' Organizing Your Course

Creating an online course where users spend their time engaged in learning and interaction relies on establishing a course
structure where content is easy to identify, navigation is intuitive, and tool placement ts in logically with the course design.
Organizing all the elements of an online course so that students and instructors consistently have a positive experience
requires up-front planning and ongoing adjustments throughout the run of the course.

ISSUES AND ANSWERS

Issue: Students are having
a hard time finding tools and
content in the course.

Answer: Navigate as a student
would to test your folder
structure in your course. Turn
off tools that are not being
used so students don truninto
any dead ends. Make Course
Menu names relevant and
meaningful to your audience.
Keep folder names consistent
and relevant.

LINKS
Syllabus Builder Flash Tutorial

http://www.blackboard.
com/corp/objects/images/
quicktutorials/syllabusbuilder.
swf

Bb Blackboard

TRANSLATING PAPER TO ONLINE

Syllabus = Course Menu = Folders

The heart and organizing structure of any course, a syllabus can be the first document that
is translated into Blackboard. A syllabus can be added to a course in a variety of ways. An
existing syllabus can be uploaded to a course directly from the local computer and linked to
a content page. Students can click on a link and open the syllabus in the course. To have the
flexibility of changing the Syllabus and insuring that students always have the latest version,
upload it to the Content System. It can be linked to one or many courses. A new syllabus can
be created directly inside a course using the Visual Textbox Editor or the Syllabus tool.

Using the syllabus as a scaffold, build the course structure by creating a conventional system
of folders and sub-folders. Folders set up a course hierarchy and can be used to group related
material into logical sections based on a theme or a schedule. For example, a theme-based
course site may group similar content items together, such as placing all assignments in one
folder, lecture notes in another, and external resources in another. The course could also be
presented using a schedule-based structure, where folders group content items that are used
within the same time frame together, such as all material for Week One in one folder and all
material for Week Two in another. Use a combination of organizational techniques to best
represent the structure of your course and the needs of the students.

The Course Menu, located in the left frame is a visual representation of the organization of
your course, and will guide students through it, helping them find course materials quickly
and easily. If the course structure has a deep hierarchy of nested folders, consider setting the
default Course Menu to Detailed View, so students see and can navigate to exactly where
they need to go. If your course structure is flatter, set the default Course Menu to Quick View
to streamline navigation.
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Announcements

Email Marketing DEmall Marketing

Your Instructor Announcements Announcements
Attendance and Participation: Class Members ) Your Instructor 4 Vour Instructor
Your success in this class will depend largely on your willingness and enthusiasm in participating Course Contents @ Class Members Class Members
in group activities and class discussions. You are expected to take active part in the classroom e ——— & Course Contents 4 Course Contents
experience. Because so much of this class is interaclive, attendance is MANDATORY. Each g % Stay Organized < 8yllabus
student is allowed one unexcused absence during the semester. Each addition absence will lower Let's Talk ) Let's Talk & Unit One Querview
your grade by 5 points. When absent, you are responsible for anything missed in class. A tardy < History of Email
arival after the first three weeks of class will lower your grade by 2 points. Took Tooks <& Traps and Pitfalls
Campus Involvement: =) i =) © 2?;‘ P’acé‘i“
Each student is required to participate in THREE campus activities. Acceptable activities will be % Course Tools %€ Course Tools @ [EES S LS

< Unit One Test
4 Unit Two Campaigning
4 unit Three Recipients
) Unit Four Messaging
& unit Five Metrics

9 Unit Six Summary

discussed in class. A brief paper, not to exceed one typed double spaced page, must be @ Course Map @ Course Map
submitted after each involvement/activity. The paper is to contain a short description of the
event, your reaction to it, what you learned, (if anything), and if you would recommend it
to someone else. Papers turned in late will be subjected to a lower grade. 1 point will be
subtracted for every day late, weekends count as two days.

EXAMS, ASSIGNMENTS AND GRADING @ Refresh (@ Refresh

@ control Panel ® control Panel
@) uick Unenroll @ uick Unenroll

4 Surveys
@) Detail view @) Quick view % Stay Organized

Address Book
Examinations: 3 Calemdar
There will be three short quizzes during the term. These are designed to assess your
understanding of the concepts presented in the reading materials and in class ~® Homepage
discussions/presentationsAvideos. All quizzes will be unannounced, and given during the (] Personal Information
first twenty minutes of class. @ Tasks

H Let's Tak

Final Portfolio:
In place of a final exam, each student will tum in a portfolio of three final draft writing Tooks

assignments. All portfolios are due the last class meeting. All pieces within the portfolio must be =
typed. Spelling, punctuation, grammar, content, and style all count! Cemmunication
% Course Tools
Weekly Assignments/Homework: & Course Map

In addition to the brief activity papers, there will be weekly reading and writing assignments from
the textbook and online. These will be announced in class. Homework is due at the beginning of ® Control Panel

@ Quick Unenrall
@ Refresh
@ Quick view

class. If you cannot attend class, send your homework in with a classmate or fax it fo me.
Homework will not be accepted late.

Grading is based on a point system.

Weekly assi ises are worth a lotal of : 15 points
. 30 overall quiz

Each quiz s worlh 10 points for a fotal of : poinis
Campus involvement papers are worth 5 points each for a

ot 15 points
Participation/attendance is worth a tofal of: 20 points
Final Portfolio is worih a tofal of: 20 points
There will be opportunities during class time to eam extra ;
credit points 100 points

Final Grades will be as follows:

A 93- 100 points A- 90 - 92 points [B+ 87 - 89 points
B83- 86 points B- 80-82 points |C+ 77 - 79 points
C73-76 points C-72- 70 points D+ 67 - 69 points
D 63- 66 points D- 60 -62 points F 0 - 59 points







