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Faculty requesting Instructional Design & Delivery to format their course content and place it into MyClasses should complete this form.  Requests must be received a minimum of one work week prior to student availability in their course.  
Faculty and courses in departments who have online and distance education programs will have priority.  However all faculty using MyClasses for hybrid and online learning are encouraged to use this service. 
	Faculty Name:
	

	Department:
	

	Email Address:
	
	Phone:
	

	Course Title:
	

	Course Name & Section:
 (e.g. RESP 300-601)
	

	Date Needed:
	
	
	

	
Semester:
	( Fall 
	( Winter
	( Spring
	( Summer I
	( Summer II


What type of course development support are you requesting?

( Full Support – ID&D team will help you design and develop the formatting content for your course.

( Moderate Support – ID&D team will help you learn how to develop the content for your course.

( Redesign Support – ID&D team will help you refine an online/hybrid course previously taught.

Please describe the content in which you need assistance in developing:
	


Content should be provided electronically via email or CD to Instructional Design & Delivery for reformatting based on your selection options.
Select the tools in which you are requesting assistance in developing:
	Communication & Evaluation Tools

	     
	Syllabus
	     
	Discussions
	     
	Grading Forms
	     
	

	Content Tools

	 
	Learning Modules
	 
	Online Lectures (e.g. Camtasia)
	 
	Glossary
	 
	Web Links

	Assignment & Assessment Tools

	 
	Assignments
	 
	Survey 
(including course evaluation)
	 
	Quiz/Exam
	 
	Self-Test


	For Assessments: Please provide us with settings information by completing the following:

	Name of Assessment:
	

	Assessment Type:
	( Quiz/Exam
	( Survey
	( Self-test

	
Question Sets:
	
( Use question sets to randomize the delivery of all the questions.
( Use different question sets to randomize groups of questions.
( Do not use question sets and deliver the questions in the order provided.
 

	Question Delivery:
	( Deliver questions all at once.

	
	( Deliver questions one at a time and allow questions to be revisited.

	
	( Deliver questions one at a time and do not allow questions to be revisited.


	Student score:
	( Release the score after the assessment is submitted.

	
	( Release the score after the availability period has ended. (recommended)

	
	( Do not release the score.


	Duration:
	
	Unlimited
	
	Hours
	
	Minutes

	
Number of Attempts:
	
	
	Randomize Attempts:
	( Yes
	( No

	
Available Starting Date/Time:
	
	
Available Until
Date/Time:
	

	
Submission Message 
(what they see after assessment):
	

	
Do you want to use the LockDown Browser?
	
( Yes
	
( No

	
Describe the point values for the questions provided: _____________


	Results:
	( 1. Show the question text.

	
	( a.
	Show the Student's response for each question.

	
	
	( i) Show the percentage value of the Student's answer.

	
	
	( ii) Show the correct answer.

	
	
	( iii) Show the correct answer and the percentage value of the Student's answer.

	
	( 2. Show the feedback for each question.

	
	( 3. Show the Student's score for each question.

	
	( 4. Show the Student's total score for the assessment.

	
	( 5. Show the grader comments for the assessment.


ID&D Office Use Only:

	Request:
	( Approved  ( Denied
	
	

	Authorized by:
	
	Date:
	

	Completed by:
	
	Date:
	

	Verified by:
	
	Date:
	

	Details:
	
	Hours to Complete:
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