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Tips for Success
Foundations for Success

Updating Your User Profile

Upon registering in the online environment, a very basic user profile is created for you. At any time, you may review, edit, or add to your profile by clicking your name or clicking the Edit Profile link on the course Home Page. You can update any of the following sections in your profile:
· Password. You can change your password, but please be sure to write it down and store it in a secure location.
· E-mail address. You should verify that your e-mail information is correct.

· Picture. You can upload a picture from your computer to represent you in various places throughout the course interface. The picture must be in JPG (or JPEG) format. To upload an image, click the Browse button, and select the image from a location on your computer.

· Description. Your description should tell fellow participants about your educational career. You should consider including the following information:
· Grade level(s) taught
· Subject(s) taught

· Years of teaching experience

· Leadership roles, including roles at school, in the district (department chair, administrator), and so forth

· Technology experience, including:

· Comfort level (on a scale from 1 through 10)

· Online course experience, if any

· Access to computers (Internet, lab, laptop, e-mail account, school vs. home vs. other, and so forth)
· Experience with technology in the classroom, if any

To update your profile:
1. On the course Home Page, click Update Profile, and then click Edit Profile.
2. Review your personal information and make changes if necessary. In the course Orientation, you will update your description including information about your educational experience.

3. Click Update Profile to save your updated information.
Review your personal information. Whenever you edit your profile, you need to click the Update Profile button located near the bottom of the edit profile page.

Planning Your Time

Each module includes an approximate time estimate. The amount of time required to complete a module will vary depending on how thoroughly you explore the resources and how much you participate in the discussions. To produce a quality unit, you should expect to spend approximately 8 hours a week for 6-8 weeks. 

Working Offline

If you have limited Internet access, working offline is an option for working through some of the online course materials. Some ways to work offline include:

· Preparing your forum discussions in a word processor and then copying and pasting your prepared text into the appropriate discussion forum when you are online.
· Printing any page in the course by first clicking in the text area that you want to print and then clicking your web browser’s Print button.
· Downloading relevant resources or your colleagues’ attachments to your computer and reading them offline.
Avoiding "Time Out"
You can avoid getting "timed out" by periodically selecting links in the online course. After 90 minutes of inactivity in the course, your session will time out, and you will need to log back into the course to have access.

If you get timed out while typing a post in a discussion, your work will be lost. Consider typing posts in a word processing application to avoid losing your work. After you create a post in a word processing document, you can copy and paste the text into a forum.
Signing Out

After you complete a session of the course, remember to click Sign Out.

Internet Sites for Course
Organizing Course Links

You will navigate among many Internet sites during this course. Add blog and wiki sites to the Favorites section of your Home Page for easy access. Also record the URL, your login, and password information to all of the sites used in the course on the My Work tab > Login Information link.
Registering for Internet Sites

Your facilitator will register you for many of the sites used throughout the course and you will receive messages and information during the course to register for the remaining sites. If you have trouble registering for any of the sites because your district blocks automated emails, consider using a personal email account for the course. You can also sign up for a gmail (gmail.google.com/) account to complete the course. This personal free email is easy to use and blocks spam effectively.

Course Communication

This course uses multiple forms of communication to foster the online learning environment. The following examples describe some of the communication tools that participants will use:

· Announcements are posted on the course Home Page by your facilitator to remind participants of deadlines, post office hours, and share important course information.
· A facilitator may choose to use chat to hold office hours. Chat allows multiple participants to engage in a synchronized discussion regarding the course content. Participants may choose to schedule voluntary chats with colleagues at any time during the course.
· Participants can send messages to communicate with others in the online course environment. If a participant sends a message to another participant and both participants are online, the messaging system operates like instant messaging. If the receiving participant is offline, the system holds the message until the recipient logs on, like an e-mail program. The messaging system allows participants to send messages to each other without disclosing personal e-mail information. Click on the envelope next to any participants name in the class list to send a message.
· You can adjust your message settings so that messages not read within so many hours are sent directly to your email address. Go to Update Your Profile and click on “Message”. Click on “Setting” at the top of the window. Find the drop down box in which you can set the hours. The suggested setting is 36 hours. 

· Discussion forums allow participants to construct new knowledge through discussion among participants. Each discussion forum supports a specific activity, prompt, or question. A forum consists of individual posts that can include attachments.
Pointers for Using Chats
· Pop up blockers must be off to enter a chat room.

· Participants can only set up one chat room at one time.
· Participants can enter several chat rooms at one time. To view multiple chat rooms, enter the room and resize the window to fit on the left side of your monitor. Then enter the other chat room and resize and move that window to the right side of your monitor. You can then participate in several discussions at one time.

· When a participant enters a chat room a “beep” sound indicates to others that a new participant has entered the room. Participants can send a sound to each other by clicking on the “beep” next to a participants’ name.
· A participant can only see comments after entering a room and will not have access to any previous comments.
· Participants can use Emoticons to indicate their emotions while chatting:
· Smile – colon, dash, right parenthesis

· Frown - colon, dash, left parenthesis

· Wink – semi-colon, dash, either parenthesis ;-) 

· Surprise – colon, dash, small letter o  :-o 
· Chats are not saved. Once a participant leaves a room, all comments become inaccessible.

· When in the chat room, review the “?” next to the text box for additional pointers.

Guidelines for Discussions
Using the Discussion Area
Some of the activities, such as Pair and Share and Pedagogical Practices, use discussions. The Teachers’ Lounge provides space for questions and comments as they arise during the course. The discussion area is open to all participants enrolled the course.

To successfully post your own thoughts and questions, or to respond to other participants, follow these tips:

· A response from an individual user is called a post. Posts are organized by topic into discussion threads. 
· To open and read a post, click the subject line in the Discussion Column.

· This course contains two types of discussion forums—those that are predetermined and participants reply in a discussion thread, and those that allow a participant to start a new discussion thread.

· To respond to a post in a discussion forum, open the post you want to reply to, and then click Reply. For each response, change the subject line to reflect the content of your post, type your message, and click the post to forum link.
· To create a new post, click Add a new discussion topic. In the discussion post window, enter a detailed subject line, type your message, and click the post to forum link.
· After posting, you have 30 minutes to edit your post before it appears online.
To upload a file with your post, click the Browse button, select the file from a location on your computer or find it under your My Work tab, and attach it to the post. Note that only one file at a time can be attached to a post. To add multiple files compress the files by following the directions in the Intel® Education Help Guide. (See Operating Environment Skill 2.6: To compress a folder or file)
Discussion Posts
A great advantage of online discussion is that it can happen almost anytime, anywhere. Online discussions can also deepen your understanding of the course material, and they can help you forge stronger connections with fellow participants. Each module includes required discussion(s) to enhance and support the curriculum activities. Discussions are a critical component of an online environment, and they build the online learning community. Therefore, your participation in the discussion forums is crucial to deepening your understanding of the content.

Posts are neither formal essays nor private conversations. You will be expected to create posts that clearly address a question or prompt, explain your point or answer, and are on topic. Posts are required to be substantive and to advance or reframe a discussion in some way. In other words, you must contribute more than stating, “I agree” or “I disagree,” and you must not merely restate the content from other posts. Optimally, you should support your comments in your posts with examples, experiences, or references.
Your facilitator monitors the discussion forums and assesses the content of your posts as well as the level of your participation. Consider the following points to help maximize your time in the discussion forums:
· Submit your initial post early. This will allow other participants to respond and the discussion to grow. To encourage responses to your post, ask participants a question about the material you have posted or ask whether others agree or disagree with your thoughts and why.
· A thread is created when participants respond to a post. Threads often become dialogues among participants. You should revisit the discussion board regularly to review your initial posts and respond to other participants’ posts.
· Posts, when appropriate, should include references to resources to provide a context to participants and aid in understanding.
· Posts should use professional language and tone as well as follow appropriate writing conventions, and they should not be long or drawn out.
For additional information about norms of online learning, visit a site about “netiquette,” such as: www.albion.com/netiquette/corerules.html* or http://en.wikipedia.org/wiki/Netiquette*.
Discussion Rubric
The following rubric is provided as a guide for your discussions:
	
	4
	3
	2
	1

	Content Understanding
	My postings reflect a deep understanding of the content through the use of detailed examples and comparisons. I use relevant terms appropriately.
	My postings reflect an understanding of the content. I use relevant terms appropriately.
	My postings reflect a developing understanding of the content.
	My postings reflect some fundamental misunderstanding of the content.

	Connections
	I make meaningful connections between the course content to my personal learning and to my classroom practice. I also connect the topics I am learning about to broader issues and ideas.
	I make insightful and reasonable connections between the course content and my teaching practice.
	I attempt to make connections between the course content and my teaching practice, but some connections reflect a superficial understanding of the content.
	I rarely connect the course content to my teaching practice.

	Collaboration
	I post often with thought-provoking insights and questions. I take risks by sharing areas of confusion and concern. I respond frequently and seriously to colleagues’ comments by asking questions, elaborating, paraphrasing, and extending their ideas. 
	I post meaningful insights and questions that invite comments. I respond to colleagues’ comments by pointing out areas of agreement and asking questions.
	I sometimes post questions and respond with areas of agreement and disagreement with my colleagues. Some of my comments, however, may be superficial or obvious.
	I rarely post questions or responses, and most of the comments I post are superficial or obvious.

	Initiative
	I post early to encourage meaningful interaction. I respond often to my colleagues’ posts and make an effort to extend and enhance the discussion.
	I meet all deadlines with my posts. My posts invite responses.
	I occasionally miss a deadline with my posts. Sometimes my posts provide few ideas that encourage responses.
	I often miss posting deadlines, and my posts rarely include ideas that encourage responses.

	Conventions
	My writing is easy to understand with no errors in grammar or spelling. I follow online conventions for creating a positive and productive discussion environment.
	My writing has no errors that detract from the meaning. I consistently and respectfully observe conventions for online discussion.
	My writing has some errors that detract from the meaning. I observe conventions for respectful online discussions.
	My writing is difficult to understand, and I sometimes do not observe conventions for online discussions.


Sample Posts
The following examples show posts that you might find in a discussion forum while reviewing a multimedia presentation:
Poor: I like your presentation; I’ll share it with my colleagues.

Fair: Your presentation has many good ideas. I like the colorful background. The number of slides is appropriate for what young students can do in class with a teacher’s assistance.

Good: Your presentation has many good ideas, especially when you reference the Essential and Unit Questions at the beginning and end of the presentation. The format of the presentation would appeal to students, with a colorful background and an appropriate number of slides.

Excellent: Your presentation addresses the Essential and Unit Questions at the beginning and end of the slideshow. Your learning objectives are clearly defined, and you clearly require students to present information related specifically to the topic. The focus of the presentation seems to be on factual information rather than analysis or evaluation of the information. Perhaps that is addressed in another part of your unit, but you may want to include a slide that identifies the higher-order thinking that is taking place during this portion of the unit. The proposed technology use is engaging and age-appropriate, and can be easily modified and implemented in a variety of classrooms for all learners.
Saving Work

When completing activities in the course, you have the option of saving all of your work into an online notebook. The online notebook space follows sets of questions in the activities throughout the course. Sometimes there are numerous notebook spaces in one activity or step. Make sure you click the Submit button for each notebook space before moving on to the next set of questions and corresponding notebook space. If you forget to click the Submit button for a previous notebook space and you’ve already entered information into the next notebook space, follow these steps:

· Copy and paste the contents of the previous notebook into your clipboard or a word processing document.

· Submit the contents from the notebook you are working on.
· Paste the contents of the previous notebook back into its’ notebook space and click the Submit button for that notebook.
Concluding the Course
Course Evaluation

After you complete your review of the eight modules, please complete the online course evaluation in Module 8: Showcasing Unit Portfolios Wrap Up. Your feedback and comments will help to determine the effectiveness of the various course components and improve the course for future participants.

Review Course Requirements

Before you complete the course, verify that you have read all the course information and completed all the required tasks. Also, ensure that you have participated in the required discussion forums. Viewing the Course Progress Checklist can assist you during this final check stage.

Beyond Essentials Online
Master Teachers who complete the course will have access to the Essentials Online Training Community for one year as they conduct their courses. Participant Teachers will have access to the materials in the course for one year.
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