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Welcome to Serf! You are about to enter an educational environment that unleashes the power of the
World Wide Web for delivering instruction and improving communications among instructors and students.
As a teaching assistant, you will be helping your course instructor communicate with students, assign
grades, and maintain the student roster.

The Serf system is arranged hierarchically. There are five kinds of users in the Serf hierarchy. At the top of
the hierarchy is the Serf sysadmin, who is in charge of running the Serf server. Next in the hierarchy is the
administrator, who creates courses and allocates resources to instructors and teaching assistants. Third is
the Instructor, whom you will be assisting. As a teaching assistant, you are in the fourth position in the
hierarchy. Last in the hierarchy, but certainly not the least important, are the students.

When a user logs on, Serf checks the database to determine what role the user plays in the Serf hierarchy.
When a student logs on, for example, Serf displays a very simple screen containing the student options.
When a system administrator logs on, on the other hand, Serf displays a more comprehensive screen
consisting of many more options. You should be happy to know that when you log on as a teaching
assistant, you will get a set of teaching assistant options that have been specifically designed to make the
role of the assistant easy to learn and pleasurable to fulfill.

One of the first tasks that a Serf teaching assistant should perform, however, is to become familiar with the
Student Jumpstart Pamphlet that is used to get students started in your course. Ask your instructor for a
copy of the Student Jumpstart Pamphlet, and study it carefully.

Serf Teaching Assistant Options

Your instructor or Serf administrator will have given you a Serf ticket or logon to use when you want to log
on to Serf as a teaching assistant. When a teaching assistant logs on, Serf presents a screen similar to the

one shown in Figure 1. Depending on the Serf style parameters in use at your institution, some of the icons
and logos may differ. All teaching assistants get the same control panel, however, which has five columns:
Syllabus, Student Records, Calendar, E-Mail, and System.

Current Class
Enef Index
Detaled Index
Preamhble
=earch

View Complete

Student Records

Calendar

Daily Logon
Gradebook Weelly Instructor Logout
Wiew Foster Ilonthly Azsiztant Password
Add to Boster Add Event Classmate CD-EOM Zetup
Drop from FEoster Dielete Event Eemster switch Courses
Change Event Dhzcussion Forums

Figure 1. When a teaching assistant logs on, Serf displays the Assistant panel,
which contains five columns of options.
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Column 1: Syllabus Options

Assistants use the options in column 1 of the control panel to view the course syllabus. There are options to
view the current class, jump to specific classes or events via the indexes, or search the syllabus for
keywords and phrases.

Column 2: Student Records

The student records options enable you to help the instructor handle administrative aspects of the class.
These include the gradebook, with which you can inspect student work and assign grades, and the roster, to
which you can add or drop students.

Column 3: Calendar

Every Serf user has a personal calendar that you can use to keep track of important dates and reminders.
The Calendar options enable you to see daily, weekly, or monthly views of your personal calendar, and add
events, change, or delete events from the calendar.

Column 4: E-Mail

The E-mail options enable you to send mail to your instructor, fellow teaching assistants, if any, and
students. You should click the option to register your e-mail address so students will be able to send you
messages as well.

Column 5: System

Every Serf user gets the system options displayed in column 5. These options enable you to log on and off
and change your password. You can also set up your CD-ROM or DVD drive for use as a multimedia
resource in support of a course. The CD-ROM feature is optional; you do not need to use CD-ROM in
order to deliver courses with Serf. The Discussion Forums let you read and participate in online discussions
with your students and course instructor. If you are assisting more than one Serf course, the Switch Courses
option lets you switch courses. The control panel options always apply to the current course, which is
identified in the line immediately above the control panel, where Serf says what course you are working on.
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Rostering Students

Depending on local customs at your institution, you may be given the power to add and drop students from the
course roster. Before you add or drop a student from a roster, however, you should make sure that the student
actually has enrolled in or withdrawn from your course.

Adding a Student to the Roster

To add a student to the roster for a course, follow these steps:

Click the Roster option in the Administrative column of the control panel. Serf will display the
Add a Student to the Roster form illustrated in Figure 2.

In the First Name field, type the student’s first name.

In the Last Name field, enter the student’s last name.

In the Ticket field, enter the student’s ticket. Every ticket used on your Serf system must be
unique. Most institutions use social security numbers for tickets. Type the student’s social
security number without any spaces or hyphens. When cashing in a ticket, if a student enters
hyphens but the instructor did not, Serf recognizes the problem, automatically corrects it, and lets
the student proceed. E-mail addresses can also be used as tickets, since everyone has a unique e-
mail address.

Click the Add button to add the student to the roster.

Serf will inform you of the results of adding the student to the roster.

When you are done adding students to the roster, you can verify the results by clicking the option
to view the roster.

Enter the real first name and last name of the student
wou want to add to the current course roster.

First Mame Last Natme

Enter the student's ticket. If no student already has this ticket,
setf will use this ticket to create a new student for you.
Citherwnse, Serf will add to the roster the student who has this ticket,

Ticket
Click the Add button to add the student to your course roster.

You can also wew the roster to see s members.

Figure 2. The Add a Student to the Roster form.

Tip: The Add a Student to the Roster form adds a student to the current course’s roster. If
you want to add a student to the roster for a different course, scroll down and choose the
option to switch courses.
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Dropping a Student from the Roster

To drop a student from a roster, follow these steps:

e Click the Roster option in the Administrative column of the control panel. Serf will display the
Drop a Student from the Roster form illustrated in Figure 3.

e  Use the menu to select the user you want dropped from the roster. If the user you want to drop
does not appear in this menu, then that user does not belong to the roster.

e Click the Drop button to drop the user from the roster.

e  After informing you of the results of dropping the user from the roster, Serf will reprint the Drop a
Student from the Roster form, enabling you to drop another user from the roster if you want.

Jze the menu to choose the student you want to drop, then clhick
the Drop button to drop the student from the roster for the course
EDTTC-885-010-03%: Advanced Web Design.

Hofstetter, Fred: “fred" 235423542 v

To drop a student from the roster of a different course,
scroll down and choose the option to switch courses.

Figure 3. The Drop a Student from the Roster form.
When you are done dropping students from the roster, you can verify the results by clicking the Roster> View

the Roster option in the Administrative column of the control panel. When the roster appears, the students you
dropped will no longer appear on it.

Note: If Serf does not permit you to add and drop students from a roster, your Serf system administrator did not
assign you ownership of the roster. Depending on local customs, an institution may decide to retain control of
student rosters at the administrative level. If you believe that a student needs to be added to or dropped from a
roster, and Serf refuses to let you do so, contact your Serf system administrator.
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Using the Gradebook

The Serf gradebook makes it quick and easy for you to view the status of each student in the course with
regard to the assignments your instructor has given and the work students have submitted. Assignments that
you have not yet graded will display a Grade Me link that you can click to review the assignment and
submit a grade. You can also leave a comment that the student will receive along with the grade you give.

Viewing the Class Gradebook

You begin the grading process by viewing the gradebook. To view the gradebook, click the Gradebook
option in the Student Records column of the control panel. Serf will display a summary of the grades in
your course, as illustrated in Figure 4. The summary has six columns. Columns one and two identify the
student’s real name and Serf name. Column three is the Pending column; if the student has submitted
assignments that are waiting for you to grade, a Grade Me link will appear in the Pending column. The last
three columns provide some statistics, telling how many assignments have been graded for this student so
far, the running average of the grades you assigned, and the student’s final grade in the course. The final
grade will show as an I, which stands for Incomplete, until all of the assignments have been graded.

= Fina
Doe, Tohn 1doe & of b E E
Jones, Benjammin|Ben Jones | Grade Ie| 4 of & E+ I
Smith, Mary  |mary & of 6 A A

Figure 4. The Class Grades report.
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Viewing Individual Grades
To view the grades for any student in your course, follow these steps:

e Ifyou are not already viewing the gradebook, click the Gradebook option in the Student
Records column of the control panel.

e  When the Class Grades report appears, click the name of the student whose grades you want to
view.

e  Serf will display the individual’s grade report, as illustrated in Figure 5.

The grade report has five columns. Column 1 contains the name of the assignment. Column 2 contains the

grade. Columns 3 and 4 show the weight of each assignment and the percentage of the final grade that
weight comprises. Column 5 displays the date on which the student submitted the assignment.

— esonment || Grads || Weight [[wofFinal]__ Date

E-mail A+ 5 37 Thu 17 Sep 98

Listzerv At ] 37 Ilon 28 Sep 98
Dizcussion Forums At 3 37 Wed 16 Dec 98
Graduate Eesearch Project A 33 25 Wed 24 Feb 99
Home Page A 158 13.6 Wed 18 MNow 98

Term Paper Grade e a5 25 Ilon 3 May 29
Lultimedia Project A 33 25 Wed 16 Dec 98

Final Grade: |

Figure 5. The Individual Grades report.
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Assigning Grades

To assign a grade for a student assignment, follow the steps provided above in the section entitled “Viewing
Individual Grades” to display the individual grade report for that student. If the student has submitted an
assignment that is waiting to be graded, a Grade Me link will appear in the Grade column. If the
assignment is a so-called “observational” assignment that does not require the student to submit anything
over the Web, a blank underline will appear in the Grade column. If the assignment requires the student to
submit something but the student has not done so, an underline with three dots will appear. If the
assignment is an exam that the student has not yet completed, an underline with three dashes will appear; an
underline with two dashes denotes an unanswered test item asked directly on the syllabus. Click either the
Grade Me link or the underline to display the Grade Event form.

Depending on the type of assignment you are grading, the Grade Event form will provide you with an
answer to read, a file to launch, or a URL to review. If the assignment is a Web Query, for example, Serf
will print the question that was asked, followed by the answer the student wrote. For a Web Portfolio
assignment, Serf will provide you with the URL of the student’s work, which you can click to peruse what
the student submitted.

In all cases, Serf displays a Letter Grade menu and a Percent menu, as illustrated in Figure 6. To assign a
grade, pull down either the Letter Grade menu and choose a letter grade, or use the Percent menu to choose
a percent. In addition to assigning a grade, you may also leave a comment about the assignment by typing a
message into the comment box. When the student inspects the grade, any comment you type into the
comment box will appear onscreen along with the grade.

After you have completed the Grade Event form, click the Grade button to submit the grade. The grade will
take effect immediately. The student’s running average in the course will be updated, for example, as soon
as you click the Grade button. Both your grade and any comment you provided will be available for student
view immediately. Students can only view their own grades in the course; an individual student is unable to
see the grades of other students in the course.
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This form wall assign a grade to the student named Benjamin Jones,
whose Setf name 13 Ben Jones,
tor the Term Faper assignment:

A major part of vour grade m thiz course 15 determined by a term paper that vou wiite ot a
topic of your choosing related to an educaticonal of cotrnunications 1ssue on the Internet. You
may elaborate on one of the topics discussed in the text, or you can choose an orginal topic.
Tour paper must contain at least sz bibliographic references. Iake sure the title of vour
paper, your name, and the date you completed it appear at the top. Follow precizely the
kibliographic style gmdelines for the style vou use (APA, MLA, or CE--zee chapter 14 for
details). After vou've transferred vour paper to your Web site and tested all of the linkcs it to
malce sure they worlt propetly, you may submit it for a grade by pressing the Submit button
provided below.

The TEL submitted by the student 1s:
hitpwrarar udel edw/'~Benlonesimpes htiml

If you want to leave a comment for the student regarding this assignment,
you may do so i the box below.

Tou could improwve this paper by visiting http://www.mpeg.org and ;I
searching the MPEG FAQ for information on the scalabhility of digital
wvideo recordings. LI

In what format do you want your comment to flow onto the screen?
" Plain text (preserves carriage returns)
" Preformatted (preserves all formatting)
& HTML (ignores carnage returmns)
TTze etther the Letter Grade menu or the Percent menu to select the grade you want to assign.
|Letter Grade j | Fercent j
If you're mving a low grade, do you want to grant the student a chance
to revize the assignment and try for a higher grade?
™ Give the student another try
iChck the Grade button to record the student's grade.

Grade |

Eeturn to the sradebook

Figure 6. The Grade Assignment form.
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Giving the Student Another Try

Serf provides you with the opportunity to give the student another chance if the student performs poorly on
an assignment. If you give the student a bad grade and also want to give the student another chance, click
the option to “Give the student another try” on the grade form shown in figure 6.

When the student tries again, another Grade Me link will appear in your gradebook for that student. When
you follow the Grade Me link to grade the assignment, the grade form will display the former grade(s) and
comment(s) you gave the student for this assignment. The form will also display grade menus for you to
assign a new letter grade or percentage grade for the revised assignment. If the student’s performance is
still low, you can once again click the option to give the student another try, if you want to let the student try
again for a higher grade.

Rescheduling an Assignment

If a student misses the deadline for an assignment or a scheduled exam, and you want to allow that student to
take the exam at another time, you can set a special time by (1) going into the gradebook, (2) clicking to see that
student’s grades, (3) clicking the assignment you want to reschedule, and (4) clicking that assignment’s
Scheduling option.

QuickGrades

The gradebook provides you with a QuickGrades option, which is intended primarily for the end of a course
when you want to give grades quickly to students who may not have handed in all of their assignments. To
use QuickGrades, you click the Gradebook option in the control panel, pull down the QuickGrades menu,
and select the assignment for which you want to give quick grades. Serf will list all of the students in your
course, and alongside each student’s name, you will get grade controls that let you assign letter grades or
percentages quickly. As the onscreen instructions will tell you, after you assign the quick grades, you must
click the Submit button to record the grades.

Grading Students in a Virtual Room

If you are teaching several sections of a course, your Serf system administrator may have grouped your
sections into a virtual room. If so, when you click the Gradebook option, you will see grades for all of the
students in all of the sections assigned to that room. The virtual room makes it quicker for you to assign
grades if you are teaching many sections of a course, because you do not have to switch courses to enter the
gradebook for each section.

Another advantage of the virtual room is that when students click the class e-mail option that lets them
address mail to any student in the class, all of the students taking courses assigned to the virtual room will
appear in the point-and-click directory of student e-mail addresses.
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Communication Options

An important duty of a Serf Teaching Assistant is to help the instructor communicate with students enrolled
in the course. Depending on how your course has been configured, this is done via e-mail, a chatroom, a
listserv, a newsgroup, or a discussion forum. Many Serf courses use all five ways of communicating.

Electronic Mail

Serf makes it easy for students and instructors to communicate via electronic mail. Every user has a
Register E-mail option in their Serf control panel. When users tell Serf that they want to send e-mail to
their instructor or to a classmate, Serf makes their Web browser launch an e-mail window pre-addressed to
the targeted user’s e-mail address. To enable this powerful mode of communication over the Internet, every
user should register their e-mail address. It is doubly important for you, the assistant, to register your e-mail
address. If you do not register your e-mail address, nothing will happen when the student clicks the option
to send you mail. To register your e-mail address, follow these steps:

Click the Register option in the E-mail column of the control panel.

The Register Your E-mail Address form will appear as shown in Figure 7.
Enter your e-mail address in the blank provided.

Click the Register button to register your e-mail address.

Should your e-mail address change in the midst of a course, simply repeat these steps, and enter the revised
e-mail address.

Enter yvour e-mail address i the blank prowvided.

ISantaC lausfnorthpole. com

Then chck the Eegister button to record your e-mail address.

Register |

Figure 7. The Register Your E-mail Address form.
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ParaChat Chatrooms

Serf has special support for the ParaChat network, which provides real-time communication options for
students in Serf courses. If your instructor has provided a chatroom for your course, a chatroom icon will
appear at the top of your Teaching Assistant screen. You should enter the chatroom periodically to help
students who may be chatting in it. Students will probably ask you to set up specific times when you will be
in the chatroom, available to dialog online.

Listserv

If your instructor has linked a listserv to your course, a listserv icon will appear at the top of your Teaching
Assistant screen. You should join the listserv so you will receive in your e-mail copies of the messages that
your students and the instructor send the listserv.

Newsgroup

If your instructor has linked a newsgroup to your course, a newsgroup icon will appear at the top of your
Teaching Assistant screen. You should participate in the newsgroup on a regular basis, ideally every day, to
help students with topics under discussion. Try to set a good example by maintaining threads of discussion
in the newsgroup. Instead of beginning a new topic with every message you write, respond to an existing
topic if your message fits the discussion going on in it. Begin a new topic only when your message really is
on a new topic.



Page 14 Serf Teaching Assistant Guide

Discussion Forums

Serf Discussion Forums enable you to create private discussion areas for use by students enrolled in your
course. You can create your own forums and control which students have access to them. To make the
Discussion Forums easy and intuitive to use, all of the instructions are provided onscreen. To go into the
Discussion Forums, click the Discussion Forums option in the System column of the control panel. Since
you are a teaching assistant, you get the Discussion Forum options shown in Figure 8.

werf Discussion Forums enable you to create private
discussion areas for use by students enrolled i your course.
What would yvou like to do? Click one of the options listed below.

Enter a Forum
Create a Mew Forum
Edit a Forum's Access List
Delete a Forum

Eename a Forum
Author Index
Date Index

Figure 8. Discussion Forum Options for Instructors and Teaching Assistants.

Creating a New Forum

Unless your course instructor has already created a forum, your course will not have any forums at first. To
create a discussion forum, click the option to Create a New Forum. The Create a New Forum screen
appears as shown in Figure 9. Enter the title of the forum you want to create, and click the Create button to
create the forum.

Enter a title for the discussion fornum vou want to create.
Each one of your forums must have a unique title.

Chck the Create button to create the forum.

Create |

Enter a Forum | Edit a Forum's Access List

Figure 9. The Create a New Forum screen.
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Editing a Forum’s Access List

As soon as the new forum gets created, you will get the option to edit its access list. By default, all of the
students enrolled in your course have access to the newly created discussion forum. If you want to make the
forum more private, click the option to edit the access list, and the Discussion Forum Access Controller will
appear, as shown in Figure 10.

This form enables you to control access to the discussion forum entitled:
soctetal Implications of the Internet

You tnay provide access to everyone in the course, and if this course
meets i a wirtual rootmn, to everyone enrolled m that room, or you can
control access by selectng mdrnduals. What would vou like to do?

& Provide access to everyone in the course
" Restrict access to selected individuals

Tou may deny access to the instnuictor, of to any teaching assistants
whe may be assigned to this course, by checlung the boxes below,
" Deny Access to the Instructor

[ Deny Access to Teaching Assistants

Click the Eemster button when you're ready to record wour changes to the forum's access list.
Feqister

Ifvou chose to prownde access to mdrnduals, chck Yes or Mo
to provide or deny access to each student hsted below.

COMDM-467-197-988: Internet Literacy
O Yes & Mo |Doe, John--"jdoe"
' Yez @ Mo|Jones, Benjamin--"Ben Jones"

C Yes & MNo|Stmith, Maty--"mary"

Click the Eegister button to make the settings take effect.
Feqister |

Create a Mew Forum | Enter a Forum | Edit a Forumn's Access Tast

Figure 10. The Discussion Forum Access Controller.

The access controller gives you the ability to:

Restrict access to selected individuals

Deny access to the instructor

Deny access to teaching assistants

Turn access on or off for any individual in your class

If the course meets in a virtual room, the student rosters of other courses meeting in the same room will also
appear on the access controller form, enabling you to provide or deny access to any student in the room.
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Deleting a Forum

The Discussion Forum Options provide you with the ability to delete a forum. Before you delete a forum,
however, please realize that all of the topics, messages, and responses that students may have entered in that
forum also will be deleted. If you really want to delete a forum, follow these steps:

Click the Discussion Forum option in the Instructor panel; the Discussion Forum Options will
appear.

Choose the option to Delete a Forum; the Delete a Forum screen shown in Figure 11 will
appear.

Pull down the menu to select the forum you want to delete.

Click the Delete button to delete the forum.

The following menu containg a list of the discussion forums m this course.
societal Implications of the Internetj

=elect the forum you want to delete, then click the Delete button.

Delete |

Enter a Forum | Create a Mew Forum

Figure 11. The Delete a Forum Screen.

Renaming a Forum

If you make a typographical error when you create the name of a forum, and you want to correct the error,
or if you decide to rename a forum altogether, you can do so. To rename a forum, follow these steps:

Click the Discussion Forum option in the Instructor panel; the Discussion Forum Options will
appear.

Choose the option to Rename a Forum; the Rename a Forum screen will prompt you to pull
down a menu and select the name of the forum you want to rename.

Pull down the menu to select the forum you want to rename, and click the Rename button.
The Rename a Discussion Forum screen appears as shown in Figure 12.

In the title field, edit or retype the name of the discussion forum.

Click the Rename button to register the change.

Tou chose to rename the fornum named
=octetal Implications of the Internet.

Tou may change the forum's title by editing the field below.
|S|:n:ietal Implications of the Internet

To register the changes, press the Eename button.
Fename

Figure 12. The Rename a Discussion Forum Screen.
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Entering a Forum

To create new topics, and to read and respond to messages in a forum, you must enter the forum. To enter a
forum, click the Discussion Forum option on the Instructor Panel, and choose the option to Enter a Forum.
Serf will respond by printing a list of the discussion forums that exist in your course. To enter a forum,
simply click on its name. Once you enter a forum, you can create new topics, read messages and responses
to existing topics, and participate in the discussion by entering responses and comments of your own.

Creating a New Topic
To create a new topic, follow these steps:

e Click the option to Start a New Topic; the Begin a New Discussion Topic form will appear as
shown in Figure 13.

e In the title field, enter the title of the topic you want to create.

e In the text box, write the message that will introduce the topic to get the discussion started.

e  Click the Create button to create the topic.

In the following feld, enter the title of the topic you want to create.

Sice you are creating a new discussion topdc, you get to write the first message.
Enter the text of the message in the box below. The text may contamn HTML tags.

-

In what format do vou want yvour message to flow onto the screen?
% Plain text (preserves carriage returns)
" Preformatted (preserves all formatting)

O HTML (ignores carriage returns)
Click the Create button to create this topic, or scroll down for other options.

Create |

Eead a Discussion Topic | Enter a Different Forum

Figure 13. The Begin a New Discussion Topic form.
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Reading Existing Topics

To read the ongoing discussion of topics in a forum, follow these steps:

e Ifyou are not already in the discussion forum you want to read, click the Discussion Forum
option on the control panel, choose the option to Enter a Forum, and enter the forum of your
choice.

e  Serf will list the topics that have been created in the forum so far; click the topic you want to
read.

e  Figure 14 shows how Serf will display the topic. First comes the introductory message that
began the topic, followed by all of the responses that users have made. Use your browser’s
scrollbar to scroll down and peruse the messages.

Halloran, Beth--"bhalloran” ﬁ 03-Apr-98 2:31:23 P

Consulting On The Web Topic #1

I was ust wnbing to get the opiion of others on the topic of "consulting on the web" T am
a Eegistered Dietitian and I was thinking that a great way to market Mutrition Education
services on the web would be to provide a web site i which people could subscribe (for
ant houtly fee, i a chat-room format) and recetve one-on-one nutrition counseling. They
would recerve highly indrndualized attention without the threat or embarassment of meeting
face-to-face. In addtion, potentially, you could have chents from around the world,
Teachers could also benefit by prowding one-one-one tutonng i the same manner (again,
possibly for a fee as a tuter). I don't know what the logistics of something like thiz would
ke, but I would be interested in recetving the mput of others. .

Hofstetter, Fred--"fh" £ 05-Apr-98 2:46:52 P

Consulting On The Web

Eeth, I think vour idea has ment. I'm going to do some checlang for you with some fends
of mine on the Met and get back to you with more infio on setiing up this kind of a business
on the net. I'll write more soon.... Fred

Eespond to Thus Topic | Start a Mew Topic | Eead a Different Topac | Enter a Different Forum
Author Index | Date Indesx
You may also edit the last message you wrote.
Sice ¥ou are an instructor, you may also delete this Topic,

Figure 14. The View Discussion Topic screen.
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Responding to a Topic

To respond to a topic in a discussion forum, click the Respond to This Topic button at the bottom of the
View Discussion Topic screen shown in Figure 14. Serf will display the Respond to a Discussion Topic
form shown in Figure 15. Write your response in the message box, and click the Respond button. Serf will
redisplay the topic, and you will see your newly written response at the bottom of the list of messages.

Tou are replying to topic 4, which 15 entitled
Consuiting On The Web.
Whte your response in the box below. Your message may contan HTL tags.

-

In what format do you want your message to flow onto the screen?
' Plain text (preserves carnage returns)
" Preformatted (preserves all formatting)

" HTML (ignores carnage returns)
Chck the Respond button to enter this response, or scroll down for other options.

Fespond |

otart a Mew Topic | Eead a Different Topic | Enter a Different Forum

Figure 15. The Respond to a Discussion Topic form.



