UB Department of History
Online Teaching Handbook

Fall 2018 Edition

Introduction:

Congratulations! You have been assigned to teach an online course. You have TA’ed in the past and
might have lectured a traditional course before, but teaching online is a new challenge. How do you
build UBlearns content? How do you speak to the camera? How can you build a good teacher-student
relationship with students that you might never see in person?

According to the Online Learning Consortium, the enrollment for online courses in the US has increased
consistently for the last thirteen years and has grown to 5.8 million. Over 25% of students in higher
education have enrolled in at least one online course. At UB during the 2017 academic year, 791 course
sections were offered either online or as online-classroom hybrids. The UB Department of History is
focusing on assigning more online teaching positions for their Summer and Winter Sessions. For
example, for the Winter 2019 Session, all three courses will be offered online.

This handbook will help you create an online course by providing basic but crucial information for
designing UBlearns content, for conducting the course, and for encouraging student engagement. The
guide is divided into six parts, and each section will ease you into the sometimes complicated process of
online course management by using a step-by-step approach. In addition, it will help you access support
networks for online teaching and suggest useful resources.
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. How to Build UBlearns Content

This section demonstrates how to build UBlearns course content for the online learning environment.
There are multiple ways to design your course; these examples should help you get started.

a. Organizing the Content Menu

e First, go to UBlearns page.

e Select the course you are teaching from My Courses

e Locate the “Content Menu” column in the top left corner

e You can build and edit the column contents by clicking one of the icons circled red. (Note: the
example below is not a default Content Menu setting)

®

TRN_shukotam_072618

TRN_shukotam_072618 Home Page & @ s @

Home Page

Fr—— llomelass Announcements
Add Course Module Customize Page Sy”abus
My Arnouncements Tono Learning Units

Edic Notification Seings

Term Assignments

MOre aNNOUNCEMENts... What's Past Due Actions

b All items (0] Tools

My Tasks

Course Management

What's Due Aclions

Control Panel My Tasks: Select Date: 08/21/2018 @ Go Discussion Board 'il

Files
more tasks... ¥ Today (0)
Course Tools

Nothing Due Today



https://ublearns.buffalo.edu/
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b. Announcements

® % O This is the entry point of course-wide communication. The UBlearns specialist at

TRN_shukotam_072618

Home Page

Announcements
——

Syllabus

Learning Units

Term Assignments

Tools

Discussion Board &

Announcements
Announcements
TRN_shukotam_072618
New Announcements appear directly below the repositionc
Home Page to pin them to the top of the list and prevent new announc

cannot reorder announcements.
Announcements

Syllabus
Create Announcement
Learning Units

Term Assignments

the UB Center for Educational Innovation (CEl) recommends that you master the
Announcements menu for class wide communication such as your introduction
to the students at the start of the semester or for assignment information. After
an announcement is made, an automated e-mail will be sent to the students.

To create an announcement:

¢ Click on Announcements in the
Content Menu

o Click on Create Announcement

e After creating a message, click on
Submit button on the lower right

T—_— New announcements appear below this lin corner
Discussion Board & e
First day of class
c. Syllabus
® O To upload your syllabus:
UL il G o Click on Syllabus in the content menu

Home Page
Announcements

Sllabus

Learning Units

Term Assignments

Tools

Discussion Board &
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e Click on Build Content to the right (see

:ﬁw UB/earns
siBufisl screen capture)

4
TRN_shukotam 072618 Syllabus
Success: Winter 2019 HIS 161 Online created. o Se I e Ct Ite m
TRN_shukotam_072618
Home Page Syllabus l
e Scroll down to Attachments and
Syllabus Build Content Assessments Tools Partner Content

upload your Word or PDF file, then

Learning Units
Create New Page

. .
Term Assignments I k S b m
Item Content Folder click on su It
Tool
File Module Page
jiscus oard
Discussion Board B Blank Page
Audio
Image Mashups
Course Management Web Link Flickr Photo
SlideShare Presentation
Control Panel Learning Module
YouTube Video
Files Lesson Plan
. MEDIAL
Course Tools ylaous
Course Link

Evaluation

Content Package (SCORM)
Grade Center

Users and Groups

For more information about syllabus making, please refer to Section V: “Online Resource for Course
Design.”

d. Learning Units

® % O The Learning Units menu item is where you can post the Panopto lecture video
(for use of this function, go to “Il. How to Stream Your Lecture”). You can also
upload additional material such as YouTube videos and PDF reading
assignments, as well as unit assignments in a single Content File.

TRN_shukotam_072618
Home Page
Announcements

Syllabus

Learning Units
I

Term Assignments

Tools

Discussion Board &
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e To create a Content File, click on the
Learning Units Learning Units in the Content Menu first

Build Content Assessments Tools Partner Cc ° To create a unit CliCk on BUIld Content
then click on Content Folder to the right

Create New Page
Item Content Folder
File Moduie Page ble after e Name your Content Folder (For example:
Audio FlankPege “Unit 1” or “Week 1”)
Image Mashups
Web Link Flickr Photo ble after

SlideShare Presentation

Learning Module
VanToha Vidans

In the example below, learning units are organized into three Content Folders. You can set a specific
timeframe to release each lecture session to students on specific dates. Notice how it states: “it will be
available after Jan 29, 2019 12:00 AM”:

u?;m UB/earns

TRN_shukotam_072618 Learning Units

TRN_shukotam_072618 Learnlng Units

Home Page

S Build Content Assessments Tools Partner Content

Syllabus

Learning Units Unit 3: Gender and Sexuality in the 19th C US

Term Assignments Availability: Item is not available. It will be available after Jan 29, 2019 12:00 AM.
Tools

Discussion Board & Unit 2: Medicine and Science in the 18th C US

Availability: Item is not available. It will be available after Jan 22, 2019 12:00 AM.

Course Management

Unit 1: Introduction
Control Panel
Availability: Item is not available. It will be available after Jan 15, 2019 12:00 AM.
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STANDARD OPTIONS

Permit Users to Yiew this
Content

Track Number of views

Select Date and Time
Restrictions

@Yes O No

O Yes @ No
Display After 01/29/2019 12:00 AM

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

Display Until 02/05/2019 11:59 PM

Enter dates as mm/dd/yyyy. Time may be entered in any increment.

e To set the time and date for document release scroll
down to the Standard Options section of the Create
Content page

e Set up the time release function under Select Date
and Time Restrictions. You can do this while you
are building a Content Folder

You can upload a word file, PDF file, YouTube clip, Panopto lecture recording, essay, quiz, etc. into a
single Content Folder. In the example shown below, assigned readings, a lecture video, and an
assignment are included in the same Content Folder which has been named “Unit 2: Medicine and
Science in the 18™ C US.”

b=  UB/earns

Updates Courses

¥_shukotam_072618 Learning Units  Unit 2: Medicine and Science in the 18th CUS

Unit 2: Medicine and Science in the 18th C US
N_shukotam_072618
me Page

Build Content Assessments Tools Partner Content
flabus
arning Units Unit Reading One
rm Assignments Attached Files: €3) [ Coleborne, Exhibiting 'Madness' Material Cuiture and the Asylum.pdf 1.625 MB
o
= 7 - =
scussion Board & * Unit Reading Two

purse Management

pntrol Panel

es

urse Tools

aluation

ade Center

ers and Groups

stomization

ckages and Utilities

ip

Watch Video

Unit Lecture: Does Patient's Voice Matter in the History of Medicine?

Crash Course History of Science Preview

Duration: 2:03
User: n/a - Added: 3/13/18
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e. Assignment Building

The test building menu offers a plethora of choice including Multiple choice, True/False, Essay, and
more! You can mix and match various options, including essay writing, into one test. The completed test
will appear in the Grade Center as Needs Grading. (Please see “g. Grading.”)

@ . First, click on the Term Assignments item from the content menu

TRN_shukotam_072618
Home Page

Announcements

Syllabus

Learning Units
Term Assignments
Tools

Discussion Board &

e To start building a test, go to the Assessments

072618 Ti Assi| t: .
™ S EEneT dropdown list, then choose Test

Term Assignments
Build Content Assessments Tools Partner Content
Test
Midt Survey
Availy  AssiEnment was last available on Aug
midter  self and Peer Assessment oice and short essay

Mobile Compatible Test

Final Essay

Availability: Item is no longer available. It was last available on Aug
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e When building a test, you will have several

TEST AVAILABILITY additional options. For example, the Test
Availability section lets you send an automatic
announcement to students that the test is ready

Make the link available @ Yes () No to download

Add =y N e Click Yes in Add a new announcement for
anew , es O No this test

announcement for this

test An announcement w

e You can also build a rubric for an assignment.
Please see “f. Grading” for detail

1 Auiltimla AttAarmande

You can also build an essay assignment with the SafeAssign function. Safe Assign is a plagiarism
detection software. You can compare students’ submitted essays with websites and academic papers to
detect whether students copy & pasted their answers from somewhere else.

e In order to build an essay assignment with
the SafeAssign function, put the cursor on the

im_072618 Term Assignments

. Assessments, then choose Assignment
Term Assignments
Build Content Assessments Tools Partr ©® Then, in the SubmiSSion Details Section (See
image on next page), choose “Check submissions
Test

Midtt ey for plagiarism using SafeAssign” to enable the
Availy  Assignment wasizst: function. You may check “Exclude submissions
midter Self and Peer Assessment oice and

from the Intuitional and Global References
Databases” for an undergraduate survey course

Mobile Compatible Test

Final Essay

Availability: Item is no longer available. It was last :
wrrita a 2NN kA accanw akaat ¥%%% Dlaaca ninlazad o
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Name Type Date Last Edited Show Rubric to Students

Submission Details

if any students are enrolled in more than one group receiving the same assignment they will submit more than one attempt for this assignment. It may be
necessary to provide these students with an overall grade for the assignment.

Assignment Type @ Individual Submission

O Group Submission

Number of Attempts Single Attempt -

e Eran Uz Check submissions for plagiarism using SafeAssign

SafeAssign only supports English-language submissions. See Blackboard Help for more details.

If SafeAssign is enabled with Anonymous Grading, SafeAssign Originality Reports will be hidden from Instructors until Anonymous
Grading is disabled. However, Students may still be able to see SafeAssign Originality Reports depending on the state of the "Allow
students to view SafeAssign originality report for their attempts” setting.

D Allow students to view SafeAssign originality report for their attempts

Exclude submissions from the Institutional and Global References Databases

When you grade essays with the SafeAssign function, you will see whether the submitted essay has been
copied from another student’s paper, specific website, etc.

safe jassign' 8 ?

by Blockbeard

EARTH_SYS_SCI - EARTH SYSTEM SCIENCE

Opinion Paper
Chris Casper on Wed, May 14 2014,
12:18 PM

I

26% highest match
Submission ID: e74850¢1-2107-4402-2659-
32294c679ed8

opinion_paper_cc.docx

Word Count: 1,640 26%
Attachment ID:
The power that is allocated to one group and stripped from another 26292511

has been the basis for much of the ideoloﬁg that shapes America.
Citations (3/3)

this country to serve wealthy white men. Although many would say

between privilege and oppression.

@ In the first group of countries, issues of affirmative action,

integration, minority pelicy, and other topics related to multicultural © Anotrer student's . 0

"""""""""""""""""""" 0 http://www.discours... F7)
a good cause can really help someone. S
9 hitp://www.emilyjas... r7)

10
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f. Tools

You can divide your students into a few groups to carry out group assignments such as Blogs or
Discussion Boards. In doing so, you need to create groups manually, but the good news is that you can
reuse these groups for multiple activities.

®

TRN_shukotam_072618
Home Page

Announcements

Syllabus

Learning Units
Term Assignments

Tools
—

Discussion Board &

TRN_shukotam_072618

TRN_shukotam_072618
Home Page
Announcements
syllabus

Learning Units

Discussion Board @

Course Management

Control Panel

To create student groups, click on Tools in the course menu, then Groups

Tools S G v @D @

Tools l

Y7, Achievements | tideink S5 Groups | ride Lk

Achievements Create and manage formal groups of students to collaborate on work.
‘L Announcements ‘ Show Link | This link is hidden { Journals ‘ Hide Link
J E—
from students on this page. To turn off the tool everywhere, use the Tool Create and manage journals that can be assigned to each user in a group for the
Availability’ page. purposes of private communication with the instructor.
Create and view Course Announcements,
R “D\r My Grades | Hide Link
ﬁ Blackboard Help for Students | tide Link ‘ & ]
e Displays detailed information about your grades.

Open Blackboard Help in @ separate window.

11
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Groups

You can use the Course Groups tool to create an interactive online environment. More Help

Create Import
Single Group Group Set
Self-Enroll Self-Enroll
Manual Enroll Random Enroll
Manual Enroll HROLLED MEMBERS
|_| group 1 - 0
|:| group 2 - 0
Bulk Actions View Options
Groups

You can use the Course Groups tool to create an interactive online environment. More Help

Create Import
Bulk Actions View Options
D NAME GROUP SET ENROLLED MEMBERS
D group 1 - 0
[] erowpz . 0
Bulk Actions View Options

12

e  (Click on Create, then choose Manual Enroll

so that you can assign students by yourself
e  Usually, four to five students are assigned
into one group, but it is totally depending on how
your assignment is designed

e Inorder to access the group page you have
just set up, click on the Tool menu again, then
select Groups, and your newly created groups will
be listed

e To create a discussion board for each group,
select an individual group page by clicking “group

1” or “group 2”
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group 2

Add Course Module Add Group Module

Group Properties

Group Description

for blogs and discussion boards

Group Members

Group Tools !

Group Blog
Group Discussion Board

TOOL AVAILABILITY

Blogs
No grading

O Grade: Points possible:

Discussion Board

O Allow any group members to create forums.

@ Do not allow student group members to create forums.

Email ‘

File Exchange

e Ineach group page, you will see the Group
Tools options such as Group Blog, Group Wiki,
etc.

e To make a group discussion assignment, click
on the Group Discussion Board to create a
Discussion Forum

e Inorder to prevent chaos, never let students
create a Forum. You might consider letting
students create a Thread, but many instructors
have found it easier not to let students make
threads, either

13
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A sample discussion thread would look like the following image:

Updates Courses The Libraries MyUB Help

Groups .. Forum:Testdiscussion  Thread: Test Forum S wicnodei= @D @

Thread: Test Forum

Select:|All|[Mane 3 Post(s) in this Thread | O Unread 0 Replies to me

Message Actions Expand All Collapse Al

l:ln Shuko Tamao & 18 minutes ago

Test Forum

Pleasza dizcuss the women's role in the Revolution. You need to create one post and leave two replies to other students’ post.

mn Shuko Tamao & A minutas ago
The Role of women
During the War, many women were involved with non-combat duty. For example, families of soldiers, such as wives, daughters, and mathers

Went to Camps to nurse their injured male family members.

& Hide 1 reply

nn Shuko Tamao # 1 minute ago

RE: The Role of women [

Mo, | disagree with your statement. S5ome women like her joined the combat as "secret soldiers.”

Needless to say, there should be more than one participant. This is one lonely mock discussion board.
Students can add their responses and leave replies here. If you want a lively discussion, a prompt should
be more elaborate than the one included here!

14




Online Teaching Handbook

e To create a group blog, go to the group page

group 2
again, and click on the Group Blog

Add Course Module Add Group Module

Group Properties

Group Description

for blogs and discussion boards

Group Members

Group Tools '
Group Blog

Group Discussion Board

e Make sure to set the blog as either course,

BLOG PARTICIPATION individual, or group. In a course blog, everyone
l in the course can post and comment. In an
Blog Type O Individual to All Students @ Course individual blOg onIy the “owner” can post, and
[] Allow Anonymous Entries and Comments  other course members can only comment on
the post

A sample blog would look like the image next page. By the way, never let students post a photograph
only blog entry or a one-word comment like this sample! For your information, | took this picture from
the Brooklyn Bridge Pier. Pretty, isn’t it?

15
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8 Groups group 1 Group Blog

& eavoces @D @

group 1

When a grade is assigned for a Group Blog or journal, the grade is automatically given to all members of the Group and is populated in the corresponding column in the Grade Center
for each Group member. More Heip

Create Blog Entry

T KA
Friday, August 3, 2018 Blog Details oo
All Group Members
% student 3's blog ~
Posted by [ 1| Shuko Tomao (Not o group member) o Friday, August 3, 2018 3:23:01 PM GRADE
8/3/18 230PM 87.5 /100

Grade by rubric

blog rubric  Used for Grading

Feedback to Learner

~
v

(| e¥- 4
Comment 4

I Shuko Tamao said L& [ Add Notes

Friday, August 3, 2018 3:24:01 PM EDT

Cancel  Save Draft
beautifult

-
H INDEX

] August 2018 (3)

B student 2's blog student 3's blog

Posted by [ W Shuko Tomao (Not a group member) ot Friday, August 3, 2018 3:21:18 PM

student 2's blog

...0Or you might consider using following non-UBlearns services for group assignments:

Flipgrid: https://flipgrid.com/

A video discussion platform for the snapchat generation!

Instagram Stories: https://blog.bufferapp.com/instagram-stories

This Instagram feature lets students post photos and videos that are available for only 24 hours.

Google Apps via UBmail: https://www.buffalo.edu/ubit/service-guides/email/google/apps.html

Students can use Google Calendar, Docs, Drive, and Hangouts for their collaborative assignments.

16
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g. Grading

e You can access the Grade Center in the Course Management section of
the Content Menu on the left

Course Management

Control Panel

Files

e If ungraded students’ assignments are submitted, they will show up in the
Needs Grading section after you click on Grade Center

Course Tools
Evaluation

Grade Center

e In the Full Grade Center below that, you can see all the students’
cull Erade Center assignments. This is where you can calculate students’ final grades by creating

Assignments a Welghted Column
Tests

I
Needs Grading

Users and Groups
Customization
Packages and Utilities

Help

A few words on Rubrics: When you are building assignments, you should create rubrics for every kinds
of activities possible (i.e.: Essay Rubric, Discussion Board Rubric, Blog Rubric, etc.). Not only do these
rubrics save time when grading, they are a useful tool to justify your grading to students, thus reducing
the number of students inquiring about their grade!

e When you a building an assignment, you will have a choice to attach a Rubric in the Grading
Section

GRADING

Points Possible 100

Associated Rubrics Add Rubric
Select Rubric

Create New Rubric

Used for Grading Aug 24, 2018 3:20:24 PM «/ Yes (With Rubric Scores)
Create From Existing

Submission Details

Grading Options

e [f you select the Create New Rubric option, you can generate your own rubric criteria by adding,
deleting, and editing columns and rows. You can create multiple rubrics, and they will be stored
so that you can keep reusing these rubrics throughout the course

17
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RUBRIC DETAIL

The Rubric Grid lists Criteria (rows) for measuring Levels of Achievement (columns)

ri( P i

Levels of Achievement £
Criceriaty, Novice Competent Proficient Excellent

Organization Percent 25 Percent| s0 Percent| 75 Percent| 100

e CoSay e T

The essay has no ~ The essay has a clear The essay has a clear
t some form of . Clearl dst .
organization. argument. Clear! and strong argumen
& argument, but 8 Y 5 arg
organized by an and every statement
needs more )
N N introduction, body made in the essay
clarification. Has h d fects th
at aragraphs, an reflects the argumen
K some kind of paragrap .g
conclusion. Clearly organized by
organization... roduction. bo
i an introduction, body
ot =]
Grammar Percent 25 Percent| 50 Percent | 75 Percent 100
] = ]
Understanding | Percent 25 Percent| 5p Percent 75 Percent 100
of the
material
"5 - %5
< >

Click Submit to procezd. Cancel

When a submitted assignment shows up in the Grading Center as Needs Grading, you can grade the
assignment by following your rubric guide. You can even leave feedback for the student. After the
selecting appropriate scores for each criterion, the rubric function will calculate the student’s grade for
you.

18
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ATTEMPT

nt Details ~

ED ATTEMBT

BI24/18 3:45 P

Grade by rubric

Escay Rubric  Used for Grading
ot Soriad

1100

[] show Descriptians [ /] Show Feedback

Formatting

('juvi:e 0 (0%) points

('j:nmpezem 12.5 (12.5%) points

& Proficient 25 (25%) points

Feedback:

25%)

Organization

ﬂuvi:e 0 (0%) points

%7 Competent 12.5 (12.5% points

o (_)rnﬂzlen: 25 (25%) paints
Feedback:

g

(125%)

There is no clear distinction between an
introduction and body paragra ph5.|

Grammar

ﬂuvi:e 0 (0%) points
(_\fumpelenl 125 (12.5%) points

Ornﬁzlent 25 (25%) paints

Feedback:

h. Virtual Office Hour Tool

Webex: http://www.buffalo.edu/ubit/webex

UB faculty members and students can use this web conference tool with video and audio connections

for virtual office hours.

i. Resources for UBlearns

UBIT Help Center: http://www.buffalo.edu/ubit/get-help.htm| 716-645-6188 or ublearns@buffalo.edu

Getting Started with UBlearns (overview of basic functions): https://www.buffalo.edu/ubit/service-

(‘)lovi:e 0 (0%) points
Gnmpe:ent 12.5 (12.53%%) points
“ Proficient 25 (25%) points
Feedback:

a5
understanding of the material
(‘)lovi:e 0 (0%%) points

Onmpetent 12.5 (12.5%) points
< Proficient 25 (25%) points

(25%)
Feedback:

v .

Raw Total: 87.50000 (of 100.00000)
Change the number of points out of 100.00000 to:

Feedback: Students will nat see this feedback unless
you set the rubric grading score to be visible to the
students.

Overall. your essay is well formatted. ~
and your writing style is very clear. You
have a good understanding of the

material and an original interpretation.
good work! Next time, make sure to

guides/teaching-technology/teaching-services-for-faculty/ublearns/getting-started.html

UBlearns for Faculty Help: http://www.buffalo.edu/ubit/service-guides/teaching-technology/teaching-

services-for-faculty/ublearns.html

Blackboard Help, Navigate Inside a Course:
https://help.blackboard.com/Learn/Instructor/Getting_Started/Navigate_Inside_a_Course
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Il. How to Record and Stream Your Lecture

a. UB Panopto

If you do not have a clear software preference when it comes to record and stream your lecture, UB
Panopto is the choice for you. You can download the software by going to
https://ub.hosted.panopto.com/. Make sure that your computer’s camera and microphone can be
recognized by Panopto.

UBIT has a user-friendly step by step guide (http://www.buffalo.edu/ubit/service-guides/teaching-
technology/teaching-services-for-faculty/panopto/instructions.html), ranging from how to install the
software to upload the lecture video to your UBlearns site, as well as from how to edit your video to
adding captions in your video lecture. Thus, this section introduces just enough information to get you
started.

After you download the software, you can begin recording your lecture. Click on the “Create” drop down
list and choose “Record a new session.”

-[éUniversityat Buffalo Search slides, notes, captions and more ¥l

# Home
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The recording screen will look like below. The left hand side screen is where you appear during the
lecture. You can synchronize with your PowerPoint presentation during the recording, which appears on
the right.
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Panopto Basic Functions:

UB Panopto (https://www.buffalo.edu/ubit/service-guides/teaching-technology/teaching-services-for-
faculty/panopto.html)

Step by step basic How to use guide: http://www.buffalo.edu/ubit/service-guides/teaching-
technology/teaching-services-for-faculty/panopto/instructions.html

Some other Functions that might be Useful:

Making basic edits: http://www.buffalo.edu/ubit/service-guides/teaching-technology/teaching-services-
for-faculty/panopto/instructions/editing-a-session.html

Adding captions: https://www.buffalo.edu/ubit/service-guides/teaching-technology/teaching-services-
for-faculty/panopto/instructions/captions.html

Panopto Support Groups:

More Ways to Learn about Panopto: http://www.buffalo.edu/ubit/service-guides/teaching-
technology/teaching-services-for-faculty/panopto/learn.html

Panopto Support: https://support.panopto.com/s/

Panopto Webinars (basic training webinars held twice a month): http://www.buffalo.edu/ubit/service-
guides/teaching-technology/teaching-services-for-faculty/panopto/learn.html

b. YouTube

If you are already proficient with YouTube video streaming, you might stick with them. UBlearns
supports YouTube, and linking the video to your lecture would be an easy task. Currently, they have
better caption service than Panopto. But please be aware that your lecture would be available to the
whole WWW!
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lll. Training Courses and Online Communities

Do you want hands-on training opportunities and communities for online instructors? UB and the SUNY
system provide multiple pedagogical training opportunities and support communities for online
instructors.

a. Training Opportunities

UB Center for Educational Innovation (CEl) (https://www.buffalo.edu/ubcei.html) provides pedagogical
support for online and traditional instructors. You can contact Martha Greatrix (greatrix@buffalo.edu) to
make an appointment for a one-on-one or virtual UBlearns guidance session.

CEl also offers three self-paced online courses for how to use UBlearns. First, the UBlearns Overview
course allows instructors to explore all the functions of UBlearns. You can essentially build a “mock”
online course, which can be later transferred to an actual online course. | strongly recommend to sign
up for this course well before you prepare for the course.

You can also sign up for a sandbox version of the Blackboard course where you can test different tools
with other course participants.

In addition, you might consider signing up for a course, Teaching Online: An Orientation offered by CEI.
This is an online-based self-paced course for learning online course development and effective online
teaching strategies. Participants are expected to spend approximately 10—15 hours on the course,
including participating in online discussions.

Information for these three courses is available at: https://www.buffalo.edu/ubcei/professional-
development/online-courses.html

Panopto offers Basic and advanced Training Webinars. One Basic Webinar lasts for one hour and is held
twice a month. https://support.panopto.com/s/webinars

The SUNY System also offers an online course, EmTechMooC. This is an open-access course available
free of charge to UB members. At the end of the course, you will develop an ePortfolio to showcase your
professional skills and accomplishments. You will earn digital badges which will appear in your
transcripts. The entire course can be completed in as little as five hours spread over five weeks. For the

next available course, please visit: https://emtechwiki.webapps.buffalo.edu/
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In addition, the SUNY system offers an online course Quality by Design. This is a four-week online course
offers ideas for improving courses by providing a framework for evaluating the effectiveness of seated,
online, or hybrid courses. http://commons.suny.edu/gbd/

b. Online Support Groups

SUNY Tools of Engagement Project (TOEP) provides an environment to work alongside peers to expand
your pedagogical toolbox. https://sites.google.com/site/sunytoep/

Open SUNY Online Teaching is an online forum for online teaching and learning practices.
http://cotecommunity.open.suny.edu/

The Online Learning Consortium (OLC) is an organization promoting online teaching as the mainstream
mode of teaching in higher education. https://onlinelearningconsortium.org/

c. Self-assessment Tool

The Online Course Self-Evaluation Tool developed by the UB GSEngage let you assess your online course
by completing the rubric https://ubwp.buffalo.edu/gsengage/2016/08/31/use-a-rubric-to-self-evaluate-
your-online-course/. The rubric is available at
https://bbsupport.sin.suny.edu/bbcswebdav/institution/OSCQR/OSCQR%20Assets/OSCQR%203rd%20E
dition.pdf
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IV. “Dos & Don’ts”

Now you have familiarized yourself with the basic mechanics of course building. But how do you speak
to the microphone? How do you present yourself to the camera? How can you effectively communicate
with students? What are “do and don’ts” of online teaching? This section introduces some basic tips for
online teaching.

a. General Advice

CEl's advice about student engagement: be proficient with the Announcements function. Use this menu
as the doorway between you and the students. Make sure to attach rubrics to every assignment if the
assignment permits you to do so and try to leave feedback as much as possible. The rubric-based
feedback justifies your grading in an objective way, thus reducing student inquires about their grading.
Don’t get shy about appearing in front of the camera; your presence on the lecture screen will help
students engage with their lecture material. And utilize a virtual office hour tool like WebeX.

Some advice about course design: Sign up for the CEl’'s UBlearns Overview Course as soon as you are
assigned to teach online. While preparing for your course, make sure to familiarize yourself with
speaking to the microphone.

One faculty member’s advice about course operation: “In general, | find breaking things up into daily
assignments works better than leaving them long stretches on their own. | expect work from them every
class and | give feedback every day. | usually produce a short video for each class as well.”

b. Advice on Student Engagement

According to The Online Teaching Survival Guide by Judith Boettcher and Rita-Marie Conrad, you should
be aware of the following nine points (Note: The following list is borrowed from CEl. You can obtain a
copy of the book online via the UB Library). The authors advise that you make sure that:

1. Activities encourage active interactions that involve course content and personal communication

2. Materials are authentic or relate to real-life applications

3. Courses include a variety of media to support learning (i.e.: audio, video, illustrations,
simulations, charts, graphs)

4. Activities engage students in higher-level thinking skills, including critical and creative thinking,
analysis and problem solving

5. Reflection comes up throughout the course
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6. Topics and materials are up-to-date and relevant

There are sufficient opportunities for learners to work collaboratively

8. Class participation activities (i.e.: discussion boards, wikis, social networks) are used to
encourage collaboration

9. Learners are encouraged to interact with others (fellow classmates, instructor, course guests,
etc.) and benefit from their experience and expertise

N

The Vanderbilt University Center for Teaching (https://cft.vanderbilt.edu/guides-sub-pages/effective-
educational-videos/) also suggests:

1. Keep videos brief and targeted on learning goals.

2. Use audio and visual elements to convey appropriate parts of an explanation; make them
complementary rather than redundant.

3. Use signaling to highlight important ideas or concepts.
Use a conversational, enthusiastic style to enhance engagement.

5. Embed videos in a context of active learning by using guiding questions, interactive elements, or
associated homework assignments.

c. Presenting on Camera

Panopto’s “12 Tips for Presenting On-Camera” has some useful tips for the practical aspect of online
teaching (PowerPoint link: https://uploads.panopto.com/2017/10/18130124/12-Tips-for-Being-On-
Camera-21092017.pptx):

1. Set up lighting correctly (left: single light, right: two lights), or place a camera in front of a
window

y = 7

«O»
“~ b«

{e
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Pretend to talk to a friend while recording
OR actually talk to a friend while recording
Pause between sentences

Even if you “mess up,” just keep talking
Record in a single take, edit later

oukwnN

d. Other Resources

Basic Techniques of University Teaching: https://www.buffalo.edu/ubcei/resources/essentials/basic-
technigues.html

The DOs and DON'Ts of Online Learning: https://tomprof.stanford.edu/posting/601
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V. Online Recourses for Course Design

a. Primary Sources

Atlas Obscura (US and World): https://www.atlasobscura.com/

The 100 British Museum Objects (World): http://www.bbc.co.uk/ahistoryoftheworld/about/british-
museum-objects/

Disability History Museum (US) : http://www.disabilitymuseum.org/dhm/index.html

H-Net Podcast List (World): https://networks.h-net.org/node/84048/pages/114315/academic-podcast-
roundup

Library of Congress YouTube Channel (US): https://www.youtube.com/loc

DOCs Teach by The National Archives (US): https://www.docsteach.org/documents

Smithsonian (World): https://www.si.edu/educators

b. Open Access Online Textbooks

YouTube Crash Course Series (US and World)(Note: they have a closed captioning option!):
https://www.youtube.com/user/crashcourse/playlists

The American Yawp. Stanford University Press. Accessed September 19, 2018.
http://www.americanyawp.com/.

Watson, Harry L. Building the American Republic, Volume 1. University of Chicago Press, 2018.
https://www.bibliopen.org/p/bopen/9780226300658

Dailey, Jane. Building the American Republic, Volume 2. University of Chicago Press, 2018.
https://www.bibliopen.org/p/bopen/9780226300962

c. Syllabus Making

UB Course Syllabi Requirements: https://www.buffalo.edu/ubcei/resources/essentials/syllabus-
toolbox/syllabi-ub.html
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UB Syllabi Resources and Templates: https://www.buffalo.edu/ubcei/resources/essentials/syllabus-
toolbox/syllabi-resources.html

UB policies: https://www.buffalo.edu/ubcei/resources/essentials/ub-specific-information-policies.html

H-Net, Asian History Syllabi: https://networks.h-net.org/node/22055/pages/27112/legacy-h-asia-syllabi

H-Net, Material Culture Syllabi: https://networks.h-net.org/node/7842/pages/9620/material-culture-
syllabi

Accessible syllabus, for making visually “up to date,” interactive syllabi:
https://accessiblesyllabus.tulane.edu/

Visual oriented templets: https://templates.office.com/ or https://www.canva.com/templates/

Free Stock Photos: https://unsplash.com/

d. Rubric Making

UB Rubric workbook: https://www.buffalo.edu/content/www/ubcei/professional-
development/ubassessmentday/ jcr content/par/download 551647103/file.res/RubricWorkbook 201

60308.pdf

UB Grading Rubric for Essay and Short Answer:
https://www.buffalo.edu/content/cas/philosophy/undergrad-
study/learningoals/ug rubrics/ jcr content/par/download O/file.res/PHI-Rubric-2.pdf

Rubric for Online Discussion: https://topr.online.ucf.edu/wp-
content/uploads/2017/07/Wegmann Online Disucssions Rubric.pdf

Creating and Using Rubrics, Yale Center for Teaching and Learning: https://ctl.yale.edu/Rubrics

Sample rubrics by Eberly Center, Carnegie Mellon University:
https://www.cmu.edu/teaching/assessment/assesslearning/rubrics.html
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https://www.rit.edu/academicaffairs/outcomes/online-student-learning-outcomes-assessment
https://www.buffalo.edu/ubcei/resources/online-learning.html
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The Dos and Don’ts of Teaching Online: Practical Advice and Suggestions for Teaching Online:
https://digitalcommons.kennesaw.edu/cgi/viewcontent.cgi?referer=https://www.google.com/&httpsre
dir=1&article=1036&context=ama proceedings
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