
Faculty Welcome to (x) Term Email 

Hello Everyone,  
  
I have missed you guys so much, I decided to send this note a little early.  I hope you 
all created great memories over the Summer. I hope this information makes it easier 
for you to integrate back into the busiest term of the year. Welcome new Fall 2019 
Faculty and Adjunct. I hope to meet you all at least once.   
  
The Distance Education office is located in the G1 Offices building, near the Gym.  

 
  
Please feel free to browse these Faculty Resources. 

Additional resources for Faculty Success Online: (hyperlinked be-
low) 
Send out a Welcome Letter flyer- Use Cougar Tracks “Email Class Feature. 

                   Sample Welcome Letter 
Where do I find Add Codes flyer 

Canvas Helpful Features: 

Set Recent Announcement Reminders on Homepage  

 
List Preferred Contact Methods 

  
Simplify Navigation Tabs 

 
Faculty Resources Home page: This page is dedicated to our Taft College DE faculty. 

 
Copying Course Content Into a Live Shell video 

 
Faculty-Tool Box: (This tool is color coded) This tool has a helpful guide to getting ready 
to go live, various Canvas Resources, as well as helpful links to assist your students with. 

 
DE Course Design Guide: This tool will help with beginner course shell design, it will 
also address various parts of course design best practices for online content. This is only 
a tool for guidance and not required to follow.                                 

TurnItIn Manual: if you use TurnItIn, here is a handy manual that will walk you through 
using the tool from within Canvas. 

  
Please feel free to reach out with any questions that might come up.   

 

https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/07/How-to-Email-Class-from-Cougar-Tracks.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/07/example-welcome-to-class-email.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/01/Add-Codes-Where-are-they.pub_.pdf
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/01/Displaying-Announcements-on-Home-Page.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/06/student-suggestions-to-fac_contact_methods.pdf
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/01/Simplify-Navigation-Tabs-Flyer.pdf
http://www.taftcollege.edu/distance-education/canvas/faculty-resources/
https://www.3cmediasolutions.org/privid/74827?key=e17ae55a4bc34d01cd237e655ae4082ecc115119
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/04/DE-Toolbox_FacEdition.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/07/DE-Rubric-Concept_Draft-4_18_LANDSCAPE_fin.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/04/Turnitin-Manual-P1.pdf


Email Images Email Message to Faculty 

Week 1 Hello Everyone! 

I hope your week back is going great. I just wanted to take a couple seconds to remind you to simplify 
your course navigation tabs. If you don’t use it, lose it. Providing unnecessary navigational tabs for stu-
dents to explore often results in higher numbers of lost and confused students.  

Here are two ways to see the same flyer on how to simplify your navigation tabs. One is a PDF, the 
other is a screen reader friendly webpage. 

How to Simplify My Navigation Tabs PDF Flyer 

How to Simplify My Navigation Tabs Webpage 

 

 

Week 2 I hope we are all seeing things settle down from the beginning of the semester rush. I wanted to take a 
moment to say thank you all for your great student support and hard work in communicating with the 
students that got lost along the way.  

I hope you all were able to simplify your navigation tabs last week. If not, it’s really quick and 
easy. 

Here are a couple of my reminders for this week: Take some time to 

learn about the tools offered to us through our CVC-OEI affiliation. Many of them come in the form 

of a tab in your course(s). The link below gives a quick summary of each tool. Specific flyers for each 
tool can be found in the Faculty Toolbox on the bottom left hand side.   

DE Faculty Toolbox 

CVC-OEI Tool Breakdown 

 

 

Week 3 Hello Everyone! 

I hope you all had a great weekend. I hear we should have a nice week to look forward to. 
The days will be slightly cooler. Woo hoo.  

Here is my DE tip for this week! 

In your DE Faculty Toolbox, there is a Canvas Resources area.  

I have added a couple flyers to this area that I think may be helpful. If you ever have sugges-
tions of more information that would be helpful here, please let me know. This is a document 
I keep updated for you guys. You can also find a fully accessible webpage version of these 
pages on our DE webpage on the left hand side navigation.  

Flyers recently added to this area: 

Extending Assignment/Quiz due dates for students- You can extend due dates for one or 
more students with a couple easy steps. 

*If you are trying to extend test time for students with accommodations cards, you’ll 
want to use the Moderate Quiz Flyer. 

Logging into Canvas Handout flyer- if you have a face to face canvas course, this will help 
students login and all important support numbers are listed.   

Faculty Weekly Announcements 

Week 1 

Week 2 

Week 3 

http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/01/Simplify-Navigation-Tabs-Flyer.pdf
http://www.taftcollege.edu/distance-education/home-shop-2/toolbox/simplify-navigation-tabs/
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/01/Simplify-Navigation-Tabs-Flyer.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/04/DE-Toolbox_FacEdition.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/01/New-Tool-Breakdown.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/04/DE-Toolbox_FacEdition.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/09/Extending-Assignment-and-Quiz-Dates.pdf
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/03/Moderate-Quiz.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/08/quarter-sheet-login-handout.pdf


Week 4 Hello Everyone! 

I hope the semester is settling down, and things are taking off well. I wanted to take a moment to re-
mind how to find a couple helpful Canvas areas that you may be looking for. Remember, you can ex-
tend test time and the number of attempts for students in the Moderate Quiz page. 

 

If you’d like to extend due dates to an assignment or Quiz, you can do so in the edit screen under the 
assignment/quiz details. You can add as many individual due dates as necessary.  

 Moderate a Quiz 

 Extend Assignment/Quiz Due Dates 

 

Week 5 Welcome back to another beautiful week at Taft College. I know, I know, you’re thinking: “is there any 
way I could really be this chipper?” Well, the answer is, YES! I’ve got extra to spare if you need any. :)  

This week, I’d like to remind you of the online tutoring resource we have, paid for by the Cancellor’s 
office Netutor. Please drag this tab up in your course tabs so students can use online tutoring of they 
need it.  

Here is a NetTutor video that shows them how to use it and where they can find it. If you have any 
questions about this resource please feel free to reach out. :) I hope you have a great week.  

 Choosing Course Navigation Tabs 

 Online Tutoring: NetTutor 

Week 6  

 

Need to devel-

op resource 

Hey Guys! 
 
Did you know that you could host virtual office hours, exam study sessions, one-on-one 
meetings with students, and much more in Zoom? 
 
Zoom and Canvas are working together to bring you fun ways to conduct regular effective 
contact with your students. Read this flyer about the embedded Zoom tool in Canvas, and get 
started today. 
 
If you have any questions feel free to reach out with them. :)   

Week 4 

Week 5 

Week 6 

http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/03/Moderate-Quiz.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/09/Extending-Assignment-and-Quiz-Dates.pdf
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/03/Moderate-Quiz.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/09/Extending-Assignment-and-Quiz-Dates.pdf
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/01/Simplify-Navigation-Tabs-Flyer.pdf
https://www.3cmediasolutions.org/privid/143496?key=47c96d94e56f7154ba3fe73f9cbcf87cd56b2543
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/01/Simplify-Navigation-Tabs-Flyer.pdf
https://www.3cmediasolutions.org/privid/143496?key=47c96d94e56f7154ba3fe73f9cbcf87cd56b2543


Week 7 Good Morning TC Faculty! 

I wanted to remind everyone of the free tool we have available to us through the Chancellor’s Office, 
NameCoach. This helpful tool allows us to hear the correct pronunciation of your student’s name, as 
well as their preferred honorific and or gender pronouns. Please let them know it is available, and drag 
it up to your tabs area if you choose to use it. Here is a flyer that explains how to set up your account 
form Canvas. I will also link a step by step video to walk you through the process. Feel free to make 
these resources  available to your students as instructions. :)  

You can also add your NameCoach recording to your email signature. Read this flyer to fins out how to 
add yours.  

 Name Coach Account Setup Flyer 

 Name Coach Account Setup Video 

How to Use your NameCoach Recording in your Emails 

Week 8 Hello Everyone, 

Have you ever wished there was an exciting database full of educational videos you could use in your 
online courses? Well look no further; you can use Films On Demand to search content related to your 
course, and embed the videos right into Canvas. Below you will find some quick steps on How to Use 
Films On Demand. 

 How to Use Films On Demand 

If you have any questions about films on demand, please feel free to let me know. :)  

 

Week 9 Hello Faculty,  
 
The DE Office would like to invite you to create course videos for your online courses. There 
are a couple different options you could use for creating course videos.  

 You can come record in from of DE’s green screen and we can help edit and caption your 
course videos. When finished, we will provide you with a URL and/or embed code that 
you can utilize in your Canvas course.  

 You can make your own videos using Zoom, Screen-Cast-O-Matic, or any other recording 
tool, and upload to your own 3CMedia account. 

 
Whichever way you select, we can support you along the way.   

 Personalize your Online Course with Instructional Videos 
 Create Course Videos with Zoom 
 Zoom Outside the Box Training– Canvas 

 

Develop resource 
name coach in email 

Week 9 

Week 7 

Week 8 

https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/01/Name-Coach-Flyer.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/01/NameCoachOverview.mp4
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/03/Films-on-Demand.pdf
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/03/Films-on-Demand.pdf
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/03/Films-on-Demand.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/10/Creating-Online-Course-Videos.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/10/Record-in-Zoom-for-DE-Classes.pdf
https://taftcollege.instructure.com/courses/3648
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/01/Name-Coach-Flyer.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/01/NameCoachOverview.mp4


Week 10 Good Morning Everyone! 

I hope you are all doing well, and had an enjoyable weekend. I wanted to take a moment to share 
some information about Canvas Content Pages. 

Did you know that you could use content pages for the following purposes, in your online courses? 

 Home Page,  

 Weekly Module Introduction,  

 Chapter Review,  

 Project Instructions,  

 and much more   
 

Example Content Page Flyer 

First Friday– Content Pages, Did You Know? 

Please reach out with any questions you may have. 

 Hello There,  

How many of you were just thinking, “I cant wait to see what Nicole has got ready for us this week?” 
Well, wonder no more. I am here to clue you all in. If you’ve ever wanted to spice up your Canvas pag-
es with horizontal line breaks, or inline resources, look no further. The flyer below will walk you 
through adding simple HTML code to your Canvas Pages. You can also locate these resources in your 
DE Toolbox, under Canvas Resources. 

Reminder: Practice in a Sand Box so you don’t lose any live content. 

 HTML for Beginners  

For Advanced Users–  HTML Code for Tabs  

Please feel free to reach out with any questions. :)  

 

Week 12 Salutations Friends,  
 
I want to start off with saying, Can you believe we are so close to the end of the semester? 
Time flies and we will be prepping for the upcoming term before you know it. Some of you 
may already be doing that. :) No pressure. :)  
 
As you begin to prep for the upcoming term, think of setting up a custom welcome page in 
your Canvas course. You can design your welcome page to orient your students to your 
course setup and preferences.  
 

 First Friday Home Page Mini Training 

 Course Orientation Ideas 
 Set Announcements on Home Page 

 List Contact Info for Students 
 
Please feel free to reach out with any questions. :)  

Week 11 

Week 10 

Week 12 

https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/03/Example-Content-Page.pdf
https://taftcollege.instructure.com/courses/3652
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/04/DE-Toolbox_FacEdition.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/10/Canvas-HTML-for-Beginners.pdf
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2019/01/Tweeking-HTML-STEPS.pdf
https://taftcollege.instructure.com/courses/3654
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/03/Course-Orientation.pdf
http://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/01/Displaying-Announcements-on-Home-Page.pdf
https://www.taftcollege.edu/distance-education/wp-content/uploads/sites/45/2018/06/student-suggestions-to-fac_contact_methods.pdf


Week 13 Good Morning All,  

 

I will be focusing on prepping for the upcoming term as we continue wrapping up this term. If you are 
not using the resources now, you will be able to recall them in your email when you are ready. : ) 

Did you know that there is a checklist for getting ready to go live in Canvas? It is available in your DE 
Faculty Toolbox. These resources will help walk you through making surer all your course links are 
working, checking your pages with the accessibility Canvas checker, and sop much more . 

Feel free to bookmark the DE Faculty Toolbox for easy access. :) 

If you have any questions about this information please reach out.   

 

Week 14 Hello Everyone! 

Week 14, here we come! I cannot believe we have gotten here so quickly. I hope all is running smooth-
ly, and technology works ever in your favor! 

This week, I’d like to share Hearty Modules with you guys. I have put together this mini training on 
what a Hearty Module would look like. CVC-OEI guidelines are infused throughout this mini training, 
which focuses on best practices for online learning. :)  

 First Friday– Building Hearty Modules Mini Training 

Please visit our First Friday Training Page for different mini training options. 

As always, if you have any questions, please feel free to reach out for help.  

 

Week 15 Hello Everyone! 

 

Before everyone rushes off to enjoy their break, I wanted to send you info on How to Zoom Outside 
the Box. In this mini training you will learn how to use zoom to personalize online course content. 
The Training Outcomes will be: 

· You will be able to create your own course videos. 

· You will be able to assure your video content is fully accessible with Captions. 

· You will be able to insert a hyperlink in a Canvas course. 

 Zoom Outside the Box Mini Training 

Thank you everyone for all your hard work throughout this term, I look forward to seeing you all and 
hearing about the amazing things you did on your break. If you get one. :)  

If you have any questions please feel free to reach out. : ) 

 

Week 13 

Week 14 

Week 15 

https://taftcollege.instructure.com/courses/2969
http://www.taftcollege.edu/distance-education/de-first-fridays/
https://taftcollege.instructure.com/courses/3648

