[bookmark: _GoBack]Syllabus Quiz Instructions
The new Syllabus Quiz has been added to the Master Course Template; it will need to be manually added to existing courses/modules.  Click here for instructions to import syllabus quiz.
Additional Changes

You will need to make a few other changes as a result of adding this quiz.
1. After the Syllabus Quiz is added to a course/module, review the quiz questions to make sure the answers are correct for your course/module (i.e., how many weeks do they have to complete it). If the correct answer for your course is not listed, you may add or change an answer. You can also add additional questions as needed.

2. Make sure the syllabus quiz is not computed in the final grade. Click here for instructions to set syllabus quiz so that score is not computed in the student’s final grade.

3. Set the adaptive release for your pre-test to require 100% on the syllabus quiz.  Click here for instructions to set adaptive release.

4. You may also want to encourage your facilitators to set email and mobile notifications so they are notified when the syllabus quiz has been completed. This will alert them that a new student has logged in and serve as a reminder to send them a “Welcome to the course” or introduction type email. Click here for instructions to set notifications.


[bookmark: import]Add Quiz to Existing Course/module: Import

Follow the instructions below to import the Syllabus Quiz into your course/module and make the additional changes.
1. On the Control Panel, click Course Tools, and then click Tests, Surveys, and Pools.
[image: https://experts.missouristate.edu/download/attachments/29596402/Tests%20Surveys%20Pools%201.png?version=1&modificationDate=1350927262660&api=v2]
2. Click Tests.
[image: ]

3. On the Tests page, click Import Test.
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4. On the Test Import page, click Browse My Computer.
[image: ]

5. Locate the file to be imported. By default, the export saves the zipped test in the Downloads folder. Select and click open
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6. Click Submit to import
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7. Syllabus Quiz is now in the Tests area. Review the quiz questions to make sure the answers are correct for your course/module (i.e., how many weeks do they have to complete it). Add additional questions as needed.
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8. Deploy the Syllabus Quiz. Add the Syllabus Quiz on the Syllabus page below “Netiquette”.
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[bookmark: score]Do not include Syllabus Quiz score in Final Grade

By default assessment and assignment scores are calculated in a student’s Total column in the Grade Center.  Since the Syllabus Quiz is not part of a student’s grade in Learn on Demand, it has to be excluded from Total.

After the Syllabus Quiz is deployed, 
1. Point to the test name, Syllabus Quiz, to display down arrow 
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2. From the menu that displays, select Edit the Test Options.
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3. On the Test Options page, scroll down to option 4: Self-assessment Options
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4. There are two choices under Self-assessment Options.  Unselect the first option Include this Test in Grade Center Score Calculation.  
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Note: Do not select the second option, Hide Results from this Test Completely form Instructor and the Grade Center.  This option prevents the instructor from accessing the Syllabus Quiz results, i.e., student grades, answers, etc.  

[image: ]

5. Click Submit.
The Syllabus Quiz score will not be included in the Total in the Grade Center.
[bookmark: AR]

Set Adaptive Release on pre-test
Students are required to score 100% on the Syllabus before access to course content is permitted.  Adaptive Release is to be used to control the student’s access.
After the Syllabus Quiz is deployed, 
1. Point to the test name,  Pre-Test (for example), to display down arrow 
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2. From the menu that displays, select Adaptive Release.
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3. Scroll down the Adaptive Release page to option 3: Grade
[image: ]

4. In the drop-down menu for “Select a Grade Center Column”, select the Syllabus Quiz.
[image: ]

5. In the “Select Condition” option, select Percent, Equal to and type 100 into textbox.

[image: ]
6. Click Submit.  
Adaptive Release is now set.  Student will have to score 100% on the Syllabus Quiz to gain access to course content.


[bookmark: notification]Set Notifications

An instructor/facilitator has the option of being informed when something happens in their class, i.e., an assignment has been submitted or due or needs grading. 
1. The Notifications Dashboard is a page that contains modules that display this information to the instructor/facilitator. 

a.  Open the Global Navigation Menu by clicking the drop-down arrow next to your name in the upper right-hand corner of your screen.
[image: ]
b. Scroll down to the bottom of Global Navigation Menu and click Notifications.
[image: ]

c. An alternative to using the Global Navigation Menu to open the dashboard, click on the eCourses tab and then click on Notifications Dashboard 
[image: ]
	
2. The Notifications Dashboard displays. There are four modules that a instructors/facilitator can customize the notifications that appear on this page

· Needs Attention - Displays all items (i.e., assignments, tests, and surveys that have been submitted) in courses that require some type of interaction. 
· Alerts - Displays past due and early warning notifications. Links are provided to email students and view early warning system rules. 
1. What's New - Displays a list of new items (i.e., new assignments that have been submitted, tests that have been submitted, new discussion board posts) 
1. To Do - Displays the status (Past Due/Due) of relevant course work.
[image: ]

3. Instructors can customize the notifications that appear on this page, as well as opt to have email notifications sent to their account. By default notifications are sent to mobile devices.  To receive an email notification

a. Open the Global Navigation Menu by clicking the drop-down arrow next to your name in the upper right-hand corner of your screen.
[image: ]
b. Scroll down to the bottom of Global Navigation Menu and click Settings.
[image: ]
c. Select Edit Notification Settings
[image: ]

d. On the Edit Notifications Settings page, there is a section titled Bulk Edit Notification Settings.  In this section, click Courses I am teaching.

[image: ]

e. Under option 1: Select Course on the Change Settings page, All is selected for all course you’re teaching.  You can individual select courses 
[image: ]

f. Select email to start receiving notification emails.
[image: ]
g. Click Submit
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