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	Checklist: D2L Set-up

	

	D2L Course Name
(CMM ID)
	
	

	
	

	
	done

	Create D2L Course 
	Click "Create D2L course" in the respective Event Room when opening
	 FORMCHECKBOX 


	Course Offering Information
	Adjust the ”Course Offering Information” of the D2L course

Course names must always contain: Clinical Division Abbreviation

Name of the program—City, Month Year

Eg. "AOF_FEP_ZURICH_JULY_2017
	 FORMCHECKBOX 


	
	Make sure checkbox ”Course is active” is ticked

Use the checkbox ”Active” instead of setting a ”Start Date”. To guarantee access after the course has finished do not set an ”End Date”. Use Google Docs to control the activity status of the course.
	 FORMCHECKBOX 


	Import Data
	Import ”all course components" from the master course ”MASTER AOF FEP Online Activities 20XX"
	 FORMCHECKBOX 


	Self-assessments 
	Pre-order in event room for eLearning team 
	 FORMCHECKBOX 


	
	Follow up with non-contributing participants for pre and post
	 FORMCHECKBOX 


	Navigation
	Select correct navigation bar (also in terms of language (E/S))
	 FORMCHECKBOX 


	Homepages
	Select correct homepage
	 FORMCHECKBOX 


	Manage Dates
	Adjust dates for course contents/elements
	 FORMCHECKBOX 


	News Items
	Adjust deadlines, location and eModerator names in the content fields.
	 FORMCHECKBOX 


	
	Check all links
	 FORMCHECKBOX 


	Content
	Adjust the dates for all modules in the content area
	 FORMCHECKBOX 


	Additional docs
	Import the "Online Overview Sheet" to the "General Area"
	 FORMCHECKBOX 


	Enrollments
	Synchronize participants, faculty and administrators from the respective Event Room
	 FORMCHECKBOX 


	Check
	Inform faculty about the set-up of the D2L course
	 FORMCHECKBOX 


	
	Update "Faculty Development Activities" Spreadsheet (shared GoogleDocs)
	 FORMCHECKBOX 
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