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Overview

This manual will provide you with an introduction to creating courses at Walden University. It
can help you learn much about course design but do not hesitate in contacting the Instructional
Designer assigned to work with you whenever you have questions. This manual was written for
faculty in all of the programs at Walden University. Individual programs may have specific
course design standards that are not included with this manual. Ask your program director for
information about standards unique to your program.

Purpose

The purpose of this manual is to help faculty begin using Walden’s course development system,
which is called BlackBoard Courselnfo—or Courselnfo for short. Courselnfo allows you to
complete dozens of tasks related to delivering a course—such as organizing assignments, course
documents, participating in Web-based discussions, and posting grades. The procedures for
completing these tasks are similar, so only the most common tasks are described here.

Working with Walden’s Design Group

The staff in the Instructional Design group at Walden have experience in helping educators
design Web-based courses. One of the designers from this group will help you with the
instructional design process and with using Courselnfo. The purpose of working with a designer
is to allow you to quickly learn how to develop your own courses.

Walden's implementation of Courselnfo has courses divided into sessions. A session is a number
of days focused on one topic. This is often one week, but the number of days is ultimately
determined by how many days are needed to cover a topic. The designer will help you with a few
sessions within a course, but you will soon be developing your own courses. How you develop
these courses will depend on several factors—including the timeline for course development,
your technical expectations for the course, and the style of the designer working with you.

A general description of the process used to create course is listed below.

1. You write a syllabus, using the syllabus template for your department.

The syllabus is reviewed by an instructional designer and approved by your Program
Director.

You write the course content, using the Course Content Template.

The Course Content Template is reviewed by a designer.

You create your course Web-site with Courselnfo.

A designer reviews the Website.

N

IS NS

Note, the sequence above is meant to be a brief overview of the process. Depending on the
situation, steps may be added, removed, or repeated.

The Instructional Design Group is also interested in assisting you after you have learned how to
develop your own courses. The Group is always ready to answer gquestions, review a course, or
to share new Web-based learning activities.
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Activities in this Manual

The procedures described here will help you learn Courselnfo by having you design the first
three sessions of your course. Therefore, you should have any relevant information for these
sessions with you as you read the manual. This information includes any items you are
considering for the first three sessions of the course—such as textbooks, articles, handouts, Web-
page URLSs, or ideas for student activities.

This manual will often have you follow procedures at a computer. The graphic below signifies
these procedures. If you do not have access to a computer, pictures of the computer screens
being referred to are included in an appendix, whenever possible.

Procedure 1: Bookmarking the Instructional Design Web-site
An Instructional Design Web-site has been created to supplement this manual.

= You will be accessing this site multiple times as you go through the manual so
make a bookmark to it now.

=

]

1. Open a Web-browser, such as Internet Explorer or Netscape Navigator.

2. Open the Web-page at:
“http://www.waldenu.edu/courseinfo/faculty/manual-web.html”.

3. You will be asked for a username and password. Enter “faculty” for the
username and “distributed” for the password. This is the standard username
and password for secure, faculty Web-pages at Walden.

4. After the Instructional Design Web-Site appears, make a bookmark to it.

o For Internet Explorer...
1. Click on the “Favorites” Menu
2. Select “Add to Favorites”

o For Netscaple Navigator...
1. Click on the “Bookmarks” Menu
2. Select “Add to bookmarks”
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Chapter 1: Learning Courselnfo

This section will have you look at courses developed in Courselnfo, with an emphasis on
Walden’s style of offering courses and the design of your own courses.

There are advantages and disadvantages of using a system like Courselnfo. The disadvantages
include limited ability to creatively customize a course and using pre-established categories. The
advantages include a standardized learning environment for students and the ability for teachers
to make courses with little or no knowledge of HTML. As you use it for designing your own
courses, we think you will realize that much creativity is available within Courselnfo, but it tends
to be in the design of learning activities instead of Web-site layout and visual appearance.

Procedure 2: Evaluating Sample Courses

—=

]

@} Sample courses have been prepared to help you understand how Walden uses
= Courselnfo. You will now evaluate these courses to understand how Walden
uses Courselnfo. Worksheets on the following pages will help you apply these

evaluations to the design of your own courses. If you do not have access to a
computer, a sample course is listed in Appendix A: Sample Course which begins

on page 37.

1. View the Instructional Design Web-site by selecting the bookmark you
previously made. The URL is
"http://www.waldenu.edu/courseinfo/faculty/manual-web.html"”, no quotes.

2. Click the hyperlink for one of the sample courses, using the username
"teacher" and the password "teacher".

3. Browse the course as you expect a student would.

4. Complete the Evaluation Worksheet on the next page, which will assist you
in applying the evaluation to your course design.

5. Repeat this procedure three times. Three copies of the Evaluation

Worksheet are provided.
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Evaluation Worksheet
Answer the questions below to apply your evaluations to your course design.

Course Name:

First Reaction

What elements of the course did you react positively to and how can you use these elements in
your course?

What elements of the course did you react negatively to and how can you avoid these elements in
your course?

Student Needs
Are student responsibilities clear?

Is it easy for students to find the information they need?

Learning Activities
Which learning activities would you like to borrow for your own course?

Which learning activities would you like to avoid?

Other Ideas
Were there other elements from the course that give you ideas for your own course?
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Understanding Course Guidelines

As you probably noticed when reviewing the sample courses, they resemble each other. This
makes it easier for students and teachers to find information as they access different courses.
This resemblance is the result of guidelines that Walden has instructors follow when developing
courses. One guideline is that Walden uses the following categories in Courselnfo:

0 Announcements o Communication
o0 Course Information 0 Student Tools
o Staff Information o External Links
o0 Course Documents

Other guidelines involve the format in the Course Documents and Discussion Board. Both of
these areas are divided into sessions, which are similar to dividing a course into weekly goals or
activities. If this is unclear, return to a sample course, and view the Course Documents and
Discussion Board. The Discussion Board is accessed by clicking on the “Communication”
button in a sample course. The instructional designer working with you will describe additional
guidelines that affect your course.

The table below shows how typical course content is presented in Courselnfo.

Courselnfo Category Typical Course Content

Announcements Welcoming students to the class
Assignment Reminders

Overview of the course
Course goals
Reference materials
Grading policy

Course Information

Staff Information Information for contacting the instructor
Information for contacting technical

support

O 0|00 O Oo0O|0Oo

Course Documents Information about each session, such as it's:
Purpose

Objectives

Study notes

assignments

Discussion for each session
Student roster
Discussions for student groups

Communication

Student Tools Student drop-box
Gradebook

Student manual

OO OO0O|0OO0O OO0 OO

External Links External Web-sites related to the course
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Chapter 2: Creating a Syllabus for Courselnfo

Creating a course in Courselnfo is similar to creating other educational media—such as a
PowerPoint presentation, Web-page, or an overhead transparency. One of these similarities is
that the process is easier if you have the educational activities prepared in a way that suits the
media. This section will help you prepare a syllabus in a way that will make it easy to develop a
course into Courselnfo. As you design your course, refer to the evaluations you just completed
for ideas. If you do not have access to a computer, refer to the appendix that contains the
syllabus template for your academic program.

Procedure 3: Downloading the Syllabus Template

These instructions will have you download and review a syllabus template,
which is a word-processing file. The standardized template is approved by the
Program Directors and includes guidelines to help you create an effective
syllabus. Using a word-processor provides convenient access to spelling and
grammar checks.

1. Before getting a copy of the syllabus template, you need to create a folder to
store it on your computer. If you have not already done so, create a folder
called “Walden” in the location of your computer’s hard drive where you
store files for other projects. In Windows, this location is usually
“C:\My Documents”.

2. Open the Walden folder you just created and create a folder inside it for your
course. The name for this folder should be your course’s alphanumeric
name. For example, if alphanumeric name is MBA6000, name the folder
MBAG6000. Using this example in a Windows environment, the full “path”
to this folder would be “C:\My Documents\Walden\MBA6000\”.

3. View the Instructional Design Web-site, by using the bookmark you made
earlier.

4. Find the hyperlink for downloading the appropriate syllabus template for
your academic program and favorite word-processor.

5. If you are using a mouse with two buttons, right-click on the hyperlink for
the syllabus template. If you are using a mouse with one button, click and
hold on the hyperlink for the syllabus template. This will cause a menu to
appear.

6. Select the menu option that says something like, “Save Target As” or
“Save Link As”.

7. When you are prompted for a location to save the template, select the course
folder you created in the beginning of this procedure.

8. Press Enter to complete the download or click "OK".

9. Open or switch to your word processor.

10. Open the syllabus template to assure that it downloaded correctly and to get
an idea of how it is written.

This procedure is continued on the next page.
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Procedure 3: Downloading the Syllabus Template (Continued)

11. Read some of the text that is in parenthesis in the template. This
parenthetical text contains suggestions for you about how to write various
sections of the syllabus. This text is not meant to be read by students. After
you read this text, remove it so students do not become confused by it.

12. Scan the headings in the template. The headings in the template are
identical to headings that will be used in Courselnfo so try to use the
categories represented by the headings as closely as possible when you write
your syllabus. Missing content will be requested by the instructional
designer working with you.
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Writing Staff Information

The Staff Information category in Courselnfo is very similar to most syllabi, so completing this
section first will be an easy way to get started.

Procedure 4: Writing Staff Information

All the procedures for writing your syllabus include an example of what you
will be writing. Review these examples or sample courses for help in writing
your syllabus.

1. Open the syllabus template in your word processor.

2. Go to the Staff Information section of the syllabus template and

complete this information, by inserting the cursor after the appropriate

heading.

Make sure you have removed all the parenthetical notes in this section.,

4. Save your work using the alphanumeric name for the course followed by
the word “Syllabus”.

w

Staff Information Example

Staff Information

First Name: Albert

Last Name: Einstein

Email: al@waldenu.edu

Address: Walden University, 155 Fifth Avenue South, Minneapolis, MN 55401—2511
Phone: (612) 338-7224

Office Hours

Tuesday: 1:00 PM to 1:30 PM CST

Wednesday: By Appointment

Thursday: 8:00 PM to 9:00 PM CST

In addition to office hours, e-mail messages will be replied to within 48 hours.

Personal Link: http://www.westegg.com/einstein/

Other Information: Besides my relative interests in math and metaphysics, I also enjoy playing the
violin.
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Writing Course Information

Like Staff Information, Course Information is very similar to other syllabi you’ve written. Note,
each department at Walden uses a slightly different syllabus, particularly with Course
Information. The procedure below describes most of the content in your syllabus template, but if
it does not precisely match your syllabus, follow the parenthetical notes in your syllabus
template or contact the instructional designer working with you.

Procedure 5: Writing Course Information

1. Inyour word-processor, insert the cursor after “Course Name” heading.

2. Write the name of your course.

3. Insert the cursor after the "Quarter” heading. Write the quarter your
course will first be offered.

4. Insert the cursor after the "Dates" heading. Write the dates your course
will begin and end.

5. The next heading is "Course Information™. If the designer working with
you has not provided this information to you, request it from him or her.

6. Insert the cursor below the “Course Goals” heading. Write the goals for
the course.

7. Insert the cursor below the “Course Reference Materials” heading.
Write a description of the required and supplemental texts or other
resources for the course.

8. The next heading is “Ordering Textbooks and Reading Materials. ” This
is a standard description that you should not need to change.

9. Insert the cursor below the “Communication Requirements” heading.
Write the communication requirements for the course. An example is
provided in your syllabus template.

10. Insert the cursor beneath the "Course Assignments and Grade
Weighting" heading. Describe how the course assignments will affect
the student's course grade. Include the weight or percentage of the point
grade for each type of assignment or activity

Note, information on assignments will appear in 3 places. First, the
impact each assignment has on a student's course grade will be described
in this section. Second, the date each assignment is due will be listed in
the Assignments Due-Dates Section, which is described later. And third,
detailed descriptions of each assignment will occur in the Course
Documents section of the class Web-site, which is also described later.

11. Insert the cursor below the “Grading Policies” heading. Write the
grading policies for the course or revise the paragraphs provided. Note,

Walden's grading policy is available at
"http://mww.waldenu.edu/handbooks/9900/4university/ch02.html#iv".

This procedure is continued on the next page.
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Procedure 5: Writing Course Information (Continued)

12. Insert the cursor below the “Procedures for Submitting Student Work”
heading. Write the procedures students should apply to submit student
work.

13. Insert the cursor below the “First Two Week's Assignments” heading.
Write a detailed description of the first two assignments students will
complete in the course.

14. The last heading is “Student Course Evaluation” heading. It is unlikely
you will have to change the description provided. If you would like to
change it, contact the designer working with you.

15. Before you continue writing your syllabus, it needs to be
reviewed by the designer working with you and approved
by your program director. Review it yourself now, and
then, send it to the Instructional Designer working with
you.

In the mean time, start thinking of learning activities to
support your course goals and objectives.
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Course Information Example

Course Information

This non-credit course is an orientation to Walden University and the MBA program. Students
admitted to the MBA are required to register for this course during their first quarter of enrollment.
This course will help students understand important issues for succeeding in the MBA program.
These issues include policies, procedures, time management, learning strategies, technology, and
most important, making the most of faculty, staff, and students at Walden.

Course Goals
1. Understand Courselnfo: locate information, submit information, interact in class discussions.

2. Complete an approved Personal Development Plan. (Note: This is a challenging document to
complete so set aside extra time for this session.)

3. Develop strategies for succeeding as an adult, distant learner. These include time management,
learning strategies, and continuing to develop critical thinking skills.

Course Reference Materials

Required Texts and Readings

Hazemi, R., Halles, S., & Wilbur, S. (1998). The Digital University. Springer.
McCormack, C. & Jones, D. (1997). Building a Web-Based Education System. Wiley.

Recommended or Related References
White, K. & Weight, B. (1999). The Online Teaching Guide. Allyn & Bacon.

Ordering Textbooks And Reading Packets

Texts and reading packets can be ordered from TIS Bookstore, 1302 East Third St., Bloomington, IN
47401 (1-800-973-1302). Textbook orders should be placed immediately following confirmation of
course registration. Texts may also be accessed through many university libraries. Information on
ordering from TIS can be found on the Walden website at http://www.waldenu.edu/union/tis.html.

Communication Requirements

Discussion will occur within the course “Discussion Board.” To locate the Discussion Board, click
once on the “Communication” button (to the left) and, then, on the words, “Discussion Board.” | will
post new weekly questions every Sunday evening. As a student, you are expected to post a
MINIMUM of two contributions to the discussion each week. These postings may be brief but they
must be a substantive contribution to the topic under discussion and reflect the quality of discourse
characteristic of a doctoral level seminar.

Weeks are defined as Monday through Sunday; see class schedule. Participation in the class
discussions is an integral part of this course, and any deviation from it will affect your grade
negatively.

Continued on Next Page
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Course Information Example (Continued)

Course Assignments and Grade
The following assignments will determine your final grade by the percentage listed.

Weekly Summaries: 10% Weekly Communication 20%
Case Study 1: 20% Final Project 30%
Case Study 2: 20%

Grading Policies
Walden's standard grading policy will be used in this course. Information on this policy is at
"http://Mmww.waldenu.edu/handbooks/9900/4university/ch02.html#iv"

Procedures For Submitting Student Work

Students are to submit all assignments to the instructor based on the timetable specified in this
course syllabus. Each assignment will specify whether an assignment should be submitted to the
"Drop Box" or in the "Discussion Board".

Student Course Evaluation

Completion of an online Course Evaluation Form is the final required assignment in this course. This
evaluation allows you to submit an anonymous evaluation of the course and instruction provided. All
submitted course evaluation data is combined to from aggregate data. No unique student information
(e.g., name, e-mail address, etc.) is included in any reports created from this form. Only aggregate
data and comments will be shared with the instructor and program director.
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Writing Course Documents

Proceed with this section only after you have had your syllabus reviewed by the
instructional designer working with you and approved by your Program Director.

Once you have reached this point, you need to proceed with the "Course Content Template."
This template provides headings and other information to help you organize the specific details
of your course in a way that makes it easy to move into Courselnfo. It is available as a word-
processor file on the Instructional Design Web-site and in Appendix D of this manual. Later, you
will use your syllabus and the completed Course Content Template to create your course in
Courselnfo. The first section of the Course Content Template is Course Documents.

The Course Documents section of Courselnfo contains the details of each session, such as what
students will learn and work on during a session. Course Documents can also contain a variety
of computer files for students to view or download. For example, you may want students to
view a PowerPoint presentation, word-processor file, audio file, or a link to a Web-page.

A particularly important part of Course Documents is the assignment(s) for a session. A design
element to emphasize in assignments is student interaction. Systems like Courselnfo support
interaction very well, especially when compared to other distance education media. Many
students at Walden have also described the value they place in class interaction. Some
guidelines to consider when creating assignments are:

o Make use of interactive, student-centered projects such as case studies, debates, and
activities that allow students to apply topics from their work or home life.

o Describe minimal quantitative and qualitative posting requirements. For example, you
could state that each student must post to some class discussion at least three times a
week and that two of these postings must mention a class reading.

o0 To avoid the procrastination that can easily arise in asynchronous learning, make
schedules for group projects particularly clear. For example, if a group is to write a paper
together, specify a due date for an outline, first draft, and final draft.

As you write the Course Documents, you will likely consider other ways to organize your course
than are described here. You are encouraged to consider creative ways to write course
documents, but the value of standardization also needs to be considered. Walden prefers to
organize courses in a similar manner, so students can easily find information as they study in
multiple courses. Courses developed now are also expected to be taught by several faculty
members during the life of the course, so having some degree of standardization also makes it
easier for faculty to teach courses designed by other faculty. If you see a need to deviate from
the course organization described below, contact the instructional designer you have been
assigned to work with before preceding.

Page 16 Faculty Instructional Design Manual



Procedure 6: Writing Course Documents

There are four sections in the Course Documents for any session. They include
a purpose, list of objectives, study notes, and an assignment for the session. The
purpose of a session is a general statement, and objectives are specific—refer to

the example following this procedure for more information.

1.

2.

In the Course Content Template, Insert the cursor on the line below the
“Purpose” heading for the first session.
Write the session’s purpose. Issues to consider when writing the purpose
include how the module:
0 Benefits the student
0 Works with previous or future modules or courses
0 Supports one or more course goals
Insert the cursor on the line below the “Objectives” heading for this
session.
Write the objectives for the assignment. Issues to consider when writing
objectives include how they:
0 Support the purpose of the session
o Provide an appropriate level of guidance
0 Avoid the use of verbs like learn, understand, and think. Instead,
use "demonstratable” verbs, such as identify, apply, and
synthesize.
Insert the cursor on the line below the “Study Notes” heading for the
session you are writing.
Write the Study Notes for this session. Issues to consider when writing
Study Notes include:
0 How the current session relates to previous or future sessions
0 How the session documents and assignments work together to
reach the session objectives or purpose.
0 Issues students should consider while they read the documents
for the session
0 Questions students should consider in the session
o0 What information session readings do not sufficiently describe
o Current events that demonstrate the importance and authenticity
of the session
0 URLs to Web-pages that support the analysis in the study notes

7. Readings for the session. Depending on your course and teaching style,

this information may be more appropriately placed in the assignments
section, which is described in the next step.

This procedure is continued on the next page.
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Procedure 6: Writing Course Documents (Continued)

8. Insert the cursor on the line below the “Assignment” heading for the
session.

9. Describe the assignment(s). Issues to consider when writing
assignments include:

0 Adult students prefer “authentic” learning activities, such as
those which allow them to directly apply their experience or
projects from their workplace.

0 A numbered list should be used to present the assignments, to
clarify any sequences.

0 The readings for a session should be referred to in the assignment
or the Study Notes section, which is described next. Use your
own judgment about which is most appropriate for your own
course & teaching style.

o Clarify student responsibilities in quantitative and/or qualitative
terms.

10. Repeat this procedure until you have completed the first three sessions in
your course.
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Course Documents Example

Session 2: Introduction to On-line Learning and Teaching

Purpose

This week provides an overview of how on-line courses work and how they compare to traditional
computer based training (CBT). The relationship between on-line learning and distance learning
is examined. The significance of on-line communities is discussed. You also begin work on your
proposal.

Objectives
1. Define computer-mediated communication.
2. Distinguish between synchronous and asynchronous communication. Give examples of
each.
3. ldentify similarities and differences among CBT, distance education, on-line learning, and
face-to-face, classroom instruction.
4. Explain some of the benefits for learners and organizations in using on-line instruction.

Study Notes

On-line learning is fundamentally about interaction among students and instructors. Historically
this has been called Computer-Mediated Communication or CMC. The primary capability needed
for on-line learning is electronic mail (email). This provides the basic link between students and
instructor. A second primary capability is a discussion forum (often referred to as a bulletin board)
that allows for a cumulative record of group interaction. A third basic capability is some form of
real-time conferencing.

Note that e-mail and discussion forums are asynchronous modes of interaction, meaning that
people can use them anytime they wish. On the other hand, real-time conferencing involves
synchronous interaction that requires everyone to participate simultaneously. The latter reduces
the flexibility of on-line courses and hence should be used sparingly. It is the asynchronous form
of on-line interaction that most students and instructors find valuable because it eliminates the
need to be at a particular place at a particular time. For further discussion of this issue, see the
lesson "It's About Time" in the Resources folder.

It is important to understand that the nature of interaction in CMC is different from traditional
forms of Computer-Based Training (CBT). In CBT, the interaction is with the content embedded in
the program, rather than with other people. CBT may take the form of tutorials, drills, quizzes,
simulations or games. CBT is fine for self-study, but it doesn't have the powerful motivating
aspect of human interaction. There is no reason, however, why an on-line course can't involve
both CMC and CBT elements.

Continued on Next Page
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Course Documents Example (Continued)"

Assignment

Write part 1 of your proposal for an on-line course, set of mentoring activities, or other on-line
educational program. First, briefly describe the on-line educational activity that you are proposing.
Next, help your colleagues to understand what on-line education involves by explaining
terminology like distance education, on-line learning, CMC, CBT, and the difference between
classroom (face-to-face) and on-line education. (Assume that your colleagues know little about
the subject.) Finally, point out ways in which your proposal will benefit your learners and your
organization.

Remember each part of the proposal should be no more than 1-2 paragraphs (100 words). Keep
a word processed copy for yourself; you will be adding to it as the course progresses. Post it to
the course discussion forum for week 2 no later than the end of the day on Thursday, Dec. 16.

Read at least one other student's posting. Reply with constructive feedback in the discussion
forum for week 2 no later than the end of the day on Sunday, Dec. 19.

Read all the feedback on your proposal; pay particular attention to ideas that you may want to
incorporate into your final draft.

! This example of course documents has been shortened to accommodate space limitations in this
manual. To see complete examples of course documents, revisit the sample courses listed on the
Instructional Design Web-site.
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Writing Communication Activities

The high degree of interaction that can occur in a course using a system like Courselnfo sets
Web-based courses apart from other forms of distance or resident education. Your role in the
Communication area of Courselnfo is to initiate and maintain student discussions. This section
describes how to design the discussions and describe it in the Course Content Template, so the
interactions can most easily be presented in Courselnfo. For most courses at Walden, the
discussion area is the focal point of an online course, both in student interest and the learning that
can occur.

Procedure 7: Writing Thread Openers

You probably have a good idea of the kind of interaction that will occur in your
course, based on the assignments you wrote in the last section. All you have to
do now is write the message that will initiate student work on the assignment.
Something to consider is the difference between a forum and a thread.
Courselnfo uses the most common definitions of these terms. That is, a forum is
a collection of discussion threads. A discussion thread is a series of text
messages relating to a specific subject, which you have likely experienced in e-
mail. Headings for three threads are provided in the Course Content Template
for each session. Add or remove headings to meet the needs of your
assignments.

1. Headings for three threads are provided in the Course Content Template
for each session. Add or remove headings to meet the needs of your
assignments. Insert the cursor after the “Subject” heading for the session
and thread heading you are writing.
Write the subject for the thread.
3. Insert the cursor on the line below the “Message” heading for the session
and thread heading you are writing.
Write the message for this thread, which will be the opening message.
Repeat the previous steps for each thread in the session you are writing.
Consider the following issues when creating threads for a particular
session.
0 Having too many threads in a session (about 5 or 6, depending on
class size) leads to many threads with few postings.
0 Having too few threads in a session (about 1 or 2, depending on
class size) leads to few threads with many postings.
0 Refer to the courses you have evaluated for ideas on structuring
discussions.
6. Repeat this procedure for the three sessions you have been writing.

N
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Since writing a forum opener usually involves the assignment for a session, the example below
includes an assignment and its associated thread opener.

Assignment Example

Module 6: Managing Change

Purpose
Students will consider the nature of change and relevant models for managing it in the workplace.

Objectives

Understand common elements and phases of change.

Critically analyze how models of change relate to various work situations (or cases).
Compare your analysis with those of other students.

Activities

1. The four students who have been contacted to post cases this week will begin the class
discussion. For those four students, describe an event from your work experience that
relates to one of the models in the readings. Be sure to include questions or ambiguous
issues for other students to consider.

2. Other students should write at least 3 replies to the cases that are posted.

3. The four students who posted cases should moderate the discussion during the session
and summarize it at the end of the session.

Thread Opener Example

Subject: Module 6: Managing Change

Thread 1 Subject: Jose’s case
Thread 1 Message: Jose, post your case here. Other students should reply to this case as
described in the assignment.

Thread 2 Subject: Kevonia's case
Thread 2 Message: Kevonia, post your case here. Other students should reply to this case as
described in the assignment.

Thread 3 Subject: Kwan-Jun’s case
Thread 3 Message: Kwan-Jun, post your case here. Other students should reply to this case as
described in the assignment.

Thread 4 Subject: Michael's case
Thread 4 Message: Michael, post your case here. Other students should reply to this case as
described in the assignment.

You have now completed the basic information for three sessions in your Course Content
Template. If you feel uncomfortable with how they turned out, you can always make revisions
later. Actually, it is quite likely that you will revise these and other sessions as you develop
more sessions. The next section of this manual will describe how to enter your current syllabus
and course content information into Courselnfo. When you have completed your course content
template, send it to the designer you are working with for review. When your content is
complete, the designer will send you the URL and other information so you can begin entering
the content of your course into Courselnfo. The next chapter in this manual describes and how
to move course content into Courselnfo.
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Chapter 3: Creating a Course in Courselnfo

So far, you have been working in word processor documents. Soon, you will begin entering the
information from these documents into Courselnfo. Before actually entering your syllabus and
course information into Courselnfo, you will need to understand the basics of the Courselnfo
Control Panel, which is where you will enter information about your course. Students do not
have access to the Control Panel.

Exploring the Courselnfo Control Panel

Only a small part of the Courselnfo Control Panel is described here. As previously mentioned,
only the most common parts of Courselnfo will be described in this manual. You will need to
learn other parts of the Control Panel, but the Courselnfo Instructor Manual will be used for this
purpose. A link to the Courselnfo Manual is available on the Instructional Design Web-site. To
help you become acquainted with the Courselnfo Instructor Manual, selected sections of it are
included in Appendix E, which begins on page 63.

Procedure 8: Exploring the Courselnfo Control Panel

By now, the Instructional Designer you are working with should have given you
a URL to your Courselnfo course. Your course is actually a template that
contains the structure which Walden has adopted for courses in Courselnfo. If
you do not have access to the Web, a copy of the course template is included in
Appendix F: Course Template, which begins on page 87.

1. View your course in a Web-browser.

2. Read Appendix E1 Using the Control Panel, which begins on page 64.
While you read this appendix, view your course and explore the Control
Panel in your course.

Important: Avoid changing your course as you explore the control
panel because you may change things that will affect your ability to
follow the remaining instructions in this manual.

This essentially means that you are encouraged to click on any button to
see what it does, except those that say “Remove” or “Submit”. If you do
change something by mistake, ask the Instructional Designer working
with you for help in correcting the mistake.
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Now that you have explored the Courselnfo Control Panel, you can enter your course
information into Courselnfo. This process and the procedures that follow will have you switch
between your word processor and Web-browser often. If you are using Windows, this is done by
holding down the Alt key and pressing the tab key. A similar keystroke works for most
Macintosh computers. This keystroke is Command-Tab. If it does not work on your Macintosh,
use the mouse to select a program from the Applications menu in the upper-right corner of the
screen. Note, you will need both your syllabus and course content information to complete the
remaining procedures.

Entering Staff Information

Entering staff information is one of the simplest tasks in Courselnfo, so it is a good place to start
using the Control Panel.

Procedure 9: Entering Staff Information

As you read this procedure, you may consider typing staff information directly
into Courselnfo, instead of copying and pasting it from your syllabus as
described. This will work fine, but consider following the procedure as written
in order to practice moving information from your syllabus into Courselnfo.

1. You are probably viewing Courselnfo control panel for your course. If
you are not, open your course in a Web-browser and enter the Control
Panel.

2. Read Appendix E2: Adding a Staff Member, which begins on page 69. It
will be useful to view the staff information section of the Control Panel
as you read about it. However, do not complete the tasks described in
Appendix E2 because they will be slightly different for Walden’s style of
using Courselnfo. These differences will be described later in this
procedure.

3. When you have finished reading Appendix E2, Return to the main page
for the Control Panel if you are not already there.

4. In the Page Editors section of the Control Panel, click on “Staff
Information.”

5. Two entries will appear. The first is where your information will be

located. The second is for the Walden Help Desk. Click on the “Modify

Item” button for the first entry.

A form will appear for you to enter information about yourself.

Switch to your course syllabus, or open it in your word-processor.

Copy your first name.

Switch to the Courselnfo Control Panel.

0. Paste your first name into the appropriate field.

RO©oo~NO

This procedure is continued on the next page.
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Procedure 9: Entering Staff Information (Continued)
11. Repeat this steps 7 through 11 for the information listed below.

- Last Name - Phone
- Email - Personal Link
- Address - Other Information

12. When you have entered your information, click on the Submit button at
the bottom of the Web-page.

13. A message will appear telling you that the information was updated,
along with the new information. If the information is correct, click on
the Return to Control Panel button. If it is not correct, click on the Back
button, on the lower-left corner of the Web-page, and revise the
information.
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Entering Course Information

Entering Course information follows a procedure similar to entering Staff Information. Itis
slightly more complicated, though, because more text and formatting are involved.

Procedure 10: Entering Course Information

Another similarity between this procedure and the last is that you will once
again read a section from the Courselnfo manual and complete the procedure
after you are finished reading.

1. Return to the main page for the Courselnfo Control Panel.

2. Read Appendix E3: Adding Course Information, Course Documents, and
Assignments, which begins on page 73 of this manual. As the title of this
section suggests, it contains information relevant to a few of the
upcoming procedures you will be using.

As in the last procedure, it will be helpful for you to follow along in the
Control Panel of your own course as you read this appendix. But once
again, do not complete the tasks described in the appendix because they
will be slightly different from Walden’s style for using Courselnfo.

3. After you have finished reading Appendix E3, return to the main page for
the Courselnfo Control Panel.

4. In the Page Editors section of the Control Panel, click on “Course
Information”.

5. Walden’s style of using Courselnfo is particularly noticeable at this point
because of the template that has been created for your course. This
template includes several documents, such as: Course Information,
Course Goals, and Course Reference Materials. Click on the “Modify
Item” button for Course Information.

6. A box for you enter Course Information will appear. Switch to your
syllabus, which should be open in your word-processor, to get the course
information that will go into this box.

7. Inyour syllabus, copy what you wrote under the “Course Information”
Sub-heading, which may be confused with the main “Course
Information” Heading.

8. Switch to your Web-browser, so the box for Course Information appears.

9. Insert the cursor in the upper-left corner of the box.

10. Paste the course information into the box.

11. Remove any parenthetical notes in the course information box.

12. Scroll down to the bottom of the Web page and ignore the options that
appear as you do.

13. Click on the “Submit button.”

This procedure is continued on the next page.
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Procedure 10: Entering Course Information (Continued)

14. The message “Content Updated” will appear above the course
information you just submitted to show that Courselnfo changed the
course information.

15. Click on “Back” button, which is below the course information.

16. On the screen that appears, you may have to click the Reload button in
your Web-browser to see the changes you just subimitted.

17. Repeat steps 5-16 for Course Goals, Course Reference Materials,
Communication Requirements, Course Assignments & Grade, Grading
Policies, Procedures for Submitting Student Work, First 2 Weeks
Assignments, and Student Course Evaluation.
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Entering Course Documents

One difference between this procedure and previous procedures is that you will be working
within the Session Folders that Walden has included in the course template. Since these folders
are part of Walden’s course template, they are not specifically described in the Courselnfo
Instructors Manual. Another difference is that you will no longer be using your syllabus to copy
information. Instead, you will use the Course Content Template.

Procedure 11: Entering Course Documents

=

Return to the main page for the Courselnfo Control Panel.
2. In the Page Editors section of the Control Panel, click on “Course
Documents.”

Writing Folder Names

3. A folder will appear for each session of the class. Click on the “Modify
Item” button for the session you are working on to add the session name
to the folder.

4. A field with the number of the folder will appear. Write the name of the

session after the session number.

Scroll to the bottom of the Web-page and click on the “Submit” button.

6. A message will appear saying the content has been updated. Click on
the “Back” button below this message to return to the “Course
Documents” section of the Control Panel.

o

Adding Course Documents

7. You will once again see the list of folders for your class, with a name
added to the folder you just modified. If the name does not appear, click
on the “Refresh” button in your Web-browser.

8. To add documents to the folder you were just working with, click on the
recently-assigned name for that folder.

9. Four documents will appear: Purpose, Objectives, Study Notes, and
Assignment.

10. You will be entering information for each of these documents. Begin
entering the information for this session’s purpose by clicking on the
“Modify Item” button for the Purpose.

11. A box will appear for you enter the Purpose. Switch to your Course
Content Template, to get the Purpose for this session.

12. In your Course Content Template, copy the Purpose you wrote for this
session.

13. Switch to your Web-browser, so the box for the Purpose appears again.

14. Insert the cursor in the upper-left corner of the box.

15. Paste the Purpose of this session into the box.

16. Scroll down to the bottom of the Web page.

This procedure is continued on the next page.
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Procedure 11: Entering Course Documents (Continued)

17. Click on the “Submit” button.

18. The message “Content Updated” will appear above the Purpose you just
submitted to show that Courselnfo changed the Purpose for this session.

19. Click on “Back” button, which is below the message.

20. Repeat steps 9-19 for the Objectives, Study Notes, and Assignment for
this session.

21. When you have finished the first session, repeat steps 1-20 for the
second and third sessions of your course.
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Entering Assignment Due-Dates

The Assignments area in Courselnfo is used to give students a brief overview of when
assignments are due. Detailed information about assignments is kept in the Course Documents
area, along with the documents and study notes used to support assignments. This is a simple
area to complete because it only contains the name and due-dates for the assignments in your
course. This information may be in the Assignments sections of your Course Content Template,
or you may need to refer to a calendar for the specific quarter your course is being offered.

Procedure 12: Entering Assignment Due-Dates

1. Return to the main page for the Courselnfo Control Panel.

2. In the Page Editors section of the Control Panel, click on “Assignments.”

3. A document will appear listing placeholders for each session and
assignments for each session. Click on the "Modify Item" button for this
document.

4. Edit the document that appears to show the due-dates of assignments in
your course. This is done by replacing the placeholders that say "Name
of Assignment” and "Insert due date here.” with the information from
your Own COurse.

Page 30 Faculty Instructional Design Manual



Entering Communication Activities

In this section, you will add the messages in your Course Content Template for beginning the
discussions for each session, which were called “thread openers.” The procedure for entering
thread openers is generally the same as those you’ve already completed. The major difference is
that you will be working with forums and threads instead of folders and documents.

Procedure 13: Entering Forum Openers

An important terminology issue in Courselnfo is “forums” and “threads.”
Forums are the highest level in Courselnfo’s communication hierarchy, so you
will see them first. Threads are located inside forums, so they are one level
lower on this hierarchy. You will use the thread openers from your Course
Content Template to start new threads within the forum for each session.

1. Return to the main page for the Courselnfo Control Panel.

2. Exit the Control Panel by clicking on the “Return to Course” button at
the top of the Web-page. This will return you to the standard view of the
course.

Click on the “Communication” button.

4. Click on the “Discussion Board” button.

w

Entering Forum Names

5. Twelve forums will appear, one for each session. Their names are
currently Session 1, Session 2, Session 3 ... Session 12. Your first task
will be to add a name to each session.

6. Click on the “Modify” button for the session you are working with,
which will initially be the first session listed.

7. Boxes for the session title and description will appear. Write the session
name after the session number.
Note: Keep the description box empty for now. Understanding what you
should write in this box will make more sense later in this procedure.

8. Scroll to the bottom of the Web-page and click on the “Submit” button.

Entering Thread Openers

9. The list of forums in your course will appear again, with the name you
just typed in for one of the sessions. To add the thread openers from
your Course Content Template, click on the name of the forum you just
entered.

10. Click on the “Start New Thread” button to enter a thread opener from
your Course Content Template.

This procedure is continued on the next page.
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Procedure 13: (Continued)

@7} 11. Boxes for a subject line and message will appear. Switch to your Course
Content Template and copy the subject you wrote for the first thread
opener you wrote for this session.

12. Switch to Courselnfo and paste the subject you just copied into the
“Subject” box for this thread.

13. Now, do the same for the message in this thread. Switch to your Course
Content Template and copy the thread opener that is associated with the
subject you just copied & pasted.

14. Switch to Courselnfo and paste the forum opener into the “Message”
box.

15. Click on the “Submit” button on the lower-right side of the Web-page.

16. Repeat steps 10 — 15 for each of the thread openers you wrote for this
session.

17. When you have entered all the thread openers for this session, click on
the “Back to Forum View” button at the bottom of the Web-page.

=
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Writing Forum Descriptions

18. Now that you have entered all the forum openers, it will be easier to
write a description for the forum you were just working with. Click on
the “Modify” button for the forum you were just working with to add a
description of the forum. Note: Be sure to click on the “Modify” button
and not the name of the forum.

19. In the “Description” box, write a description of how the forums relate to
the assignment for this session. This is an overview of all the forums in
the session. This overview can also be a reminder to students of what
they are supposed to do in the threads or how many postings they are
required to make in the threads. Referring back to the session
assignment in your Course Content Template may be helpful.

20. When you have finished writing in the “Description” box, click on the
“Submit” button at the bottom of the Web-page.

21. The list of forums will appear again. Complete steps 5 — 20 for each of
the sessions and forum openers you wrote in your Course Content
Template.
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Modifying the Course Structure

Now that you have developed three sessions of your course, you have an idea of how courses are
developed in Courselnfo. In some cases, you may also have noticed that your course does not
“fit” into the procedures and templates described here. For example, some courses at Walden
include a separate section for detailed assignments, instead of including assignments in the
Course Documents section of Courselnfo.

There are many ways in which the options in Courselnfo can be changed to meet the needs of
your course, but Walden does want some degree of standardization across courses. This makes it
easier for students to find information as they take multiple courses. So when you consider
customizing your course, contact the instructional designer you are working with. He or she will
provide ideas for working on guidelines and will be familiar with the current ideas on course
standardization.

Once you determine the structure for your course, add a section to the “Course Information”
section that describes where categories of information are located in your course. The title of
this section should be “Course Organization.”
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Chapter 4: Next Steps

The exact next steps you will take depend on the needs of your class and your experience with
Web-development tools. There are, however, sections of the Courselnfo Instructor Manual that
you should at least glance at. These sections are listed and briefly described below?.

0 Announcements
The announcement area is designed as a primary point of contact for your students.
Announcements can be used for reminding students about when assignments are due,
changes in the syllabus, corrections/Clarifications of materials, and exam schedules

o Working With Groups
Students can be assigned to study groups, which is useful for providing private areas
small-group discussions, chats, share files, and quick e-mail access.

o Course Calendar
The dates and events that appear in the calendar are for all students registered in a
specific course. Items to include in the calendar are session start and end dates,
assignment due-dates, and dates when guest speakers will join the course.

o0 Online Gradebook
The gradebook posts all student grades associated with assessments. It also
accommodates essay questions and items delivered to students outside of the Courselnfo
software.

o Digital Dropbox
The Digital Dropbox is a tool that instructor and students can use to exchange files. The
Dropbox works by “uploading” a file from a disk or a computer to a central location. A
participant can then come and “download” it to work locally. Note, the Digital Dropbox
is used to exchange materials between a single student and the instructor. Information
that needs to be posted for all students should be placed in the Course Documents area
using the Page Editors.

0 Quiz/Survey Generator
Several types of questions can be included in a survey or assessment. All of the options
(except for the essay) can be automatically evaluated. Essay questions require an
instructor or TA to read and evaluate individual answers. Walden encourages you to use
this resource for more than a means of graded assessment. Other utilizations to consider
are student self-evaluation, a basis for making slight modifications to a course, or a
resource for selecting the most appropriate teaching style.

Another source of what you should do next is the Instructional Design Web-site. A short
collection of articles has been posted on this site for you to consider while you create your
courses. Much work has gone into online learning during the last few decades. These articles
reflect the lessons learned from this work. Of course, you can also contact the Instructional
Designer that has been assigned to work with you have questions about how to proceed.

% Note: Many of these descriptions are copied directly from the Courselnfo Instructors Manual.
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Procedure 14: Weekly Activities

The steps below describe two tasks you will need to complete every week, or
during the close of each session, during your course. The first task is to change
the forum for the completed session, so students cannot change their messages
in the forum. This prevents students from modifying the postings they have
made yet allows students who fall behind to add postings. This task will draw on
information you read in Procedure 13: Entering Forum Openers. You may want
to review the part of the reading that refers to Modifying Forums, which is on
page 84, before proceeding. The second task described below is assigning
grades for the week.

1=

Removing the Option for Students to Edit Their Postings

1. If you are in the Control Panel, to click on the "Return to Course™ button

at the top of the Web-page to return to your course.

Click on the Communication button on the left side of the screen.

3. Click on the Discussion Board icon, which is in the upper-right corner of
the Web-page.

4. All the forums for your course will appear. A "Modify" button appears
to the right of each forum. Click on the Modify button for the forum that
has just finished.

5. If there is a check in the box next to, "Allow author to edit message after
posting”, remove the check by clicking on it.

6. Click on the Submit button on the bottom of the page.

N

Assigning Grades

7. Not all Walden faculty use the Courselnfo gradebook, so it is not
described in detail here. Many use a spreadsheet, and others use a word-
processor. If you would like to learn more about the Courselnfo
gradebook, refer to the Courselnfo Instructor's Manual.
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Appendix A: Sample Course

This appendix contains the first “page” of the Certified Online Instructor Course at Walden
University.

Contents
AANNOUNCEMIBIES .. uttteieeee e i ie ettt e e e s s st e e e e e s s s e rab b e e e e e s e s st e sbbbrreeeeeessesssnrbbaeeeeeessannnes 38
(OT0 T T 1) {0 g =L o] TR 39
StAff INFOIMALION ..o s erae e 40
(000101 (ST B Lo Lol U 1 1 =T ] £ 41
Course Documents fOr ONE SESSION.......cuvviiriieiiiee ittt erae e 42
DISCUSSION BOAIU.......uiiiiiiiiie ittt e e b e e e s eb b e e e s s ebbae e e s enres 43
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Announcements

The Web-page below is the first page of the Announcements section of the Certified Online
Instructor course.

AWelcome to WF12B M=l 3
JE|Ie Edit ¥iew Favortes Toaols Help

|- - BEORNRAEI B BFH -G

Steve Malikowski

J{(}ALDEN INSTITUTE

For Learning and Leadership

Announcements

All Announcements Posted in this Course

Course Information Posted: Jan 25, 2000
: s

Staft Information £ Web Evaluation Tool has been put in our course information forum. You can copy and paste this document or
you can upload the file which is attached in rtf.

Posted: Jan 18, 2000

Checlk out new folder n course documents: "presentations”

Sasal il Posted: Jan 13, 2000

Announcements

Course Documents

Communication

Student Tools rades have been updated through week 5. To receive full credit for week S youneeded to participate in a
Tesowies group discussion at your group page. You can still receive more credit for this if you comply by Sunday.
Course Map Onto the next week!

Search ][ Logout Posted: Jan 12, 2000

Looking at the objectives and the mid-yvear survey maltes me think we should be in Week 6. Let's see if we can get
this completed by Jan. 17 to keep on track:

Week 6 - Integrating Online with Classroom Instruction

o

1. Did the student:

- include all the required elements: description of content, audience, objectives, three activities, and selection of a
completely on-line or integrated format)?

- incorporate at least one example of asynchronous and one exarple of synchronous communication into the
activities?

- create a module that indicates:

- understanding of the needs of distant, diverse, and (if appropriate) adult learners?

- the ability to 1dentify strategies to meet the needs of these learners?

-understanding of the changing role of the educator in a student-centered environment?

- the ability to identify strategies to create and foster a student-centered environment?
-understanding of the importance of interaction and feedback in an online learning environment?

- the ability to identify strategies to promote interaction, provide timely and meaningful feedback, and deal with
non-participation?

P NP R SN Y TP Y IURE U SR NPT 13 = AR SRS SRR & NUOY ST A SR |

PSPPSR, PP SRRV 5 AR S o
|@ Dane ’_|_|D Internet

N
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Course Information

The Web-page below is the first page of the Course Information section of the Certified Online
Instructor course.

AWelcome to E12A M=l 3
JE|Ie Edit ¥iew Favortes Toaols Help |

|- - BEORNRAEI B BFH -G

JAQdFESS I@ hitp://learning waldeninstitute.com/courses/E1247 j
Steve Malikowski E12A: Certified On-Line Instructor Program - E1 242
Course Information
[Top]

Current Location: Course Information

Course Information

Announcements

Course Infarmation The Certified On-line Instructor course is a three-month, certification program for educators and trainers that
provides the foundation for delivering courses and programs through interactive, Web-based technologies.
Farticipants gain enhanced technology skills and learn effective strategies for creative, on-line teaching
Course Documents applications. Over 12 weelks, students experience on-line learming by participating in a dynamic, interactive
program that provides an overview of instructional and operational issues influencing distance education:

Staff Information

Communication

External Links. » Understanding on-line tools and their purposes
» Instructional design theory and technologies
Student Tools » |55Ues in on-line pedagogy
Hosotsans » Distance-based evaluation
CRSeIT o Quality processes for distance learning environments
Search || Logout s Administering and implementing on-line courses and programs
_Centrol Pansl )

Students complete a series of assignments related to the major project of the course: preparing a proposal
P 8y for an on-line course or other on-line educational program relevant to their own interests or worls setting.

Course Objectives

=

YWalden Institute's Certified On-Line Instructor program requires participants to accomplish specific
objectives associated with each week of the course. (The objectives are listed below. ) A certificate indicating
acquisition and competency in on-line instruction will be awarded to participants who complete a minimum of
12 weeks

Farticipants must demonstrate understanding of:

Basic elements of on-line courses: email, threaded discussions, real-time conferencing
Characteristics of distant, diverse, and adult learners

Qualities of effective on-line educators

Instructional and interface design considerations for on-line education

Different tools available for creating and managing on-line education

Strategies for integrating on-line and classroom instruction

Techniques for evaluating the guality of on-line learning courses and programs

Critical aspects of implementing a successful on-line course or program

Ethical and legal issues associated with on-line education

Emerging developments that will affect on-line learning.

e e e T

-

Program Requirements

Farticipants must complete all course assignments successiully to receive Yalden Institute's On-Line
Instructor certification. Deadlines for each assignment are noted in the Course Documents for that week;
acceptance or rejection of late assignments is at the discretion of the Instructor.

Each participant must complete at least 12 weeks of the COI course. {Eleven are required, three are
electives, you choose 1 of the 3 electives.) If a participant completes nine weeks or less, they will need to
retake the course in a later session and will be granted a 10% tuition discount for the second session.

|@ Dane ’_|_|D Internet

=

S
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Staff Information

The Web-page below is the first page of the Staff Information section of the Certified Online
Instructor course.

AWelcome to WF12B M=l 3

J File Edit “iew Favortes Toaols Help |
[€¢-= " QENAQAGCEIE- S G

Steve hMalikowski WF128: Cedified On-Line Instructor Program - WF1 282

Staff Information

[Ton]:
Current Location: Staff Information

Facilitator Marilyn Simon
Email: msimon@waldenu.edu
Course Informati Phone: 8358-259-0345
Address: del Mar, CA
tijlialeluzil Office Hours: 8AM - noon PST Monday, Wednesday, Friday

Personal
Link: http-fivnaney hest-prep .net
Other Information:

A short Biography Marilyn K. Simon spent the first nineteen years of her life in Broaklyn, New Yaork. |

Announcements

graduated Brooklyn College at the ripe old age of nineteen, married my childhood sweetheart, Ron, and
moved to Chicago. In Chicago Ron went to medical school and | taught inner city kids for 6 years and
completed my masters in mathematics at the llinois Institute of Technology. Ve left Chicagao in 1976

Student Tools

Resources and moved to San Diego with Matt (son #1) in gestation. Once in San Diego | taught for B years at San
Course Map Diego State University while Matt and his brother, Jon, (son#2) were infants and toddlers. The boys
Search || Logout {men?) are one year, one manth, one week and one day apart! So as notto alarm Dr. Laura

__ControlPanst_) Schlessinger too much, {actually Dr. Laura has her own troubles to worry about) | taught 9 hours a
wieek until the kids were in kindergarten and then taught evenings at the local community college. In
1882 | became an independent contractar teaching for several universities as well as several hospitals,

Powered By businesses, and school districts around the globe. In 1880 | completed my doctoral studies in
] mathematics education at Walden University with an emphasis on technaology, chaos theory, and
_l gender issues in learning. | managed to get my doctaral degree right before hitting the big FOUR

CHEEICESD "Oh" . Ithen began a short, but intense, career of teaching for educational television. | am currenthy

one of two faculty members at Walden who is also a graduate. | am now mentoring 19 incredible
students and teach many courses and seminars for Walden, University of Phoenix (where | am the
faculty chair for the online graduate quants department), and Baker college. | also teach f2f statistics
and research methodologies at Webster University's MEA program in addition to my educational
consulting business. Mo ... | do not sleep much:) Raon is currently head of allergy and immunology at
Scripps Clinic in La Jolla. Matt was the youngest talk show host in the country. His show was on sports
with @ social conscience. He is now once again on leave from UCLA. He is currently seen on MTY's
Real World Hawaii. | am still recovering from the visit with the cast in Aprill Since returning from Hawaii
he accepted a job as a production assistant for NYPD Elue. Jon is a sophomore at Cal Paly in San
Luis Dhispo and is majoring in girls, social life and public policy. He could have the sweetest
personality on earth. He is spending his seniar year in London. Ron and | recently visited him there and
in Prague. | have been teaching on-line for several vears. | continue to be amazed at the quality,
suppart and excellence of this program. | am delighted to be vour online facilitator and look forward to a
great experience for everyane! - Marilyn K, Siman, Ph.D. www best-prep.net

Walden Help Desk

Email: help@waldeninstitute .com
Phone: B00/825-3368, ext Y36 or +1.612.338 7224 ext 236
Address: 1558 Fifth Avenue South

Suite 200

Minneapolis, MM, US4 55401
Office Hours: Mon-Sat, 9am-9pm US Central Time Zaone.
Other Information:
After 8PM US Central Time Zone and Saturdays & Holidays, call +1.877.217.8165 TOLL FREE

Registration Coordinator

Email: regcoordinator@nwaldeninstitute .com
Phone: S41/498-7765, et 138 or BOO/237-R434, ext 138
Address: 24311 Walden Center Dr
Bonita Springs, FL, USA 34134
Office Hours: 8:30 AM - 5:30 PM US Eastern Time Zaone =

|@ Dane ’_|_|D Internet

S
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Course Documents
The Web-page below is the Course Documents section of the Certified Online Instructor course.

AWelcome to WF12B M=l 3

JE|Ie Edit ¥iew Favortes Toaols Help |

|- - BEORNRAEI B BFH -G

Steve hMalikowski WWF12B: Cerified On-Line Instructor Program - WF1 2B
Course Documents
[Top]

Current Location: Course Documents

¥ Presentations
Techniques for making onling presentations.

Week 1: Orientation to the Internet/\Web

Week 2: Introduction to On-line Learning and Teaching

Week 3: Knowing Your Audience

Week 4: Effective Teaching in an On-line Environment

Student Tools

9
&=
o
o
-
-
o
Bb =
-
o
o
-
=
o
9
-

Resources
Course Map
Search || Logout

Week 5: Instructional and Interface Design

Week 6: Integrating Classroom and On-line Instruction

Week 7: Management and Support of On-line Learning

Week 8: On-line Authoring and Management Tools

Week 9: Quality Assessment and Evaluation

Week 10: Ethics and Legal Issues in On-line Courses

Week 11 Elective: Financial Aspects of On-line Learning

Week 11 Elective: Organizational Aspects of On-line Learning

Week 11 Elective: Authoring and Implementing a Course

Week 12: Emerging Developments

Further Resources
Bibliography and a lesson on asynchronous threaded discussion forums

Peer Evaluation
Please fill our inside form -- you will probably need to copy and paste to a word document

®

’_|_|D Internet 4
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Course Documents for One Session

The Web-page below contains the course documents for one session in the Certified Online
Instructor Course.

AWelcome to WF12B M=l 3

J File Edit “iew Favortes Toaols Help |
|- =- Q0 QES BB - G
Steve hMalikowski WF128: Cedified On-Line Instructor Program - WF1 282

[ Top ]: [ Week 2: Introduction to On-line L earning and Teaching ]

Current Location: Week 2: Introduction to On-line Learning and Teaching
« Back

Purpose

This week provides an overview of how on-line courses work and how they compare to traditional computer
based training (CBT). The relationship between on-ling learning and distance learning is examined. The
significance of on-line communities is discussed. You also begin work on your proposal.

Objectives
1. Define computer-mediated communication.

2. Distinguish between synchronous and asynchronous communication. Give examples of each.

Student Tools

3. Identify similarities and differences among CBT, distance education, on-line learning, and face-to-face,

Resources classroom instruction.
Course Map

Search [ Logout 4. Explain some of the benefits for learners and organizations in using on-line instruction.

Study Notes

] The Basic Elements of On-line Courses

oo

On-ling learming s fundamentally about interaction among students and instructors. Historically this has been
called Computer-Mediated Communication or CMC. The primary capability needed for on-line learning is
electronic mail (femail). This provides the basic link between students and instructor. & second primary
capability is a discussion forum {often referred to as a bulletin board) that allows for a cumulative record of
group interaction. A third basic capability is some form of real-time conferencing.

MNote that e-mail and discussion forums are asynchronous modes of interaction, meaning that people can
use them anytime they wish. Onthe other hand, rea-time conferencing involves synchronous interaction that
requires everyone to participate simultaneously. The latter reduces the flexibility of on-line courses and
hence should be used sparingly. 1t s the asyrchronogs form of on-line interaction that most students and
instructors find valuable because it eliminates the need to be at a particular place at a particular time. For
further discussion of this issue, see the lesson "It's About Time" in the Resources folder.

It is important to understand that the nature of interaction in CMC is different than traditional forms of
Computer-Based Training (CBT). In CBT, the interaction is with the content embedded in the program, rather
than with other people. CBT may take the form of tutorials, drills, quizzes, simulations or games. CBT is fine
for self-study, but it doesn't have the powerful motivating aspect of human interaction. There is no reason,
howewver, why an on-line course can't involve both CMC and CBT elements.

ClickZLearn (www . clickZlearn.com) explains the philosophy of being a "one-source” solution to
5% customer needs for online training.

*Many vendors now offer large selections of CET-type courses via the Web. Kevin Oakes of

Click here to play the video clip (Real Media)

Synchronous Conferencing

Synchronous conferencing involes real-time interaction using audio or video connections and shared

T P T S oy e v 1 g PPy 1 A S VP ) 1Y SR P
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Discussion Board

The Web-page below is the first page of the Discussion Board of the Certified Online Instructor

course.

JE|Ie Edit ¥iew Favortes Toaols Help

= @'I@»@

Steve Malikowski

WF12B: Cerdified On-Line Instructor Prograrn - W1 282

ADD FORUM

Announcements I 1 = I

Course Information

Staff Information

Course Documents

Communication

External Links

Student Tools

Chat Room

Let us use this room for informal discussions.
Please post a bief answer to the following:

1. How long have wou beenwith WWalden?

2. What division are you in?

3. What is your major area of specialization?

4. Where do you live - when not in cyberland?

5. What is one thing we will nat find on vaour formal CW?

MODIFY REMOVE

[ 37 Messages |
[ ANl New ]

Resources
Course Map
Search || Logout

=
L

General Reflections

Use this Forum to post messages about what vou have learned in the course so far or

guestionsfissues you would like to discuss further.

MODIFY REMOVE

[ 33 Messages ]
[ Al New ]

o]

o

Week 1: Project Descriptions {Assignment 4)

Post an outline of the learning task or subject area that you plan to use for your course

project and an explanation of why you selected that topic

MODIFY REMOVE

[42 Messages |
[AIl New ]

]

Weelk 2. Part 1 of vour proposal

Post Part 1 of your proposal and your feedhack about the proposals of others.

MODIFY REMOVE

[ 53 Messages |
[ Al New ]

o

Weeld 3 Part 2 of wour proposal

Post Part 2 of vour proposal and vour feedhack on the proposals of others.

MODIFY REMOVE

[ 44 Messages ]
[All New ]

¥

Week d4: Part 3 of vour proposal

Post Part 3 of your proposal and your feedhack on the proposals of others.

MODIFY REMOVE

[44 Messages ]
[AIl New ]

o)

Week B: Part 4 of vour proposal

Post Part 4 of vour proposal.

MODIFY REMOVE

[ 28 Messages |
[ Al New ]

)

Week 7 Part 5 of your proposal
Post Part 8 of your proposal.

MODIFY REMOVE

[47 Messages |
[AIl New ]

-

Week 8 Part £ of vour proposal

Post Part B of vour proposal.

MODIFY REMOVE

[ 18 Messages ]
[ Al New ]

]

|@ Done
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Appendix B: Education Syllabus Template

This appendix contains the syllabus template for Education courses. An electronic version of
this template is available at "http://www.waldenu.edu/coruseinfo/faculty”. This Web-site
requires the username "faculty” and the password "distributed", no quotes.

Contents

STAFF INFORMATION ... eii ettt 46
COURSE INFORMATION ..ttt ettt et ettt e e e e e e e et eeet e e s eeeaeeeestasanseesaeseessstanseeeeeseennrrnnreees 47
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Design Team Generic Syllabus Template

For Psychology Courses At Walden University
August 13, 2000

This template is designed to make it easy to organize course information so it can be
conveniently entered into Blackboard Courselnfo™. For example, most of the headings in this
template are identical to the headings in Courselnfo. Headings are also listed in the order they
appear in Corselnfo. The first step in completing this syllabus is to change the heading above.
Replace the heading above to the number of your course and the quarter number it will be
offered, such as Psyc8450-01.

(Note: Text that appears in parentheses contains information for you that does not belong in your
final syllabus. Delete such text after you have completed the section it describes.)

Staff Information

(Complete the information below regarding the course instructor.)
First Name

Last Name

Email Address (WaldenU only)

Telephone Number

Office Hours (Can be estimated at this time)

Personal Link (Optional)

Other Information
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Course Information

COURSE NAME:

Quarter: Summer 2000 (change to reflect current quarter)

Dates: June 1, 2000 — August 20, 2000 (change to reflect current quarter)

COURSE INFORMATION

(The Instructional Designer working with you on this course will provide the most recent
description here, from the curriculum guide.)

COURSE GOALS

(These will be the general goals of the course. The specific objectives / outcomes are specifically
outlined in each weekly course document.)

COURSE REFERENCE MATERIALS

Required Texts and Readings
(These will be the details regarding textbooks, and reading packets/articles. If a reading packet is
available through TIS, indicate this here.)

Recommended or Related References
(These will be the details regarding related/recommended readings or references.)

ORDERING TEXTBOOKS AND READING PACKETS

(Keep the following paragraph in all syllabi)

Texts and reading packets can be ordered from TIS Bookstore, 1302 East Third St.,
Bloomington, IN 47401 (1-800-973-1302). Textbook orders should be placed immediately
following confirmation of course registration. Texts may also be accessed through many
university libraries. Information on ordering from TIS can be found on the Walden website at
"http://www.waldenu.edu/union/tis.html".
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COMMUNICATION REQUIREMENTS

(The paragraph below is an example for the communication requirements in your course.)

1) The course is divided into twelve weekly "sessions.” Discussion will occur within your course
"Discussion Board, " in a forum designated for each session. To locate the Discussion Board,
click once on the “Communication” button (to the left) and, then, on the words, “Discussion
Board.”

(Next, describe your course-specific communication requirements, when you will post to the
forum, how often students should post to the forum, and other communication requirements you
may have. An example is provided below.)

I will post new weekly questions every Sunday evening. As a student, you are expected to post a
MINIMUM of two contributions to the discussion each week. These postings may be brief but
they must be a substantive contribution to the topic under discussion and reflect the quality of
discourse characteristic of a doctoral level seminar.

(Keep the following paragraph in all syllabi.)

Sessions are defined as Monday through Sunday; see the Class Schedule section below.
Participation in the weekly online class discussions is an integral part of this course, and any
deviation from it will affect your grade negatively.

COURSE ASSIGNMENTS AND GRADE WEIGHTING

(Describe how each assignment or set of assignments will affect the student's grade, which is
often done by assigning a percentage to each assignment. )

GRADING POLICIES

(The paragraph below is a sample grading policy.)
Walden's standard grading policy will be used in this course. Information on this policy is at
"http://mww.waldenu.edu/handbooks/9900/4university/ch02.html#iv"
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PROCEDURES FOR SUBMITTING STUDENT WORK

(Keep the following paragraph in all syllabi.)
Students are to submit all assignments to the instructor based on the timetable specified in this
course syllabus or as specified by the instructor.

(Include course-specific information related to using Courselnfo's “Digital Drop-Box” for
submitting papers and the use of the “Discussion Board” for participating in the threaded weekly
discussions.)

FIRST TWO WEEK'S ASSIGNMENTS

(Keep the following paragraph in all syllabi.)

Your entire weekly calendar and the associated assignments for this course are available in the
“Assignments” area. Prior to starting the course, you may want to get a start on the assigned
readings for the course. Therefore, reading assignments for the first two weeks of this course are
posted below.

(Write a detailed description of the first two reading assignments here.)

STUDENT COURSE EVALUATION

(Keep the following paragraph in all syllabi.)

Completion of an online Course Evaluation Form is the final required assignment in this course.
This evaluation allows you to submit an anonymous evaluation of the course and instruction
provided. All submitted course evaluation data is combined to from aggregate data. No unique
student information (e.g., name, e-mail address, etc.) is included in any reports created from this
form. Only aggregate data and comments will be shared with the instructor and program director.

(Complete this revision info (date and your initials) each time you save the syllabus)
Revised 8/14 KP
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Appendix C: Psychology Syllabus Template

This appendix contains the syllabus template for Psychology courses. An electronic version of
this template is available at "http://www.waldenu.edu/coruseinfo/faculty”. This Web-site
requires the username "faculty” and the password "distributed", no quotes.

Contents

STAFF INFORMATION ...ttt et ettt 52
COURSE INFORMATION . ..ttt st et eeeeeeteeeeseeeeeseeesetaeseseeeseeeessanssseessseesssnnssseeeseeessnnnnns 53
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Design Team Generic Syllabus Template

For Psychology Courses At Walden University
August 13, 2000

This template is designed to make it easy to organize course information so it can be
conveniently entered into Blackboard Courselnfo™. For example, most of the headings in this
template are identical to the headings in Courselnfo. Headings are also listed in the order they
appear in Corselnfo. The first step in completing this syllabus is to change the heading above.
Replace the heading above to the number of your course and the quarter number it will be
offered, such as Psyc8450-01.

(Note: Text that appears in parentheses contains information for you that does not belong in your
final syllabus. Delete such text after you have completed the section it describes.)

Staff Information

(Complete the information below regarding the course instructor.)
First Name

Last Name

Email Address (WaldenU only)

Telephone Number

Office Hours (Can be estimated at this time)

Personal Link (Optional)

Other Information
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Course Information

COURSE NAME:

Quarter: Summer 2000 (change to reflect current quarter)
Dates: June 1, 2000 — August 20, 2000 (change to reflect current quarter)
Mode: (A, B, or C.)

COURSE INFORMATION

(The Instructional Designer working with you on this course will provide the most recent
description here, from the curriculum guide.)

COURSE GOALS

(These will be the general goals of the course. The specific objectives / outcomes are specifically
outlined in each weekly course document.)

COURSE REFERENCE MATERIALS

Required Texts and Readings
(These will be the details regarding textbooks, and reading packets/articles. If a reading packet is
available through TIS, indicate this here.)

Recommended or Related References
(These will be the details regarding related/recommended readings or references.)

ORDERING TEXTBOOKS AND READING PACKETS

(Keep the following paragraph in all syllabi)

Texts and reading packets can be ordered from TIS Bookstore, 1302 East Third St.,
Bloomington, IN 47401 (1-800-973-1302). Textbook orders should be placed immediately
following confirmation of course registration. Texts may also be accessed through many
university libraries. Information on ordering from TIS can be found on the Walden website at
"http://www.waldenu.edu/union/tis.html".
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COMMUNICATION REQUIREMENTS

(The paragraph below is an example for the communication requirements in your course.)

1) The course is divided into twelve weekly "sessions.” Discussion will occur within your course
"Discussion Board, " in a forum designated for each session. To locate the Discussion Board,
click once on the “Communication” button (to the left) and, then, on the words, “Discussion
Board.”

(Next, describe your course-specific communication requirements, when you will post to the
forum, how often students should post to the forum, and other communication requirements you
may have. An example is provided below.)

I will post new weekly questions every Sunday evening. As a student, you are expected to post a
MINIMUM of two contributions to the discussion each week. These postings may be brief but
they must be a substantive contribution to the topic under discussion and reflect the quality of
discourse characteristic of a doctoral level seminar.

(Keep the following paragraph in all syllabi.)

Sessions are defined as Monday through Sunday; see the Class Schedule section below.
Participation in the weekly online class discussions is an integral part of this course, and any
deviation from it will affect your grade negatively.

COURSE ASSIGNMENTS AND GRADE WEIGHTING

(Describe how each assignment or set of assignments will affect the student's grade, which is
often done by assigning a percentage or points to each assignment.)

GRADING POLICIES

(Describe any course-specific grading policies.)

(Keep the following paragraph in all syllabi.)
Your grade for this course will be determined in the following manner. In addition, please refer
to the Student Handbook for additional information related to grades in this program.

1. A grade of "A" (superior) will be reserved for work that is superior when compared to other
graduate students. This means that all participation requirements have been met, all on-line
assignments completed on time, and a research paper of superior quality has been submitted. A
superior paper will demonstrate breadth and depth of knowledge and critical thinking. The paper
will follow APA Publication Manual guidelines and be free of typographical, spelling and
grammatical errors.
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2. A grade of "B" (satisfactory) will be assigned to those students who meet all participation
requirements, in a manner that reflects graduate quality thinking and who submit a paper that is
considered average in quality for a graduate student.

3. A grade of "C" (marginal) will be assigned to students who meet the majority of participation
requirements, and submit a research paper that meets the requirements of the instructor.
However, the overall quality of the work submitted is below the average of that usually expected
of a graduate student.

4. A grade of "F" (unsatisfactory) will be assigned to those students who do not meet the criteria
specified for a "C" grade.

5. A grade of "I" (incomplete) will be assigned to those students who negotiate the awarding of
an “I” with the course instructor. The Incomplete must be requested by email prior to the date
established by the instructor but no later than the 15th day of the last month of the quarter. The
following minimum conditions must be met: (a) all online participation requirements have been
met, (b) any and all online writing assignments were submitted on time, and (c) a draft of the
research paper was submitted on time. Final papers and other required coursework must be
submitted to the faculty member no later than the first day of the third month of the quarter
following the one in which the “I” was awarded.

6. A grade of "W" can be awarded by the registrar to students who notify the registrar, in writing,
that they wish to withdraw from the course. Notification must be received no later than the 45
day of the quarter.

PROCEDURES FOR SUBMITTING STUDENT WORK

(Keep the following paragraph in all syllabi.)
Students are to submit all assignments to the instructor based on the timetable specified in this
course syllabus or as specified by the instructor.

(Include course-specific information related to using Courselnfo's “Digital Drop-Box” for
submitting papers and the use of the “Discussion Board” for participating in the threaded weekly
discussions.)
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FIRST TWO WEEK'S ASSIGNMENTS

(Keep the following paragraph in all syllabi.)

Your entire weekly calendar and the associated assignments for this course are available in the
“Assignments” area. Prior to starting the course, you may want to get a start on the assigned
readings for the course. Therefore, reading assignments for the first two weeks of this course are

posted below.

(Write a detailed description of the first two reading assignments here.)

STUDENT COURSE EVALUATION

(Keep the following paragraph in all syllabi.)

Completion of an online Course Evaluation Form is the final required assignment in this course.
This evaluation allows you to submit an anonymous evaluation of the course and instruction
provided. All submitted course evaluation data is combined to from aggregate data. No unique
student information (e.g., name, e-mail address, etc.) is included in any reports created from this
form. Only aggregate data and comments will be shared with the instructor and program director.

(Complete this revision info (date and your initials) each time you save the syllabus)

Revised 8/14 KP

Page 56 Faculty Instructional Design Manual



Appendix D: Course Content Template

This is a printout of the Course Content Template. An electronic copy of this template is available on the
Instructional Design Web-site. This document is meant to be combined with your syllabus to create all
of the content necessary to create a course in Courselnfo.

Contents
COURSE DOCUMENTS FOR SESSION L.....uvviiiiiiiiieiiiiirieeesiitreeeessrreeessstsreeesenraeeessnbaeeesssnnsessssnsens 58
COURSE DOCUMENTS FOR SESSION 2.1uveiiiiieiiiiiiiieiiiiseessssisissbseesssesssssssssssesssssssssssssssssssssessssssnes 59
COURSE DOCUMENTS FOR SESSION 3.....uttiiiiiiiiieeeiitrreeesiireeeessbseesssssssesssssreesessssssssssssssssssnnsens 60
(070] Y 11V 18] N1 107X 1 (0] N PO 61
R T=TSES) [0 TR 61
1T (0] o 24O 61
R =TSE) [0 1 S TR 61
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Course Documents for Session 1

(Headings and Sub-headings for three course sessions are provided in this section.)

Course Documents for Session 1: (Insert a name for the Session here)

Purpose

Obijectives

Study Notes

Assignments(s)
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Course Documents for Session 2

Course Documents for Session 2: (Insert a name for the Session here)

Purpose

Obijectives

Study Notes

Assignments(s)
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Course Documents for Session 3

Course Documents for Session 3: (Insert a name for the Session here)

Purpose

Obijectives

Study Notes

Assignments(s)

Page 60 Faculty Instructional Design Manual



Communication

Session 1: (Insert the name of Session 1 here)

Thread 1 Subject
Thread 1 Opening Message

Thread 2 Subject
Thread 2 Opening Message

Thread 3 Subject
Thread 3 Opening Message

Session 2: (Insert the name of Session 2 here)

Thread 1 Subject
Thread 1 Opening Message

Thread 2 Subject
Thread 2 Opening Message

Thread 3 Subject
Thread 3 Opening Message

Session 3: (Insert the name of Session 3 here)

Thread 1 Subject
Thread 1 Opening Message

Thread 2 Subject
Thread 2 Opening Message

Thread 3 Subject
Thread 3 Opening Message
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Appendix E: Sections From the Coursinfo Instructor Manual

This appendix contains selected sections from the Coursinfo Instructor Manual. These include:

Contents
Appendix E1: Using the Control Panel ..o 53
Appendix E2: Adding a Staff Member ... 58
Appendix E3: Adding Course Information, Course Documents, & Assignments.... 62
Appendix E4: DISCUSSION BOAIU ........c.ccueiieieiieiiee e sie e 68

Appendix E: Sections From the CoursiInfo Instructor Manual Page 63



Appendix E1: Using the Control Panel

This section of the Courselnfo Instructor Manual introduces the Control Panel, which instructors
use to create and maintain a course. Procedure 9: Exploring the Courselnfo Control Panel refers
to this section.

Contents

Using the Control Panel ..o s 65
Entering the Control Panel ..o 65
Returning to the Course HOME PAge ........coooviiiiiiiiiie e 65
Overview of the Control Panel ... 65
Viewing the Control Panel ............ooo oo 66
Navigating from within the Control Panel .............c.cccoove i, 67
Accessing Features from the Control Panel ... 67
Returning to the Control Panel............c.coooiveii i 68
Returning to the Course HOME PAge .......ccooviiiiiiiiiie e 68
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Using the Control Panel

All course administration is done through the Control Panel. This area is only available to the
instructor, teaching assistant, grader, or course builder depending on the user roles defined by the
instructor.

Liry 'Wagd il B i g 1001
[ eerens | I Seresnwi—iting 101
Announcements

Postaid in tai Last Two Weaaks

A new qaz, Mumis Test #1, kas been posted
(Potect: iy o008 |
A new qaz. Drecheonals Cuge, has been posted

' Today ® Lagt 2 Weeks © Last Manth © A1 L]

Click here to enter the Control Panel and

populate your course with assignments,

assessments and other course materials.
Entering the Control Panel

Step 1: Within the Course View, click the Control Panel button.

Returning to the Course Home Page

Step 1: From the Control Panel, select the Return To Course button
located in the Control Panel Banner.

Overview of the Control Panel

The Control Panel is comprised of six function categories:

Page Editors:
This area provides the access and tools necessary to add text, files, and
information into your course.

Assessment:

This area provides a tool for creating assessment materials such as quizzes and
surveys. This area also contains the gradebook and course statistics.

Assistance:
Technical support and online documentation are available in the assistance area
to help you during the course development process.
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User Management:
This area provides tools for the instructor to manage all items regarding student
enrollment.

Communication Center:

This area contains the communication tools for instructors to send e-mail, post
discussions, have chats, and work in groups with students enrolled in their
course.

Site Management:

Security and customization options are located in this area for advanced
management of course components.

Viewing the Control Panel

The items in the Control Panel can be viewed in full or partial detail. Full detail provides a brief
description about each feature. This view is recommended for new users. Partial detail allows the user
direct access to the Control Panel functions.

Example of the Control Panel: Full detail view is disabled in this version of the Control Panel.

" Control Panel

Dimes101: Dimes Click here to view
Lisa ‘W, Insirecior your course.
m m
Bnngwnce it Courss Decumants Crgain Usei Crgailn Gioug
Coumss Informatign  fussignments Muodify Liser i
=ialf Informaten Eriminal Links Ermauwe Lsey Eemave L=rgup
_ m
Eppmemmand Benages  Online Gradebaok Spnd Email [Msrussion Bpard
Pool Mamager Course Sialistos Coursie Calemidar Leiggital Dyopens
e T
I Ording Masual nin |igfeny Commun|catios Sturdeni Tooks
Coptsct Sys Sdmin ~ Dinlind Swppor Course Dglinns Courss LIiliges

Click here to toggle View the amount of
between full and partial the course users and
view of the Control Panel. accesses to date.

Example of the Control Panel: Full detail view is enabled in this version of the Control Panel.

Page 66 Faculty Instructional Design Manual



Dimes10: Dimes
La Wiaad, licstiuctai

do imants, and croale folfoes s iking gougs for pajacis

bl i Baimid Fe 1 fuma EEkin C ol Fradidlish dind

Tha Amsesemant area contene all the logls The Commuricalons Cemer baels al coges
sl el ey 16 Craile and ranege quizied end canperanly onokad n niliesler and wtedan
surviys. This area stso prosidas ihe nsineio CaTeTCalAs |fsinicioss Cofee hins B sand
A0 EE T view and edi siedend gradas im i oourse mambers a-mail, pest opics o #e

grade back snd morngar coerss relsied stshetics. [l decussion boand, and creste calerdar s

menycioes can e defagl oglons, bam Eshes

nc hgiag anine {echmcal seppod and
on angl off, and deegaale & caurss kok snd sl

doewrilpadsh e dos umantaton

i Caurss Lnms il Tracked Aocmoes
Full Dital: & Enabled  © Disabled 890

To switch between the viewing options:

Frelor Fage Faftem ilana oo Ly el . rard diwa
Tha Fage Edrare ama contame the ook for The Liser Fdsnagarrist] lnalure aoe eped ¥ lar
ackding and maragng al cowrss condend. Come enroliment and qrgasizshon al ¢ paricpants
berd 16 pa sl aarauncementi, e e, @llech Insdruetord edan gnrell iyt and dingaals

AT e T Bt Gt Wasapwraw]den
Tha Asckalance ama in the caniml panal prradies i Thie Sl Managanosl o :M
& "are slop” sab s do all vsinciar conoames, oushomizabion baols far each course Inihes

Details on each
section of the
Control Panel
are displayed
here.

Click the link to
access the
corresponding
section of the
Control Panel.

Step 1: From the bottom of the Control Panel, select Enabled or

Disabled.

Full Detail: & Enabled © Disabled 62

Step 2: Click on the Go button to submit your request.

Navigating from within the Control Panel

Accessing Features from the Control Panel

Step 1: In the Full View of the Control Panel, click the link of the
corresponding section then click the link that you would like to
access. In the Partial View of the Control Panel, click the link of

the section you would like to access.

Step 2: Select the function by clicking the link.
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Returning to the Control Panel
From anywhere within a function, to return to the Control Panel:

Step 1: Select the Return to Control Panel button in the Control
Panel Banner.

Returning to the Course Home Page
From anywhere within a function, to return to the course home page:

Step 1: Select the Return to Course button in the Control Panel Banner.

Page 68 Faculty Instructional Design Manual



Appendix E2: Adding a Staff Member

This section of the Courselnfo Instructor Manual describes how to add and edit information
about staff members in a course. Procedure 10: Entering Staff Information refers to this section.

Contents

AddINg A Staff IMEMDET ... e e 69
Modifying A Staff MemMbEr...........oovie e 72
Removing A Staff MEMDET .........ooo i 72
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Staff Information

The staff information section is provided for instructors to post information about themselves,
teaching assistants, and/or guest speakers. This personal touch will provide the students with a
resource to look up the name, e-mail, office hours, or a picture of the course leaders.

Adding A Staff Member

Step 1: From the Page Editors area of the Control Panel choose Staff
Information.

Currunt Folder = Staff Inf_.rmation

Click here to add a Click here to add a folder that
staff member. can organize staff members in
a related group, i.e. Graders
Folder.
Step 2: Select the Add Staff Member button located at the top of the

screen to view the Staff Information form.

Title

Flrst Mame
Last Mame

Emagil Address

!
I
I
|
Telephone |
Address |

Office Hours

Other Infarmation

=

=
Step 3: In the Enter Information area, fill out the appropriate information.

Note: You can fill the Other Information section with personal
information or academic credentials.
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Optional Picture Upload

A picture may be allached to the above information. Far best resulls, picture size (in pikels) should be aboul
1600150

File to upload | Eirowsa. I

Personal Link
& Link may be specified to a pre-exesting personal |

homagage

Availability
Do you wanl this Information Axalable mmediately ™

= Yes Mo

Click to locate a
picture to upload.

Step 4: You can designate some of the Select Options and provide
pictures or URL'’s to accompany staff information (optional).

e To attach a picture, type the file name in the Optional Picture
Upload area, or select Browse to search for the file.

» If astaff member has a web page to access, type the entire URL in
the Personal Link area.

Step 5: Select the Submit button to enter the information.

Click the Submit Button to finish adding this ltem.

To meodify or remove this item:

Reium to the Control Pamel and select the Staff Information link undes the Page Editos seclion

Locate the bem 10 modiyremove. IF dhe fem @ condaimed witihin & folder, you must ander the foidar to ooste
e fham

Choose either the Modify lem o Remaove [em butlon associsted with this Hem

Step 6: A receipt will appear to notify you that the staff information was
deleted successfully.

Step 7: You may continue working with Staff Information by selecting
Back or return to the Control Panel by selecting the appropriate
buttons from the top of the course window.
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Modifying A Staff Member

Step 1: From the Control Panel, select Staff Information. A list of staff
members will appear.

Click here to modify a staff
member.

Current Folder = Staff Information

[12] Professor Lisa Wood vty e |
__Rumove wem_|

Email: hrasadimblackbaard net

Ml dre=ss: 1111 15%h Sireet, W Washampgton DiZ

Phiores 202-463-4870

Office Howrs: B30 am to 530 pm Click here to remove a

Personal Link: staff member.

Dihier Infommation;
Herrar mowme screermenten®an

Step 2: Select the Modify Item button associated with the staff member
you would like to modify.

Step 3: Make the appropriate changes and click the Submit button.

Step 4: A receipt will appear to notify you that the staff information was

updated successfully.

Step 5: Continue working with Staff Information by selecting Back or by
returning to the Control Panel by selecting the appropriate
buttons from the top of the course window.

Removing A Staff Member

To remove a staff member:

Step 1: From the Control Panel, select Staff Information.

Step 2: Select the Remove Item button associated with the user you
would like to remove.

Step 3: Answer Ok to the box to complete the process.

Step 4: A receipt will appear to confirm the deletion. You may continue

working with Staff Information by selecting Back or by returning
to the Control Panel by selecting the appropriate buttons from
the top of the course window.
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Appendix E3: Adding Course Information, Course Documents, & Assignments

This section of the Courselnfo Instructor Manual describes how to add Course Information,

Course Documents, and Assignments. Procedure 11: Entering Course Information and
Procedure 12: Entering Course Documents refers to this section.

Contents

Adding INformation t0 @ COUISE........ccueiueiierieeie e
Adding Text INFOrMatioN.........ccoiiiiieee s
MOdifyiNg @ DOCUMENT ......ocvviieiieiieee et sra e reanae s
RemMOVING @ DOCUMENT........ooiiiiiie i
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Course Information, Course Documents, and Assignments

The three areas that are designed to hold the majority of prepared course materials are Course
Information, Course Documents, and Assignments.

»  The materials posted here are typically much larger.

e The materials posted here may already be created in a word processing or HTML program.

e The materials posted here may be attachments that are not capable of being inserted directly
into a text area or being viewed in a web browser.

e The materials here may need to be organized into a hierarchical manner so students can
clearly understand the associations for each item.

While you may choose to use the Course Information, Course Documents, and Assignments areas
in many ways, the following conventions are recommended for some basic course components.
When you choose to add materials to a particular area, a drop-down menu with recommendations

is provided.
Item Location
Syllabus Course Information
Course Schedules or Calendars Course Information

Lecture Notes

Course Documents

Handouts

Course Documents

Homework Assignments

Assignments

Supplemental Readings

Course Documents or Assignments

Worksheets

Course Documents

Tests, Quizzes, and Essay Questions Assignments

Adding Information to a Course

Adding Text Information

To add text to a course element:

Step 1: From the Control Panel, select Course Information, Course
Documents, or Assignments.

Note:

While the course element will change depending on
which area you enter (Course Information, Course
Documents, or Assignments) the process of entering text
remains the same.
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Example of Course Information screen:

Click here to add a
document.

\

Current Folder = Course Information

Click here to add a
folder.

Step 2: Select the Add Document option.

Step 3: In the Enter Information area, select an appropriate document
titte from the drop down box or create an original title by typing in
the small text field.

*  The options in the drop down box will change to correspond
with the course element is selected.

»  Selecting a different color in the Choose a Color for your
Title drop down box will allow you to customize your title.

Step 4: Enter the text in the text box by either typing directly into the box
OR

Switch to an open word processing or HTML processing
program, copy the desired text, and return to Courselnfo and
paste the content into the text box.

» If you paste HTML coded materials, be sure to select the
appropriate checkbox to maintain the formatting. Do not enter
Body or Header start/close tags.

Note 1: The text box is "smart". If you type the path for an image
file using HTML syntax (e.g. <IMG SRC='imgael.gif> or
the URL for a website in the box
(http://www.website.com), the image of link to the website
will appear.

Note 2: If you select Smart Text, you can type your text without
knowledge of HTML and the line breaks (carriage returns)
will be reflected in the final copy, producing a
paragraphed format. Smart text will also recognize image
syntax and display the image.

If you select Plain Text, the <PRE> </PRE> tags will be
utilized. This option is useful if the text contains HTML
tags but you do not want the tags to be interpreted.
Plain text will also recognize a URL or web address
(www.blackboard.com) and convert it to an active link.

If you select HTML, the HTML tags present in the text will
be interpreted. This function is useful when extensive
HTML coding is used within the text.
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http://www.website.,com)/
http://www.blackboard.com/

Select Document Title: [ Courze nform ation =

G, if wou do notwant bo use one of She prededined Tibes esder a newa Title: |

Ghaose a Golor for ypour Tige Black d

Enter Information Below:

Insert text here.

The text box is "'smart™. If you type the path
for an image file using HTML syntax (e.g.
<IMG SRC='"imagel.gif'> the image will
appear.

]

\Click the appropriate radio button.

Step 5: You can upload a file and determine how the file should be
handled in the Select Options area. This feature will be
discussed in-depth in the Attaching/Uploading Files to a Course
section of the manual.

Opticnal Fils Uplead
¥ious urmasi by do ndl bise @ il alteshad (o his candonl 18 el o b or package, chek in the Bresas’ b and
chaed & reri ke

& Smad Texd ' Plain Taxl O HTWIL

Fik 12 Lipioad | Bvceti

Ko of Link 1o Filg I
VEomps : ®Word i Loed 4 A

Epacial Azimag [E:nu & Lisk w2 thisfla E|

Dthar Dpficns

Do pou want hig Iskarmation Svskabb Immed aloly? ® vag © Ho

Do peu want 1o lrack thig canlssls uisgs?® T Fag = Ho Select d|5p|ay
Do pou wank (o aed metadaia?  Fax & Ko options.

Do peu want 1o add addiossl of-irs contan? ™ Fag & Mo

Click the Submit Button te finish updating this [tem.

To maid by or remowe this Bem;

Hetum 15 1he Condrol Pamel sad selsct {he Cowrss Documesss ink gradsr (s Pags Ediors section

Lot il i Narm 18 rddifyrernsea. 17 A (am & confamed miin @ Rl pou musl aoler (e felter jo Boate U
1w

Choges mther {he Modiy Hem o Bemove Hem betion as=gcisted with iz fem
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Step 6:
Step 7:
Step 8:

Step 1:

Current Folder = Course Information

£ [T2] Course Materials

Link 12 Fili (406 Byt )
Please renes for class Monday

Step 2:

Step 3:
Step 4:

Step 1:

Note: There are three options for handling an attached file:

» Create a Link to This File
» Display this file within the page
»  Unpackage These Files

Select the appropriate options from the Other Options section.
Choose Submit to complete the process.

A receipt will appear to confirm the process. You may continue
working by selecting Back or return to the Course or Control
Panel by selecting the appropriate buttons from the top of the
course window.

Modifying a Document

From the Control Panel, select Course Information, Course
Documents, or Assignments.

Note: While the course element will change depending on
which area you enter, Course Information, Course
Documents, or Assignments, the process and concepts
of this process remains the same.

Click here to
modify an item.

Cimated on Jun 10, 186

Click here to
remove an item.

Select the Modify Item option associated with the item to
modify.

Make the appropriate changes and choose Submit.

A Content Updated receipt will appear to confirm the process.
You may continue working by selecting Back or return to the
Course or Control Panel by selecting the appropriate buttons
from the top of the course window.

Removing a Document

From the Control Panel, select Course Information, Course
Documents, or Assignments.
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Note: While the course element will change depending on
which area you enter (Course Information, Course
Documents, or Assignments) the process of entering text
remains the same.

Step 2: When the appropriate Adding Content screen appears, select the
Remove Item option associated with the document to remove.

Step 3: Answer Ok to the confirmation box.
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Appendix E4: Discussion Board

This section of the Courselnfo Instructor Manual introduces the Discussion Board, which is the
primary area in which the teacher(s) and students interact in a course. Procedure 8: Writing
Forum Openers refers to this section.

Note: This section of the Courselnfo Instructors Manual has been shortened much more than the
other sections included in Appendix E. The entire description of the Discussion Board is 27
pages, which exceeds the space constraints of this manual. The section included here has been
reduced to 8 pages.

Contents

Accessing the DISCUSSION BOAI ..........coveieeieiieiieie e 79
Navigating within the DiSCUSSION BOArd............ccooviiiiiiiiiieniee e 80
CreatiNg FOTUMS .....oviiie ettt et e e e be e esraenreenee e 80
FOIrUM ATIIDULES ... e 82
Starting @ NEW THIEad.........vcouiiieeee e 82
MOTITYING FOTUMS......eiiiiiiiiicee ettt snee s 84
REMOVING FOTUMS ..ottt sttt sneenneeneennes 85
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Discussion Board

Courselnfo provides a discussion board as another communication tool to use in a classroom
setting. This feature is similar to Virtual Classroom, but is designed for asynchronous use, so
users do not have to be available at the same time to have a conversation.

An additional advantage of the discussion board is that user conversations are logged and
organized. Conversations are grouped into forums that contain threads and all related replies.

Accessing the Discussion Board
To enter the discussion board:

Step 1: From the Course View, click the Communication button and
select Discussion Board.

Navigating within the Discussion Board
The Discussion Board is set up in Forums of discussion. There can be several Threads or

conversations within each forum.

Creating Forums
A new Forum must be created to house the threads of discussion. The new forum will appear in
the discussion area and new threads can be posted within it.

To create a forum:

Step 1: Click Add Forum to create a new forum for discussion.

/ Click here to create a forum.

_ADD FORUM |

This course currently contains no forums.
To create a forum, use the Add Forumm hutton ahove.
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Title: ||

Description:

Enter a title and

= description of your

forum. Select the
appropriate settings
and click Submit.

@ Smart Text O Plain Text O HTWL
Forum Settings:

M Allow anonymous posis

[T Allow author to edit message after posting

[T Allcw suthorto remove own posted messages

W Allow file attachments

M Allow newr threads

SUBMIT® |

Step 2: Type a title and description for the new forum. Determine

whether the description should be converted to HTML

Step 3: Select the appropriate Forum Settings.

Note: There are five Forum Settings that you can select
(singularly or in combination):

Allow Anonymous posts: Allows users to post a
message without a name attached.

Allow author to edit message after posting:
Allows users to make changes to their message
after they have posted it.

Allow author to remove own posted message:
Allows user to delete their posted messages.

Allow file attachments: Allows user to upload
attachments to be viewed with their messages.

Allow new thread: Allows users to create new
threads within the forum.

Step 4: Click the Submit button.
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Click here to start a When multiple forums exist, you can order
Forum. them by selecting the appropriate number
form the drop down menu.

L REWOVE

hisfarum is dedicatad b & discussion on Half Dimes |3 Massages |
1 WM
[ 1 Hidden amchime |

Incfian Haad Canis WY REMENE
Digcurssitn sofen e ndian Hewd Canlsy | Ho Fassnges |
I'- -rI Lo o WGy REMGHE
Discussion on 'Workd Coins | Mo Massages |
I-C -I | -|!|!-| Flii .-:I.'-! VDY AEMCHE
Discursion e Barker Mokl | Ho Feesages |
5B Buffalo (Indian Head) Mickas T _MEMEHE
Liscission om Buflala (ndian Haad] Micklas | Mo Mazsages |
Step 5: The new forum will be displayed.

Note: When multiple forums exist, you can put them in specific
order, according to your curriculum.

Forum Attributes
Once a forum has been created you can:

e  Start a New Thread

«  Expand or Collapse all Threads

»  Search for Messages within a specific forum
e View/Manipulate Thread Options

»  Create/View Archives

e Change viewing criteria (Sort By)

Starting a New Thread
Once you have created a forum for discussion, you can start threads that will entice users to
become involved in the Discussion Board functionality.

To start a thread:

Step 1: Click the name of the forum within which you would like to start a
thread of discussion.

W L D e R W EXPASD ELL (¢ COLLEFEE ELL =
BEARCH [7

Shoas T

[ ek Hira fap A hses |

Sart By |:E|ju|l 'rI Tind B Thossed
Click here to start a neMv
thread.
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Step 2: Click the Start New Thread button.

Create New Message

Current Farum: Half Dimes or Mickles?
Date: 31-Lug-1929

Barthor: Wood, Lisa Enter the subject of
~_~ your thread and a
message.
Subject: | y
Message: H
=
Options: & Sman Text O Plain Terd ¢ HTML Click here to add

an attachment.

T Post messags 35 Anonymous
Attachment: | M
PREVIEW |  SUBMIT» |
Click Preview to view your message /
before posting it. Click Submit to

upload your message.

Step 3: Enter the subject and message to be posted.
Step 4: Select the appropriate Options.
Step 5: Enter the name of the file or click the Browse button to upload a
file to be attached to your message.
Step 6: Click Preview to view your message before it is posted.
Step 7: Click Submit to post your message.
NI LI AT WS RN DE S T EAREED UL [+ OOLLEPSE &L =
[T
Sherm ptines
Walye of haskawsty snfbeey agdminEtralor 19 0e-112 gy

Sort By: |:cI:uI'. 'I i Mew Thedid

HEW!

Step 8: Your thread will be displayed with a icon.
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Modifying Forums
In the Forum View, instructors have the capability to modify forums.

To modify a forum:

Step 1: Within Forum View click the Modify button of the course you
would like to modify.

Click here to modify a

forum: \”»n
1= Hal Lines | __REMCWE |

This forum is dedicaled to & discussion on Half imes, Miagsagas |
[1 o |
| 1 Hidden anchive |

Click here to remove a forum.

Step 2: Make the appropriate adjustments in Title, Descriptions, and
Forum Settings.

Tile: [The art of disiogue
Desciipion:

Uritimg suocs=ssful disloges. |

& Smart Taxl T Plain Taxi T HTHWIL

Fanum Setlings:

' Allow ANORYMOUS posts

™ sliow suthor to adil massage aflar gashing o .
Select administrative

[T Allow suthor o remosve own posbed messages s
privileges for users.

Al Tle atiachensnis
F Allow new ieesds

Fanum User Setings:
& = Forum Administrator prvileges
&= Pamarent Farum Adminisirator
w = Usar & blacked fom pasting

remcom, Lo | nacon)
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Step 3: If necessary, modify the forum user settings.

Note: Forum User Settings allow the Instructor to determine
the privileges and accessibility of the users in the
CourseSite.

a:

This function grants the user Forum Administrator
privileges. This will allow the user to make changes
within the specific forum. This function is useful when a
CourseSite has both an Instructor and a Teacher's
Assistant or Grader. This function can be assigned by
selecting the desired user and clicking the Admin button.
The Normal button will revoke Forum Administrator
privileges.

This function grants the user Permanent Forum
Administrator privileges. This is automatically assigned
to the CourseSite instructor.

This function blocks the user for posting messages within
the specific forum. This can be assigned by selecting the
desired user and clicking the Block button. The Unblock
button will reinstate the user's posting privileges.

Step 4: Click the Submit button. You will be returned to Forum View.
Click Return to Control Panel to continue building your

CourseSite.

In the Forum View, instructors have the ability to remove forums. This is useful when

Removing Forums

discussions are based on time-sensitive issues, such as a current event topic. The forum can be
removed when the issue has expired.

To remove a forum:

Step 1: Within Forum View click the Remove button of the course you would like to remove.

Step 2: Answer OK to both of the confirmations.

Note: Removing a course is an irreversible action.

Step 3: The course is removed and Forum View is updated. Click Return to
Control Panel to continue building your CourseSite.

Appendix E4: Discussion Board
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Appendix F: Course Template

This appendix contains the first “page” of the Courselnfo template for your course. There may be
some differences between the template in this appendix and your course, since each academic
program implements small changes to the template.

Contents
PN a1 [ 1N T od=T 0 0 =T o] £ POPPPPPPPPPIR 88
Course INFOrMALION .....vveiiciec e e e ebae e srae e 89
STt INFOIMALION ..o e sabe e 90
COUISE DOCUMENTS ....cooi ittt ettt e e s s e e e e e s s st b b e r e e e e e e s s s sbbbbrereeeeesseannrees 91
Course Documents fOr ONE SESSION.........ceiiiuiiie i ibbae e 92
DiISCUSSION BOAIM........ccciviiiiiiiiiiiec ettt rae e s ebb e e s ebe e e s bae e anbee e e 93
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Announcements
The Web-page below is the Announcements section of Walden’s Courselnfo template.

- Walcoms b AFPayc |emplata - Netscapa
Eie Edit “iew Go Communicalor Help
1 N 2
EEENPY-EY S =
:' wf " Boakmarks & Locaion:|htp:/ f dev waldenu adu courses 5 Peye_Templeta findas: himl | &0 What's Retated
Wkden University Slewe Malikrsski ¥Pspe_Terglsie: Design Manual Templaie Course =

Dvlppieidd Jrirvmr

Design Manual Template Course

HnnoaroerseEnis
Announcements
Al Announcements Posted in this Course
Staff information Subject: An Announcement from your Fested by Comrselnfo Sdministrater on Jul
Instructor 19, 2000

Buttons in Elackboard
The buttons on the |eft of the screen bring up the following course information

Staft Infonmation
rfarrnation abadl the teachers) and assistants in s Courss

Course Documents
Duscuments wyou wall read, weatch, or histen fo wath inthe course, separabed by Session

A Esigriments
Assignments to complete this course, separated by session

Communicabon
RALIN D rESCarCes For you 1o cormmmunicate wath ather members in the cowrse. The most
fraquanthy ussd alamsatin this moduls will ba the discussion board

(IFFTTTTTE Studert Tools
Tools for dropping of assigrments, changing informabion about yourself, checking
grades, maodbdng your Blackboand Wiab-page, loolang at the courss calandar, and
reading the manual taking coursss in Blackboard

Subject: An ANnOUNCSTIANT oM your Paated by Comraalifo Rdiminisratsr on Jul
Instmuctor 1%, 2000

Welocome to . (Put the name of your cowrse and a descnption hara |

Subject: An Announcement from your Pasted by Comselnfo Administrater om Jul
Instructar 14, 2000

Wigl Corie Do yaur mesl Coursainno 3 0 Coursssiel To DEQII"I ad M3 COPTDeTE DO yaLr
courss, click on the Controd Pansl button on the keft hand side

© Today © Last2 Wesks © Lact Month & )| il

, Walden Uinnvemsin [
Blackboard [ ousing et . =
[~ !l |Documan Dans = A T N T A
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Course Information
The Web-page below is the Course Information section of Walden’s Courselnfo template.

- Walcoms b AFPayc |emplata - Netscapa

Fle Edt “ew Go Communicaior Hal

RN oy NN 2

7wl Bookmarks & Locaion:|htp: [/ derv waldenu adu courses % Peye_Templea findas: himl =| &7 Whet's Relaled
Walden Universaiy Sewe Malikraaki EPepc_Temglale: Design Manual Templaia Course

Dvlppieidd Jrirvmr

Course Information

[T=p]
Current Location: Course Information

Annoroerahs

[l Course Information
{Give a basic overview of the course content)

Course Goals
{Put the course goals here.)

Course Materials
{List the documents students will need for the course here.)

Grading Policies
{Fut the grading policies here.)

H N B

Participation Policy
{Put the participation policies here.)

H e T | |mﬂ.lflﬂﬂ1. Disine = - a il =] . -
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Staff Information

The Web-page below is the Staff Information section of Walden’s Courselnfo template.

- Walcoms b AFPayc |emplata - Netscapa

Ele Edt “iew Go Communicaoior Halp
RN Y- R

wl " Bookmarks & Locaion:|htp: [/ derv waldenu adu courses % Peye_Templea findas: himl

| &0 What's Rstaied

VWalden Liniversiy eve hikaltkowe
Ihevielapiind Jirver

S et [ Tep|

EPepc_Temglale: Design Manual Templaia Course

Staff Information

Current Location: Staff Information

(Your information will go here.)

Walden Help Desk

Email:

Fhone:

Office Hours:
Perzanal Link:

helpi@walden edu

(800) 925-2368, end 1235

Wion-Sat, 9am-apm 51

waldeny edwproblem hirm

IV AR

|Daeimeit Done

Page 90 Faculty Instructional Design Manual



Course Documents
The Web-page below is the Course Documents section of Walden’s Courselnfo template.

- Walcome to XPaye Templata - Hetscaps
Fila Edt “iew Go Coswvunicolor Halp
T - §

RN P -y 2
E] wf ~Bookmarks & Locaion:|htp:/ f dev waldenu adu courses 5 Peye_Templeta findas: himl | 2 Whet's Fslaiad
W .] i Universiy Shervn Endlradd FFEpr_Templsis: Dagign Warasd Templels Coores

[ AR
Ihevielapiind Jirver Course Information
AT | Tougs ]

Current Location: Course Information

Staff information ] Course Information
(Give @ basic overview of e course content)

Course Goals
(Fut the course goals here |

[
Comrrarticaliaon D Gﬂ-urﬁ'e Hﬁfﬂrﬂ'nce MﬂtEFlHIS
L]

G Dhoa LW

i (List the docurments students wall need for the course here |

Ordering Textbooks and Reading Packets

Tewts and reading packets can be crdered from T1S Bocks=tors, 1202 East Third
=1, Bloomington, M 47401 (1-20008T73-1302) Testbook orders showd be placed
imrveschatety Folowang COrMmation of Courss registration. Teds may sso be
accessed firoudh many univarsty librarss. infarrmation an ardaring rom TIS can De
faund on the Waldan weabsits at "hitp Mo waldenu sdufunicntis kiml*

shelrt [oois

Communication Requirements
(Put the communicaton requirements hara )

Course Assignments & Grade Weighting
tFut informabon Sout hows Course assignments will Stact the student’s Coursa
arade here )

Grading Policies
(Put the grading policias hee )

Frocedures for Submitting Student Work

Lhascnbeg the procedures for submiliing shedent waork.)

First Two Weeks Assignments
LFUL The Tirst Deio wissss AsSIgnments hene )

Stuclent Course Evaluation

Compktion of an onling Cowrse Evaluation Formnis the final required sssigniment in
this coursa. This evaluation allows you to sumit an anomymeou s evaluabon of e
caursa and instrection provided. Al submilted coursa avaluation data is combinad
to from aggragate data. Mo unigue student informabion (2.9, name, email address,
etr ) is included in ary reports crested from this form. Oy aggregate data and
cormments wall be shared waih e nsiructor and program direscior

1]

1 1]

E O O

= !l |Daeimeit Done Tl ik 29 Fg E |
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Course Documents for One Session

The Web-page below is the Course Documents section for one session in Walden’s Courselnfo
template.

- Walcome b AFaye |emplals - Nalscapa
Fia Edt “iew Go Communicalor Hal
Ty AN sk F [~
T Hookmarks & Locstion |k /dewv waldenu adu/ courses = Fsyc_Template findex html | &0 whet's Petalad
Walden Universaty Slewe Malikirsski EFepc_Temglale Degign Manual Templaia Course

Dttt Jrvr

Course Documents

I l&p|: I ks | aa 1]

Current Location: Session 1

St i imfcrmahan <1 Baok
Covuirsal Duoe LTRSS D Pumﬂse
Camemricalion |_| DDjECﬁUE[E}
Exicrnal Links
shelrt [oois L—l StUdlf NDtEE
[] Assignment(s)
4 Back
= |Dacumant Dane =l b P (8 o |
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Discussion Board
The Web-page below is the first page of the Discussion Board in Walden’s Courselnfo template.

FWalcome o ZPsyc

Ela Edi Mew o
R ¥

_':] wf " Bookmarks & lﬂfﬂﬂl‘"lhﬂa { e wealdenu sdu courses S Pooc_Template/index himl

| mmgaha - Nelks capas

Communicaior  Heln
a ol S of F

«| 07 What's Aistated

Walden Universiny

Dvlapeesed Jrimr

ThoFTnaon
Sttt imfocrmabaon

ool Dhoaz LR

Camsrurieation

Exiornal Lirks

Shilert loois

Sleve Malikinsaki

ADD FORLS

[1 =] Session 1

(Puf an  overdew

|2 -| Session 2
(Pul an  ovendoy

|3 -| Session 3

(Fut an owerdeny

[4 =] Session 4

(Pt an overdens

|5 -| Session 5
[PUl @ ovend o

||: -| Session 6

(Fut an  owverdeny

[T =] Session 7

(Pt an overdew

|3 -| session B
(Pl an  overaomy

[0 =] Session &

(Fut an  owvendew

fha

i

the

[

the

the

1)

the

SEgSa0n

SEhsan

SEEEI0n

SESSa0n

SERS0n

SEEEI0nN

SE5SI0N

SEFRSI0N

S5 EI0nN

MFEpc_Temgdale: Dagign Manual Template Coires =

Discussion Board

dISCUSSIoNS

discussions

dISCUSsIons

dISCUSSIONS

discussions

dISCUssIons

dISCUSSIoNS

discussions

discussions

hers |

hara |

nera |

nera |

hara |

nera |

nera |

hara |

nara |

|Ciacumsznt Diang

Sl Mo a2 W E |

MODFY | _REMOVE |

Mo Messages
g

MODFY | _ RIMOYE |

[ Mo Messages |

_MopEY | BEMGHE |

[Mo Messages]

MODFT | REWOVE |

[ Mo Messages |

[ Mo Messagas |

_MOpEY | BEMGHE |

[Mo Messages]

MODFT | REWOVE |

[ o Messages ]

MODFY | _ ROMOVE |

[ Mo Messagas |

_MOpFY | _ REMGVE |
Mo Messages
[ ges] =
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