[bookmark: _top]Guide to Non-to-Face Classes Using eTL

□ Check attendance at eTL and class participation on eTL
    1) live online lecture (zoom)
    2) Upload Video Lecture
    3) SNUON Lecture and Seoul National University K-MOOC
    4) Classes using assignment and discussion
              
□ Pre-class preparations
  1) Example of non face-to-face class plan in the syllabus (see example)
	Week
	Format to Conduct Lecture
	Connection site
	

	1week
	Live online lecture
	eTL My courses  
	Open Video Instruction for Learning by Week 1

	2week
	Live online lecture
	
	Open Video Instruction for Learning by Week 2

	3week
	Video recording (filming upload)
	
	Upload video to learn by in the 3rd week

	4week
	Class using PPT 
	
	Upload PPT video to learn by week 4

	5week
	Video recording (filming upload)
	
	Upload video to learn by 5th week

	6week
	Live online lecture
	
	Open Video Instruction for Learning by Week 6

	7week
	Live online lecture
	
	Open Video Instruction for Learning by Week 7

	8week
	Class using assignment and discussion
	
	8th week -  learning assignment or open a discussion room.

	9week
	Live online lecture
	
	Open Video Instruction for Learning by Week 9 

	10week~
15week
	face-to-face lecture
	Lectures in designated classrooms
	


  * Classes utilizing tasks and discussions should be provided only one or two times, and a sufficient amount of tasks should be assigned to replace the lecture, and feedback should be devoted to the tasks submitted and discussion.
2) Access eTL and record the learning activities for each parking in the course room as shown above, open video lectures, upload videos, and discussion rooms as shown above.
3) eTL sends a letter to the students for the course plan (interlink of student information, however, change student application using draft paper will be reflected on the next day after entering it in the department)
4) Follow the syllabus and check attendance after class to record attendance.

	Install a real-time video lecture program (Zoom) and conduct eTL-linked tests before class.



1. Live Online Lecture Manual
	part 1
	
	Pre-class preparations
	
	1. Preparations: Microphones, webcam-installed desktops, laptops, tablets, etc.
2. ZOOM member registeration: zoom.us → sign up → put SNU email address(snuID@snu.ac.kr) → check the authentication mail and activate the account
3. Install the Zoom: After installing the client program, log in with the school email, pw.
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	part 2
	
	Class information registration
	
	4. eTL access: Log in to portal→ eTL → Click you lecture → Turn on editing mode → Click the Add Materials and Activities → The lecture materials and learning activity pop-up → Click on video lecture, enter the course opening information → Start video lecture or click Point Link

	↓
	
	↓
	
	
	↓
	

	part 3
	
	Conduct lecture
	
	5. Access eTL and start lecture

	↓
	
	↓
	
	
	↓
	

	part 4
	
	End lecture
	
	6. Press End Meeting at the bottom right of the screen
7. Attendance check: eTL access → Select appropriate video lecture → Click attendance check (can be checked 30 minutes to 1 hour after class ends) → Check participants and record attendance.



Attachment 1. Same online lecture SW usage PC version and mobile version 1.

2. Using Video Recording (Information on uploading videos)
	part 1
	
	Class information registration
	
	1. Access to eTL: Log in to portal → eTL → Click on your lecture → Turn on editing mode → Click on the Add Materials and Activities button → Click Video on the pop-up → Upload and save data such as videos taken
   ※ Check the start/end time and enter it in the detail information at the bottom.

1-1. PowerPoint PPT based video instruction can be converted directly from PPT file itself to video file, and other upload procedures are the same.
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	part 2
	
	Conduct lecture
	
	2. If you listen to the uploaded lecture within the end time*, your attendance will be recorded.

	↓
	
	↓
	
	
	↓
	

	part 3
	
	Check progress
	
	3. Attendance check: eTL access → Course Classroom → Click Performance/ Attendance Management → Check learning progress → Check progress rate (%) by student → record  attendance


* End time can be set by teachers and time can be set for listening to the parking until the weekend.
(Prevent connection overload)

Attachment 2. Upload video eTL manual part 1.

3. SNUON Lecture and Seoul National University K-MOOC
	part 1
	
	Select Lecture
	
	1. Designate SNUON courses and K-MOOC courses at Seoul National University → Reply to mark the number of its schedule(how many course you use, and how long) (see the official letter of academic operation (3.6)

※ If you reply by marking, CTL will transfer the lecture to the applicable number of cycles
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	part 2
	
	Conduct lecture
	
	2. If you listen to the uploaded lecture within the end time, your attendance will be recorded.
※ Check the start/end time and enter it in the detail information at the bottom of the

	↓
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	↓
	

	part 3
	
	Check progress
	
	3. Attendance check: eTL access → Course Classroom → Click Performance/ Attendance Management → Check learning progress → Check progress rate (%) by student → Enter attendance



4. Classes using assignment and discussions
	part 1
	
	Lecture settings
	
	1. eTL access: Log in to portal → eTL → Click on your ecture → Learn activity → Turn on editing mode → Add materials and activities under the topic or main table → Choose a task or discussion room in the pop-up window → Set up a course (period/type/performance, etc.) → Save
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	part 2
	
	Conduct lecture
	
	2. Task assignment and feedback (task, take advantage of turn-it-in capabilities)

	↓
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	part 3
	
	Check Progress
	
	3.Attendance check: eTL access → Course Classroom → Click Performance/ Attendance Management → Check learning progress → Check progress rate (%) by student → Enter attendance list




FAQ
Q1. How long should my lecture be during an online class?  
A1. You can conduct real time online class activities at the same time as listed in the class syllabus (please consider 50 minutes class based on 1 hour, 10 minutes break).
A2. If you use video recording, SNUON, and Seoul National University K-MOOC for online classes, you can configure the online class to run for at least 25 minutes, and offer a questions and discussions period for at least 50 minutes. Please use eTL for Q&A sessions and discussions so that students can check their classroom activities and attendance can be recorded.
We encourage you to maintain the same level and quantity of lectures comparable to face-to-face classes, even if they are online.
Q2. How should we do classes that use assignments or discussions and when should we conduct our classes?
A. We recommend that you conduct classes online at the same time as face-to-face lectures and minimize the number of classes that use assignments or discussions (only 1 to 2 times).
For classes using assignment or discussion, assignment → Submit through eTL → Check submission task similarity (using task Turn-in function) → Feedback / Open Discussion room → Register discussion materials (teacher) → Provide Feedback (teacher) → Feedback and answering additional questions about assignments should be provided.
In addition, you can improve the effectiveness of the lessons by providing sufficient amount of assignments and conducting classes through the opening of the discussion room.

Q3. I want to upload a video recording to eTL for students to view. When should students watch the video? 
A. Because it is a video recording, the time when students should watch does not need to take place during the actual scheduled lecture time in your syllabus. To ensure effective learning, be sure the recordings that are uploaded in the first week can be checked by the first week weekend and the recordings to be uploaded in the second week are checked by the second week, etc. Students can watch the videos before real time lecture begins.
[bookmark: _GoBack](For the purpose of preventing overloading of the system by simultaneous interconnections, but, the end time and deadline can be set by professor.)
