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TIME@

Underestimating how much
time you will need to prepare
your course shell (Modules,
Assignments, Syllabus,
Resources, Links)

How much time do you think
you really need?



Resources

Not knowing all of the
resources available to
you 1o ensure a
successful online
course...

and back-up resources

CHC - Educational Technology Committee - https://tinyurl.com/udd7rjh
CHC Professional DEvelopment - https://tinyurl.com/uwn9nds

OTC - ‘19 Archives - https://tinyurl.com/roms2sr

OTC - “19 Specific workshops - click on the workshop and a link for
presentation may be attached - https://tinyurl.com/u89856s



Online Poll — Popin.live

Q. Name a FREE Resource for video
or connecting with students.

Audience Participation Responses:

Adobe Spark

Canvas & Canvas Conferences
Youtube

Camtasia

3c media

Screen Cast-o matic

Zoom

Palet

Films on demand

Flipgrid

Kahoot

Skype

Quicktime

Liveboard — interactive white board
Confer Zoom & Confer Zoom Office Hours
Voice Thread

Microsoft Teams

Chat Roulette

Poll Everywhere

Google Voice

The Google




HELP

A professor should provide
multiple ways for students
to get help if they have
difficulties in navigating or
completing assignments.

Student Help Desk
District Help Desk




Links@

Professor should validate links
in your course shell.

Broken links can cause
unnecessary stress on both you
and the students. Make sure all
links are valid and are correctly
directing students to where you

intend for them to be.

How to Validate links in Canvas:
https://community.canvasims.com/docs/DOC-12770-4152476605



Record

When conducting Live Video
Lectures in Confer Zoom,
make sure to
Hit the Record Button.
in addition, know how to
save your files.

How to Record in Zoom - It iS not aUtOmatiC!
https://www.youtube.com/watch?v=AYzPS28rg7E
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Open As

Send To

Create Zip

Extract Zip

Hide File




Files

Oblivious to professor,
sometimes is what the
student can actually see.

Hiding Files from your
Navigation Screen ...
As well as individual files
could be helpful and lessen

How do | restrict/hide files from students t d t h t
1. Manage Global Navigation - https://community.canvasims.com/docs/DOC-12933 stuaent cnhea Ing
2. Individual Files - https://community.canvasims.com/docs/DOC-12771-415241391



J INTERSTATE Y

Compose Message

-
e Messages

o (jesicaDos ) (Vi johnson
i g | - Oblivious to professor sometimes is
@ o what and to whom are your
o messages and announcements
going...

Ensure messages indicate section
and/or individual students

(5]
Cancel m
How do edit/manage messages and announcements E nsure announcements are u p to

1. Messages - https://community.canvasims.com/docs/DOC-10574-4212710325 date not Old
2. Announcements - https://community.canvasims.com/docs/DOC-10407- ¢
415250732
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History 101

R  History 101 i

Assignments
Discussions
Grades
People
Pages

Files
Syllabus
Qutcomes
Quizzes

Modules

@ Choose Home Page

g View Course Stream

~ N New Announcement

ERICAN HisTory

bd Student View

INSTRUCTOR! AREN JUREL

& View Course Analvtics
Th okcuamaToN o oience f| TARTICLE f CONFEDERATON ToDo
s & The CONSTITUTION
The REVOLUTION The B1LL of RIGHTS 0 |

How to see my shell as a test student

https://community.canvasims.com/docs/DOC-13122

Student
View

Don’t forget to view and test your
shell as a student.

You will find mistakes in student
view that you will not see from
the professor/administrator view

Student view is my final check for
all assignments.



Don’t miss the opportunity to give your students
guidance on being a successful online student.

Provide a guide — Managing your first week or
each week in the course
Send or have them read an article for online
classroom success

Home
Announcements
Syllabus
Modules
Assignments
Discussions
Quizzes

Grades

People

ConferZoom

Office 365

)-70 > Page Welcome Letter - Start Here!

View All Pages
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Welcome Letter - Start Here!

Hello Class, what a pleasure it is to be working with you this session! |, Professor Trinette Barrie am excited about the opportunity of serving as your professor as you partake in learning the Course
Obijectives for this course.

Course Information—Online Distance Education course
COUN 110~Introduction to Career, Education and Life Planning - 3 units

Begins: June 17,2019 - Ends. August 8, 2019 a 8 week course

s, weekly course information and grading.



Summer 2019 :
e View All Pages @ Ppublished NEdit G
g

Home

T Announcements

-~ Your First Week!

Dashboard Modules
Your First Week!

Assignments

Discussions Navigating your First week

Quizzes Monday - Tuesday

Grades
1. Review the Start Here Module - Start Here! and read the course Syllabus.

Pages
2. Complete the Canvas Tutorial - How to use Canvas Tutorial

People 3. Many of your readings and assignment descriptions will be uploaded to Canvas as pdf. Download Adobe Acrobat reader for free for windows e .

4. Review the Week 1 Assignment Descriptions. (This is just an overview of what we will cover each week in class.) - Week 1 - Assignment Descriptions

ConferZoom 5. Complete the first Discussion: Welcome - Name, Likes, & Fact - Discussion 1

Office 365 6. Take the Poll & Pre-Course Survey - Lecture Times I'm Available ¢ & Pre-Course Survey

Attendance

SBCCD Student Tuesday - Wednesday
Resources

7. Read Week 1 Module - Week 1 - Factors for deciding on a major

8. Complete the second Discussion: College and University - Discussion 1b

Settings Wednesday - Saturday

2. Respond to your peers in their discussion post. 2 replys, to 2 students, per discussion question is needed.

10. Prepare to complete your first journal and writing assignment by the end of the week. Journal 1 and Taking Stock Paper




My Assignments — Keeping Track!

Dates listed are assignment due dates

My
Graded
Points

Assignment
Points

Journal Writing| 40 pts Total

Subrgtted Assignment

urnal 2

Journal 3 - 76

Journal 4 —7

Journal 5

» v'"Making a Plan for Success
vManaging Your Time

Joumnal 8 — 86

ngths Finder - 6

Interest Profiler — Strong/Holland

Myers Briggs Personality Type Indicator — 629

100 pts Total

Quiz2-7/12

Quiz 3 - 7726

Quiz4 -86
Taking Stock — Myself Today - 672 5
My Strengths —
Personal Ir

alland & Mye

Managing Your Time

E\wam»n h Draft— 7720

Career Insight Power Point

(SE dent Educational Plan — 8/8 75 Mczke a list of course due dates.
_CIass Participation & Discussion Posts| 85 pts Total ¥ wiont ass ;

What’s Happening/ Video Proj 7126 10

s Participation/fWeekly Discussion Posts — y 5 pts x 8 posts

Lecture Recordings — Summary 5 pts x 7 videosfive s
r Matrix - Final — 5 paper pk
Resume - Fina - 88 5 your assignment dao
Cover Letler —Final - 88
Thank you Letter —Final - 8/8

—88

Elevator Pitch —Final - 88

Social Media Account — 88

Final My Plan Paper — Final -

[Other Projects|

My Career/Final Presentation - Final — 88

k Interview - Final — 88

Total Points







&~ = couni1070 /
=
@ Sapu 2010 Recent Announcements Course Status -

Account O Unpublish .
& Arnatincainanic & Successful Student - Svllébus. Asslxnmen.t Tracking Sheet, and Strategies for Online Success g
Hello Scholars, Please review the pdf version of the course syllabus COUN 110- 70 - Summer 201... -
Desiced Syllabus © Import from Commons
Modules @ Choose Home Page
o Welcome to COUN 110 - Career, Education, and Life Planning - Online Course .

U
Assignments Hello Class, what a pleasure it is to be working with you this session! |, Professor Trinette Barrie a... Posted on: &3 View Course Stream

Discussions & New Announcement

Quizzes Introduction to Career, Education and Life Planning-110-70 NEdt e

- Professors spend a great amount of
time creating their shell... fine

" - N‘ | g’w . . .
£ . tuning assignments and ensuring all

Image:

content is available to only miss the
opening day of class because they
forget to “Publish” their course

(((((((

People

Starts:

NNNNN

......

(((((((

And/or not publish a module or an

How do | Publish a course, module, and an assignment. aSSIgn ment Created In the COurse

1. Publish Course- https://community.canvasims.com/docs/DOC-13030-415257126 Ma ke sure to dO 3 ”
Publish a Module — https://community.canvasims.com/message/137622-unlocking-a-module )
3. Publish an Assignment - https://community.canvasims.com/docs/DOC-10113-415241285

N



TOP 10 IN A NUTSHELL!

Publish Your Course — modules/specific file. Modules available but the file is not.
Prepare a Weekly Guide list for students. Help Students be Successful.
Utilize Student View to check accuracy and ease of course use.

Sending Message and Announcements to the correct section of students.
Files — Turn off and Hide!

Remember to hit RECORD on your videos, set settings if you do a live feed.
Validate Links — Most Professors do not do this.

Provide key Details for help desk. Student, College/District, Canvas

Know Resources available to you as an instructor.

10 Underestimating how much Time you need to create your course

b0 =00 esl_cCH T Lo IO TSLk



Notes for Each Slide

Slide 3 - Plan to add 2 — 3x more time to whatever you think you need

Slide 4 — Ask your Education Technology Committee or Professional Development Committee for any resources to help
you successfully teach your course online. In addition, the Online Teaching Conference provides several
presentations/resources for teaching online. Refer to links in the Power Point.

Also do your own research.

In addition to finding the resources/tools that will help, find 2-3 more additional programs that do similarly what you want to
have as a back-up.

Slide 6 - Provide your students with multiple avenues to seek out help if they have trouble navigating your course. Provide
links or phone numbers to students.

As a professor you may even develop a FAQ page that provides quick answers to common questions asked each semester.

Slide 7 - Validating your links is very important. This will provide you with a list of broken links, not just for urls listed but
broken links within your course directing students to various assignments, modules, etc.

Slide 8 - If you do plan to record make sure you hit record. | made the mistake of not recording full lectures and had to redo
them.

It may be best to have a list of To Do tasks before you record. Do you have everything ready, in place and one of the items
on the to do list is to hit record.

* Also make sure when you are recording that your background is clean and presentable. | usually make sure to have an
informative poster/picture in my background. You can also create a background in most tools with whatever picture you like.



Notes for Each Slide

Slide 11 - Unfortunately, your files are not automatically hidden from the students. You will need to hide files from the
canvas navigation bar and/or hide individual files that you do not want your students to see.

Slide 12 - A common error is when you copy over your course from one semester to next all of the announcements are
attached. If you want to use the same announcement it may be best to remove the date stamp.

Slide 13 - Check to see how your course looks in Student View, this is a great way to catch mistakes, wrong due dates, etc.

Also take the time to see how it looks from different browsers, such as Chrome, Firefox or Explorer. You may be surprised
at what you see.
As an FYI, the program is best utilized in Chrome or Firefox.

You may even designate a few students in your course to be your student eyes and to tell you if they see something that is
not right.

Slide 14 - We know that the retention rates for online courses is low and the attrition rate is high. Therefore as instructors
we should do all that we can to help our students with online success.

| provide my students with a weekly guide as to what they should complete by the days to help guide them towards success.
This helps to encourage and shape time management.

| also provide students with a Assignment Tracking Sheet — It list all of the assignments due for the course and dates. They
can keep track on their own of their grade received and also see what assignments are coming up and/or they have not
submitted.

Finally, for the first time | am also providing students with a power point that highlights how to be a successful online
students. Pictured is a power point | created utilizing the Wiki How to be a Successful online student article. Examples in
the following two slides.



Notes for Each Slide

Slide 15 - Sample of the Weekly Guide

| provide my students with a weekly guide as to what they should complete each day of the week to help guide them towards
success. This weekly guide helps to encourage and shape time management. | update this page each week and change
the title to the new week. For example, Week 2, Week 3, etc.

Slide 16 - In addition to the weekly guide. | provide my students with an Assignment Tracking Sheet that they can download
and print out. The Assignment Tracking Sheet — list all of the assignments due for the course and dates. They can keep
track on their own of their grade received and also see what assignments are coming up and/or they have not submitted. |
do not collect this sheet; it is for the students own personal reference.

In addition to the tracking sheet, | provide the students with reminder power points the first few weeks of class on how to
manage their time. These are great reminders, especially for the student that is new to online class learning.

Finally, for the first time | am also providing students with a power point that highlights how to be a successful online
students. Pictured is a power point | created utilizing the Wiki How to be a Successful online student article.
Slide 18 - Professors forget to “Publish” their course or some parts of their course all the time!

Be mindful, you must... Publish your Course, Publish Modules, and Publish Assignments, Quizzes and Discussions
created.

If any above is not published a student will not see it. :)
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