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The following handouts provide you with general instructions on some of the major 
tools in ANGEL.  Professors at JCCC design their online courses differently, however, 
so your course may not make use of all of the tools listed below.  Furthermore, each 
professor will have his or her own procedures for submitting work and taking tests, so 
be sure to follow what your instructor says over the information outlined on these 
handouts. 
 
 

Overview: During this exercise, you will complete the following activities: 

 
Logging on to ANGELéééééééé.ééééééé.. éé... 2 
Basic ANGEL Navigationééééééééééééééééé..5 
Review Syllabusééééééééééééééééééééé.8 
Sending E-mail through ANGELéééééééééé..éééé9 
Sending E-mail ï Special Formattingéééééééééééé 12 
Attach a file with ANGEL E-mailééééé..ééééééé..é 15 
Post a Discussion Forums (Bulletin Board) Messageééé.é. 17 
Read and Reply To a Discussion Postingéééé..é..éé..é.19 
Use the ANGEL Calendaréééééé...ééé.éééé... 21 
Complete an Assignment and Submit for Gradeéé..éééé 23 
Take a Quizéééééééééééééééé.ééééé. 26 
Check Your Gradeséééééééééééééééééé... 29 
Tips to be Successful in Your Classé..éééé..éééééé.31 
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Logging on to ANGEL  
 

Overview:  You will only be granted access to those courses you are enrolled in.   
 
 
Activity:  Using a web browser program you will access and logon to a special 
Distance Learning Student Orientation.  
 
1. Type the following URL into your browser:  

  
 
 
 

Select the ANGEL Portal! 
 

 
 
 
 
2. Check for any Public Announcements and also review the System Check.  If any of the 

Required Plugins have a RED X click on the link at the bottom to install. 
 

  
 

http://online.jccc.edu 

http://online.jccc.edu/
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3. If you typed in your ANGEL ID and Password correctly, the JCCC Online with ANGEL 
page will appear.  Your Name should appear in the upper right corner. 

 

 
 
 
 
 
4. You should see your courses that will be using the 

ANGEL System for each semester                    
 
(Note: some of your courses maybe using the 
Blackboard CE system).   
 
Directly below the courses you should see the 
Community Groups feature. 
 

a. During this Orientation you will first need to 
find the Distance Learning Student 
Orientation. 

b. Enroll in the Orientation by clicking on the 
Find a Group link. 

c. In the Keyword Search Type ñOrientationò 
d. Find the Distance Learning Student 

Orientation and Click on (Enroll) 
e. You should now see a message that you 

have successfully enrolled in the 
orientation! 
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5. You should now see that you are 

member of the Distance Learning 
Orientation on your Personal Page. 

    
6. Click on this link to begin your 

Orientation. 
 

7. The page below demonstrates some the basic components of an online course here at 
JCCC.  Each instructor is able to customize courses by adding and modifying content along 
with changing the layout of the course. 

 
During this Orientation we will expose you to different tools and learn how to navigate the 
ANGEL system. 
 

 
 

 

Congratulations!! 
 
 

Youôve logged into the orientation course  
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Basic ANGEL Navigation 
 

Overview:  Learn about the various ICONs and Layout of the ANGEL system.   
 
Activity:  Navigate around the Distance Learning Orientation Group. 
 
1.  Review the ICONs to the left of your screen. 

 
a. The Home ICON will always take you back to the very beginning and show 

you all of your courses. 
 

b. The question mark is very helpful in providing additional documentation on 
the various features and links to assistance with ANGEL. 

 
c. The circle Power Button will allow you to Log Out of your course session.  

This is very important if you are working in a public location! 
 

d. The Preferences Button provides the ability to customize your session 
 

e. The Instant Messenger Button allows access to other colleagues and 
instructors who maybe online with you at the same time. 

 
 

2. Review the Navigation Tabs across the top of your Group or Course. 
 

 
 

 
 
During this orientation you will be using the Groups feature of ANGEL.  When you are 
participating in your Online Course your Navigation Tabs will change in description only 
(this is used to distinguish between a Course and Group) 
 
 Breadcrumbs will appear across the top of your screen as you click on various tabs or 
resources that you may travel to in your navigation.  You can always click on home or 
select a different location to return. 
 
The Navigation Tabs will contain material that is designed for your specific course or 
group we will spend some time reviewing content for this orientation. 
 
 
 
 
 

Breadcrumbs 
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3. Review the Course or Group Guide Feature. 
 
Course or Group Guide ï Normal View 
 

 
 
Course or Group Guide ï Expanded View 
 

  
 

Click  Here to 

Expand 

Click  Here to 

Reduce 

 

The Expanded Guide provides some additional tools: 
 

The Contents tool provides a course-at-a-glance view and 
one-click access to all course content.  
 
The Whatôs New link displays a list of new mail messages, 
calendar items, content items, and other items for the 
course.  
 
The Tasks link displays Milestones, Personal Tasks, 
Unread Mail, and Unread Discussion Posts as task items 
you need to complete.  
 
The Search link lets you search calendar, content, mail, or 
roster entries.  
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4. Review the Course Online Help ï Guides - Resources Feature. 

 
When you Click on the Help Icon   
You will have a wealth of Online Help available including the ability to review common 
navigation questions along with a powerful search feature. 
 

 
 
You will also have a number of Online Guides available in PDF format to download 
and Print for your convenience.   The Student Quickstart Guide is very helpful in 
understanding all the specific tools using in the ANGEL system. 

 

 

 

Congratulations!! 
 

Youôve logged into the orientation course and reviewed 
the basic main menu screen, learned how to expand 

and minimize the Course Guide, and understand how to 
use the Help Feature of ANGEL. 
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Review Syllabus 
 

Overview:  The syllabus is a very important part of your course and is the first location 
you should visit.  It outlines the requirements for the course including a schedule, 
textbook, exams and quizzes, grading scale and information about the professor 
teaching the class. 
 
Activity:  During this exercise, you will access the syllabus from the course home page 
and review the sample contents.   

 
1) While viewing the home page for the course, open the syllabus for the course by 

clicking the icon labeled Syllabus. 
 

 
 

2) This is a sample syllabus. It is very important you carefully read the syllabus for 
your course.  It provides an overview of the course contents, grade criteria and 
instructor contact information.   
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Send E-mail through ANGEL 
 
Overview: E-mail is one of the primary tools used to communicate with your instructor 
and other students.  ANGEL has its own e-mail system for communications only within 
the course.  One important feature of the ANGEL e-mail system is the ability to attach 
and send files.  
 
Activities:  During this exercise, you will first send an e-mail to the instructor of the 
course.  In the second part, you will send an e-mail message with special text 
formatting.  The third part will be to send an e-mail message with an attached file 
currently located on the local computer hard drive.  

 
1) Access the e-mail tool by clicking on the Quick Message link. 

 

 
 

2) Click on the To: Button . 
 

 


