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SETTING UP THE COURSE RESOURCES

System and Software Requirements
To successfully complete the course you will need access to:

« Macintosh with OSX 10.7 or newer

« iPad (minimum of 2nd generation) with iOS 6 or newer and at
least 4GB free space

« USB cable with connection to a Macintosh computer

e Internet connection

You will need to download the following:

« 1iBooks Author app (Mac)

« 1Books app (iPad)

« Dropbox for Mac (requires a valid email address)
« Resource folder (downloaded to your Mac)

« Course iBook (downloaded to your iPad)

On your Mac:

If your Mac is running OSX Lion (10.7), there is no need to update to
Mountain Lion (10.8) or Mavericks (10.9). If your computer is running
any one of these newer version of OSX, you are set.

Under the Apple menu (upper left of your screen), choose
Software Update... your Mac will run a check to make sure
it is up-to-date. If new system software is need, it will be auto-
matically downloaded and installed.

Download iBooks Author from the App Store

In the dock at the bottom of your screen, click on the blue
App Store icon. If the icon is not present, you will find it in
the Applications folder. Once the App Store is open, type:
iBooks Author in the search field at the upper right corner.
Click the ‘Free’ button next to the iBooks Author icon. Click
the ‘Install App’ to install.

iBooks Author
Productivity
W R W X ¥ 196 Ratings

| FREE | v




SETTING UP THE COURSE RESOURCES

Gathering Course Resources for your Mac

When I receive your course registration from Fresno Pacific University
I will send you a welcome email; within that email will be a URL to a
webpage. Click the ‘Download here to download to your Macintosh’
button to transfer the .dmg file to your Mac.

— ____d

Download course materials to your Mac

Click here to download

to your Macintosh

N 8 06 B TEC Course Resources
; 2 items, 2.3 MB available ey
s L. Creating Digital Books
Sm—:i with iBooks Author
f A Drag folder =
=
‘ to desktop = .
TEC Course Resources Desktop alias
IKESOUTCES!

Once downloaded, double-click the .dmg file to create a temporary
volume. Open the newly created volume and drag the folder ‘TEC
Course Resources’ onto your Mac’s desktop. You may move the
folder to any location, keeping in mind you will need to access its con-
tents frequently while working on the course.

Contained within the TEC Course Resources folder are all the files
you will need to complete this course. I have included a PDF version
of the course iBook; while not interactive (no movies or scrolling
text), it may prove to be a good companion for the course.

Several folders contain the text and media files which will be used to
build many of the practice pages in iBooks Author. Also included are

all the surveys and forms used throughout the course, in interactive
PDF format.
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IBA Course iBook.pdf Student
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Drag and Drop Images Movies
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SETTING UP THE COURSE RESOURCES

Student Workbook

Assignments throughout the course call for the creation of iBook
Author pages containing content which you will create. Provided with
your course materials is an iBooks Author file which will act as your vir-
tual student portfolio for the aforementioned assignments. Pages have
been pre-labeled with the assignment title and a brief description of the
content to be placed on each page.

As you work through the assignments, you are certainly free to practice
each tool and technique using your own iBook Author book and pages.
Your final attempt for each project, however, should be created (or cut
and pasted) into the appropriate page on the student workbook.

Upon completion of your portfolio, the Student Workbook file (along

with written assignments and your own iBook files) will be placed in
your self-named Dropbox folder to be made available to the instructor.

000 & Student Workbook.iba o

IBA

Student Workbook.iba

Gathering Course Resources for your iPad

When I receive your course registration from Fresno Pacific University
I will send you a welcome email; within that email will be a URL to a
webpage. Tap the ‘Download here to download to your iPad’ button to
transfer the .ibooks file to your iPad.

Download course materials to your iPad

Tap here to download
to your iPad

iPad 12:10 PM 949/, (=)

Store @ Collections Books = Edit

Creating Digital Books
with {Books Author




SETTING UP THE COURSE RESOURCES

It can take 10-15 minutes for the file to download. On iOS 6 devices,

you will see the address bar fill in with blue (from left to right) as the

download progresses. On iOS 7 devices, you will only see the indicator

spinning in the upper left corner. Wait until the ‘Open in iBooks’

screen appears, then tap the ‘Open in iBooks’ button. The iPad will

then transfer the download from Safari to the iBooks library; this proc-
ess can take a few minutes. The screen will ‘freeze’ during the first part

of this process, then switch to the iBooks library screen. Be patient. . .

Creating Digital
with iBooks Auth

IBA Course iBook.ibooks
284.3 MB

Open in... Open in “iBooks™

TIC %7
Stave Yourng
Frowng PaciNc Usteeruity

Creating Digital Books

Steve Young

To navigate the iBook, tap the screen
and then tap the Bars icon. Tap the ‘Ta-
ble of Contents’ button. A row of dots,
representing each chapter in the iBook
will appear. Tap the far left dot to
watch the welcome video.

Table of Contents

Glossary

Installing Dropbox on your Mac

Dropbox is a free ‘cloud computing’ service that lets you store and
share all your photos, docs, and videos anywhere. Any file you save to
your Dropbox is accessible from all your computers, iPhone, iPad and
even the Dropbox website. You can also share selected Dropbox files
with others. Dropbox is free (2GB maximum) and requires a valid
email address to register.

If you do not already have one, you will need to create a Dropbox ac-
count for your Macintosh computer and your iPad.

Your completed assignments (surveys, reflections and iBook projects)
will be placed into a self-created Dropbox folder for submission to the
instructor.

To create an account, go to Dropbox.com on your Mac and click the
‘Sign up’ button.

You will then need to download the Mac Dropbox pro-
gram, creating a ‘Drop Box’ folder in your user direc-

tory. Dropbox also creates a menu icon where you can
view and control your content.

4 A D ¢
L_:j Dropbox Folder '\';; Dropbox.com
| RECENTLY CHANGED
(% TEC Course Resources.dmg —
— — ' ro box
IBA Course iBook.ibooks L4 >/
1 day ag A
Q Up to date Q




SETTING UP THE COURSE RESOURCES

At the end of the course, you will submit your finish work via a folder
placed in your self-created Dropbox account. Making sure to in-
clude your name as part of its name, drag all relevant files into
that folder. The files will be automatically uploaded to the online
(cloud-based) version of your Dropbox account.

-

—_—, —
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TEC Course Resources Surveys and Forms Survey.pdf

Fill out Survey

on Mac
¢ Save in your
-+ < -
@ — a%? . Dropbox

Your Name Dropbox folder

Right-click (control-click) the Dropbox folder containing your com-
pleted coursework and choose ‘Share This Folder...’

Type in my email address (steveyoungfpuniv@aol.com) and click the
‘Send’ button; I can then access your coursework folder.

Please submit your work only after ALL assignments are com-
pleted and saved in your Dropbox.

@% ‘ VOpen in New Window

L) Move to Trash . _
course Share 'B. Watson iBooks coursework' with others X

£ Share Dropbox |
£2 View on Dropbo

- - [ steveyoungfpuniv@aol.com
% Share This Foldé

Here is my complete work for iBooks Author!

(") Allow members to invite others

Import contacts

Share folder Cancel

A Note about OSX 10.9 (Mavericks)

In October of 2013 Apple released Mavericks, a free
upgrade to the Macintosh operating system. Among
the changes from earlier versions of OSX is the addi-
tion of iBooks for Mac. The new program allows the
user to view and interact with iBooks on a laptop or
desktop, in addition to an iPad.

iBooks

While it is possible, with Mavericks, to preview and read iBooks on a
Mac, the touch interface has been adjusted for use with a mouse and
keyboard. It works, but it is not the same experience one has with an
iPad.

Feel free to use iBooks for Mac on your Mac running OSX 10.9 for
quick previews of your work, but at some point you will want to con-
nect and transfer your iBooks to an iPad.

If you prefer, you can download the course iBook and
use it in the Mavericks iBook program. Follow the in-
structions on the facing page to download the iBooks
to your Mac. Double-clicking the file will install the
iBook into the library.

IBA Course iBook.ibooks

e 006 iBooks

iBooks Store All Books Collections | Authors Categories List )
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FORWARD: WELCOME

Welcome!

Welcome to TEC 987, Creating Digital Books with iBooks Author!

More and more, schools are adopting tablet technology and utilizing
electronic textbooks. Soon to be obsolete are those 30 pound back-
packs filled with cumbersome, expensive texts.

Rather than relying solely on commercial publishing houses (i.e. Pear-
son, McGraw Hill) to provide every digital resource, iBooks Author pro-
vides a free, efficient mechanism for teacher- or student-created

ebooks. From simple text to rich interactive multimedia presentations,

iBooks Author is a simple, fast, and powerful content creation tool.

This iBook is an example of what is possible with iBooks Author - the
creation of a personal, interactive educational experience. The basic
flow of this course is in three steps - downloading resources, complet-
ing tasks, and uploading completed assignments.

If you are enrolled through Fresno Pacific University and taking this
course for professional development credit, this iBook will function as
your course workbook. Think of this iBook as your ‘hands on’ guide to
the nuts and bolts of iBooks Author.

Once you have completed all of the assignments (please refer to the Course
Completion Checklist at the end of the syllabus) you will upload your com-
pleted projects to a Dropbox location that you’ll create. You will then email
me a link to it so I can ‘pick up’ your assignments for evaluation and grad-
ing.

Please review Chapter 1 (About Fresno Pacific University) and Chapter 2

(Course Syllabus) carefully; these chapters will provide you with valuable
information on how to complete the course for University credit.

Skeleton and Muscle

Motion

*IMPORTANT NOTE**: Throughout the course each item that requires
completion will be highlighted by a yellow banner, as demonstrated here.
When you see this yellow banner look for a required assignment, project, or
task that must be completed.



FORWARD: WHAT IS IBOOKS AUTHOR?

iBooks Author is a Mac only program for the Apple Macintosh com-
puter, used for creating media-rich interactive electronic books for the
iPad; start with one of Apple’s pre-designed templates, then modify it
however you like.

Along with feature-rich writing and layout tools, iBooks Author pro-
vides a collection of ready-to-use widgets for adding movies, review
questions, image galleries, and other interactive media. iBooks Author
enables you to see how your finished book will look throughout the
process anytime by previewing your work on an iPad (as a ‘proof’).

You can distribute your completed book yourself or you can request to
publish through the iBook store, making it available to the general pub-
lic. Locally, you can disseminate your iBook through Dropbox or your
local school network. You can also export and print your book in a vari-
ety of formats, including as a .pdf workbook.

As has often been said, watching a demonstration is better than read-
ing about one. Begin your journey into iBooks Author by watching the

two videos presented to the right of this page. They are both produced

by Apple, so they are a bit ‘preachy’ and some may feel they are more of
an ‘advertisement’, but nonetheless I believe they are both an excellent

introduction to not just the course but the value of iBooks, overall.

Please watch the entirety of both videos, as they contain important in-
formation. Questions pertaining to the content of the videos will ap-
pear on the pre-course survey.

fMovie x.1 Introduction to iBooks Author
(Apple produced video)

Tap to watch the video

(Movie x.2 Reinventing the Book
(Apple produced video)

Tap to watch the video

i



ASSIGNMENTS 3 ~ 5: EXPLORING IBOOKS

Before you begin to create your own iBook with iBooks Author, it is a
good idea to get a feel of what iBooks are like. You are reading one
now, but there are thousands more available through the iBooks Store.

Through the iBooks Store (within the iBooks app) you can browse by
category or search for specific titles and subjects. Nearly all books have
a free preview option. With iBooks, it is not only the textual content
that is of interest, but how information is presented - with images, vid-
eos and other multimedia formatting - possible only through electronic
delivery.

These assignments ask you to download (the free preview of) at least
ten iBooks of interest, then formally review three of them for
content and presentation.

To access the store from this page, tap anywhere on this page to reveal
the title/menu bar which will appear at the top of the screen. Tap the
‘Library’ button to close this book and return to your library - then tap
the ‘Store’ button at the upper left.

Here are links to a variety of iBooks as a starting point - tap on a link to

access the title - but feel free to independently find your own
books of interest in your grade and / or subject area.

6:50 PM
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DINOSAURS

AND PREHISTORIC LIFE

OEAETY

Literature

.Artk - ;
Authorlty

Tap here to view in iBook store
(free preview available)

Tap here to view in iBook store
(free preview available)

Tap here to view in iBook store
(free preview available)

Tap here to view in iBook store
(free preview available)

Tap here to view in iBook store
(free preview available)

Tap here to view in iBook store
(free preview available)
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https://itunes.apple.com/us/book/your-fantastic-elastic-brain/id500308744?mt=11%23
https://itunes.apple.com/us/book/your-fantastic-elastic-brain/id500308744?mt=11%23
https://itunes.apple.com/us/book/your-fantastic-elastic-brain/id500308744?mt=11%23
https://itunes.apple.com/us/book/your-fantastic-elastic-brain/id500308744?mt=11%23
https://itunes.apple.com/us/book/dinosaurs-prehistoric-life/id493844961?mt=11%23
https://itunes.apple.com/us/book/dinosaurs-prehistoric-life/id493844961?mt=11%23
https://itunes.apple.com/us/book/dinosaurs-prehistoric-life/id493844961?mt=11%23
https://itunes.apple.com/us/book/dinosaurs-prehistoric-life/id493844961?mt=11%23
https://itunes.apple.com/us/book/houghton-mifflin-harcourt/id616368852?mt=13
https://itunes.apple.com/us/book/houghton-mifflin-harcourt/id616368852?mt=13
https://itunes.apple.com/us/book/houghton-mifflin-harcourt/id616368852?mt=13
https://itunes.apple.com/us/book/houghton-mifflin-harcourt/id616368852?mt=13
https://itunes.apple.com/us/book/the-americans/id525599666?mt=13
https://itunes.apple.com/us/book/the-americans/id525599666?mt=13
https://itunes.apple.com/us/book/the-americans/id525599666?mt=13
https://itunes.apple.com/us/book/the-americans/id525599666?mt=13
https://itunes.apple.com/us/book/exploring-art-art-authority/id519791206?mt=11%23
https://itunes.apple.com/us/book/exploring-art-art-authority/id519791206?mt=11%23
https://itunes.apple.com/us/book/exploring-art-art-authority/id519791206?mt=11%23
https://itunes.apple.com/us/book/exploring-art-art-authority/id519791206?mt=11%23
https://itunes.apple.com/us/book/e.-o.-wilsons-life-on-earth/id529004239?mt=13%23
https://itunes.apple.com/us/book/e.-o.-wilsons-life-on-earth/id529004239?mt=13%23
https://itunes.apple.com/us/book/e.-o.-wilsons-life-on-earth/id529004239?mt=13%23
https://itunes.apple.com/us/book/e.-o.-wilsons-life-on-earth/id529004239?mt=13%23

LEARNING IBOOKS AUTHOR

iBooks Author Workflow

In publishing, a workflow is the sequence of processes through which a
project progresses from beginning to end. To give you an idea of the
possibilities, a sample process for creating a book with iBooks Author
is described below. You don’t have to do every step, and you might do
others that aren’t listed. The workflow isn’t necessarily linear, either;
for example, you can preview your book at any time.

Step 1: Choose a template

Choose one of the many Apple-designed templates included with
iBooks Author (there are also a number of 3rd party templates avail-
able through the App Store). The templates include everything you
need to create an iBook. Fonts, colors, tables, and charts are coordi-
nated to give your book a consistent and professional look. After choos-
ing a template, you can modify it however you like.

Step 2: Add your content

Write text, add graphics, add widgets (interactive media such as im-
ages, movies, review questions, and 3D objects), and so on. As you
write, apply styles to your content to make formatting easier. Mask
(crop) and adjust photos directly in iBooks Author. Add tables and
charts. Your table of contents, figures, sections, and other elements are
automatically numbered in your document.

Step 3: Create glossary entries
Identify words you want linked to a definition in the glossary (every

template includes a glossary). You can add text or media to the defini-
tions.

Step 4: Preview your book

When your content is complete, preview your book on an iPad.

Step 5: Share your book

Export your book and distribute it yourself, or submit it to the iBook

store and request for it to be published, making it available to the pub-
lic.

Choose a template

Add your content

Create glossary

Preview on iPad

Share / Publish —" . '
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LEARNING IBOOKS AUTHOR

Choose a template

To create a book, you must start with a template. A template includes
all the elements you need to create a book - sample chapters, sections,
and placeholders for text, graphics, and media. All the elements within
a template have a coordinated design, so you can create a professional-
looking book with your own content. All the templates appear in the
Template Chooser.

The Template Chooser opens when you:
Open iBooks Author and haven’t yet saved a book
Choose File > New from Template Chooser
Choose File > New and haven’t set a default template
Important Note: Although you can modify any page however you

like, you can’t switch a book to a different template after you choose
one.

Opan Recant_> )| Opreq an Existing File... 0, o mm— () canal_l_Crone_tl

A template is more than just the book cover

Lorem Ipsum

you see in the template chooser; all the pages BOOK TITLE
within a given template are tied together with B
\k'/a fl

a common theme - color, font types and
sizes, layout, and mood. There are a wide vari-
ety of template options from which to
choose. Once familiar with iBooks Author,
choosing the right template for the type of
book you are creating will become second na-
ture.

SUSPENDISSE POTENTI

PREFACE

+ CHAPTER 1

UNTITLED

Untitled

36



'ASSIGNMENT 7 DRAG AND DROP

Adding Content

This initial project, using the iBook Author software, is an exercise
geared toward getting you used to adding pre-made content. To do
this, you will use the drag and drop capabilities of iBooks Author to
place images and text onto a page template.

Assignment 7: Drag and Drop Content

In the course resource folder that you created from the Dropbox down-
load are a number of files and
folders.

8 06 (L] TEC Course Resources

= mom (&) (=[S (5 )» . e . :
B-omje)=JE)E] In this first project, you will
- -

use the Student Workbook.iba
Student Workbook.ba  Surveys and Forms files as an electronic portfolio

p— of your work.

Readings Drag and Drop
— - You will also be using the con-
R e tents of the ‘Drag and Drop’
Images ovies

folder to construct the first pro-

6 items, 395.66 GB availabl L O_ .
ject.
® 00 (£ Drag and Drop

(2] BA= mim) () (5] (5] (50>

]

¥V

African_Bush_Elephant.jpg Elephants are large land
mam

\

e =
lBA Giraffe.jpg E—

Giraffes are the tallest ani

Student Workbook.iba

African-Lion.jpg The lion

6 items, 393.81 GB availabl =’}

MOVIE 5.1 Drag and Drop

Tap the image above to watch a
demonstration video.

1.) - Watch the video.
2.) - Duplicate the project.

On your Mac using iBooks Author, replicate the drag and drop project
as illustrated in the video above, using the Student Workbook .iba file.

Make sure you save the file after completing the assignment. Ulti-
mately the file will be moved to your self-named Dropbox folder for re-
trieval and evaluation by the instructor.

37



LEARNING IBOOKS AUTHOR

Widgets

If you have been following this course without exploring the iBooks
Author program on your own, this will be your introduction to widgets.
A widget is a small program or ‘helper’ program which enhances user
experience. The iBooks Author program has nine widgets.

Tap on each widget (below) for a description.

.

prdaes
Gallery Media
&/ ,l:~‘
Review Keynote

pal
E.D
">
-/

Interactive Image 3D

Scrolling Sidebar Pop-Over

HTML

When a new widget is placed on a page, it appears with a title, caption,
and background. The title is numbered with the chapter / section num-
ber and placeholder text. Double-clicking the placeholder text selects it

for the substitution of your own text. The title (i.e. Gallery) is change-
able and new categories can be created.

After you add a widget, you can customize it using the Widget pane in
the Inspector. The options available in the Widget inspector change de-
pending on the kind of widget currently selected. When you add a wid-
get, the relevant inspector controls appear.

Like text and images, widgets can be copied and pasted between iBook

Author pages and documents.

_Widget

BEET & E Q=

GALLERY 5.1 Lorem Ipsum dolor
amet, consectetur

Lorem ipsum dolor sit amet, con-
sectetur adipisicing elit, sed do tem-
por incididunt ut labore et dolore
magna aliqua.

Layout:
Y None
Audio
Top/Bottom Diagram
Figure
™ Title [
Label | Gallery ¢ ¥ lllustration
™ caption Image

Interactive
Movie
Review

() Same caption for all images
@ Individual caption per image
@ Background

Margin: =(_j———-—= | 10 pt||;| Edit Label Styles...

Accessibility Description

Gallery 5.2 Lorem Ipsum dolor
amet, consectetur

Apple Support; Widgets and Inspector

48


http://support.apple.com/kb/PH2789?viewlocale=en_US
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ASSIGNMENT 11 CREATING IMAGE GALLERIES

Adding Multimedia Content - Image Galleries

The Gallery widget permits multiple images within one frame. The

reader swipes through the images forward or backward. An image gal-
lery is an excellent way to bundle images together, linking similar im-
ages or pictorial examples of a single concept. Images can be re-

ordered and captions added to each individual image. Images can be

imported individually or entire groups on images can be added, by sim-
ply dragging a folder onto the widget.

@.

Widgets

GALLERY 5.1 Lorem Ipsum dolor
amet, consectetur

Lorem ipsum dolor sit amet, con-
sectetur adipisicing elit, sed do tem-
por incididunt ut labore et dolore
magna aliqua.

Gallery

A _Widget T—
BiE=ZT®R< B .G iE

[ Show Thumbnails

GALLERY 5.1 World War I: Introduc-
tion of new weapons

Gallery Media

-A, Albatrx1.jpg =
S =
& IWM_Q_020220--1600...

Y x ELT200802241423499...

ﬁ machinegunner.jpg

5
Q MarkiVTankWithUnditch. .

+1=

Accessibility Description

Airplane

MOVIE 5.5 Creating an Image Gallery

.Image n A —

Tap the image above to watch a
demonstration video.

1.) - Watch the video:
2.) - Duplicate the project:

On your Mac using iBooks Author, replicate the Image Gallery project
as illustrated in the video, using the Student Workbook .iba file.

Make sure you save the file after completing the assignment. Ulti-

mately the file will be moved to your self-named Dropbox folder for re-
trieval and evaluation by the instructor.
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IBOOK CREATION

\ Define Objective j
. Outline / , Existing
Storyboard \_ Documents
- Content
£ '
E l
& . Word
o \_  Process )
‘kGather Resources)\/
l Take Photos
/ Refine it
Outline/ | \ ,E;':";‘S j
Storyboard .
kChoose a template )

e

\ Add your content )

1 N

\ Create glossary J‘L .

1

k Preview on iPad j—»

\ Share / Publish j—* . ' .

WEB PAGE 6.1

) ° °

v

s click4it
’V
“ unitar learning & training wiki

D

v

N \
=>>

Home  Overall Repc

A.D.D.I.E Model
Page Discussion View source History
© Share/Save @ - o *

gA.D.D.I.E Model

It is a systematic process generally use ional designers to develop and impleme
How of training and/or i ction. In sum, sort of architectural blueprint or guid:
components have been addressed. The acronym stands for: Analysis, Design, Development
instructional design process. All phases are interrelated. Taking evaluation as an example: «

Tap the image above to view a clickgit.org
web page. It may take a few seconds to load...

Planning anything as potentially complicated as an educational iBook

requires a methodology. One such planning mechanism is called

A.D.D.IL.E., which stands for Analysis, Design, Development, Implemen-
tation and Evaluation. The web link above and HERE is to a United Na-
tions Institute for Training and Research (UNITAR) web page about

the A.D.D.I.E. process. A pdf of the process can be found in the TEC re-
sources folder.

Take a look at the information and familiarize yourself with the proc-

ess; in whole or in part it is an excellent structure for developing sound
educational and training materials.
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SUBMITTING YOUR COMPLETED COURSEWORK

To submit your work, create a Dropbox folder with your name as part
of the name and drag all relevant files into that folder. The files will be
automatically uploaded to the online (cloud-based) version of your
Dropbox account.

—_— —

TEC Course Resources Surveys and Forms Survey.pdf

Fill out Survey

on Mac
< R < Save in your
@ | @v Dropbox

Your Name Dropbox folder

Please refer to page 15 or tap here
for the complete list of items to be submitted.

Right-click (control-click) the Dropbox folder containing your com-
pleted coursework and choose ‘Share This Folder...’

Type in my email address (steveyoungfpuniv@aol.com) and click the
‘Send’ button; I can then access your coursework folder.

Please submit your work only after ALL assignments are com-
pleted and saved in your Dropbox.

@_—4‘ Open in New Window

Move to Trash
course

£ Share Dropbox |
£ View on Dropbo

¢ Share This Fold€
Here is my complete work for iBooks Author!

¢ SISy COTGRECE AT T g
T ——

Share 'B. Watson iBooks coursework' with others X

| Allow members to invite others

steveyoungfpuniv@aol.com

Import contacts

m cancel

DIRECTIONS FOR SUBMITTING A REQUEST FOR ONLINE GRADING

FPU now requires all instructors to submit grades online. For me to do this you’ll need to request
online grading via your FPU account. If you registered online you already set one up. If not, you’ll
need to create one. If you need assistance creating an account please contact FPU at 1-800-372-
5505. When you are ready to be graded in this course:

« Log in to your FPU account at: http://ce.fresno.edu/cpd/

Manage my Account

e Click ‘Submit Grade Form’ from the selections listed on the
lower left of the Welcome Screen

Statement of Account
View my Classes
« Your information should auto-populate; update, if necessary Moodle Login

Submit Drop Form

« Scroll to the bottom of the page and select this course from the list of _ .
ungraded courses in which you are currently enrolled Sebnlt Exnaion Fanm

Submit Grade Form
« Select the type of grade you require (Letter Grade or Credit)

Order Transcripts

« Click the box confirming accuracy of the information
+ Click Submit

« FPU will then email me notification that you have completed the course and are ready to be
graded (pending receipt of your completed coursework by me).

Please submit your request for online grading the day you email me the Dropbox link to your com-
pleted coursework (no sooner). When it comes time for me to review your work, if you have not
requested online grading expect a delay in processing your grade as I will need to contact you to
remind you to do so. There is no need to request online grading multiple times for the same course,
in fact it becomes an annoyance if you do (FPU emails me a copy of every request - multiple, dupli-
cate requests clog my inbox). If you encounter technical difficulties with the online grading system
please contact FPU directly as T am unable to troubleshoot their online grading system.

Once I have submitted your grade to FPU I will notify you via email that this has been accom-
plished. Processing grades submitted electronically is not automatic; it may take FPU up to 2-3

business days to certify your grade and post it. I mention this in case you are facing a deadline and

are in urgent need of a transcript. Prior to ordering a transcript, particularly a ‘RUSH’ transcript,

you may wish to contact FPU (1-800-372-5505) to verify that your grade in this course has offi-
cially been posted.

It is absolutely imperative that you include your full name when titling your Dropbox folder. With-
out identification I've no idea whose coursework I'm grading! It is also a good idea (but not re-

quired) to include your FPU student ID#, if you know it.

I hope you found the course beneficial. I'll keep an eye out for your packet, and look forward to re-
viewing your work! Thanks!
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