	Feel free to make suggestions to gbcooper@cambrianc.on.ca . This is a modified version of the matrix already in use.

	DRAFT:

SUGGESTED SCENARIOS & SKILLS ASSESSMENT TRAINING MATRIX
FOR FACULTY INTENDING TO TEACH ONLINE USING WEBCT
Author’s Note: This matrix format is similar to the one used in the WebCT 3.6 Getting Started Tutorial, Technical Communications, June 18, 2001 at http://www.webct.com . For us, using it may enable a smoother transition for faculty when they later continue training with us using WebCT-specific scenarios and tools because the same strategy for planning, assessing & training will be used (currently in development). 
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WEBCT COURSE BUILDER OK                   (
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	TRAINER NAME:
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	SUGGESTED SCENARIOS


	YOUR

GOALS
	SUGGESTED ASSESSMENT / TRAINING AREAS
	PROGRESS

Needs   so-so     OK!
 work       
	SUGGESTED

TOOLS & CONCEPTS

	You might be a “pre-user”. 

You are not completely familiar with the basics of your computer or operating system.
	You would like to increase your comfort, knowledge & skills in:

1. Windows or Macintosh basics

2. Starting programs

3. Student Lab software
	1a. Windows or Mac OS concepts

1b. How do you use windows, panes, and stacking?

1c. How do you use the desktop?

1d. Key shortcuts - Win

1e. Key shortcuts - Mac

2a. What is the  “start” or “launch” button?

2b. How do you use program menus & sub-menus?

2c. How do you use shortcuts & aliases?

3a. How do you log on in the lab or office?

3b. What’s the “any key” fuss?

3c. Understand Cambrian’s “three student accounts”?

3d. What’s the difference between hardware & software?
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	Minimize

Restore

Click and drag

Double click

Right-click

Start button

Recent apps

Win: ALT+TAB

Mac: command, option

User names & passwords



	You might be a “novice”.

You are familiar with some computer concepts, but still need to cover some of the basics.
	You would like to increase your comfort, knowledge & skills in:

1. Organizing files & folders

2. Copy & paste

3. Using a browser

4. Saving & backups

5. File compression (ZIP)
	1a. How do you create a file?

1b. How do you create a folder?

1c. How do you name files & folders?

1d. How do you create nested (sub) folders?

1e. Distinguish between the hard drive & the desktop

2a. What is the clipboard?

2b. How do you copy text?

2c. How do you paste text?

2d. How do you copy and paste files & folders?

3a. What is a Web browser?

3b. How do you launch Netscape?

3c. How do you launch Internet Explorer?

3d. What is the version number of your browser?

4a. How do you save a document?

4b. Where does your saved file go?

4c. How do you make a backup copy of your document?

4d. Where should you store your backups?

5a. Why do you “ZIP” a file?

5b. What is a “ZIP drive”?

5c. How do you ZIP several files?

5d. How do you “UN-ZIP” files?

5e. Where do you unzip files?
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	My Computer

Win Explorer

Menu choices

Right click menu (Win)

Click and hold (Mac)

“8.3” filenames

Drag and drop

Help and “about”

Clipboard

WinZIP or archiver



	You might be an “intermediate” user. 

You understand most concepts quite well, but want more comfort with advanced concepts, tools and applications.
	You would like to increase your comfort, knowledge & skills in:

1. HTML basics

2. Creating a basic Web page

3. Configuring browsers

4. Managing a multimedia or Web project
	1a. What does “HTML” mean?

1b. Do you understand HTML syntax?
       (use WordPerfect “reveal codes” analogy)

1c.  Can you write the HTML tags for bolding? E-mail link?

2a. Can you create a Web page with your word processor?

2b. Can you create a Web page with Composer?

2c. Can you create a simple Web page with a text editor?

3a. What is the difference between NC and IE?

3b. Do you know how to adjust browser cache settings?

3c. Do you know how to adjust JAVA/JavaScript settings?

3d. Can you configure “helper” applications?

3e. What is a browser plug-in?

3f. Do you know how to download & install plugins?

4a. How do manage your documents?

4b. How would you manage media resources?

4c. How would you manage your files & folders in a project?
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	NotePad

Word or WP

Save as HTML or Web page

Netscape Composer

RealPlayer

Sound clips

Video clips

	You might be an “advanced” user. 

You are familiar with most or all computer concepts, but now want to see how to apply your skills & knowledge in an online environment.
	You would like to increase your comfort, knowledge & skills in:

1. Downloading & access issues

2. Understanding graphics

3. Using other media on the Web
	1a. Explain access: dial-up, cable, DSL, Ethernet

1b. What affects loading times of your Web page?

1c. How would you decrease the download time?

1d. Why check your Web page with two browsers?

1e. How do you download pages/documents?

1f. How do you upload pages/documents?

2a. What is color depth, screen resolution, and file size?

2b. How do you adjust all of the above? Why would you?

2c.  How do you use a basic graphics editor?

2d. How do you get help with these issues?

2e. What are the ideal “Web image” characteristics?

2f. What is meant by “GIF”? “JPG”? “MPG”?

3a. What is meant by “MPG”? “MP3”? QuickTime? 

3b. What is streaming? Why do you need to know?

3c. What is a Flash movie?

3d. How do you get help with these issues?
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	PaintBrush

Image Composer

PaintShop PRO

PhotoShop

Flash

Monitor settings

Audio editor

Video editor

FTP

ftp:// vs. http://



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


