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Section 1: Introducing the Intel® Teach Essentials Online Course
Section 1 introduces Regional Training Agencies (RTAs) to the Intel® Teach Essentials Online Course.

Section 1.1: Learning About this Guide

This Regional Training Agency Support Guide serves as an administrative resource for the Intel Teach Program’s online learning platform used to deliver the Essentials Online Course. The guide provides the RTA with step-by-step instructions for preparing and managing course environments. The guide is to be used in conjunction with the resources provided in the online courses.

Section 1.2: Understanding the Course 
The Intel Teach Essentials Online Course is one of many professional development courses in the Intel® Teach Program portfolio that provides teachers with the skills to effectively integrate computer technology to improve student learning. Teachers work as curriculum designers in eight modules to create a technology-infused, student-centered, standards-based unit.

Through a hybrid face-to-face and online training model, teachers participate in 60 hours of professional development infused with research-based approaches to integrate technology into the classroom. Teachers explore the possibilities of current web-based collaborative technologies and other software applications prior to selecting the most appropriate tools to support student learning when designing their unit. The resulting unit includes a sample student project, student self-direction tools, and multiple types of assessment that are embedded throughout the unit. Teachers who participate as Master Teacher candidates complete an additional 4-hours which prepares them to facilitate their own hybrid face-to-face and online course. Facilitation support materials are provided in the Facilitation tab > Facilitation Guide > S7: Facilitation Resources.

The diagram on the following page outlines the flow of the Essentials Online Course in the United States, showing work that participants complete before the face-to-face training, work participants do during the face-to-face, and work that participants do on their own online after the face-to-face.

For additional information about the Essentials Online Course, view the Orientation module located in the Essentials Online Course > Essentials Course tab > Orientation link. Or preview sample schedules in the Facilitation tab > Facilitation Guide > S7: Facilitation Resources > Sample Course Schedules link. 
Essentials Online Course Flow
Note: This image is how the program is implemented in the United States. 
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Section 1.3: Understanding RTA Responsibilities and Tasks
The Regional Training Agency (RTA) coordinates all offerings for the Intel® Teach Essentials Online Course. The RTA’s main responsibility is to support the Essentials Online Course deployment.

To support the Essentials Online Course, the RTA must:

1. Reflect clearly the program intent and philosophy whenever responding to questions and concerns.
2. Know the Essentials Online Course content and the administrative features of the online environment.

3. Recruit Master Teachers/Participant Teachers for each course offering.

4. Clone or create a new class of Essentials Online from the master course for each class offering.
5. Enroll Master Teachers/Participant Teachers into appropriate courses.

6. Support Senior Trainers with technical support, content assistance, and additional participant support.

7. Coordinate evaluation and follow-up reporting for each class, including training members of the evaluation team on how to access course data and giving all evaluators their designated access. 

8. Document and track technical support issues monthly and report to your Intel Web Manager.
Note: In this RTA Guide, the term course refers to the content for the Essentials Online Course. The term class describes the copy of the course that is created for each scheduled MT or PT training.
Specifically, these are the various RTA tasks for planning an Essentials Online Course offering:

1. Master Teacher (MT) training led by a Senior Trainer (ST)

· Request a Senior Trainer to facilitate training.

· Set the dates and confirm the location of the face-to-face training, including lab functionality. 
· Order curriculum materials for the training.
· Set office hours to respond to ST/MT inquiries. Inform STs/MTs of office hours and available after-hours technical support.

· Recruit Master Teachers and prepare batch registration form.

· Confirm that each Master Teacher has a working e-mail address.
Note: If a Master Teacher does not have an e-mail account, the RTA supports the MT in creating an account from a free, web-based e-mail service.
· Create a copy of Essentials Online Course for training, and a copy of Essentials Online with Facilitation.

· Enroll Senior Trainer and Master Teachers into courses with appropriate roles.
· Communicate courses and login information to Facilitator. 
2. Participant Teacher (PT) training led by a Master Teacher (MT)
· Confirm the dates and the location of the face-to-face training.
· Order curriculum materials for the training.
· Remind Master Teacher to review lab functionality and know who can support them while in their training lab.
· Create a copy of Essentials Online Course for training, and verify that each newly-cloned class is fully-functioning before providing it to a Master Teacher.

· Register and enroll Participant Teachers in appropriate course from batch enrollment provided by the Master Teacher.
· Communicate course and login information to Facilitator. 
3. Additional responsibilities may include:

· Edit course content. 

· Updating links, replacing any links that are broken or external links that do not open in a new window. 
· Updating course content based on new features and functions as they become available online. Training to support new features and functions will be provided. Note: if RTA is responsible for all content and technical updates after the initial course is built it is recommended that they are enrolled in the Create Course Environment – self-paced. 

· Supporting program evaluation

· Providing Evaluators with appropriate access at the site, category or course level. 

· Provide access to Evaluator’s Resource Site

· Provide an overview training of Essentials Online, the Evaluator’s Resource Site

· Assist in pulling reports 

Section 2: Administrating Essentials Online
Section 2 provides administrative and technical instructions for the Regional Training Agency to:

· understand general administration features that support the Intel® Teach Essentials Online Course
· create new classes
· enroll users
· monitor classes
· review data 
· organize classes
Section 2.1: Understanding Components of Essentials Online

There are many sections in the Essentials Online Course environment. Each is found in a separate tab in the top navigation. 
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Note: A list of all animated demonstrations that support the Essentials Online Course can be found in the Facilitation tab > Facilitation Guide > S7: Facilitation Resources > Animated Demonstrations. 
1. Facilitation Tab – Provides links to all the online management tools for the Essentials Online Course. Only a facilitator role can access this tab.
· Learning to Facilitate – content that supports Facilitation Training component of Master Teacher Training
· Facilitation Guide – Online facilitation manual for Essentials Online 
· Manage Training – Task lists for all aspects of conducting training from opening a course to closing one. Module task lists reminds a facilitator of what tasks need to be completed in support of the module. 
· Post Announcements – Allows the facilitator to post a new announcement, that displays on the home pages and can be e-mailed to participants. 
· P3: Invite/Unenroll Participants  - Directions for the facilitator on how to invite and unenroll last minute participants
· Set Up Schedule – Allows the facilitator to set up the course schedule. Note: Make sure the facilitator sets the time zone or they could have display issues with the dates and their users. 
· Create Pair and Share – Allows the facilitator to create the pairs for the pair and share discussions. Note: This is not currently being used in the English Gold version of the Course- this could be a country adaptation. 
· Show/Hide Modules – Allows the facilitator to make the modules available to participants. Note: Once a Module is open it should remain open. 
· Review Surveys – Allows the facilitator and evaluator to review the survey data for the Pre-training Survey in the Orientation and the End of Module Surveys. The RTA must provide the final course evaluation data to the facilitators. 
· Certify Participants – Allows the facilitator to certify and e-mail participants who have successfully completed the course. Note: Certificates need to be sent in a separate e-mail. 
2. Home Tab – Shows the main course homepage. The Home tab includes the following blocks:
· Class List – Lists all participants in the class. The discussion icon and the darkened text indicate a participant is online. The envelope icon allows participants to send messages to others.
· Announcements – Lists general announcements from the facilitator, such as notes about course progress and upcoming events.

· Activity (Course Schedule) – Displays course activities, with pre-loaded due dates. Note: the facilitator can modify and adjust the activities to meet their training needs. 
· Course Links – Links to relevant course resources, such as Update Profile, FAQ (Frequently Asked Questions), Chat Rooms, and My Courses.
· My Links – Allows participants to create their own links to any URL.
· Messages – Allows participants to view and send messages.
· Course Messages – Allows facilitators to send messages to all enrolled participants. 
· Invitations – Allows facilitators to invite users to the course. 
· Recent Activity– Allows all users to review where they have been and quickly jump to one of 10 recently visited course pages. This block will appear on all course pages that have left navigation
3. Essentials Course Tab – All Essentials Online Course content is available in this tab, organized by modules, activities, and steps. The following are some examples of embedded resources that support the activities:
· Animated Demonstrations – These demonstrations add interactive interest to the course and cover course navigation and features. Note: A complete list of all Animated Demonstrations and their course location can be found in the Facilitation tab > Facilitation Guide > S7: Facilitation Resources > Animated Demonstrations. 
· External Links – Some activities include links to external Web sites. All external links open in a new window.
· Pair and Shares – Pair and Share activity areas provide discussion forum for participants to work in pairs or small groups to provide feedback on the work they are creating for the course. Each Pair and Share typically begins with a Planning Ahead activity in one module and is completed in the Pair and Share activity in the following module. All content for the Pair and Share activities are posted and shared in the appropriate Module discussion on the Sharing tab.
4. My Work Tab – This tab contains checklists to help monitor progress, rubrics, and an electronic notebook that stores all of the notes taken during the course. Note: administrators, evaluators, and course facilitators see a different view on the materials on this tab than the course participants. The course participants see only their work and the course facilitators see the work of all participants. If no work has been submitted there is no work to view. 
5. Resources Tab – This tab lists course resources. All resources listed here are files used to support the course. These resources are also found on the Course CD.
6. Course Wiki Tab – Internal wiki used to support Pedagogical Practices where participants are collaborating. 
7. Lounge Tab – This tab contains the Teachers’ Lounge, which is an informal discussion forum where participants can interact with others in the course to share ideas, thoughts, concerns, and questions.

8. Sharing Tab – This tab contains the pair and share discussion threads where participants share their work and give feedback to other participants. 
Section 2.2: Understanding Administration Features
All courses created in the online platform combine Moodle* course management features with Intel® Education design and course functionality. The RTA is designated as an Administrator in the Intel Teach online learning platform. The primary role of the RTA is to use the Administration functions of the course management system for preparing and managing the delivery of courses. 

Administration features apply either to the entire online learning platform or to a specific class. Depending on the task, the RTA will need to access both types of Administration features. The different Administration features are explained below, first at the platform level and then at the course level. 
After logging in to the online learning platform, the RTA is directed to the Available Courses page. From this page, the RTA will use the administration features to copy the master course, add users, and monitor participant activity.
NOTE: Administration Features impacting the entire online learning platform are accessed from the Available Courses page. If a change is made using the administration features on the Available Courses page, the change will be applied to all courses
To access an administration feature, click the link for that feature in the Administration Block, shown in the following example. Clicking any link in the Administration Block will open the management page for that feature.
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IMPORTANT: The administrative features not mentioned in the table below have already been set for the entire online learning platform and should be left alone. Any changes to these features could damage the site and functionality of the courses. It is recommended that you contact admin_teo@intel.com if you need more information or have questions regarding one of the site administrative settings. For additional technical information see the Create Course Environment at http://teachonline.intel.com/content. 
The administration features are listed in the following table:

	Administration Feature
	Functionality

	Users
	Provides administrators with the ability to add users, remove users, and change usernames and passwords.

	Courses
	Contains features to edit course settings. Administrators can delete a class using this function and create folders or course categories to organize courses. Roles can be assigned at the course category level.

	Reports
	Contains a report of the activity in the online learning platform. Administrators can generate reports based on specified time or class parameters. Assessment Report pulls the pre/post survey data from all courses. 

	Front Page > Site Files
	Image Folder contains all course images. Files that support Bulk Restore are uploaded to this folder. The RTA is responsible for managing this folder. 


Administration Features in a Class 

Within a class, an administrator has access to two types of administrative features. The first type includes standard Moodle administrative features, and the second type includes administrative features for editing course content.

To see the Moodle administrative features in a course, first click Turn editing on. In the Go to Page drop-down menu, select Administration. This page is only accessible by the course administrator. Changes to the administration features on a class page will only apply to that specific class.
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The standard Moodle administration features to use for each class are:
	Administration Feature
	Functionality

	Settings
	· Allows changes to the course settings, including the course Short Name, description, start date, and so forth

	Assign Roles
	· Shows which users in the course have which role.

· Identifies how a user views a course and what privileges they have

· Lists all of the enrolled participants for this class
· Allows an administrator to manually enroll or un-enroll class participants
Reminder: Do not assign roles at the site level. Only assign roles at the class level.

	Backup
	· Allows site Administrator to make a backup of the master course

	Restore
	· Allows site Administrator to make a copy of the master course for each new class

	Reports
	· Contains reports of the class activity
· Allows an administrator to generate a report based on specified parameters

	Files
	· Users create folders to upload and share course content. 


Content Editing
To view content editing features in a course, click Turn editing on. A row of tabbed navigation appears. This feature is only accessible by course authors or Administrators; it cannot be viewed by participants or facilitators. If a change is made to the content, the change will only apply to that specific class. Note: Any content changes, such as updating a content link, should be made in the Master Course then create a new backup copy for creating new courses. 
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The content editing administration features for each class are:
	Administration Feature
	Functionality

	Edit Page
	Selects a page to edit (the Add Block and Add Existing Activity features appear). Content in Modules and Blocks can be edited.

	Add Page
	Adds a new page. Fields determine the Page Name, if page is published; the column sizes, and builds Course Navigation (Course Menu).

	Manage Pages
	Changes the page order by using arrows to move pages. Acknowledges if pages are viewable to the user.

	Manage Activities
	Organizes activities by type. New activities, (such as assessments, page menus, forums, and pair and shares), can be created or existing activities can be modified.

	Page Layout
	Uses arrows to move blocks to left, center, or right columns.

	Page Settings
	Changes the Page Name, determines if page is published, sets the column sizes, and builds Course Navigation (Page Menu) by selecting Parent.


IMPORTANT: Certain features, especially those in the Page Settings have already been set for the Essentials Online Course. Proceed with caution; changes to these features could damage the functionality of the course. For additional technical information see the Create Course Environment at: http://teachonline.intel.com/content.
Administrative Navigation

The administrative navigation consists of breadcrumb navigation (shown below), which is used in combination with top tab navigation and the navigation or course menu that appears on each content page. The breadcrumb navigation helps an Administrator quickly navigate to various sections of the course.
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Section 2.3: Creating a New Class

For each offering, the RTA will copy the master Essentials Online Course and create a new instance of a class. Master Teacher Candidates will also be enrolled in a sample facilitation version of the Essentials Online Course. This course has sample work from three sample participants. The facilitators have access to the Facilitation tab in this course, including the section Learning to Facilitate which is covered during the face-to-face portion of the Master Teacher Training. Creating a class is involves copying the master course, creating a new class, setting up the class, and verifying that the class content is in working order. 
The following steps explain the details of creating a new class. To create multiple copies of the course see Creating Multiple Courses, on page 18.
Step 1: Copying the Master Course

1. From the Available Courses page, select the master course.

2. Click Turn editing on.
3. Navigate to the Administration page.

4. From the Administration Block, click Backup.
5. The Course Backup page opens. Do not change any settings - leave all the settings as the defaults. Note: it is important to back up the course with the designated “demo” users. These users maintain permissions that are assigned to those roles.  

6. Click Continue.
7. The Course Backup page opens. Change the Name of the backup copy to reflect the date and person creating the copy. You will need to locate this backup file in the following step. Click Continue.
8. The Course Backup verification page opens. Click Continue.
9. If the master course is successfully cloned, you will be directed to the backupdata folder. 
Notes: 
· It is recommended to delete old backup copies of the course. 
· Once the course is finalized it is only necessary to make a new backup copy when there is content or feature updates.
· To create multiple classes, go to Creating Multiple Courses, on page 18.
Step 2: Creating a New Class from the Backup Master Course File

1. From the backupdata folder, select the backup file created. The backup file should be the file with the name that you noted or the file with the most current date and time.

2. Click Restore.
3. The Restore screen opens. Click Yes.
4. The Course Restore page opens. Click Continue.
5. Another Course Restore page opens. Make sure that New course is selected from the Restore to drop-down menu.
6. Select the Course Category - The folder structure has been streamlined to provide a quicker way of locating a course within the add/edit page and allow for course reports to be easily filtered based on categories. A new course category should be set up before the course is created so that you do not have to move a course once it is created. Note: You can always change categories after creating a course. Categories should be set up by date, location or region, MT trainings and PT trainings. The following is a sample course category structure that is used in the US
· 2008

· Alabama (Intel Teach Affiliate)

· AL Quarter 1

· AL Q1 MT trainings

· AL Q1 PT trainings

· AL Quarter 3

· AL Q3 PT trainings

· Arizona (Intel Teach Affiliate)

· AZ Quarter 1

· AZ Q1 MT trainings

· AZ Q1 PT trainings

· AZ Quarter 2

· AZ Q3 PT trainings

· AZ Quarter 3

· AZ Q3 MT trainings

7. Name the Class. 
Note: If a name is not selected the default will keep the same name as the course you are restoring but add copy in the title. The class name can be changed at a later time in the settings.

a. Essentials Online Course naming guidelines:
i. Create a unique Full Name for the Essentials Online class as directed below.

· The Full Name is: Essentials Online Course + first initial of first name + full last name of the facilitator (if co-facilitated, use primary facilitator) + date class orientation (pre-work) begins (example: Essentials Online Course T.Smith – 06.16.17).
· The Full Name allows participants to distinguish between courses they are facilitating.

· The Full Name is visible to all users (RTAs, STs, MTs, PTs).

ii. Create a unique Short Name for the Essentials Online class.

· The Short Name is: first initial of first name + first four letters of facilitator last name (if co-facilitated, use primary facilitator) + month and year of orientation (pre-work) begins (example: TSmit–06-07).
· The Short Name appears in the breadcrumb navigation. It helps the RTA distinguish between all of the different classes when in Topic Outline View. The Short Name is only visible to the RTA.

8. Enter the Course Start Date. This date is the day the course is created or when it is first available to the facilitator. (Note: this can be changed at a later time in the course settings.)

9. The course is restored with user data so the content in the Wiki can be copied from one course to the next. 
10. Click Continue.
11. Another Course Restore page opens. Click Restore this course now!
12. The Course Restore verification page opens. Click Continue.
13. You will be taken to the Home Page of the new course. 
Step 3: Setting Up the New Class

After a new instance of a class has been created, the settings need to be changed to reflect the new class. Use the following steps to change the class settings: 

1. Select the cloned course.

2. Click Turn editing on.
3. Navigate to the Administration page.

4. From the Administration Block, click Settings in the left hand navigation.
5. The course settings differ for an Essentials Online Course and for the Essentials Online Sample Facilitation Course. You will be changing a few of the course settings.
a.
Essentials Online Course settings:
· Review the class Full Name. Naming guidelines were discussed in Step 2. 

· Review the class Short Name. Naming guidelines were discussed in Step 2.
· Verify the Course Start Date.
· Verify the Summary.

· Note the Default role of the Course, adjust accordingly. This setting determines the role users have when invited to the course using the Invitation Feature. 
a. For MT trainings the default role should be MT Candidate. 

b. For PT trainings the default role should be PT

· Under the section Enrollments, verify that Course Enrollable is set to No 
· Verify that Force Language is set to Do not force. Note: This will allow the US team to provide technical support to see the administrative features and functions in English. Users enrolled in your site will see this in their native language because their profiles were created with language selected. 

·  Leave the other fields as the default settings.
b. Essentials Online Sample Facilitation settings:
· Review the class Full Name. Naming guidelines were discussed in Step 2. 

· Review the class Short Name. Naming guidelines were discussed in Step 2.

· Verify the Course Start Date.

· Verify the Summary.

· Note the Default role of the Course. The default role should be set to Sample Facilitator.
· Under the section Enrollments, verify that Course Enrollable is set to No Leave the other fields as the default settings.

6. Click Save Changes when all settings are updated.
Creating Multiple Courses

The Course Management Block is a site level block used by site administrators only. This block has links that allow you to: 

· Schedule Bulk Restores (backup/copy course files). 
· View Restore Schedule, a tool to view scheduled jobs; and 

· Delete Multiple Courses, link to a simple searchable interface by category and search query, and allows you to select multiple courses and delete them all at once. 
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Before a Course Restore can be scheduled the RTA must prepare a Bulk Restore Spreadsheet. The EO_Bulk_Restore.xls file is provided as a template for the RTA to use to create multiple copies of Essentials Online. The field names must always appear in English. The following table describes what defaults need to be set for each field.
Error! Not a valid link.
Note: All fields are described in the following table; field titles cannot be edited.

	Column/Field Name
	Spreadsheet Values
	Comments

	shortname
	Unique to each course
	The shortname is the unique short name for the course, each entry in this field must be unique (meaning you cannot have more than one of the same shortname) or you will get an error when validating the CSV file.

	fullname
	Unique to each course
	example: Essentials Online T.Smith – 06-16-07


	description
	Course’s Decription
	Description for Essentials Online:
A course that prepares K-12 teachers to develop project-based units that integrate technology and 21st century learning.

Description for Sample Facilitation Course:A sample Essentials Online Course for Master Teachers can access the Facilitation tab and learn about online facilitation of the course.

	sitecat
	Unique to each course
	Site category is a folder structure that provides a quicker way of locating a course within the add/edit page and allows for filtering in the course reports. 

The category must be created prior to the batch registration. Categories should be set up by location or region, MT trainings and PT trainings. To access the site category sub folders you mush list the category path for example NTA/Arizona/AZ Q1/AZ MT training (Category/Sub-Category/Sub-sub Category).



	startdate
	Unique to each course
	The startdate is the start date for the course in ddmmyy format
Note: This setting is the same no matter what your country date format is. 
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When your Bulk Registration spreadsheet is completed you are ready to schedule a Bulk Restore. The following are directions for you to follow:
1. Click Schedule Bulk Restore.
2. Choose a course to restore. In the Choose File Location Course: Choose the short name of the course which you want to select a previously created back-up. 

3. Next you need to click the Choose From Selected Course to select the back-up copy that you will restore. Note: you do not have to use the Bulk Registration file to complete this process- this helps if you are making copies and have the pre-determined settings. 

4. In the Choose course metadata file- keep the file location Course as the default- this is the site level folder.

5. Click Choose from Selected course to upload the Bulk Registration csv file. 

6. Click Continue. This will validate that your files are set up correctly the File location course and click Choose from Selected course. Note: You must have a course back-up before beginning this process. OR you can upload a Back-up copy of the Course to the Teach Online Site Folders.
7. Click Continue.
8. Adjust Restore Options as desired. 

9. Verify the Course Restore Options
a. Users: Course

b. User Files: Yes

c. Course Files: Yes

10.  Verify the Role Mappings. This is preserving the roles for those users. 

11.  Adjusting the cron settings will determine when the copies of the course are created. 
Section 2.4: Registering, Enrolling, and Un-Enrolling Participants

After a class has been copied and the functionality has been confirmed, participants (users) need to be enrolled. Users can be registered in three different ways: 1) through batch registration, where large numbers of participants are registered in batches at one time, 2) by adding users individually through a multi-step process, or 3) when they are sent an invitation to join the course by the course facilitator. 
Batch registration is the preferred method, because it is more efficient and directly enrolls participants into assigned classes or groups. Adding users manually is most often used when adding individual participants who have to be enrolled after batch registration has been completed. Users added to a course by invitation are typically participants that are added to a course at the last minute and this registration allows the facilitators to give participants access to the course. 
Enrolling Users with Batch Registration

Batch registration is the most efficient way to register large numbers of users. Batch registration allows the administrator to register multiple users for the online learning platform and enroll them into their Essentials Online Course through one action.

Step 1: Preparing Your Registration File for Batch Registration

As the RTA, you are responsible for confirming the registration information for all the participants. MTs are to provide the RTA with batch registration information for their PT class. The online learning platform requires all users to have e-mail accounts. If a participant does not have an e-mail account, provide them with information on how to create an account from a free, web-based e-mail service. 
The RTA creates the Login ID and initial password for each participant. Note: The Login ID and password must be lowercase. See the sample registration spreadsheet below.
Login ID Criteria

· The Login ID must be entered in English.
· The Login ID cannot be longer than 20 characters.
· The Login ID cannot contain any of the following characters shown in parentheses: Comma (,), Back Slash (\), Forward Slash (/), Asterisk (*) or have any spaces,
· The Login ID must be unique for each user. To create a unique Login ID, the following is a guideline: 
· Use the first initial of first name, full last name and state/province/city of residence abbreviation (example: Tom Smith of New York becomes tsmithny) 
· In the event 2 or more participants have the same name, add a number to each of their logins, starting with the number 1.

Sample Registration Spreadsheet
The embedded Sample Registration Spreadsheet has two worksheets; one worksheet displaying what registration looks like for Master Teachers and another worksheet showing registration for Participant Teachers. This is only a partial registration worksheet as the courses are not yet created. 
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The EO_Batch_Registration.xls file is provided as a template for the RTA to create user accounts. The field names must always appear in English. The following table describes what defaults need to be set for each field.
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Note: All fields are described in the following table; field titles cannot be edited.

	Column/Field Name
	Spreadsheet Values
	Comments

	username
	Unique to each participant
	Example: jsmithor 

	password
	Unique to each participant
	

	firstname
	Unique to each participant
	

	lastname
	Unique to each participant
	

	email
	Unique to each participant
	If a participant does not have an e-mail address the RTA needs to provide assistance and directions in creating an account.

	course1
	Unique to course 


	It should exactly match the “Short name” of the specific course, set in “Course Settings”; 

This enrolls participants into the course. 

	course2
	Unique to course 
	Course 2, etc. enroll participants into multiple courses- for example to support an MT training a MT is enrolled in course1 as a MT- this is the course they will be an active learner in. Course 2 is the course that they set up so that they can learn about facilitating the Essentials Online Course

	lang
	en_utf8
	The code mentioned is for English. Each country needs to use their localized code.

	timezone
	-8
	Number is relative to GMT time. The default selected is for Pacific Standard Time. This will need to be set to one time zone per country. 

	mailformat
	1
	Pretty HTML Format

	maildisplay
	2
	Shares e-mail address with a user’s profile

	htmleditor
	1
	Use of HTML editor

	autosubscribe*
	0
	Does not automatically send e-mail messages of discussion forums

	Role
	Numbers vary depending on installation. Check with Site Administrator for settings.
	Role corresponds to user in each course. Facilitator Primary is the main facilitator, Facilitator is used for co-facilitation, MT Candidate has facilitation tips embedded throughout their course view, PT is the role for the Participant Teacher, and Evaluator is the role for the evaluation team and allows a user to view all aspects of assigned courses but not actively participate. Note: for each course you enroll a user you must assign them a role or they will be given the default role of the course. 


Step 2: Converting a Registration File to a Comma Separated Values (.csv) File

When data entry in the batch registration is complete you need to save the spreadsheet as a comma separated values (.csv) file.
1. Before you save the spreadsheet as a .csv file, confirm the following:

a. Each line of the file is one record containing registration information for one participant.
b. The first record of the file contains the list of fieldnames that are recognized by the online learning platform as stated in the template – do not change this. These fieldnames define the format for the rest of the file.
2. To save as a .csv file, select File and then click Save As.

3. In the File Type drop-down menu, select .csv.

4. To verify you have successfully created a .csv batch file, open Notepad*, locate your .csv file, and open it. If the file was properly converted to a .csv file, it will look like the following example:

username,password,firstname,lastname,email,course1,

jsmithor,online,John,Smith,jsmith@yahoo.com,TSmit_06-07
jmoonor,online,Jenny,Moon,jmoon@gmail.com, TSmit_06-07
cowensor,online,Cary,Owens,cary.owens@yahoo.com, TSmit_06-07
Note: If your file contains extra characters or spaces, remove them, verify it looks like the example above, and then save the file.

Step 3: Registering and Enrolling Multiple Users
The following steps will guide you in creating new accounts for multiple users and simultaneously enrolling them into a specific class using the Batch Upload feature.
1. From the Available Courses page, click Users from the Administration Block.

2. From the Users management page, click Accounts.
3. Click Upload users.

4. Click the browse button and locate your .csv file.

5. Do not change any of the default settings.
6. Click Upload users.

7. A confirmation page will appear verifying that all participants included in the registration process are now in enrolled in the Intel Teach online learning platform.

· Note: Any errors encountered in the registration process will be displayed. Review the error to determine the corrective action needed. Select Teach Online to return to the Available Courses page.

8. Confirm registration by going to the class and viewing the Participants from the administration feature under Assign Roles, or by viewing the class list on the Home Page of the class.
Step 4: Sharing the Registration with the Course Facilitator
After participants have been registered and enrolled in the course send the Login ID and passwords to the course facilitator. The assigned facilitator will communicate to their participants how to access the course using the sample messages found in the Facilitation Tab > Facilitation Guide > S7: Facilitation Resources. 
Manually Enrolling Users After Registration
If an individual participant needs to be enrolled in additional classes, see Step 3: Enrolling an Individual User in a Class on page 22.
Enrolling Individual Users

At times, you may need to manually register and enroll an individual participant into a course on the online learning platform. Enrolling a participant in the course requires the RTA to: 1) create a user account that registered them in the online learning platform, and 2) assign/enroll the user to a specific course and role.
Step 1: Preparing for Individual User Registration

Before registering individual users, the RTA needs to confirm the participant’s registration information. As previously mentioned, the online course environment requires each individual user to have an e-mail account. If a user does not have an account, provide them with information on how to create an account using a free, web-based e-mail service. The RTA creates the Login ID and password information for the participants. Note: The Login ID and password must be lowercase. See page 18 for the Login ID criteria.
Refer to the Sample Registration Spreadsheet information (pages 18–19 for required user information for registration.
Step 2: Creating a User Account in the Online Platform

The following steps will guide you in creating a single new user account in the online learning platform:

1. From the Available Courses page, click Users from the Administration Block.

2. The Users management page opens. Click Add a new user.
3. Enter the user information in the following fields:

a. Username
b. New Password
c. First name
d. Surname 
e. E-mail address
f. City/town
4. Click Show Advanced to verify the following options are selected in the drop-down menus:

a. E-mail format: Pretty HTML format
b. E-mail digest type: No digest
c. Forum auto-subscribe: No: don’t automatically subscribe me to forums
d. Forum tracking: Yes: highlight new posts for me
e. When editing text: Use HTML editor
f. Timezone: (select the appropriate local time zone for your geographical location)
g. Preferred language: (select the appropriate choice for your country)

5. Click Update profile to save changes. This user now has an account in the online learning platform and now needs to be assigned to a specific class. (See Step 3: Enrolling an Individual User in a Class.)

6. Select Teach Online to return to the Available Courses page.

Step 3: Enrolling an Individual User in a Class

After participants have an account in the online learning platform, they must be enrolled into a specific class. Each user is assigned a specific role in the course they are enrolled in.
Assigning Roles
The following steps will guide you in assigning a role to an individual participant in a specific class of Essentials Online:
1. Enter the class that needs a user assigned.

2. Click Turn editing on.
3. Navigate to the Administration page.

4. In the Administration Block, click Assign Roles.
5. From the list of roles select the role of the user.
6. Search for the user that needs to be assigned to this class. When you have identified the user, use the left arrow button to move (and enroll) the participant.
7. The user will then appear as part of this class.
8. The role is automatically saved.

IMPORTANT: Class roles should always be assigned within a class level and never at the site level.

Notifying a facilitator 

After you have created the courses and enrolled the participants you need to contact the facilitator of the course and provide them with their user Login IDs and passwords .

The follow are sample messages that you may use and adjust for Master Teacher and Participant Teacher trainings.
Sample message for a Senior Trainer regarding a MT Training.
Hello –

Two courses have been created for your training: 

1. XXX name of course. This is the course used for the training in which MTs experience the course as a participant teacher (except they will see the Facilitation Tips).

2. A second course has been created for your Master Teacher Candidates to learn about facilitation titled XXXX. 

· In this course all MT Candidates will be assigned a role of “Sample Facilitator” and has actual participant work; therefore, all “dummy” roles will stay enrolled in the course.

· This course allows MT candidates to view the Facilitation tab and practice with the facilitation functions. 

· This is a change from before. Participants will no longer have their own practice course. Everyone will practice in the Facilitation Course. 

Both of these courses will identify you as the facilitator for the course and will appear on your available courses page. 

Two features/changes have been added to your course since the ST Summit:

· The sharing tab has changed considerably. It works very much like the previous pair and shares except participants are in set groups throughout the entire course and all sharing is conducted under the Sharing tab. 

· A “”User Last Access” block has been added to the Facilitation tab. This allows the facilitator to easily view when participants have last logged into the course and view activity reports. 

Review the Facilitation tab. Here is where you will find the information and materials that will support you as you facilitate the course. Remember that all facilitation resources can be found in the Facilitator tab > Facilitation Guide > S7: Facilitation Resources.

Thank you for providing your course roster. As per your message, we have enrolled your participants into your new course. Please see the attached list of usernames and passwords. 

Please feel free to create an account under our course update site at https://teachonline.intel.com/courseupdates/login/index.php. to review all changes made in the course since 2007 (and also the most recent changes since the ST Summit). 

Good luck with your training, 

Customer Support

Sample message for a Master Teacher regarding a PT Training.
Hello –

Your training course has been created XXX name of course. This course will identify you as the facilitator for the course and should appear on your available courses page. 

Review the Facilitation tab. Here is where you will find the information and materials that will support you as you facilitate the course. Remember that all facilitation resources can be found in the Facilitator tab > Facilitation Guide > S7: Facilitation Resources.

Thank you for providing your course roster. As per your message, we have enrolled your participants into your new course. Please see the attached list of usernames and passwords. 

In addition, there have been a few changes to the course since last you taught. Please feel free to create an account under our course update site at https://teachonline.intel.com/courseupdates/login/index.php. Here you will be able to familiarize yourself with the new changes. 
Good luck with your training, 

Customer Support

Un-Enrolling a Participant from a Class

The following steps remove a participant a course:

1. Enter the class in which the participant should be removed.

2. Click Turn editing on.
3. Navigate to the Administration page.

4. In the Administration Block, click Assign Roles.
5. From the list of roles, click the role of the participant that needs to be removed.

6. Use the right arrow button to move the participant and un-assign the participant from that role.
Note: If a participant is not assigned a role in a class, this means they are no longer enrolled in that class.
7. Changes are automatically saved.
Note: Any participant removed from a course still has an active account in the online learning platform.
A Facilitator now has permission to un-enroll participants, for directions see Facilitator tab > Facilitation Guide > S7: Facilitation Resources.

Inviting a Participant to a Course

This form of Registration is completed by the course facilitator. Using a participants e-mail address they will invite a participant to the course. The facilitator can enroll users one a time or they can use a CSV file containing e-mail addresses. 

Each facilitator will see an invitation link on the Home tab. By clicking that link the facilitator is prompted to send an invitation to the user via e-mail. A user must have access to this e-mail account to complete the registration and enrollment process. 

This is why it is important to verify the default course role when a course is created. Participants added to a course in this manner will assume the default role for the course. In addition it is important to make sure those users that are added to the course in this manner review and update their profile. The facilitators should also remind the user to review and update their profile and review the advanced profile features making sure the following is selected:

a. E-mail format: Pretty HTML format
b. E-mail digest type: No digest
c. Forum auto-subscribe: No: don’t automatically subscribe me to forums
d. Forum tracking: Yes: highlight new posts for me
e. When editing text: Use HTML editor
f. Timezone: (select the appropriate local time zone for your geographical location)
g. Preferred language: (select the appropriate choice for your country)

Additional information and directions on inviting a participant can be found in the Facilitation tab > Facilitation Guide > P3: Inviting/Unenrolling Participants. 
Section 2.5: Monitoring a Class

RTAs can enter classes to monitor and review all class information, including discussion forums and survey results, but they should not be enrolled as active participants in the course. If an administrator notices a discussion forum that is not supporting the goals or philosophy of the course, they should contact the facilitator and work with them to refocus the discussion. The administrator may also be invited into the course by the facilitator to provide guidance or assistance in handling a particular participant or discussion.
The RTA should use the administration features to view progress for all participants and to note those in jeopardy of not being certified. The RTA should support the facilitator in communications with these participants and send additional communications as necessary.

An RTA may also monitor classes to evaluate the performance and online facilitation skills of a Senior Trainer or Master Teacher. If a Facilitator is identified as needing help with their facilitation skills, an RTA should provide additional training or find a mentor ST to assist that individual.
Section 2.6: Reviewing Data

RTAs have access to information that can be used to support facilitation, plan future training events, and analyze the activity in the online learning platform. Data for Essentials Online can be reviewed through the Facilitation tab, the My Work tab, or the administration features at both the site category and class levels. 
Data within the Essentials Online Course

The data within each course is accessible by anyone who is assigned to the course as an administrator, evaluator or facilitator. The Facilitation tab in each class provides the RTA with data regarding participant’s progress in Essentials Online, including:
1. [image: image17.emf]EO_Bulk_Restore.xls

Review Surveys which shows the detailed results of the Course Pre Survey, End of Module Surveys, and Final Course Evaluation(Note: the results for this survey are anonymous)  for each participant. This data can be useful for an RTA to plan additional trainings and offer support to facilitators. 
a. An RTA coordinates and provides training for evaluators so they know how to access the survey data OR provides the evaluators with the survey data. 
b. The following steps outline how to collect and save survey data:

· Click the Manage tab.
· Click Review Surveys to show the results.

· To review results by module, select the desired module from the drop-down menu. The resulting table represents the average data for all participants.

· To save data, select Download Excel or Download CSV.
· Adjust formatting, if necessary, and then save.

· Repeat the process until all necessary data is collected from the online course environment.
c. If requested by the facilitator the RTA needs to share the data of the Final Course Evaluation after they have removed any identifying fields from the downloaded results, such a name from those who have taken the survey. 
2. Certify Master Teachers is where the Facilitator acknowledges the participants that have met all course requirements.
The My Work tab contains participant course work for each class. The RTA can review the following areas of the My Work tab:

1. Review Course Progress – records participants’ progress of course activities. An RTA would use this feature to support a Senior Trainer that encounters a difficult learner.
2. Self-Assessments– participant use of self-assessments to monitor the quality of their work and think about their instructional practices.
3. Rubrics – participants assess participation in the course and the components of Unit Plan.
4. Notebooks –participant notes from their work during course activities.
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The My Work tab includes many resources to help you monitor your progress, take
notes, and assess your work throughout the course.

You will find checkiists to help you monitor your course progress and verify that all
components of your Unit Plan meet expectations. Also included is the Portfolio Rubric
that helps define the quality of products you produce in the course and self-
assessments that ask you to reflect on your current practices and learning.

An electronic notebook stores the notes you take during the course. When completing
activities, you are asked to take notes in this notebook space. You do not have to use
this feature. If you prefer, a downloadable notebook is provided that contains areas for
you to record notes.




For additional information on how to review the data within the course review the Facilitator tab > Facilitation Guide > P3: Online Manage Features > S8: Review Surveys or the Essentials Online Evaluators Resource Site. 
Data at the Site level
Data from Site Administration , can only be accessed by a site level administrator or evaluator. 
Reports 

A Report (or Log) can be specific to a course, a single class, or it could apply to the entire online learning platform. Logs and reports record the activity in a course, such as how long participants are spending in activities, and how often participants log into the courses. 


Access Reports for the online learning platform
1. Enter the online learning platform

2. In the Administration Block, click Reports.

3. Click Logs.

4. Generate report by selecting the reporting features desired. Note: this same type of report can be pulled from within a specific course by going to the course Administration page and selecting Reports. 
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Users

At times an RTA may need to look at the Data regarding an individual user. The best way to access this data is to look at the user’s profile. 
Access User Profile Information 
1. Enter the online learning platform

2. In the Administration Block, click Users, click Accounts, Click Browse List of Users.
3. Select the name of the user you wish to review. This will display general user information including the courses they are enrolled in, information they may have added about themselves and the last time they accessed the site. 

4. To view detailed information regarding forum posts and specific user activity explore the tabs in the user’s profile with these features. 
Essentials Online Course Reporting

The course reporting feature provides the most amount of data for the Essentials Online Course. You can generate reports for general course statistics, such as the number of courses, the number of certified PTs or MTs, or the number of trainings conducted by a trainer or in a geographic area. In addition the course closed filter is determined by the facilitator- when they close the course it will reflect in this column. The report contains an e-mail column so you can easily contact participants for follow-up questions. 

Report data can be downloaded and formatted to meet your needs. 
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Tips for using the reporting feature:

· The date range filter is based on the course start date. You may want to set the range to only report on courses from a given month or quarter.

· Select filters to narrow your results.

· Click the Run report button to update the results based on your filter settings.

· If any data is shown, click Download in CSV format or Download in Excel format to download the current data set.
· Data can continue to be manipulated off line. 
Course Reporting can be found under the Site Administration > Reports > Course Reporting. 

Giving Access to Data at the Category level
Data at the category level can only be accessed by a user who is given evaluator access at that category and each sub-level of the category. This access is typically given to evaluators from a particular region so they only can see and filter the data that is relevant to them.

In order for the evaluator’s to access the data at the category level they need access to a course title Essentials Online Evaluator’s Resources Site. This course will allow them to use the course reporting feature at their category level as well as use the manage users feature to review individual user information. This resource can be used as part of the evaluator training and contains resources that assists the evaluator’s on how to access and review data. 

Note: You can create as many Essentials Online Evaluator Resource Site that are necessary to support Evaluation in your country. 
Section 3: Supporting Program Implementation
Section 3 identifies the role of the course facilitator (Senior Trainer or Master Teacher) and reviews how the Regional Training Agency can use the online resources to understand the manage functions and support the facilitators. References to the Intel® Teach Essentials Online Course resources are also included in this section.

Section 3.1: Essentials Online Facilitation

Each course is assigned a facilitator. The facilitator's role is to assist learners through the curriculum. All course facilitators (Senior Trainers and Master Teachers) have access to the Facilitation Tab. This is where the facilitators will find all the resources and support materials that will guide them through facilitating the Essentials Online course. 
Essentials Online Facilitation Tab
In the facilitation tab there are three components Learning to Facilitate, Facilitation Guide and links to all the online management features. In the section Learning to Facilitate facilitators are taken through activities that prepare them to facilitate the Intel® Teach Essentials Online Course. The activities in this section are completed during the face-to-face training. Facilitators are encouraged to return to this section to access tips and important resources that can help them successfully conduct training. The Facilitation Guide is an online reference for all course management features. These resources provide the facilitator with technical and content support in delivering Essentials Online. Although the online content is written for facilitators, the content provides the RTA with information about the required technical and content tasks needed for Essentials Online. The RTA is expected to have a basic understanding of all content and be able to support the facilitator in all areas.
One component that is important for RTAs to understand adapting and setting up the Course Schedule. Sample schedules can be found in the Facilitation Tab> Facilitation Guide > S7: Facilitation Resources> Sample Course Schedules http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Sample_Course_Schedules.doc
Section 3.2: Supporting Facilitators in the Online Learning Platform

Facilitators have been directed to refer technical questions regarding the online learning platform to the RTA. The RTA is the key contact for technical questions and can direct participants to the Frequently Asked Questions (FAQ) resource that is listed on the course home page, address the question themselves, or contact support if needed. The RTA should be familiar with all the facilitation tools and resources so they can provide assistance to any facilitator. 
Below are two technical processes supported by the RTA:

1. Course Registration – The RTA supports all aspects of the registration process, including creating the course and working with participants that need an e-mail address and providing assistance for those who have difficulty logging into a course.
2. Editing a User’s profile – An RTA can edit a profile in the Essentials Online Course when selecting a participant in the class list or by selecting Users from the Available Courses page. This enables an RTA to verify the user’s settings and manually reset their password, if needed.
Note: It is recommended that the RTA attend a Senior Trainer training of the Essentials Online Course. The facilitation training portion is helpful to understand and support the course facilitators.
Section 3.3: Supporting Evaluation of Essentials Online
The RTA is responsible to give appropriate access to all evaluators, provide training and support program evaluation. The RTA should ensure that the evaluation team is confident with site navigation and understanding the reporting features that are available to them. 

Evaluator Access

The RTA should ensure that each evaluator has the access that they need. When your country site was created there are site level evaluators which represent the Intel Corporate team and SRI International. Depending on need you can assign an evaluator access either for the entire site or for a particular course category. It is important to note just because you give an evaluator access to a high level category does not mean they have access to all the courses in sub-level categories. You would need to give the evaluator access to each category. Once you give the evaluator the access that is appropriate for them they can see all the courses that were made available to them and they will not show in the class list. 

A course has been created specifically as a resource to help the evaluators understand the evaluation resources. This course the Essentials Online Evaluator’s Resource site contains access to the course reporting features and supporting documents for evaluators. 
Section 4: Technical Support
Section 4.1: Addressing Technical Issues

The RTA must work with the Facilitators and course participants to ensure that each class of Essentials Online functions free of technical issues or problems. If a technical issue should arise, the RTA should support the Facilitator in finding a solution. If technical issues arise that are not answered in the Frequently Asked Questions (see link on course homepage) then the RTA should contact appropriate resource for content, technical or program related questions. See escalation contacts. (pg 36)
The amount of time required to respond to a technical issue typically depends on the type of issue. A major technical issue with the server, for example, is something that will be immediately investigated. All other issues will be examined and responded to in a timely manner.

In this section the RTA will find information on how to access technical support and escalate issues to the Intel team. The Intel® Teach online applications covered include Essentials Online Course, and supporting components of Assessing Projects, Designing Effective Projects, Unit Portfolios, and Help Guide.  
The topics covered include how to plan for local lab technical support and connectivity testing, who to contact for specific issues/topics, the standard issue escalation path, how Intel will communicate scheduled system downtime, and reporting for issues and resolutions. 
Section 4.2: Expectations for Local Technical Support 

Technical support plan:

· Each Essentials Online Course must have a support plan in place to handle technical issues that are local, not dependent on the TEO server e.g.

· Unable to connect to the internet

· Unacceptable level of response time due to bandwidth limitations

· PC in lab/school is not configured correctly

· The plan should include (where applicable) negotiating with the local agency (Ministry of Education (MOE) or whomever is providing the hardware & internet connectivity support) on a reasonable Service Level Agreement (SLA) especially during the ST/MT f-t-f training

· The plan should also include checking on and testing the lab connectivity and configurations ahead of the training (see next topic below)
· In addition to the Facilitator lab checklist at: http://download.intel.com/education/common/en/resources/EO/facilitation_resources/Computer_Lab_Checklist.doc
· Ensure that the following is also in place:

· The lab must have at a minimum a dedicated DSL line (minimum 700 Kbps) for internet access

· No dial-up access should be used at all 

· The most ideal number of users per session is about 30 (should not be more than 50 users)

· If wireless access points are in use, do not put too many users (less than 10) on the same hub 

· ensure that they are configured appropriately

· Remind facilitator to avoid having all the participants doing the same activity at the same time

· e.g. let the row 1 click on a tab first, followed by the second,…

· Have the lab’s internet connectivity tested at least 1-2 days prior to start of each face-to-face training 
· Log into the Essentials Online environment
· Enter a test course
· Test the discussion forum
· Upload a file (check for it on system)
· Download file (check for acceptable time)
· Log out and log back in (and check on saved files)

Section 4.3: Escalation process:

Pre-requisites:

1) The RTA must identify the following local contacts for providing support:

a. Content expert(s) for Essentials Online, Assessing Projects, Designing Effective Projects, and Help Guide
b. Program decision-maker on program implementation issues (i.e. Country Education Manager)
c. Lab(s) contact for negotiating & providing technical support for ST/MT training

2) The RTA must work with the facilitators and/or participants to try to resolve the issue locally before following the escalation path.

Escalation contacts:
	Severity Level 1 - Critical Issues

	Types of issues
	Examples
	RTA Action
	Contact
	Expected Acknowledgement Time*

	Local connectivity or hardware set-up
	Unable to get onto the internet
	E-mail, call
	Local lab technical support/technician
	RTA defines SLA with the lab, should be immediate

	Essentials Online Course bugs/error
	Unable to login

Unable to reach teachonline
	E-mail
	admin_teo@intel.com
	GMT – 9am – 5pm 

outside of hours Next business day

	Severity Level  2 

	Essentials Online Course bugs/error
	Course creation issues
Registration Issues, Language string issues- translation or spelling related. 
	E-mail
	admin_teo@intel.com
	Within 2 business days

	Assessing Projects, Designing Effective Projects,  Help Guide, bugs/errors


	How to…

Unable to login

Unable to reach Assessing Projects, Designing Effective Projects,  Help Guide, Thinking tools

	E-mail
	Contact.education@intel.com
	Within 2 US 

business day

	Non- Critical Issues 

New Feature Requests and Program Implementation 

	Essentials Online Administration
	How to…
	Review RTA Guide

E-mail
	admin_teo@intel.com
	Within 2 business days

	Essentials Online enhancement requests 
	A new request for the Essentials Online Environment 
	E-mail
	admin_teo@intel.com
	Initial response within 2 business days

	Program Implementation
	Can we extend course?
	
	Local RTA & Intel country Ed manager
	RTA defines the 

SLA

	Assessing Projects, Designing Effective Projects,  Help Guide, Content
	Incorrect spelling or broken URL 

New Feature Requests
	E-mail
	Contact.education@intel.com
 
	Initial response within 2 US business days


Expected Acknowledgement time* = Service Level Agreement (SLA) = time when support first acknowledges the request (does not guarantee resolution or implementation

Section 4.4: Communicating scheduled system downtime
Intel will e-mail scheduled downtimes for the Essentials Online, Assessing Projects, Designing Effective Projects, Help Guide at least 2 weeks in advance:

· If there are any issues with the schedule, such as multiple trainings scheduled to begin during downtime, please respond immediately to 

· Contact.education@intel.com for Assessing Projects, Designing Effective Projects, Help Guide (cc: your Intel Web manager)

· admin_teo@intel.com  for Essentials Online (cc: your Intel Web manager, see 2.1)

· If there are any changes to your RTA contact information, please e-mail to both accounts: Contact.education@intel.com, admin_teo@intel.com  (cc: your Intel Web manager, see 2.1)

Create messaging and post the scheduled downtimes for both systems on your local TEO system as soon as you receive the notification

· Step 1: Create and translate message

· The following is a sample message on site downtime that affects the Essentials Online Course and Assessing Projects. Use it as a guide and finalize with any details that are relevant for your site and users

· “The Intel Teach Program Online Course <or Assessing Projects> site will not be available on Saturday, September 15th from 1600 GMT to 1700 GMT due to necessary maintenance.”
· Translate GMT to local time by using the time zone converter at: http://www.timeanddate.com/worldclock/converter.html
· Step 2: Posting the message to the TEO site

The following steps explain the details of posting the downtime message to the Intel Teach Program Online Course site:

1) From the Available Courses page, click Turn editing on
2) Find the Add Blocks drop-down menu

3) From the drop- down menu select HTML Block 

4) Once the Block is added select the edit icon
5) In the title field give a short name describing the purpose of the downtime and in the content field explain the when and why of the down time (see sample message above) 
6) Note: The message should follow Intel 3.0 Web Guidelines, although you can use the text editor to add features such as text color and bullets to send a clear message to the end users
7) When the down time has passed delete the message 
· Step 3: For APAC only: Lynn Tan will post notification on APAC CIP pages (intel.com/education/<country>) 

Send e-mail communication to all STs and MTs that are actively facilitating the course:

· In e-mail to all Senior Trainers and Master Teachers that have a live training during the downtime and ask that they share downtime with their participants
Section 4.5:  Top support issues tracking
Capturing & sharing the resolution for the top 10 support issues:

Short-term: please keep track of local issues and resolution (identifies top 10 most common questions quarterly and capture in English as well)

Long-term:  Intel will make available an application for posting and sharing these issues across countries

Section 5: Maintaining the Online Learning Platform
The Intel® Teach Essentials Online Course is populated with the course content. An RTA may make adjustments to content regarding items such as language clarification, functionality of the online learning platform, and corrections to typographical errors. 

Content for the Essentials Online Course should be maintained as content scripts (Microsoft Word* files) and as Gold courses within the online learning platform. Note: You may want to archive the scripts in the online platform as site files. 
The Create Course Environment site (http://teachonline.intel.com/content) provides tutorials and instructions to create the online learning platform. This site also provides the RTA with additional guidance maintaining the online learning platform.
Section 5.1: Updating Content Scripts 

It is important to maintain accurate content scripts as a way to communicate changes needed to content on pages. Updates or changes to course content are first made to Microsoft Word* scripts using the Reviewing toolbar and Track Changes. As the script changes are made online the changes in the script can be accepted. A clean script will mean that content in the script and online are identical. 
When the content scripts have been updated, the name of the file should be modified to include the date of the file change, to represent the most recent date that changes were made. Doing so ensures that all users can identify the most recent file version of the content script.

When edits are completed in the content scripts, the identical changes must be made online. See Section 5.2 for instructions.
Note: You might consider keeping your final localized scripts in the Essentials Online site. Create a folder in the Site Level Administration > Front Page > Site Files titled Course Scripts. 
Section 5.2: Updating Content in the Online Learning Platform

Each course page is composed of different Blocks and Modules that contain the content found in the content scripts. 
All edits must be made in the Master Course for either Essentials Online or Essentials Online Sample Facilitation Course. Edits to course content should be made very carefully. If there is an error or problem during updating, contact technical support and identify the course pages that have issues.
Course Page Components

To edit a course in the online learning platform, it is important to understand that each page is composed of separate components called Blocks and Activities. Blocks determine page layout and functionality for each page. Activities are links to embedded objects on a page.
Activities

An Activity can be added to a course page only after it is first created. To create an activity, first select the administrative editing feature Manage Activities tab. “Add a resource…” and “Add an Activity…” are available selections. Most modules require an activity to be added. At this time, no module content is created by selecting “Add a resource…”. The following table outlines some of the options found under “Add an activity…” that are used to create content in a course.

	Activity Types
	Functionality/Examples

	Assessment 
	· Child - individual notebook fields on Essentials Course Tab pages 

· MyWork - Notebook and Rubrics on the My Work Tab 

· Progress - Course Progress Checklist 

· Surveys 

· Orientation – Pre-training Survey 

· End of Module Surveys – Module 1, 2, 4, 5, 6, 7, 8, 

· End of Training Survey 

· Facilitator Surveys 

	Chat 
	Instances of Chat Rooms 

	Forum 
	Discussion Forums 

· General   

· Sharing Tab 

· Teachers' Lounge 

· News 

· used for the course announcements on the Home Page 

	Glossary 
	Filter that hyperlinks glossary items in the course. 

	Page Menus 
	Activity that generates the left navigation and tab fly out. 

	Pair and Share 
	A Pair and Share is a special activity that allows a facilitator to create a paired discussion grouping. 

	Wiki
	A Wiki is an activity used to share ideas and strategies for teaching in a student-centered, project-based classroom. 


Blocks

When editing is on, a block can be added directly to any page in the online learning platform by using the drop-down Add Block menu at the bottom of the page. Blocks assist with page layout and functionality. The following table outlines many of the types of Blocks found under “Add Block” that are used when creating a course.

	Block Types
	Functionality

	Administration 
	Provides Moodle Class Administration. It resides only on the EO Course Administration Page and is only viewable by course administrator. 

	Announcements 
	Allows a place on the Home Page for STs or RTAs to create announcements for the course. 

	Certify Participants
	Allows Certify Participants option to appear under the Facilitation Tab > Certify Participants. This Block is added to the administration page. 

	Chat Room 
	Allows links to the chat room activities to be linked to a specific content page. 

	Class List 
	Allows all enrolled participants for the course to be viewed on the Home Page. 

	Content 
	Block used for many different types of content, such as: 

· For any Module or Activity Titles 

· For Objectives and Questions with a border around content 

· For any activity content without a border 

	Course Menu 
	Provides navigation to all Modules or Sections and their activities. Usually it is positioned in the left column of all content pages. (Essentials Course or Essentials Online Training Community). 

Note: Page menu has changed and is now an activity.

	Course Message
	Allows the facilitators to message all course participants.

	Course Schedule 
	Block added to the Home Page which displays all class activities and due dates.

	Facilitation Tip 
	Tips that are displayed according to role. Reminders for the Facilitator on how to move their participants through a particular activity in the course. 

	Facilitator Corner 
	Current term for a content block with Facilitator picture, blue gradient, suggested time to complete an activity, and space for other information. 

	General Course Links 
	Allows a place on the Home Page for all enrolled participants to link to Update Profile, FAQ, Chat and My Courses. 

	Invitations
	Allows facilitators to invite users to her/his course by sending an e-mail. 

	Manage Users
	Allows administrators, course authors, and evaluators to search for participants already registered on the site based on various criteria in their participant profile (for instance location, e-mail, etc.)

	Messages 
	Allows  a place on the Home Page for enrolled participants to view and send messages. 

	My Links 
	Allows  participants to create their own links from the course home page. 

	My Recent Pages 
	New: Allows participants to view recently visited pages within courses and add those pages to the My Links Block. 

	People 
	Block used in the Facilitation tab to view participants last access. 

	Task List 
	Allows content for Manage Training to be built. Content appears under the Facilitation Tab > Manage Training. This Block is added on the administration page


Editing in Online Learning Platform

Review Section 2.2: Understanding Administration Features > Content Editing to understand the site-level editing tabs. 
Remember for detailed editing directions visit the Create Course Environment http://teachonline.intel.com/content 
Editing Blocks 

1. Enter the class (the Master Course).

2. Click Turn editing on.
3. Navigate to the page to edit.
4. Identify the Block or Activity for editing.

5. The following explains the different editing options (represented by icons) for Blocks and Activities:
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6. Make edits.

7. Follow the screen prompts to save work.
Editing Activities

1. Enter the class (the Master Course).

2. Click Turn editing on.
3. Click on the Manage Activities tab.
4. Identify the Activity that needs editing.
5. The following explains the different editing options (represented by icons) for Activities:
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6. Make edits.

7. Follow the screen prompts to save work.
Section 5.3: Updating Resources

Files that are linked in the Essentials Online Course are housed on a server outside of the course. 
Updating a Resource
1. Enter the Master Course.

2. Download the file from the course.
3. Update the content as needed.
4. Save the file, maintaining the same file name. 
IMPORTANT: Do not change the file name. If the file name is changed, the links in the course will not function. Also, if the file was a PDF file in the online learning platform, it needs to stay as a PDF file.
5. Send to your local technical Web Team to upload new file.
Note: It may take up to 24 hours for updated files to appear in the online course.

6. Go to the course to verify that the link opens the updated resource document.
Section 5.4: Backing Up the Master Course

The RTA needs to create a backup file of the Master Course. Note: these are the same steps as copying a course. Follow these steps:
1. From the Available Courses page, select the Master Course.
2. Click Turn editing on.
3. Navigate to the Administration page.

4. From the Administration Block, click Backup.
5. The Course Backup page opens. Leave all of the settings as the defaults. Click Continue.
6. The Course Backup page will refresh. Important: Note the name of the backup file to know the most current copy. Click Continue.
7. The Course Backup Verification page opens. Click Continue.
8. If done successfully, you will be directed to the backupdata folder.
Over time, multiple copies of Master Course backup files can become large and unnecessary to save. The RTA should periodically remove older backup versions from the backup folder. The recommendation is that RTAs always keep at least one backup version of the Master Course.
To delete old backup files, complete the following steps:

1. From the Available Courses page, select the Master Course.
2. Click Turn editing on.
3. Navigate to the Administration page.

4. From the Administration Block, click Files.
5. Select the folder backupdata.
6. In the checkbox, mark the files to be deleted.

7. In the drop-down menu, choose Delete completely.
8. A dialog box confirming the file deletion will appear. Select Yes and the file(s) will be deleted.
Section 5.5: Organizing the Online Learning Platform
Archiving courses and removing inactive participants are two things that can be done to contribute and organize the online environment. 
Archiving Courses

Over time, the Available Courses page will need to be reorganized and cleaned up. Old courses are confusing to Senior Trainers or Master Teachers who have been enrolled in multiple courses either as facilitators or participants. They see previous and closed courses and are opening old courses to review course, retrieve facilitation files that are obsolete. 
In order to support archiving courses it is important that the RTAs set up a category hierarchy that supports hiding courses in groups by quarter. It is recommended that at the start of the quarter the following year that all courses within that category will be hidden. This will maintain access to the course and data for country evaluators but not allow participants access to the course. Note: sub categories only need to be created if trainings are offered during that time frame. 

The following is an example of what the category structure may look like in the US. 
· 2008

· Alabama (Intel Teach Affiliate)

· AL Quarter 1

· AL Q1 MT trainings

· AL Q1 PT trainings

· AL Quarter 3

· AL Q3 PT trainings

· Arizona (Intel Teach Affiliate)

· AZ Quarter 1

· AZ Q1 MT trainings

· AZ Q1 PT trainings

· AZ Quarter 2

· AZ Q3 PT trainings

· AZ Quarter 3

· AZ Q3 MT trainings

The following steps outline how to hide a course category:

1. From the Available Courses page, click the Turn editing on button.

2. From the Administrative Block, select Courses.
3. Select Add/Edit Courses

4. The Course categories page will open. In the course categories list, select the course category that you wish to hide. 
5. Close the eye for that category 
There are times that an RTA may need to delete courses, such as those used for practice or those created accidentally. The following steps outline how to delete a class:

1. From the Available Courses page, click the Turn editing on button.

2. From the Administrative Block, select Courses.
3. Select Add/Edit Courses

4. The Course categories page will open. In the course categories list, select the course category that contains the course that you wish to delete.
5. In that category, identify the class in the courses list that you want to delete. Under the Edit column, select the X next to the name of the course that you want to delete.

6. A dialog box confirming the course deletion will appear. Select Yes and the course and all of its data will be deleted.

IMPORTANT: After a class is deleted, it cannot be restored. Please delete classes carefully.
Removing Inactive Participants 

Keeping inactive users registered in the online environment may create challenges finding unique usernames over time. Therefore the following housekeeping is recommended: 
· Twice a year delete all users that have never logged in 

· Delete users who have not logged in for over a year – potentially that could be 15 months after their original training started. If someone isn’t in the site for a year chances are they are not coming back. 
The following steps outline how to delete a user:

1. From the Available Courses page, click the Turn editing on button.

2. From the Administrative Block, select Users > Accounts > Browse list of users.

3. Use the advanced search features to find the users you wish to delete. 

4. Then select delete for each users. 

5. A dialog box confirming the user deletion will appear. Select Yes and the user will be deleted.
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Master Teachers

		username		password		firstname		lastname		email		lang		timezone		mailformat		maildisplay		htmleditor		autosubscribe		course1		role1		course2		role2		course3		role3		group1

		jsmithor		online		John		Smith		jsmith@yahoo.com		en_utf8		-4		1		2		1		0

		jmoonor		online		Jenny		Moon		jmoon@yahoo.com		en_utf8		-4		1		2		1		0

		cowensor		online		Cary		Owens		cary.owens@yahoo.com		en_utf8		-4		1		2		1		0

		dryanor		online		Denise		Ryan		dryan@yahoo.com		en_utf8		-4		1		2		1		0

		jcoxor		online		Jennifer		Cox		jcox@yahoo.com		en_utf8		-4		1		2		1		0





Participant Teachers

		username		password		firstname		lastname		email		lang		timezone		mailformat		maildisplay		htmleditor		autosubscribe		course1

		ssmithor		online		Samual		Smith		ssmith@yahoo.com		en_utf8		-4		1		2		1		0

		mspikeor		online		Monica		Spike		mspike@yahoo.com		en_utf8		-4		1		2		1		0

		mowensor		online		Miisha		Owens		miisha.owens@yahoo.com		en_utf8		-4		1		2		1		0

		jhernandezor		online		Juan		Hernandez		hernandez23@yahoo.com		en_utf8		-4		1		2		1		0

		jschalkor		online		John		Schalk		Jschalk@yahoo.com		en_utf8		-4		1		2		1		0
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