly trust the following URL:
e https://vlab.wharton.upenn.edu

"The display protocol for this desktop is currently not available. Please

contact your system administrator."

This message indicates something is wrong with the Virtual Machine you are trying to connect to. Often the
problem will resolve itself within half an hour, but if it doesn't, you can try downloading and installing the most
recent supported version of the client (see Installing the Virtual Labfor download instructions). If neither of
these solutions fixes the problem, please submit a ticket reporting the steps you have taken.

"Bad Username or password"

This message means that your PennKey password and Kite password are out of sync. Please go toPennKey
Password Change Portal and change your PennKey password. Allow 15 minutes for the change to apply. If after
that you still have issues, please contact Student Support.

"Alert: Error in add connection. Reason = null" using a Mac, and you are
unable to connect to the Virtual Lab.

Check your OS version; some versions of Apple's Mojave OS have problems running the VMWare View client
(see Apple thread here for more details). In these cases, please try accessing the vLab using a web browser at
https://vlab.wharton.upenn.edu.

Problems

Computer Display is black when you launch the Virtual Lab.

VMware only supports screen resolutions up to 2560 X 1440. This is not likely to affect Mac users. PC users
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should check their system display settings in Control Panel and choose a resolution below 2560 X 1440.

Mac Display is white when you launch the Virtual Lab.
This problem is fixed by reinstalling the latest version of the Virtual Lab. Seehow to install the Virtual Lab.

If your problem remains unresolved, please submit a Help ticket to the Support Team.
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Screencasting via Solstice

Last Modified on 08/22/2023 1:58 pm EDT

This article provides instructions on how to use Solstice to wirelessly share your device's screen to the monitors in
the GSRs and classrooms.

Before you begin

e The device you want to share wirelessly must be connected to AirPennNet or AirPennNet-Device.

NOTE: AirPennNet-Guest is NOT recommended for students, faculty and staff who want to connect to the
wireless network. This option is designed for guests at the University and has limited bandwidth.

To use Solstice to share your device with a classroom or GSR screen, there are two steps to follow:

1. Solstice software must be installed on the device you want to share from, and you'll need to launch the
software.
2. Solstice must be launched from the classroom or GSR screen (it's already installed on these systems).

Classrooms

To use Solstice in Wharton classrooms, you must log into the classroom's computer:

GSRs

To use Solstice in Wharton's Group Study Rooms:

Solstice Client

To project your device's screen to the room's screen(s) you need to install the Solstice client.

Windows & MacOS
iOS

Android

Troubleshooting Steps

Can't see the list of displays on my laptop/mobile device

Open Solstice Client on your device, click/tap Settings, and ensuresolstice.wharton.upenn.edu is entered for
Solstice Directory Service Address.
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Can'’t connect to a display from your device

Make sure you are connected to AirPennNet or AirPennNet-Guest. A device connected to any other network
(including cellular networks and private hotspots) will not be able to share to Solstice. If you are using AirPennNet-
Guest, you won't be able to use Solstice Directory Service - instead, you'll need to enter the IP address displayed
on the room’s screen.

Can't see the room you're in from your device

Tap Wireless Presentation on the touch panel to ensure Solstice Display is open. Close and reopen Solstice Client
on your device. If the display still doesn't appear, click/tap Enter IP in Solstice Client and enter the IP Address from
Solstice Display.

Trouble scrolling when in Full Screen Mode

If you're in full screen mode, there is no way to scroll. You need to minimize or exit the system, choose a new
screen, and then go back into full screen mode.

Screen displays sideways

If your screen displays sideways you'll need to rotate the picture within the photo app on your phone. Thisis a
limitation of the software which we are hoping will be remedied in future releases.

Questions?
Contact: Wharton Computing Student Support

Email: support@wharton.upenn.edu
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Video Conferences

Last Modified on 07/19/2023 4:46 pm EDT

This article covers using video conferences for individual meetings and small group collaborations. To learn

about using video conferences for teaching or learning within Canvas, see Video Conferences for Instruction.

Penn offers both Zoom and Microsoft Teams for video conferencing, but most classes will take place on Zoom.
Teams is not covered in this article.

Before You Start
You will need the following before you can complete this task:

e An active PennKey account
e Faculty and Staff: admin access to your devices (to install the app)
o Zoom is generally pre-installed on Wharton-provided laptops or desktops (but not on
smartphones).

Zoom

Zoom is a cloud-based cross platform video conferencing service. Zoom makes it easy to collaborate with your

colleagues, and can be started and joined via a PC, Mac, smartphone, or regular landline (audio only). Each meeting

can accommodate up to 300 participants and supports recording of the meeting and screen/media sharing. All
Wharton students, faculty, and staff have access to Zoom.

Install the Zoom App

The native Zoom app isn't required to use Zoom, but we highly recommend it for the best Zoom experience. Read

Logging into Wharton Zoom for instructions detailing installing and logging into the Windows, Mac, and mobile
versions of the app.

If you are working on a Wharton-provided laptop or desktop, Zoom should already be pre-installed.

Accessing Zoom Meetings

Is your Zoom meeting for a Wharton class? Log into Canvas first, launch your class, and then choose Zoom
from the left navigation pane. (Most Zoom meetings for classes are created through Canvas.)

Although we recommend accessing any video conferences created in Canvas by logging in via Canvas, it's also
possible to see all your meetings by logging directly into the meeting software (https://upenn.zoom.us).

Scheduling a Meeting

Scheduling for a class that's using Canvas? See Video Conferences for Instruction.
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Not scheduling a meeting for a class that's using Canvas?Follow these directions:

Advanced Features

Advanced features are useful in customizing your meetings. You can customize them on a per meeting basis, or for
all the meetings that you schedule.

e Scheduled meeting sessions: for meetings that you are scheduling, any changes you make will only affect that
meeting.

e Personal settings: if you make changes in your personal settings, that will affect all meetings that you
schedule.

For security, moderators have the ability to lock out users from joining their meeting (indicated with a lock icon at

the top left corner of their screen).

D o

This meeting is unlocked. Click to lock.

Feature Recommendations

Zoom has a large number of feature settings. Here are suggestions for a variety of settings.

Questions?

For additional help and support:

e SeetheZoom FAQ
e Check out the Zoom Knowledge Base
e Contact Zoom support directly
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WHOOPPEE (For Students)

Last Modified on 06/26/2023 2:38 pm EDT

In this article, you'll learn the basics of using the WHOOPPEE app.

Before you start:
You will need the following before you can use WHOOPPEE:

e Alaptop or desktop PC (tablets and mobile are not supported)
e A modern web browser (such as Chrome, Firefox, or Safari)
e Software to generate PDFs for Canvas submission (Acrobat is recommended)

What is WHOOPPEE?

WHOOPPEE is the Wharton Online Ordinal Peer Performance Evaluation Engine which allows students to
anonymously submit, rank, and review assignments from their peers. The app operates through 4 phases: Confirm
Submission, Rank & Review, Respond, and Results. Its basic workflow is:

1. Submit an assignment through Canvas. This assignment must be stripped of all Personally Identifiable
Information (PIl) and completely anonymous. The good news is: WHOOPPEE will do that for you!

2. When the Submission phase is closed, WHOOPPEE then distributes random batches of other submissions
from your peers back to you.

3. Once you have the batch of submissions, you can review them, comment on them, and rank them in order of
strength.

4. After ranking and reviewing, you will then be able to view your peers' comments on your own submission, and
decide if the comments are helpful or unhelpful.

5. The results of the assignment (including your grade) are displayed.

o WHOOPPEE also provides some helpful context in addition to the grade of your submission itself;
examples include the strength of the batch your submission was in, as well as the strength of your
grading of your peers (and/or a Gold Standard of ranks and reviews). All of this combined helps
determine your grade for the assignment.

Video Walk-through

For your convenience, Wharton Computing has provided a simple walk-through video for most standard
WHOOPPEE assignments. You can view this video here (best viewed in full screen mode for text readability
purposes).

Please note the following changes since this video was created:

1. WHOOPPEE no longer requires you to use a tool (manual or automatic) to review and remove PII. The app
does that for you.

2. The Class Distribution page in the Results phase is no longer available; onlyMy Paper and My Results are
shown.

Your browser does not support HTML5 video.
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Step-by-Step Guide

Here is an example of a student going through an assignment with WHOOPPEE.

Submission Phase
1. Once your submission has been uploaded through Canvas, log into the WHOOPPEE app through the link

provided in the assignment.

Note: The file must be in PDF format. This allows for the Pll check to run successfully.

2. Afterloggingin, select the course you're currently enrolled in to advance to theConfirm Submission phase:

Available Courses

Wharton 020 (Test Course) - Fall 2019

When you see your relevant course, click it to advance.

3. Once your submission is confirmed, you will see a confirmation page. In the interim, just sit back for the time
being and wait for other students to finish these previous steps, and the Rank & Review phase will

Jhe description could go here

automatically advance.

Submission Confirmed - You're All Set!

Il

=

Please check back once peer ranking and review
has begun. If you've recently reuploaded, please
use the reload button below and reconfirm.

Current Final Paper: Mole

Reload a recently submitted paper

Having Problems? Contact Help

This page indicates your submission

was accepted.

Rank and Review Phase

Once the Rank and Review phase begins, the WHOOPPEE app will automatically display the Rank and Review
section when you're logged in. This is where you will review the assignments in the Not Ranked section (the lower

field) and then drag them to the Ranked section (the upper field) in the order of your preference.
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& e

@ conrm > @) RanksReview > @) Respond > (@) Results

Test Assignment #1
Ranked
Rank Assignment Status Actions

You have not ranked any assignments yet. Drag assignments from below to this area to rank them.

Not Ranked

4
2

Assignment Status Actions

NR 247-54036 No Review

NR 015-96872 No Review

NR 247-54036 No Review

NR 015-96872 No Review

Your page should automatically advance to this Rank & Review page once all submissions have been accepted.

e Click the three dots under the Actions column on the assignment you'd like to review. Click Review to begin
the review process.
o You can also download the assignment for later viewing, or report a concern (for example, if you think
you know the identity of the person that submitted this assignment).

Not Ranked

Rank Assignment Status Actions

247-54036 No Review E

Review
015-96872 No Review Download

Report a Concern

Click the action menu (represented by the three dots) on the right next to the assignment, and then click "Review"

to start reviewing it.

e The download link will appear on the left, and when you're done reading, you can submit your comments on
the right.
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Anatolian Shepherd Dog

Please read and review this submission. When you're done, click "Submit Review." Click
"Backto Ranks" to return to the previous page.

Student Submission Your Review

Download PDF Adiff between your code and Chuck Norris's is infinite.

Submit Review

Back To Ranks

4

Click the Download PDF button on the left to download the submission. When you're finished reading, leave your

review and click Submit Review.

e When you're finished reviewing the assignment, click Submit Review and you'll be taken back to the landing
page, with the assignment status changed to Reviewed. Co