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SAMPLE Tip Sheet

	When creating a Tip Sheet for an entire course, imagine that the new instructor will turn to it perhaps late on a Sunday evening to prepare for the week ahead, and provide concise instruction on the actions they'll need to take. Leave some white space so they don't feel too overwhelmed by lines and lines of technical text. Use colored font to indicate important items. Use short paragraphs.


For HRER XXX Instructors - Course Administration Details
	Access your course here - http://cms.psu.edu, then click on HRER XXX


	1. Access the Syllabus by clicking on the Syllabus link on the left side menu and print out a copy.
	2. Review the course assignments by clicking on Course Content link on the left side menu and then clicking on each assignment page.


	3. Review these instructions and contact the HelpDesk or the course designer listed below if you have questions. 



	CONTACT INFORMATION

Instructional Designer:  For questions on course content

Jen Berghage

jaw33@psu.edu

814-865-5727

Outreach HelpDesk: For questions on computer functionality (faculty and students)

They are available by phone on weekdays from 8:00 a.m. until Midnight (ET) and on weekends from 10:00 a.m. until 7:00 p.m. (ET).

wdtechsupport@outreach.psu.edu

Phone: 1-800-252-3592, option 4 or 1-814-865-0047

Administrative Questions Regarding Students:
Contact Advising and Learner Success Team at 
U.S. Toll Free:  800-252-3592
Local/Int'l: 814-865-5403
email: wc_als_only@outreach.psu.edu


	Customize Your Welcome Announcement  - Do this before the course opens 
A standard greeting has been set up to welcome your students to the course. If you'd like to customize or edit it, click on Announcements on the left side menu and select EDIT.




	Setting Up Teams - Do this the first week of the semester

Students will participate in team discussions for Lessons 03 and 09, and group work for Lessons 04 and 07. Students should be put into teams of about 5 members (Aqua Team, Azure Team, Champagne Team, Navy Team, Peach Team, Tangerine Team). To assign students to teams, go to the left side menu and click on Course Management/Teams/Add users to each team. (It's okay if you don't need to use all of the teams.) Assignments are structured such that students will automatically be funneled into their team spaces once you've assigned them to their team.

1. Note that some people have access to your course who are not students, and they should not be assigned to a team. To find out who is a student and who is not, go to Course Management/Roster/look at the Title column – students will have the title “Student” and others will display different titles. 

2. Use the announcements area and/or e-mail to let students know who is on which team. To copy and paste a list of who's on which team, go to Course Management/Teams/Click on Add Users, which will display the whole class - highlight the list and copy it/then paste it into an Announcement or e-mail to the whole class. You may want to remove from this list anyone who is not a student.

1. Also use the Announcements area to remind students to begin group work early in the week so they have time to participate adequately in group assignments. Click on the Syllabus link to see which assignments involve group work.



	Lesson 01 (Orientation Lesson)

Students will complete several ungraded activities for this lesson’s assignments. If you’d like to review the ungraded Student Questionnaires, go to Linked Items/Student Questionnaire/Submissions/View, Grade, or Delete Submissions.


Students will also be practicing with the ANGEL tools. They’ll send you an e-mail, and this is a great opportunity to reply to each student, greeting them and introducing yourself. To reply to student messages, go to the side menu and click on Communication Tools/Course Mail/View Inbox/click on a student message and click on Reply/Type your message in the text box provided/Send.




	Lessons 03 and 09 – Team Debates

Students will engage in a debate with their teammates within the Lesson 03 and Lesson 09 Discussion Forums. 

To view each team space, go to Discussion Forums/Lesson 03 Discussion Forum/at the top left corner, click on the drop down list that says "All Teams" and switch it to a color team. This will allow you to see only the posts of that particular team. To view another team space, click on that drop down list again and switch to another color team space. (Team names for this assignment are Aqua, Azure, Champagne, Navy, and Peach.) 

Enter grades by going to Instructor Tools (linked on the left menu)/Course Management/Gradebook/Enter or Edit Grade - By Assignment/select Lesson 03 Discussion Forum/Go/enter grades and Save Changes. These instructions also apply when viewing and grading the Lesson 09 Discussion Forum.



	Lessons 04 and 07 - Group Work

Students will work together in their teams to complete these assignments. Each team will use Google Docs to collaboratively write the paper, and will submit the finished paper to the Discussion Forum. Information on how to use Google Docs is located on the course Web site under Course Resources/How to Use Google Docs. Instructors do not need a Google Docs account, or to access Google Docs, but if you'd like to explore the use of this tool, you may wish to open a free account. 

To view each team space, go to Discussion Forums/Lesson 04 Discussion Forum/at the top left corner, click on the drop down list that says "All Teams" and switch it to a color team. This will allow you to see only the posts of that particular team. To view another team space, click on that drop down list again and switch to another color team space. (Team names for this assignment are Aqua, Azure, Champagne, Navy, and Peach.) 

Enter grades by going to Instructor Tools/Course Management/Gradebook/Enter or Edit Grade - By Assignment/select Lesson 04 Discussion Forum/Go/enter grades and Save Changes. These instructions also apply when viewing and grading the Lesson 07 Discussion Forum.




	Lesson 04 and 07 Peer Evaluation: 

Students can access a link to the Lesson 04 and 07 Peer Evaluation Form from the Lesson’s Discussion Forum. They'll complete a separate form for each of their teammates and one for themselves.

To view these submissions, go to Instructor Tools/Linked Items/Lesson 04 (or Lesson 07) Peer Evaluation Form/Submissions/View, Grade, or Delete Submissions. These items are not graded, but viewing them will help you to grade individuals on group projects. Members of a team won't necessarily get the same grade as the group depending on whether they've performed poorly or exceptionally well.


	Lesson 06 - HRER XXX Mid-Course Survey

If you wish to view the survey, go to Linked Items/HRER XXX  Mid-Course Survey/Submissions/View, Grade, or Delete Submissions.

 

	Lesson 11 Final Paper Proposal

Instructors: Please note that if you're teaching the standard version of HRER XXX, students are asked to focus on TWO countries for this assignment. If you're teaching the Hybrid version of the course, which is a more intensive, condensed version of the course and includes a week on-site at the PSU University Park campus, this assignment asks students to focus on only ONE country.



	Lesson 14 Final Paper

Instructors: Please note that if you're teaching the standard version of HRER XXX, students are asked to focus on TWO countries for this assignment. If you're teaching the Hybrid version of the course, which is a more intensive, condensed version of the course and includes a week on-site at the PSU University Park campus, this assignment asks students to focus on only ONE country.




	Lesson 15 - Final Paper Feedback

This assignment is based on the completion of the Lesson 14 Assignment. Students cannot participate until they've all finished and submitted their papers to the instructor. 

Grading feedback from instructors on the final paper should NOT be sent out to students until after each student has submitted the Lesson 15 Assignment. This gives the instructors a full week to grade the papers, but students need to know that they will not receive feedback until after they have completed this final assignment. 

For this assignment, students are asked to provide feedback on a classmates' paper. Because they do this anonymously, the instructor is required to provide each student with a copy of a classmate's paper with all identifying information REMOVED. To do this, save each submission, rename it, remove any identifying information, and save again using a new name for the file, such as AnonymousPaper_1.doc. 

· Go to Discussion Forums/Lesson 15 Discussion Forum - after you've removed all identifying information from each student's submission, send a New Post to each student, using the attachments button to upload a classmate's paper 

· Remember to record whose paper has been sent to whom, as you will need to distribute the feedback to the relevant students at the end of the exercise so that they also benefit from peer feedback. You may want to use the paper titles to identify them after student data is removed. Be sure to check the syllabus due date for this assignment so that you distribute the peer feedback back to students in a timely manner.
· The student will then click on your post to them, download the classmate's paper, and add their feedback directly on that document.

· Each student will then upload the paper using the reply button, and only the instructor will be able to see their upload.

· After reviewing all of the student feedback documents, click on the small plus sign next to each of your original posts and use the reply button at the bottom of the post to return each original author's peer feedback.  



	ANSWER KEYS are available for all assignments in this course 

To view them go to donec lacinia vestibulum lacinia. Cras cursus mollis ligula. Duis ac arcu et massa placerat sollicitudin. Nullam vitae velit ac enim cursus gravida a vitae metus contact your instructional designer.




	Using Google Docs:

Students are instructed to use Google Docs for some of their group assignments. There is an instruction page under Course Resources/How to Use Google Docs. Students are instructed to upload their final Google Doc to either the discussion forum team space or a drop box for grading. If students encounter difficulty using Google Docs refer them to the HelpDesk. Contact information appears at the beginning of this document. Instructors do not need an account with Google Docs.



	Using the ANGEL Announcements Area
Go to Announcements/Add New Announcement/Type your message/Set the start date/Submit. Students will be able to see your Announcement when they first log in to the course each time, as it appears on the Course Home Page and the course is set to open on that page. Announcements will appear at the top of the page each time you create a new one and older ones will bump down the page.



	Monitoring Discussion Forums
For discussion forum assignments (see the Grading chart on the Syllabus for an outline of assignment types) use your judgment as to how closely you’d like to monitor them.



	Live Chat in ANGEL

Students may want to have an ungraded, unstructured space in which to get to know each other. This space is optional, but if you’d like to put one in, follow the directions below.

Click on the Communication Tools left menu link, then go to Live Chat/click on the small pencil icon to the right/Add a Live Chat/fill in the title, add a sentence describing what the chat is for; if you keep tracking “on” ANGEL will retain the chat and students can review it asynchronously, if you leave tracking “off” ANGEL will not retain the chat log. You can set these up for each team or the whole class. You can set just the start date to leave the Chat space open, or you can limit it by adding an end date/Save.

You may want to put as many as three different Live Chat spaces in your course: 

1. for office hours (you can set up several chats, as needed)

2. for team introductions (assign each chat space to a team and use the team color in the title space)

3. a general “whole class” chat space for them to get to know each other

The differences between chat spaces and discussion forums are

· chat space is live (real time, synchronous) where discussion forums are asynchronous (students can post and review at any time and a log of posts is available)

· chat space cannot be hooked into the gradebook but discussion forums can (though they are not automatically graded by ANGEL and must be graded manually)

· chat space is loosely structured with simple guidelines such as “introduce yourselves to your team members and let them know your general schedule and availability" vs. a discussion forum where an assignment is tightly structured, written instructions are provided, and an end result is expected

· students are often expected to complete an assignment in a discussion forum but should not do this in a chat space

· the instructor generally does review (and grade) discussion forums, but does not review chat spaces unless they’re for office hours.




Have a great semester!
Please note: This Tip Sheet is a composite of several different types of instruction provided for instructors in a selection of courses I help to manage. Because the information is taken from many different courses, some sections may contradict each other or seem to repeat. 

