Online course development process (for new faculty)

Getting Ready

1. Obtain a Kent State Flashline ID and password. 

a. The department secretary should send you a Flashline ID and password by mail. The Flashline ID and password will be needed to access the Flashline portal where you will enter students’ grades and the course management system as well as most other university systems. Information about logging into and changing your password in Flashline can be found here: Flashline Guide in pdf or link to : http://www.kent.edu/Flashline/upload/Flashline%20Guides.pdf
2. Familiarize yourself with Flashline portal. You can log into Flashline from the KSU home page http://www.kent.edu. From Flashline, you can:
a. View/print class rosters  and Email individual students or entire class
b. 

HYPERLINK "Flashline/Enter%20Grades%20in%20FlashFast%20rev.pdf"

Enter midterm and final grades
. 

i. Find grade submission dates: http://www.registrars.kent.edu/home/CLASSES/sessdatesrch.cfm
c. Request Expense Reimbursement
d. 
More Flashline/Banner training materials may be found at: http://www.kent.edu/erp/Training/Training-Materials-Library.cfm
3. Familiarize yourself with Vista course management system for online coursework.
a. WebCT Vista is currently the online course management system supported at KSU. A Vista course is automatically created for every course offering. You may access your Vista course at: http://vista.kent.edu (use your Flashline ID and password to log in) or from Flashline by clicking on the “My Courses” tab and then selecting the “Vista Single Sign-On” link. If you do not yet have a Flashline ID and password, a temporary guest account can be created for you.
b. Familiarize yourself with course building tools and course teaching tools. 
c. NOTE: WebCT Vista courses are automatically created for every course section. If you want content from a previously created course to be copied into the current course, request that this be done for you by going to: http://vistahelp.kent.edu/Forms/CourseRequest.asp. You can also request that student rosters from multiple sections of a course be combined into one section.

4. If you have trouble with passwords, Flashline, or Vista, call the KSU Helpdesk at: 330-672-HELP.
5. If you would like assistance planning or setting up your online course, call Val Kelly at: 330-672-0020 or email her at: vkelly@kent.edu.
Course Planning Stage

1. Discuss course online activity and assessment strategy with the Educational Technologist. You can set up meetings with Val Kelly or attend scheduled group training sessions.
2. Establish a course plan and timeline with developer

3. 
Decide course delivery tool(s), applications to be used in course. Beyond Vista, what other tools/applications would you like to use?
4. Decide on course graphic look.
Content Creation Stage
1. Complete syllabus 
2. 

HYPERLINK "Example%20Weekly%20Lesson%20Plan.doc"

Complete (weekly) lesson plans


If Creating Articulate Online lectures (example lecture)
3. Create PowerPoint graphics (developer)

4. Create PowerPoint lectures
5. Create script in PowerPoint slide notes

6. Use audio recorder to record lecture (attached instructions for Olympus WS100)
7. 
Upload files to appropriate folders on Vista or network drive

8. 
Email developer that files are uploaded

9. Compile lectures (developer) 
If creating Camtasia demo lectures

10.  Obtain Camtasia software and instructions from Val Kelly.

11.  Record screeshots, record narration.
12. Create introductory video(s) of developer and instructors (example video) (meet with developer to film)
13. Create course structure and lesson modules (based on lesson plans) in Content Management System (developer)



Implementation Stage
1. Get copyright clearance for course materials, create e-reserves, order books from bookstore

2. 
Walk-through course design with developer (approve moving course from development mode to live mode)

3. Meet with developer to familiarize yourself with teaching with Vista
4. Meet/correspond with any adjunct faculty teaching sections of course

5. Email students a welcome note with instructions for using Vista and required book list (one week befor start of class).

6. Create student groups as necessary in Vista

7. Let students know (either through email or announcements in Vista) how (and how often) you will be interacting with them (on a weekly basis through discussion threads, by scheduled meeting times, email feedback, etc.)

8. Let students know how and how much they are expected to interact with each other (This should also be in the syllabus and in assignment descriptions.) 
