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1.
Introduction
This guide is designed to prepare a new lab instructor for their role in CS200 as well as provide a handy reference for new and experienced lab instructors.
1.1
General Information

1.1.1
Course Information:

CS200 is a course in advanced computer usage for non-Mathematics and non-Engineering students. It is a required course for most of the students who take it, but some (including mature students) also take it out of interest to become more familiar with computers. Each student in the course is registered for 2 hours of lecture time plus two two-hour labs per week. In addition, students usually require extra lab time per week to complete assignments.

1.1.2
Course Personnel and Enrolment

The CS200 course personnel are as follows:

· one Course Coordinator 
· one to three lecturers 
· one Instructional Support Coordinator 
· one to four lab instructors 
1.1.3
Lab

Environment

During the term students work with various computer applications. Students will have an assignment due every week; they are included in their lecture notes. Tutors will also have a copy of the assignments in their lecture notes to do testing on. As well, PDF versions of the assignments are made available through the course web site. Two lab instructors oversee each scheduled lab. The main tutor for the lab marks all assignments and quizzes for that section. 

Students are encouraged to attend their scheduled lab and accomplish as much as possible. However, students will need to use time when the lab does not have a class in it to finish their assignments. Except for scheduled labs, the CS200 lab is open and unsupervised 24 hours a day. The lab is dedicated to CS100 and CS 200 use.
Hardware

Workstations
Students use a network of 60 iMac computers in MC3003. Additional computers are located in MC2062 and MC2063 for unsupervised work as well. Each of these workstations has 1Gb RAM and 230Gb of hard disk space. All workstations have an internal Ethernet card and a CD Drive. Students can also use memory sticks.
Printers

Six printers are available in MC 3016 for student use. MFCF maintains all of these printers. Students are required to pay for their printouts (8 cents per printout). They must go to CHIP (Computer Help and Information Place) in MC 1052) to get their math CAS account set up and put at least $10.00 on this account for printing. Any money on other faculty accounts is NOT transferable to the math faculty computer account. For more details about printing, see the MFCF Self-Serve Printers page at 
http://www.math.uwaterloo.ca/mfcf/services/printers.html.
Software 

· 
· Mac OS X networking software
· MS Word (word processor)

· MS Excel (spreadsheet)

· FileMaker Pro (data management)

· Adobe Illustrator CS (vector graphic application)

· Adobe Photoshop Elements (bitmap graphic application)

· Thunderbird (e-mail program)

· 
· Snapz Pro (for taking screen snapshots)
· PageSpinner (web page developer)

· Firfox/Safari (web browser)

· 
· VMWare (for accessing the PC environment on the Macs)

· Sybase Interactive SQL (SQL)

· Text Wrangler (text editor used for performing Regular Expressions)
· Apache (a server application)

· Witango(a web page scripting environment)

· 
1.2
General Duties

1.2.1
Course Coordinator

· intellectual content and direction of the course

· overall responsibility for the course

· responsible to the Computer Science Curriculum Committee and the Department Chair

1.2.2
Course Lecturers 

· presentation of intellectual content of the course in the form of scheduled lectures

· coordinate with the Instructional Support Coordinator and the lab instructors for uniformity in course content and message to the students

· final decisions on course direction and student evaluation during the term (in consultation with the Course Coordinator and other course personnel as appropriate and necessary)

1.2.3
Instructional Support Coordinator

· coordinate with Course Coordinator and lecturers to maintain and improve desired course directions and intent

· overall maintenance and running of the lab environment and associated materials

· supervision of course lab instructors 
· responsible to the Course Coordinator, the Instructional Support Group Manager and the course lecturers

1.2.4
Lab Instructors

· assist students in understanding course material

· are accessible to students

· attend course lectures for assigned instructor, do demos as required
· hold consulting hours in the Consulting Centre, MC 4065.

· attend course meetings and marking meetings

· supervise labs

· mark assignments, quizzes, projects, midterm, lab and final exams (evaluating  student performance)

· teach short lecturettes to students

· edit/test assignments and the corresponding marking schemes

· proctor exams

· responsible to Instructional Support Coordinator

1.3 Oscar and jcbserver

Oscar and jcbserver provide a number of services for you. On Oscar you find the sharepoints available to the students, such as CS200 and CS200 Main, as well as sharepoints you will be using throughout the term. On jcbserver, which is not accessible by students, you will also find sharepoints that you will be using throughout the term. Below is a list of sharepoints you will be accessing frequently throughout the term:

· CS200 Main

· CS200

· CS200 Handins

· CS200 Current

· CS200 Archive
CS200 Main

This sharepoint is located on Oscar. This is the sharepoint where students will save their work. It is backed up by MFCF every couple of days. You will also have a Dummy account on CS200 Main to save any testing you do. 
CS 200

This sharepoint is located on Oscar. This is the sharepoint where all of the assignments and lectures are located in pdf form that is accessible to the students. As well, CS 200 Public (a subfolder) contains all raw data, files etc. needed to do the assignments. It also contains the Eudora folder the students will need in week one.

CS200 Handins

This sharepoint is located on Oscar. This sharepoint is where the students will place their completed assignments. It is best if you copy the assignments to your hard drive and leave to originals on the sharepoint.
CS200 Current
This sharepoint is located on jcbserver and contains all of the current files for lecture notes and assignments. You will not likely need to access this sharepoint.

CS200 Archive

This sharepoint is located on jcbserver. There are many folders on Archive, but many you will not need. Ones that you will be working with throughout the term include:

· Lecturettes: contains old lecturettes that will act as templates for the current folder. Simply update the various lecturettes, found in the folder marked by your term, for the weekly lab sessions.

· Marking Schemes: contains both old marking scheme folders and a folder for your term. Simply access your folder each week, printing off a copy of the marking scheme and a class set of the student marking sheet.
The rest of the folders contain information you may want to look at or will require throughout the term.
2.
Administrivia

There are many details that you, the lab instructor, should know before you start the job. This section of the Lab Instructor Guide introduces you to the "Administrivia".

2.1
Preparation for the First Week of Classes








Make sure you complete the list that can be found on ACE  (under “To Do Lists”) as well as any other tasks given to you by your ISC.
2.2
Personnel Department

It is imperative that you report to Simone Paull on the first day of employment for the term, even if you are a returning lab instructor. 
When you go be sure that you have your:

· Social Insurance Number

· Bank Account Number or voided check

You need to fill in tax forms and a form for automatic deposit of your monthly pay cheque. Without this information on the first day there may be delays getting your pay cheque into your account by the last Friday of the month.
2.3
Offices/Rooms

2.3.1 
DC 3124
The CS200 Lab Instructor Office is DC 3124.
The office may be shared by up to six tutors and each person has their own desk. Each CS 200 lab instructor will have an iMac that is to be used specifically by him/her during the current term. Be sure to keep the office clean and lock the door when you leave, even if you will only be gone for a couple of minutes. There is a lot of valuable equipment and confidential information in your office that we do not want to get stolen. 
The offices for the other first and second year tutors, the Instructional Support Coordinators, the Instructional Support Group Manager and our secretary are on the third floor of the Davis Centre building. 

2.3.2 
MC 4065
The CS Consulting Centre is MC 4065.
Tutor consulting hours for all of the first and second year courses are held in the Consulting Centre (MC 4065). The hours of operation for each course are listed on the door.


MC 4065 may be booked through our secretary for meetings or marking when it is not being used as the Consulting Centre.
When not in use, this room must be kept closed and locked.
2.4
Photocopying and Supplies

Simone (DC 3118) is the CS Instructional Support Group secretary. She is usually in between 8:30 am and 3:00 pm, Monday to Friday.

If course related material needs to be printed (in small amounts) it can be done in DC3116. There is a special code for the photocopier for CS200. Ask the ISC for the code. If you require more than 15 copies, okay it with  the CS200 Instructional Support Coordinator. 

Office supplies are available from the secretary in the CS Departmental office, DC 2326.

Except for the course textbooks, all course material will be given to you by the ISC. Textbooks can be signed out by the lab instructors, ask the ISC about this. Be sure to keep textbooks in good condition as they must be returned at the end of the term.

2.5
Schedules

Each CS200 lab instructor will be assigned to a specific lecturer for the course and that lab instructor will be assigned to most of the scheduled computer labs for that lecture.

The working hours are not regular 9–5 days. You have, per week, approximately:

· 2 hours for lecture with extra time for computer setup or takedown

· 12 hours supervising the lab
· 8 hours for marking 
· 1 to 2 hours of consulting hours

· 
· 
· 1 hour for a staff marking meeting

· 1 hour for a course meeting (includes lecturers)
· 1 hour for an ISG meeting
· 
· other time allotted to preparation, assignment testing, reading email, checking the newsgroup, etc.
Each lab instructor needs to create and print out a copy of their schedule. See the ISC for more details.


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


3.
Getting Ready...
Before classes start you should be familiar with the computer hardware and software in the lab as well as the course material. If anything should happen in the lab during the term, you can refer back to this section.

3.1
Problems in the Lab

We hope that nothing happens in the lab, however due to overuse, network breakdown or backups there are often little problems that this section will help you solve.

3.1.1
Computer Crashes

If a computer crashes press and hold the power button at the back of the computer. If this does not work, contact CSCF for assistance.
	
	

	
	

	
	

	
	

	
	

	
	


3.1.2
Servers

Occasionally, Oscar will crash. If you suspect that this has occurred, contact the ISC and he/she will reboot the machine for you.


3.1.3
Hardware Problems

It is not very often that hardware problems with the workstations and printers occur. However, if a workstation that is plugged in will not power up; a mouse, memory stick, CD or keyboard that is plugged securely into the computer will not work; or a printer malfunctions, tell the lab instructor in charge of hardware requests. This lab instructor will then fill out the appropriate sheet in the Mac Lab Problem Binder located in each Mac Lab. Once a week a lab instructor will report any hardware problems to CSCF.

4.
Mark Entry

This term we will be handing assignments back to the students at the beginning of the first lab of the week following the assignment submission deadline. At this time, we will have the marks already entered into the main marks file so the students can check their marks on-line right away. The following list is the process we will go through each week to begin and complete our marking process.

· The marking meeting is prescheduled.  The ISC will give you the marking scheme (available in jcbserver>archives>marking schemes) at this time and we will go through the marking scheme and discuss any potential changes to it.

· Student mark sheets (available in jcbserver>archives>marking schemes) will most likely be available at the marking meeting so that marking can begin that day. The student marking sheets should be printed as 2-up (i.e. 2 rubrics on one page) and cut, to save paper. 
· To open a database, open up FileMaker Pro 7 and go to File > Open Remote. Choose the table that you want to open. Recently opened databases can be found by going to File > Open Recent. 
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· You will enter their assignment marks into the file "CS200 Assignments"
[image: image3.png](Open Remote File

View: [ Favorite Hosts 5]

Hosts Available Files
cbserveriwateroo.ca) CS 100 Fields
€S 100 Marks

€S 100de Fields.
CS 100de Marks
s 123de Fields.
CS 123de Marks

€S 200 Fields

€S 200 Lab Fees
CS 200 Lab Final

€200 Assignments

€S 200 Lab Exam 20082

e

jcbserver.uwaterloo.ca/CS 200 Assignments.
Example - fmnet: hostiPAddress/fileName

() Copen)
=




· You will be asked for an account name (cs200staff) and a password (course password).
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· Each assignment is in a different layout. Go to the appropriate layout and enter your marks. To move across a record press the tab key. To move to the next record you will need to use your mouse.

· If a student does not hand in an assignment, please enter 0’s for them at this time. If they have a sick note etc., leave the marks blank. Direct students with sick notes to the ISC and he/she will handle these cases.

· When you have completed entering marks you should then write the student’s final percentage on his/her mark sheet. (The database will do the calculations for you.) If there is scaling to be done on an individual question it will be clearly marked on the student marking sheets.

· Once this mark entry is completed, close the FileMaker tables and quit FileMaker. There is a script in CS 200 Marks that will close all related files when you close CS 200 Marks, so it is easiest to close CS 200 Marks, the script will run automatically.

· Go through the electronic submissions to determine who has handed in an assignment and record late days on the paper copy of the FileMaker layout.

· If there is no electronic submission for a student check the paper copies to see if there may be one there. If there is no electronic submission but there is a paper copy, mark what you can and write on their paper that they need to resubmit. There is a Resubmissions folder on CS 200 Handins; this is where they should put their files. Check the modified date on the file to see that it was done before the due date. No penalties are given if they need to resubmit since it was likely the result of a computer error that they couldn't help.
· Put the student handin code at the top of each mark sheet and staple to the paper copy (if there is one).

· Mark each assignment.

Our procedure for entering marks will be the following:
· Record all of the students’ marks in pencil on the FileMaker layout printout for that assignment. Bring your pencil-filled class mark sheet to lab when handing back any assignments so that you can correct any marking errors (adding, subtracting) that students may bring to your attention.
· Any corrections to the class mark sheet should be done in pen. Once they have been changed in the database, put the date modified on your class mark sheet
· .
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Helpful Hints

· To determine what assignments you have to mark go through the electronic copies to put the handin code on the top of the mark sheets.

· After stapling the Mark sheet to the assignments, you should be able to determine if someone has submitted a paper copy and not an electronic copy. Mark the paper copy as best as you can and have the student resubmit their work. Try to have their resubmits back to them within an appropriate time span.
· Before you begin to mark the assignments go through the modified dates to determine whether an assignment has been handed in on time.
· 
· 
· Copy the assignments from the handins folder to your hard disk to mark.

· Read over at least 10 of the submitted assignments before starting your marking. This will allow you to estimate the average answer (you will have very good ones, and poor answers), and will help you to mark fairly. It will also prevent a need to remark assignments.

· Ask an experienced CS 200 tutor to help you mark 1 or 2 assignments before you start to mark on your own. Some assignments will be chalk full of errors, but will still deserve part marks. Marking schemes do not always cover every form of error that may appear, and the experienced tutor can help you to allot marks accordingly. When in doubt, ask Barbara Daly.
· Check the folder on Oscar containing assignments that were handed in from previous terms. They consist of the best submissions, and will help you to understand the expected results during labs, and for marking purposes.

Some students may work with partners from other labs. Please inform the other instructor prior to their scheduled mark entry time of any students from their lab that you have marked. Also inform them of whom the partner for the particular assignment was. Writing the handin codes on the board in the office is the easiest way to do this.


Legitimate Missed Work

Direct any students that have missed work (due to illness, funerals, etc.) to  the ISC. He/she will deal with them on a case by case basis.





4.4
Assignments

It is imperative that the lab instructors do assignments well in advance of the students because you will then be:

· familiar with the material

· aware of any mistakes in the exercises and assignments

· aware of different tools and short cuts in the applications

· able to find possible problems that students may run into
5. Throughout the Term...

You will find that the term is very busy, but goes by quickly. This section gives you some hints to help you stay on track!

5.1
Attending Lectures

It is imperative that the lab instructors attend the lectures for which they are responsible. As well, all lab instructors are required to attend the first lecture for each class so that they can be introduced to all of the CS200 students.

5.2.1
Why?

By attending the lectures, you stay aware of what is happening and all that the students have been informed of (especially to counter the “I haven’t seen this before so how can you ask us questions about it?” argument). You may also get a chance to address your classes as a whole or to assist the instructor in presentations (this depends on the instructor) during the lecture. It is your job to apply what is taught in the lectures in the lab. This also gives you an opportunity to keep in touch with the lecturer. You may also be required to run AV equipment during a lecture (i.e. a projector and laptop etc.)

5.2.2
Demos in Lecture
It is your responsibility to have set up the CS 200 laptop ten minutes before the lecture starts, if it will not be set up already (as in the case where a CS200 lecture directly precedes yours). You may have to take it down as well if no CS200 lecture directly follows. The laptop is stored in your office.

What to take with you:

· AV key for the lecture room
· The laptop and demo binder

· Your copy of the lecture notes
5.3
Meetings

You must attend a marking meeting once a week (refer to Section 4 of this document) with the ISC and the other CS 200 Lab Instructors. The main purpose of this meeting is to keep the marking for the current quiz/assignment as consistent as possible across all sections. 

Consistency is very important across lectures, labs and marking. Working as a team helps to keep our work consistent.


There will also be a course meeting of all CS200 staff to discuss the course and solve any curriculum problems. This meeting will be held at a prescheduled time.

5.4
Consulting Hours

One to two hours of your week will be scheduled in the Consulting Centre for helping students. During this time, ensure that you are in the Centre or leave a note as to where you are and when you will return. Even if you leave for five minutes (this should be a rare occurrence), leave a sign on the blackboard. This is time for the students to come to you for help therefore be available and ready to help. Often students have a class at the time when you have consulting hours. Be prepared to make appointments on occasion at a time convenient for both of you.

5.5
Labs

Your lab times will be pre-determined for you.

All new lab instructors will attend a lab instructed by an experienced lab instructor each week before they teach their first lab of the week. This way, new lab instructors can familiarize themselves with the material and gain presentation suggestions. Before going to lab, make sure that you have updated and/or read over the lecturette. 
During your scheduled labs you are responsible for the supervision of the labs, and for aiding the students. You should spend most of the time circulating among the students to make sure students are doing fine, as many students are too shy to approach you. Be sure that students adhere to the lab safety rules.

Timelines, especially being in the lab on time and remaining for the full allotted time is very important.

The lab is open 24 hours a day, 7 days a week (except from 8:00-10:00 am on Monday mornings when the lab may be shut down for software updates).

5.5.1
Answering Questions

Never make a student feel as though they are interrupting you when they ask a question. If they apologize for bothering you, assure them that it is no problem because you are there for them. Most importantly, never make a student feel stupid because the answer may seem obvious to you.

Because you have worked through the assignments, you are aware of possible problems and can easily answer questions. If you know the answer, do not spoon-feed the students; make them think for themselves. Help them to work through the problem by asking questions of them, without giving away the answer. Some students just need to hear the problem explained in a different way, others need a page reference in the lecture notes or the text.

Do not be embarrassed if you do not know the answer to a question. Work with the student to solve a problem. This way, the student can learn from how you work to solve a problem, and two heads are better than one. If you are really stuck, ask the other lab instructor. We are all here to work together.
Don’t let yourself be pushed around by the student. If you find a student being particularly forceful, send them to the ISC. Point students in the direction of where the information can be found.
5.5.2
Hand-ins

We have a very strict policy about handing work in on time. If work is handed in late, late days are taken off until the submission is handed in. Students receive 5 late days for the whole term. If the student has no late days left, the assignment will receive –10% per day. There are no exceptions without a doctor's note or a death certificate. This –10% per day will come off of the students’ late assignments automatically at the end of the term so make sure to warn students that these late days will be reflected in their final mark.


5.6
Proctoring Exams

The instructional support coordinator, instructor, and lab instructors, will proctor any exams. There should be at least two to three people in the lecture hall during an exam.

The main purpose of a tutor during an exam is to stand at the front and look menacing. You should watch for cheating and be prepared to act if you see any. Proctor instructions will be given to you before each exam.
The only question you can answer during as exam is “Is this a mistake on the exam?” You can not interpret questions for the students in any way because that is unfair to other students. If there is no mistake in the question, your response to the student should be “There is not an error with the question. State your assumptions and continue on with the problem/exam. Assumptions should not trivialize the problem.”
5.6.1
Supplies

· Exam question pages

· Attendance sheets
· 
· Box of golf pencils and at least one eraser

· All of the staplers that you can beg, borrow or steal
· At least one pen

5.6.2
Instructions for Lecture Room Exams
· Arrive at least 30 minutes before the start time.

· Students are not allowed in the room until it is set up. Leave one seat between each paper if possible.

· Let the students in the exam room a few minutes before the start time. Make sure no one leaves the room with an exam paper.

· During the exam, starting about 10 minutes after the start time, get signatures on the attendance list, and look at each ID card (if you don’t recognize the student) to be sure the name they are signing is their own. Pick up any unused exams.

· Be sure that everyone gets only the allotted time for fairness across lectures.

· Count the attendance signatures and exams to make sure the numbers match.

5.7 Extra Tasks
There are a few tasks that need to be completed consistently every week. Please do not step on anyone’s toes by doing things on your own. It creates confusion and spoils the broth if there are to many cooks in the kitchen! By following this schedule we then will be able to track what needs to be done and will have an expert in each field.
· Reporting hardware problems and posting gripes

· Preparing for lecture demos
· Preparing lecturettes

· Monitoring the message board on ACE
5.8 To Do lists

Follow the tasks on your weekly to do lists to ensure that you have completed all of your tasks each week. To do lists can be found on ACE. 













6.
Project Problems and Solutions

Problem:
When uploading an image, the image doesn’t load

Symptoms:
An invisible character is added to the front of the image name when it is uploaded.

Cause:
The image has been uploaded from a memory stick. Copy the image to the cs200proj folder and all will be well.

Problem:
When running a TAF file, “The TAF is missing or invalid”

Symptoms:
Look into their Record list and detail. Sometime student use fields from the other table directly in record builder.

Cause:
Haven’t used correct one-to-many table relationship. Remake TAF

Problem:
Webpage isn’t updating properly

Symptoms

Cause:
Hold down option as you press reload. This forces a complete reload..

Problem:
Root.html says forbidden
Symptoms:
Can’t view Root.html
Cause:
Just save as a new file (Root1.html) and delete the old one and rename the new one to Root.html

Problem:
Portal isn’t working correctly

Symptoms

Cause:
Go into their link definitions. Often they have kept the StudentDetail in the @actionresult part, instead of replacing it with RecordDetail (or what they named their RecordDetail). As well, they may have counted the fields from the Datasource Layouts instead of the Search icon of the Student Detail.

Problem:
When running a TAF errors -1728 and -101

Symptoms

Cause:
Space in field name or layout name. TAFS may need to be remade.

Problem:
Links to TAF don’t work

Symptoms:
Student typed it themselves.

Cause:
There is some error in the link. Cut and paste it from the example.

Problem:
Student complains that part of their TAF disappeared.
Symptoms:
Students hit build actions after changing the TAF outside the Search Builder.
Cause:
Must redo the changes made.
Problem:
TAF error in Netscape about data sources

Symptoms

Cause:
Database files have spaces in them or are not open on the server machine.

Problem: 
First row of “portal” in Netscape—headers show but no information.

Symptoms

Cause:
TAF has different layouts used in the code and in the form.

Problem:
blank screen—grey instead of TAF or error

Symptoms

Cause:
Need a complete URL either “imac#.student.cs.uwaterloo.ca” or IP address.
Problem:
Witango shuts down when putting the picture file path into the TAF builder
Symptoms

Cause:
Need to restart Witango and add the picture file path into the TAF html itself, instead of the builder
7.
Tying Up...

Before your employment period is over there are some "chores" which need to be done in the lab to prepare for the next term (an end of term to do list can be found on ACE). Do not expect to be finished your work term when the marking of the final exams has been completed. Check with the ISC to see if there are any other things to be done besides the list of tasks for the end of the term.
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