	
Checklist for Development Assistant (DA)




Course ___________________________ Semester ______________________________

	One month before starting the course
	Done
	Date

	Course Homepage

1. Contact with the instructor regarding any changes and updates for the course content, materials, curriculum map, and master schedule.

2. Make sure that folder for 10 week courses use this format: \courses\hre400\hre400sw3-07 (the term # should be used).

3. Delete all old folders in the server after you have moved everything over to new folders.

4. Make changes in the course content and course materials as requested by the instructor.

5. Make changes in master schedule.

6. Develop/make changes in curriculum map.

7. Convert all lectures in .rm format, if any, to MP3 and Adobe Presenter

8. Make appointment with the instructor for recording new audio lectures, if needed.

9. Record new audio lectures.


10. Combine audio and PPT files by using Adobe Presenter and upload to WWW Root server. Instruction: http://www.hre.uiuc.edu/tutorials/Adobe_Presenter/tutorial_ad_presenter.htm

11. Make appointment with the instructor and TA for recording welcome video.


12. Record/edit/upload welcome video clips.


13. Send course materials to the library for e-reserve.

14. Check any broken links throughout the course website.
	
	


	One week before starting the course
	Done
	Date

	Elluminate

1. Check AO roster for number of students who registered for the class https://www-s.continuinged.uiuc.edu/ao/registration/admin/SRM/adminIndex.cfm
2. Send a request to AO to add students to the Elluminate by using a request form:  <http://www.hre.uiuc.edu/dev/elluminate_user_request_form.doc> and posting on HRE Support Webboard http://webboard.ao.uiuc.edu/WB/default.asp?boardID=HRESupport. 
3. Check if all students are added in the Elluminate by logging in with all students’ NetIDs.
Moodle
1. Create Forum


2. Add students to Moodle.


3. Add students’ bio/photo


Other
4. Final check any broken links in the course homepage.


5. Add students to the course.

6. Add students to the teams.

7. Remind the instructor to send a welcome message to the students.


	
	

	
	
	


	During the course
	Done
	Date

	1. Manage synchronous sessions.


2. Remove students who do not attend the class during the first two or three synchronous sessions. Please ask the instructor or TA for confirmation.

3. At the last one or two weeks, remind the instructor to send out EON to students.
	
	


	After semester ending
	Done
	Date

	1. Back-up the course and keep CDs in the binder.


2. Remove students from the course. It should be done before the new class starts.


3. Remind the instructor to return a microphone, if he/she borrowed one from the office.
	
	


