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Introductory Materials

Please complete the information at the top of the electronic classroom. To edit:

1. Turn editing on (upper right corner of the eCleary screen)

2. Click on the tablet/pen icon that you see BELOW the text you want to edit Change/update the text as appropriate. 

· At minimum, please provide the class format (lecture, online, blended), the day of the week and time this class meets, and the campus and room location. If your class is on the Howell campus, remember to clarify that day classes meet in the Chrysler building and evening classes meet in the Johnson Center.

· Because the master course is used for lecture and online classes, you'll need to read the entire syllabus and make appropriate changes to reflect your delivery method. 

· Read the entire course and make your changes and edits BEFORE the course is available to students.

Please remember to check the Instructor Notes if that link is located at the bottom of each module. 

Faculty Expectations


There is a hidden link in M1 titled Faculty Expectations. This is where you add any instructor-specific comments:  a short introduction to you and your teaching philosophy, discussion expectations, number of postings, when discussions are due, late work guidelines, participation guidelines – any other information specific to you and this course.  After you’ve added information to this link, (make sure you’ve turned the course editing on) click on the closed eye icon to open this link to students.

TYPES OF ASSIGNMENTS



Most of your assignments are created either as (1) advanced uploading of files, (2) online text assignments, or (3) off-line assignments.  There is a spot where you add the Turnitin Assignment in M5.
· An online text assignment is used for shorter assignments that do not require a formal paper or APA formatting.  

· An off-line assignment is used for a lecture class to grade in-class assignments (for example, in-class quizzes or speeches) and for posting discussion grades.
· Advanced Uploading of Files assignments are used for transferring any assignment between instructor and student.    All assignment transfer and commenting should occur WITHIN eCleary. The Advanced Uploading of Files format allows the student to upload an assignment, then you can download it, comment (temporarily save to your computer) and then RE-UPLOAD it to the eCleary student folder. Please do not email assignments back to students via commercial email accounts or their my.cleary.edu accounts.

Other Assignment Options

Upload a Single File:  If you have an assignment that is “upload a single file,” it’s there by mistake.  Please let your designer know about it so it can be changed to Advanced Uploading of Files.

Turnitin


You’ll be creating a Turnitin assignment in M5 so students can submit capstone drafts to Turnitin before submitting the final to you in M6.  This assignment works best if it is created to allow for multiple submissions, and if it is available to students from Day 1 of M5 through Day 7 of M6.  Please remind your students that although they may resubmit their capstone drafts, only one submission in every 24-hour period is allowed.
Please use the following text in the description of your Turnitin assignment:
This is a Cleary requirement. You must submit your capstone to Turnitin and review the originality report. After reviewing your originality report, make the appropriate corrections to your paper to ensure it meets the established requirement that NO MORE THAN 10% of your paper contain un-cited, copied material. 

The reason I want you to submit your capstone to Turnitin before you submit it to me for grading in Module 6 is because I've found that many papers may be over the 10% mark for copied work because of improper citing, not because the content is intentionally copied.

This assignment is open from Day 1 of M5 through Day 7 of M6.  You may resubmit your paper more than once, but only once in a 24-hour period.  If you resubmit before the 24-hour limit has elapsed, you will not be allowed to see your score until 24 hours after your previous submission. If your score is above 10% after removing your cited work and your references, you need to review the report and see what needs to be cited better. You may resubmit your paper to Turnitin, but only once within a 24-hour period.
Also remember that you may not use your own previous work without prior approval.
Standard assignment text should be included in the Instructor Resources in Module 5.  When creating your Turnitin assignment, you must click through all of the options.

Creating your default settings for Turnitin

Make the POST DATE after the due date.  (It isn’t relevant to our assignment but if you do not do this, your assignment will not work.)
Be sure to click on the + sign next to OPTIONAL SETTINGS so you see the expanded options.  Use these as a default:

1. GENERATE originality reports for submissions

2. GENERATE originality reports for students  - override until due date

3. EXCLUDE references and bibliography.  
4. EXCLUDE SMALL matches (either less than 11 words, or less than 1%).  
5. ALLOW students to see originality reports (this is a biggie)

These settings will help to generate a more accurate score for your students. In all cases, you MUST manually review the score; some material that is flagged as copied is simply common headings or other duplicated (and harmless) wording (e.g., the course name and number or instructor name).  
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DUE DATES, GRADES, and WEIGHTS



Take a few moments to update your assignments with accurate due dates. Your due date and time should be made by selecting the date from the Editing Assignment Screen NOT from typing a due date into the assignment text.  

The advantage to assigning a due date is that if you populate the assignment date (click on assignment, select Update Assignment), the class calendar will prompt a reminder when the assignment due date nears.   Assignment due dates are not part of the assignment in the master course.

Your assignments have been set for a maximum of 100 points each.  Your grade book is weighted so that different elements earn different percentages of the final grade.  AS AN EXAMPLE ONLY, let’s consider 3 fairly standard elements:  

Capstone 
100 points 
= 
35%

Weekly Assignments
600 points 
= 
30%

Discussion/Participation 
600 points
=
30% 

A student cannot simply divide the total points received into the total possible points and calculate an accurate grade because the 100 points earned for the capstone is worth more to the final grade than the 600 points earned with discussion/participation.  

In the past, your entire course might have been set up for a total of 100 points (capstone/35 points, assignments/5 points each for 30 points total, and discussions 5 points each for 30 points total.) 

Here’s the problem with making your entire course worth 100 points:  Let’s say you have discussions set for 3 points each week.  You’ve created a Pass/Fail assignment because once you assign less than full points (3) to the discussion, the student fails.  Take one-point away (2 out of 3 points) and your student can only earn 66%.  

Here’s another example:  if an assignment is worth 10 points total (let's say there are 5 questions in this 10 point assignment and each question is then worth 2 points) there is little or no gray area for you to assign a grade for content or effort. If the entire assignment earns 10 points and you deduct 2 points, the grade goes from an A (10 points) to a B- (8 points). The same assignment worth 100 points provides you the opportunity to assign 95 points for a great answer with some minor corrections (still an A) or 89 points for slightly less effort (still a respectable B+).

By making all of the assignments worth the same value (100) your accurately weighted grade book becomes more important. If you have different point values for assignments AND a weighted grade book, assignments are double weighted.

Students can have an accurate idea where they stand in the course if you make sure that you’ve made the weighted percentage visible to students by end of the course.  (Under Grades/Set Preferences, select display percents to EVERYONE.)
More about Weighted Grades

All of the existing assignments fall into one of several categories, usually similar to those listed under GRADES and WEIGHTS.  Students can see the weighting of each category when they view their individual grade book.  For instructors, to view the grade book, click on Grades on the left side of the eCleary screen. If you do not see tabs that include Categories and Weights, click on Set Preferences and Use Advanced Features.   Make sure that DISPLAY WEIGHTED GRADES is set “to everyone.” This allows students to see the weighted portion of each assignment.
IF you add an assignment you MUST ALSO CATEGORIZE the assignment or it will not be included in the grade book.

Be sure to check your grade book for accuracy (100 points for all assignments and weights for all categories equal 100% including a capstone worth at least 35% of the final grade).  Please DO NOT curve your assignments.  
Questions?  Scroll to the bottom of this message for contact information.

DISCUSSIONS



Information about generic discussion requirements is linked via Course Essentials. Use the  hidden link in M1 entitled, Faculty Expectations to provide your specific expectations if they differ from what is provided in the Discussion Forum text.  Use this marker to add any other instructor-specific expectations.  Please do not put your introductory comments at the top of the eCleary classroom, requiring students to scroll past it every time they enter the course.
CHANGING YOUR COURSE



The master course are maintained using a specific standard.  Master courses are created to be presented as either a distance learning or lecture course. You may find that you need to modify your course based on delivery method or other variables. If you make any changes to the eCleary classroom after it goes live to the students, you MUST send out a message through the Announcements and Questions Forum notifying the students of the change. While the instructor may add or modify assignments, s/he may not remove assignments; the capstone assignment may not be modified.
If there is a resource, assignment, or other element you would like to include in the master in the future, please notify one of the Instructional Designers.  The Designer will review with the College Dean and arrange for inclusion in the master course, if appropriate.

QUESTIONS


If you have questions about your eCleary classrooms (assignments, grade book issues, point value, assignment type, etc) please contact one of our instructional designers:
Instructional Designers

· Jane Ellen Innes |College of Management | jeinnes@cleary.edu 
· Anita Gaunt | College of Applied Business Management |agaunt@cleary.edu
· Tami Moskal | College of Business Innovation & Applied Technology | tmoskal@cleary.edu 
If you have content questions, contact your College Dean

Dave Castlegrant – Dean, College of Management (dcastlegrant@cleary.edu)

Sadhana Alangar – Dean, College of Professional Studies and Graduate College (sadhana@cleary.edu) 
Dawn Markel –Dean, College of Business Innovation & Applied Technology
Accounting Courses (upper/lower division):  Barb Reeves (breeves@cleary.edu)
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