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Being a student in an online class is different than being a student in a 

face-to-face class.  You must learn and adapt different techniques and 

strategies to be effective.  You must learn and use different technology 

tools.  This handbook provides you with some essential skills to be 

successful. 

 

Guiding Questions 

• What are different tools and strategies I can use to be a successful online student? 

• How can I apply them to be successful in my online classes? 

• Where can I go to learn more? 
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Introduction 
Being effective at learning in an online space requires adaption.  It requires examining the status quo 

and being open to new ways of doing things. 

It’s an attitude 
First and foremost, transitioning from F2F teaching to online learning requires an attitude change.  You 

may feel disconnected from your instructors.  You must take extraordinary steps to connect with your 

teachers.  In an online class, the role of the instructor shifts from being the “sage on the stage” to being 

a facilitator of the learning process.  The learning experience necessarily shifts from being teacher-

centered to student-centered.  This can be a difficult transition for students to make.   

 

ACTION ITEM 

Take this quick quiz to gauge if you are more teacher-centered or student-centered. 

https://www.surveymonkey.com/r/RYV53SK 

 

It’s more than the Learning Management System (LMS) 
The Learning Management System (LMS) is of central importance to online learning, but it is not the 

only tool in the toolbox.  At Washburn, our LMS for online courses is D2L or Brightspace.  You can access 

D2L directly (http://d2l.washburn.edu) or through My Washburn (http://my.washburn.edu).  At a 

minimum, you are likely to use these other software applications as you participate in an online course. 

• D2L 

• Office 365 

• Zoom 

• VidGrid or other tool for making videos 

• Respondus LockDown Browser & Monitor 

• Simulation software 

It’s about building skills and competencies to learn effectively online 
In general, instructors tend to teach the way they were taught.  Essentially, read the textbook, listen to a 

lecture, and then take a test.  Teaching and learning can be so much more!!  As faculty transition from 

teaching face-to-face to teaching online, they may struggle with finding ways to accomplish things they 

used to do intuitively in the classroom.  Invariably, faculty are faced with learning how to use new 

technologies.  The key areas where faculty must build their skills and competencies are teaching and 

learning concepts, D2L, and technology.  Online students must also build their skills in these areas.  
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D2L Basics 
At Washburn, the primary tool used for online classes is DL2 or Brightspace. 

Navigation Basics 
When you first login to D2L, your courses are listed on your home page.  Click on the course name or 

course image.  D2L course shells are created for every course that is listed in Banner.  Instructors and 

students listed in Banner are automatically enrolled in courses.  If you need access to a course, ask the 

instructor to add you to the course (see below).  You can also use the grid icon to search for courses. 

 

 

 

VIDEO 

Washburn ITS – Navigation Basics (5:30)  

https://video.washburn.edu/Watch/Gj75ZkYg 

D2L Main Page Options 

• Desire2Learn Support 

For questions, this is your first point of contact. 

• Online Student Resource Center 

Separate course shell that provides students links to important information about getting 

started with D2L, academic support services, student success services, and technology. 

• System Check 

Verifies your browser is properly configured to use D2L.  The preferred browsers are Mozilla 

Firefox or Chrome. 

• D2L Help 

Online help provided by the D2L vendor. 
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• D2L FAQ 

Another resource for getting your questions answered.  (For example, how to enroll someone in 

a course.) 

D2L Course Main Page 
The layout of a course’s home page may vary depending on the instructor.  A standard template has 

been adopted for the School of Law online courses.  Click on the name of the course to return to the 

Course Main Page.  Click on the Washburn University logo to return to the D2L Main Page. 
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Syllabus 
The syllabus tab has two options: Course Syllabus and University Syllabus.  The University Syllabus is 

maintained by the University and is automatically updated.   
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Content/Module Pages  
 

 

 

 

Courses are divided into modules.  Modules names are listed down the 

left-hand navigation.  Many of the courses in the School of Nursing are 

organized according to the following outline. 

• Default entries: 

o Syllabus – Takes you back to syllabus page 

o Bookmarks – Managed individually by students 

o Course Schedule – Populated automatically by entering 

start, end or due dates 

o Table of Contents – Takes you beginning of Content 

area – Includes special options 

• Online Student Resource Center 

o Refers students back to Online Student Resource 

Center, especially important for students new to online 

classes in D2L 

• Course Introduction  

o Provides important course documents 

▪ Link to syllabus again 

▪ Schedule 

▪ Tracking Your Progress 

o Introduction to course 

o Meet the Instructor 

o Class Ice-Breaker 

• Modules for each major topic in course.  Modules will often map 

to a week. 

• Modules are broken down into sub-modules.  The layout of 

modules will vary within a course and will vary from course to 

course.  

Classlist 
Classlist gives you access to a listing of all the individuals enrolled in your course.  This may include other 

individuals beyond other students in the class.  You can click on the Students tab to filter the list to those 

individuals with the Student role. 

Sending Email to Instructor or Classmate 

1. Check the individual’s name.   

2. Click on Send Email. 

3. Complete the e-mail as usual.  You may want to add yourself to the To line. 

4. Click on Send. 
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Resources 
There are several options available under this tab.  The ones most often 

used are Announcements and Groups. 

Announcements 

Announcements appear to students when they enter the course.  They 

are presented to students in reverse chronological order.  They can 

include text, images, and videos. 

Groups 

There are many reasons to group students for a class.  Click on Groups.  

A list of your group memberships is displayed.  From here you can see 

the other members in your group and send an email to them. 

 

 

Notification and Account Settings 
You can customize your D2L account by establishing with notifications you receive as well as other 

settings. 

 

 

VIDEO 

Washburn ITS – Notification and Account Settings (1:56)  

https://video.washburn.edu/Watch/t7C3Hsz8  

 

Working with Discussion Boards 
In D2L, discussions are organized as forums, topics, threads, and replies.  Discussions can be set up and 

used in variety of ways.  Read the discussion prompt carefully and review the discussion rubric before 

responding.  Most instructors provide two due dates.  The first date for your initial post, and the second 

for your replies to your classmates. 

• Forums 

A forum is a simply a grouping of topics.  A forum is required before a topic can be created. 
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• Topics 

Topics are what starts a discussion.  It is a written prompt defined by the instructor. 

 

• Threads 

Threads are created when a student responds to the topic prompt provided by the instructor.  

Instructors can add threads as well. 

 

 
 

• Replies 

A reply is created when a student or instructor responds to a previous student’s posted message 

or thread. 
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VIDEO 

Washburn ITS – Working the Discussion Boards (1:51) 

https://video.washburn.edu/Watch/Yk7r9Z6T 

 

Submitting and Reviewing Assignments 
Assignments are places where students can upload assignments.  It is often called a dropbox.  In the 

Content area, click on the link for the Assignment.  Add a File and, if desired, Comments.  You can add 

more than one file. 

 

 
 

VIDEO 

Washburn ITS – Submitting and Reviewing Assignments (1:38) 

https://video.washburn.edu/Watch/w5PJe49M  

http://www.facultysupport.com/
https://secure.netsolhost.com/www.facultysupport.com/secure/mfc.php
https://video.washburn.edu/Watch/Yk7r9Z6T
https://video.washburn.edu/Watch/w5PJe49M


Online Student Success Kit 
 

 
http://www.facultysupport.com  Page 11 of 32 

 

Rubrics 
Many of the instructors set up rubrics for assessing student work on assignments.  Review the rubric 

before completing the assignment.

 

 

To view feedback and rubric score on an Assignment dropbox: 

1. Click on Assessments | Assignment. 

2. Click on View next to the Assignment. 

 

Taking and Reviewing Quizzes 
Quizzes and exams are taken online.  In D2L, all tests are called Quizzes.  To ensure academic integrity, 

the quizzes and exams may be required to be taken with Respondus LockDown Browser or Respondus 

LockDown Browser & Monitor.   With Respondus LockDown Browser, students are restricted from 

accessing anything on the compute other than the quiz/exam while the quiz/exam is being taken.  With 

the addition of Respondus Monitor, students are recorded while taking the quiz/exam.   

 

VIDEO 

Washburn ITS – Taking and Reviewing Quizzes (2:39) 

https://video.washburn.edu/Watch/y6D7Pjp3
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Class Progress and Grades 
Class progress gives you a bird’s eye view on how well you are doing in a class. 

The Grades tab allows you to see the grades you’ve received for assignments. It is often referred to as 

the gradebook.   

 

VIDEO 

Washburn ITS – Progress and Grades (1:34) 

https://video.washburn.edu/Watch/r4ZRp5k6  

 

Submitting a VidGrid Assignment 
It is also possible to submit a video rather than a file for an assignment.  VidGrid is used for submitting 

video assignments in D2L. 

Requirements  
• Cookies must be enabled  
• Preferred browsers are Chrome or Firefox  

  
1. You can record a video directly to an assignment text area or to a discussion thread by clicking 
on the first icon in the icon bar - Insert Stuff.    

  
  
2. Click on VidGrid Embed.   

a. The first time you use VidGrid, you will need to complete a short install.  
b. If you receive a 'registration not found' or ‘invalid session' message, go back and return 
or refresh your page.  
c. If you receive a Login notice, click on Login.  If asked to provided credentials, go back 
and return or refresh your page.  
  

3. Set your options.  
a. If recording a PowerPoint presentation, drop-down the arrow next to the screen size, 
and select full-screen.  
b. If just recording yourself, click on the webcam icon (4).  Select Webcam only.    
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4. Click on the white/red button to record.  
5. When done recording, click on the Check Mark icon twice.  (It is easier to add a title on the next 
screen).  
  

  
  
  
6. Add your title – Course Name + Your Name + Assignment Name.  Click on Rename.  Click on 
the CC option to add Closed Captioning.  Click on Insert.  
  

 
 

VidGrid Student Recording Best Practices  

• When recording a video on your phone or mobile device, before uploading, make sure you are 

connected to WiFi if possible.   

• Video files-regardless of source, platform, or format- contain substantially more data than other 

file types.  

• Pro Tip: If using a GoPro consistently, consider compressing the video before uploading  

https://gopro.com/help/articles/how_to/how-to-convert-gopro-hevc-videos-to-h-264-using-

handbrake  

• Why GoPro video files are so large  

https://gopro.com/help/articles/block/hevc  

• When uploading a video file from Mac or PC, leave file upload running in a separate tab if you 

need to do work elsewhere.  
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• Recording a video from PC or Mac webcam with the VidGrid recorder drastically reduces file size 

and upload time. When possible, use the VidGrid desktop recorder if looking to save time.  

• If on iOS 11 (iPhone 7 or newer), you can change the format of video your phone records. Go to 

Settings > Camera > Format and select Most Compatible instead of High Efficiency.  

• Under this setting, your iPhone will keep using the older, larger, more compatible formats that 

are easier and faster to upload. Images below:  

 

  

 

ACTION ITEM 

Visit the Online Student Resource Center in D2L to find more resources on D2L 

(requires login). 

https://d2l.washburn.edu/d2l/le/content/6606/Home
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Readiness for Online Learning 
As you prepare for online learning, there are several things to consider.  The skills, tools, and resources 

necessary for successful learning online are different than those for learning in a face-to-face setting. 

Personality 
In an online class, students are more independent.  They are required to structure their own learning 

and their own timeline.  Nurturing specific personality characteristics is important.  In an online class, 

students work assignments independently versus in the classroom.  Student must take more 

responsibility for their learning.  It’s important for them to monitor their own learning and progress 

towards meeting outcomes. What qualities do you have?  Read the article below for more insight. 

 

What Makes a Good Online Student? 5 Qualities That Lead to Success 

https://www.rasmussen.edu/student-experience/college-life/what-makes-good-online-

student/ 

Learning Styles 
Everyone has their own preferred way of learning.  Students may need to adapt their learning style 

when taking an online course.  Review the resource below for more information. 

 

Learning Styles and the Online Environment 

An overview on learning styles, including an assessment, from the University of Illinois. 

https://www.uis.edu/ion/resources/tutorials/instructional-design/learning-styles-and-

the-online-environment/

 

Time Available 
The amount of time required to complete an online class versus a face-to-face class should not change.  

The standard for many years has been for every hour of time spent in class, students should spend two 

hours outside of class.  This equates to 45 hours of student effort for every hour of credit.  In an online 

class, the same level of effort is required, but the effort is shifted.  Instead of sitting in class listening to a 

lecture for an hour, students are asked to view presentations, watch videos, and do more independent 

learning activities.   

When scheduling blocks of time for studying, allow for three hours of study per week 

in a full semester class or six hours of study per week for an eight-week class for every 

credit hour taken. 

Technical Equipment 
Having the right equipment is important.  Many institutions will publish their recommended 

requirements for equipment (https://www.washburn.edu/its/tech-recommendations.html).   

• Camera 

If you don’t have a camera built into your device, you will need to get a webcam.  There are 

several models available, and one can be purchased for between $30-$50.  Consider purchasing 

a high-definition or HD camera.  Webcams are usually connected to a device using the USB port. 

• Microphone 
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If you don’t have a microphone built into your device, you 

will need to get a microphone.  Again, there are several 

models available and they can be purchased for as low as 

$20.  Consider purchasing a headset with headphones and 

microphone like the ones used by operators. The audio is 

much clearer, and it will cut down dramatically on ambient 

noise when you make your recordings. 

 

 

Getting Connected 
Being in an online class requires being online or connected to the Internet.   

• Wireless 

The most common way to connect to the Internet is through wi-fi in your home, residence hall, 

workplace, or hot spot.  Bandwidth using wi-fi can vary dramatically.  In general, the closer to 

the router or the device connected to your cable or other provider, the better. 

 

If you are intermittent problems with your wi-fi Internet connection and your router is more 

experiencing than 2-3 years old, have it replaced.  Routers wear out and need to be replaced 

periodically. 

 

• Wired or Direct Connection 

Another alternative is to set up a computer that is connected directly to the Internet.  A direct 

connection ensures you will have the fastest and most reliable connection for your location.  

Ethernet cable is inexpensive and a 25-foot cable can be purchased for $12.  Not all devices are 

set up for this type of connection. 

 

 
 

• Challenges of Living in a Rural Environment 

Living in a rural environment can pose its own challenges.  Internet connectivity can be 

inconsistent. Take time to research in advance what options are available to you. 
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MORE INFORMATION 
7 Ways to Get Broadband Internet in Rural and Remote Areas 
https://internet-access-guide.com/how-to-get-broadband-internet-in-rural-areas/ 

 

Creating the Ideal Personalized Study Environment 
Taking several classes online at the same time is like having another job.  You’ll be spending several 

hours each week online and taking time to establish a conducive environment can make a difference.  

Having the right environment will make studying and learning more enjoyable, more comfortable, and 

less exhausting.   

• The Importance of a Personalized Workspace 

Map out a study place that is just yours or at least just yours during your study time.  

Psychologically, when you go to this space, you know it is time to study.  It’s a place where you 

can step away from the distractions of your life and focus on studying. 

 

• Ergonomics 

Ergonomics is about setting up a physical study space that is optimized for you.  Read the two 

articles below for more details. 

 

 

MORE INFORMATION 
 
Home Study Environment 
I like this resource because it’s simple and has a great checklist at the end. 
http://www.enhanced-learning.net/doc/samples/HELP4samplepages.pdf 
 
A Guide to Creating an Ergonomic Workstation for Studying 
Another view of the similar topics. 
https://online.maryville.edu/blog/a-guide-to-creating-an-ergonomic-
workstation-for-studying/ 

 

 

• The Ideal Study Environment 

The ideal study environment is different for everyone. Many students find they want their 

environment to: 

o Have lots of light 

o Be quiet 

o Have good air flow 

Find what works for you. 

• Privacy 

Privacy can be challenge when studying at home with an active family or house mates around.   

o Close the door 

o Put up a sign – Do Not Disturb 

o Put up curtains 
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o Set a timer to let family know when you’ll be available 

If you can focus of studying while in your ideal personalized study environment, you 

can spend less time studying and your study time will be more productive. 

Hone Your Study Skills 
There are lots of resources available on building up your study skills.  Take advantage of them! 

 

Video from YouTube: https://youtu.be/p60rN9JEapg (3:25) 

 

 

ACTION ITEM 
Take this short survey to assess your readiness for online learning. 
http://tutorials.istudy.psu.edu/learningonline/learningonline2.html 
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The Balancing Act 
Juggling the demands of school, work, family, and self is a challenge.  Plan ahead on how to balance 

these competing demands on your time and energy. 

Managing Your Time 

• Avoid Procrastination 

Avoiding procrastination is an ongoing battle for almost everyone!  With the competition for 

everything else in a student’s life, it is easy to get distracted. Assignments may take longer than 

expected.  Putting them off too long may make it impossible to get everything done and 

submitted on time.  Unexpected issues may arise in a student’s personal, work, family, or social 

life that interrupt planned study time.  As part of creating a master schedule or calendar, add 

blocks of time dedicated to studying.  Finally, my recommendation is to adopt the motto: Just do 

it! 

 

• Managing Your Time Successfully 

Three things to help you manage your time successfully are keeping time in mind, allowing 

enough time on task, and pacing yourself. 

Staying Organized 
It’s important to stay organized.  Creating a master schedule or calendar can be helpful.  Many students 

color code these calendars.  They can paper-based or electronic.  Choose a method that works for you. 

Balancing Your Life 
Consider what things are most important to you as you start an online program or class.  Some things 

you can do to help yourself include: 

• Surrounding Yourself with Supportive People 

• Giving Yourself Permission to Say No 

• Asking for Help 

• Managing Stress 

• Taking Responsibility 

• Treating Yourself as a Priority 

• Keep Your Spirits Up 

• Study Effectively 

• Expect Problems 

o Conflicts with Family, Friends, and Self 

o A Lack of Support 

 

 

School-Life Balance 

Article from John’s Hopkins University on achieving a school-life balance. 

https://jhsap.org/self_help_resources/school-life_balance/ 

Plan to Succeed 
Plan to succeed in completing your degree - 
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• Don't lose sight of your reason for returning 

• Do the work in front of you 

• Learn from your peers 

• Explore your degree options 

• Surround yourself with support 

 

Degree-Completion Advice for Adults Going Back to School 

https://www.rasmussen.edu/student-experience/college-life/degree-completion-

advice/ 

Strategies for Juggling School, Work, and Life 

 

Video from YouTube: https://youtu.be/4gazng92XaE (12:01) 
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The Successful Online Learner 
 

 

Video from YouTube:  https://youtu.be/VLsiG18GDbI (4:45) 
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Communicating Professionally 
Communicating professionally is always important.  Communicating professionally online requires you 

to examine your communication strategies. 

The Core Rules of Netiquette 
Review the set of rules developed by Virginia Shea at 

http://www.albion.com/netiquette/corerules.html. 

1. Remember the Human 

2. Adhere to the Same Standards of Behavior Online that You Follow in Real Life 

3. Know Where You Are in Cyberspace 

4. Respect Other People’s Time and Bandwidth 

5. Make Yourself Look Good Online 

6. Share Expert Knowledge 

7. Help Keep Flame Wars Under Control 

8. Respect Other People’s Privacy 

9. Don’t Abuse Your Power 

10. Be Forgiving of Other People’s Mistakes 

Zoom Etiquette Guidelines 

• Zoom meetings are virtual classrooms. You are expected to conduct yourself as if you are in an 

in-person meeting or classroom. Take turns speaking and avoid interrupting. Raise your hand to 

be recognized if you would like to ask a question or contribute to the discussion. 

• Dress to impress. It’s easy to give in to the temptation to wear sweatpants and an old t-shirt 

because you’re working from home. However, you are expected to have a professional 

appearance. Dress for your video conference the way you would for an in-person meeting. 

• Attend as though sitting in a classroom. Sit upright and center your body on the screen. Avoid 

lying down or walking around during the meeting. Lying in bed or on a couch is unacceptable. 

Make sure your camera is eye level and on the monitor you plan to use for the conference. 

• Control video and audio quality. If possible, invest in a quality webcam and speaker and 

microphone headset. These provide better video and audio than your computer’s built-in 

system. Try to hold meetings in quiet, indoor locations to control ambient noise.  

• Adjust your lighting. Don’t sit directly in front or beside a bright light source, or else all the 

audience sees is a bright light and a shadowy figure. Experiment with moving lamps and your 

camera until you can see your brightly lit face on the screen.  

• Think about your background. Try to provide a nice, plain background. If your treadmill is in your 

office and you use it more as a place to hang laundry, that’s not really the best visual for your 

audience. Clear the space around you of clutter such as empty glasses and eating utensils. Avoid 

showing bedding and pillows in the background. You can’t control everything in a mobile 

environment, but you should give some thought to background prior to your meeting.  

• Practice speaking to the camera and not the screen. Our tendency is to look at the person on 

the screen, but you should look at the camera when you speak so the audience feels like you’re 

talking directly to them.  

• Optimize Zoom. Sharing; generally, DO NOT select “Share Your Desktop” (unless you want every 

pop-up email and private message on display for your audience!). Instead, open up any relevant 
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documents before the call and share only those during the meeting. Note that when you share, 

Zoom prioritizes the shared item to the bandwidth. This can reduce the other video feeds’ 

quality, so don’t share longer than necessary. Bandwidth and signal; If you can afford it, increase 

your bandwidth. If you are wireless, try to remain close to the wireless router and consider 

installing a signal booster in areas of low signal strength. When you have the option, choose 

wired (instead of wireless) for video conferencing.  

Zoom Etiquette During Meetings 

• Mute your microphone when not speaking. Zoom has a “Mute Microphone” option that cuts 

down on ambient feedback for the audience. When there is a lot of back-and-forth discussion 

you will turn this off, but you should mute yourself when listening to a presenter.  

• Use Zoom’s chat function. You can send a question or statement to everyone or privately to a 

participant. Do not use the chat function to chat with participants unless you have a question 

related to the topic of the presenter or another participant.  

• Think about your actions on camera. Always remember that everyone can see you. Someone is 

watching as you take a big, wide-mouth yawn, stretch, or wander around the room. These 

exaggerated movements are distracting to the audience and can be disruptive to the speaker. 

Try to stay still and be attentive – or at least act attentive!  

• Turn off cellphones. Using your phone during a Zoom session is unacceptable. If you need to 

take an urgent call, send a private message to the host, and turn off your audio and video. 

Texting during a Zoom meeting is unacceptable.  

• Using the Zoom app. If you must attend a meeting on-the-go or do not have your computer 

available, Zoom does have applications for cellphone use. This is not the preferred method of 

Zoom due to poor audio and video quality. You MAY NOT use Zoom while driving. No 

exceptions.  

• Control outside interference. While we recognize that Zoom sessions will largely take place in 

your home, it is of the utmost importance that you keep your other household members out of 

the picture. For instance, do not allow your pet to sit on your lap, keyboard, your shoulder, or 

anywhere else they can be noticed as this can be very distracting to the other session attendees. 

Ideally this will apply to children and significant others as well, so please make every effort not 

to have your children or significant other interrupt you while you are in a Zoom session. While it 

is impossible to completely control all of these factors, please take this into consideration while 

planning or participating in a Zoom session. 
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How to Succeed in a Virtual Group 
Students are often asked to work in groups to complete projects.  Adopting strategies and using tools 

can help you to be more successful. 

The typical online group project involves the following steps: 

• The instructor assigns you to a group of three or four other students. 

• You are expected to produce a group project together. 

• The project is usually gargantuan, and it requires the creation of a PowerPoint, text, and other 

presentation materials. 

• After you read the requirements, you e‐mail your group members. No one responds. 

• You end up doing all the work yourself. 

• You swear that you will never work in an online group again! 

What are the problems or obstacles virtual groups face and what are possible solutions? 

Problem or Obstacle Possible Solution 

Required collaborations do not reflect the real 
time commitments of the participants, nor do 
they reflect schedules or time zone differences. 

Give your group at least a week to do each 
project, no matter how small. Ask individual team 
members what they are doing to find out and 
accommodate each other's time constraints. 
 

Difficulty coordinating time for the project, due 
to team members living in different time zones or 
having different schedules. 
 

Try to communicate live‐time if you can, either 
with instant messenger, chat, video chat, or with 
VOIP, such as Zoom, Skype or FaceTime. 
 

Irrelevant activities. Group members may resist 
doing activities they perceive to be irrelevant to 
the overall goal or objective they envisioned 
when joining the group. Even those who go 
ahead and do the activities may feel resentful. 

Clearly identify the objective of the project. 
Determine what the final outcome will look like. 
Avoid generalities and be specific early on. 
Let team members know how their work ties into 
the final objective (the project), and how it ties 
into the course as well. 
 

Collaborative papers require "blending" rather 
than stand‐alone components. The collaboration 
is expected to produce a paper that flows as 
though it were written by a single person. This 
can pose a monumental, even insurmountable, 
challenge because individual voices, writing 
styles, even format can be completely at odds. 
Further problems surface when individual team 
members resent the way that their work has 
been edited. 

Create a template for the paper in advance with 
the correct formatting everyone can use.  
Develop an overall outline for the project.  Break 
the team into pairs to peer-review sections of the 
paper before presenting to the entire group.  If 
possible, complete one section of the paper first.  
Review as a group so questions of style can be 
explored and discussed before the remaining 
sections are written.   

The instructions are ambiguous or are not clearly 
articulated. Group members spend a great deal 
of time trying to clarify the task and develop a 
common understanding of it. 

Review the rubric for the assignment carefully.  
Ask for clarification from the instructor. 
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The project contains too many steps to reach the 
final outcome. The complexity makes it difficult 
to understand and to delegate work, and to set 
achievable goals. 

Simplify the tasks and break them up into 
individual steps. Instead of envisioning one large 
group project, visualize the entire assignment as 
four or five smaller projects that will each require 
just two or three steps, rather than dozens. 
 

Resentment because of lack of work parity. 
Group members become angry because the 
workload is not evenly distributed. Some team 
members may be perceived as slackers or 
freeloaders, who take credit but refuse to pull 
their weight. The converse can also be true. 
There may be resentment because one team 
member will attempt to dominate and not allow 
individuals to participate in the process. The 
dominant person may be perceived as a bully, 
much to his or her surprise. She thought she was 
simply being efficient, proactive, and "Type A." 
 

List the roles and the responsibilities and 
behaviors expected of each team member. Then, 
assign tasks to specific team members, and 
develop a realistic set of due dates. Make sure 
that there are clear ways to be in touch with each 
other if there are questions. 
Typical Group Roles. 

1. Group facilitator: moderates discussions, 
keeps the group on task, assures work is done 
by all, and makes sure all have opportunity to 
participate and learn. 
2. Timekeeper: monitors time and moves group 
along so that they complete the task in the 
available time, keeps area clean, assumes role 
of any missing group member if there is no 
wildcard member. 
3. Recorder/Editor: takes notes of the group's 
discussion and prepares a written conclusion. 
4. Checker: makes sure that all group members 
understand the concepts and the group's 
conclusions. 
5. Summarizer: restates the group's conclusions 
or answers. Relates the discussion with prior 
concepts and knowledge. Provide a written 
summary of the task 
6. Encourager: Help ensures that all group 
members are involved in the input and 
involvement of the project. Watch to make sure 
all members participate and invites reluctant or 
silent members to contribute 

 

The way team friction manifests itself can be 
subtle. Group members disagree, express 
frustration, or stop communicating altogether. 
Some team members are deliberately 
obstructive, or criticize work, endlessly debate 
small points, or refuse to contribute at all. 
Instead of working on the problem, the energy of 
the group is spent in conflict resolution. Some 
may drop out. Others find they become passive 
when they believe that their input does not 

Define the roles as well as the tasks. Separate the 
tasks and roles so that there is division of labor, 
rather than overlap. Provide guidelines for team‐
member roles and describe actions to be taken 
by each member of the group.  Admit it when 
there is friction between group members. 
Get it out in the open. Then, develop a 
productive solution. 
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matter, and they let the dominant team 
members do the work. 

Tasks are vague, poorly defined. Although the 
outcome may be defined and described well, the 
individual tasks are not clearly defined, nor are 
they delegated in an effective manner. Tasks are 
repeated needlessly or done with contradictory 
results. 

Define and describe the tasks in terms of what 
needs to be done, how to do it, and how to 
present the results.  Redefine the outcomes as 
you go, based on the types of work coming. 
Be flexible and make adjustments as needed. 
 

No clearly defined goal or outcome. The overall 
goal or desired outcome may be imprecisely 
described or defined. It is important to clearly 
define the concrete attributes: length, structure, 
content, purpose, format, complexity. 
 

Make sure that the outcome and goals are as 
clearly defined as possible. "SMART" goal‐setting 
is ideal: Specific, Measured, Achievable, 
Reasonable, Time‐based. Of course, there are 
downsides to having rigidly defined outcomes. 
They can inhibit extremely creative and driven 
students, and they can result in conformity and 
mediocrity. 

No sense of community. There is a failure to 
bond, and hence a failure to thrive. 
Collaborations with this problem sometimes 
never get off the ground. 
 

Listen to each other.  Bond with your team‐
members.  Ask group members to post photos, 
details about themselves that they'd like to 
share, and to start a discussion board or forum in 
which they discuss current events and items of 
interest. 
 

Adapted from materials developed by Sandy Paul, Friends University.  
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Using Zoom 
Zoom is the tool often used for connecting in real-time.  Instructors will set up a link and either send it to 

you via email or post it in the course.  You can also set up your own Zoom account to facilitate working 

in a virtual group.  Information below is adapted from Information from Humbolt State University’s page 

“How do students use Zoom?” 

Preparing for a Zoom Meeting 

Days Before 

• Join a Zoom Test Meeting (found by visiting: https://zoom.us/test) to confirm your computer or 

device's capabilities.  All you need to do is click on the link.  The system will do a short install. 

• In your test meeting, practice using the Zoom features listed below under "Views to Choose 

From" and "The Zoom Menu." 

• More information can also be found at Zoom's Getting Started page - 

https://support.zoom.us/hc/en-us/categories/200101697-Getting-Started. 

• Contact Washburn’s Technology Support Center (support@washburn.edu or 785.670.3000) to 

resolve any technical issues if your test meeting fails. 

15 Minutes Before 

• Find a quiet space with strong WiFi that is free of distractions. You can test your internet 

connection speed by visiting Zoom's suggested third-party bandwidth tester, Speedtest, at 

https://beta.speedtest.net/. 

• Open Zoom via the downloaded program, app, or through the Zoom link in Desire2Learn or your 

email. 

• Test your headphones, microphone, and camera to make sure the class can hear and see you 

(and vice versa). 

• To test your microphone, click "Test Computer Mic & Speakers" in the pop-up window that 

appears when first opening a test meeting or beginning your scheduled meeting. More 

information on audio testing can be found here. 

• To test your camera, just look at the Zoom window to see that you are clearly visible, non-

pixellated, and can move and speak without noticeable delays. Click here for more video testing 

tips. 

• You may need to give Zoom permission to access your camera and microphone beforehand. 

Typically, the request for permission will appear in a pop-up window the first time you open a 

Zoom Meeting and will carry over to future meetings. If you declined permissions in the past, 

you will need to go into your PC or Mac's settings to allow Zoom to access your camera and 

microphone. You can 

• contact Washburn’s Technology Support Center (support@washburn.edu or 785.670.3000) to 

assist you in this process or find information on the internet for your specific device. 

• Close any windows or programs open on your device that are unrelated to your meeting. This 

focuses your device's power to provide the best Zoom meeting experience possible and 

prevents potential embarrassing moments if you happen to share your screen. Do you really 

want your professor to know how many cat videos you actually watch? 
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During the Zoom Meeting 

• Click Start Video to begin broadcasting from your webcam. 

• Click the Chat bubble to ask questions via text, share links to websites, and keep up with the 

class's back-channel discussion. You can chat to everyone in the meeting, just the professor, or a 

specific person. 

• Find out who else is in the meeting by clicking Participants. This is also where you can "raise 

your hand" to ask a question, answer a question, or start an intense philosophical debate. What 

you do with this power is up to you. 

• Be prepared to share your screen with the class. They can see the tabs you have open. (Italicized 

for emphasis, fam.) 

• At the end of the class, click Leave Meeting. 

No matter how many people are in a meeting, there's probably someone watching your video at all 

times. It could be your professor. It could be your classmate's dog. Doing something embarrassing or 

distracting, like flossing, eating, or using your camera to see if you have food in your teeth will 

probably be seen, no matter how quickly you do it.  Don't be that person! 

Views to Choose From 
Views can be changed by hovering the mouse at the top right of the Zoom Meeting window and clicking 

the desired view. There are three views in Zoom: 

• Speaker View: Focuses on the speaker. If the cutie from down the hall is talking, use this view. 

• Gallery View: Shows all participants (up to 25 people). Use it when you feel like watching 

everyone. 

• Fullscreen: Maximizes screen. 

 

When currently in Speaker View, switch to Gallery View by clicking this button: 

 

When currently in Gallery View, switch to Speaker View by clicking this button: 

 

To make the Zoom Meeting take up your entire screen, regardless of the view mode you're in, click: 
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The Zoom Menu 

The Zoom menu contains several features that can be used at any time throughout class 

meetings. For laptops, PCs, and Macs the menu can be found by hovering over the bottom of 

the Zoom window. In the Zoom app, the menu can be accessed by tapping the bottom of the 

app window. 

 

• Mute/Unmute: Silences and restores your microphone. 

• Invite: Lets you bring more people into the meeting if your professor/meeting host provides 

those permissions. 

• Share Screen: Allows you to share a variety of windows and applications. Participants can share 

views of their desktops and specific windows currently open on their computer, write on a 

digital whiteboard, and even share a screen directly from their iPhone or iPad.  

• Chat: Works like Facebook Messenger, but without the GIFs or stickers. You can send messages 

to everyone, just the professor/meeting host, or a specific person. 

• Leave Meeting: Click this when you're ready to peace out and get some off- screen time. 

 

Sign Up for Zoom 
Zoom is a free application.  Sign up for your own account to use when working in a 

virtual group.  Connect with Videoconferencing Handbook: 

http://facultysupport.com/mastery-modules/videoconferencing.html 

Need More Help? 
Don't panic! There are resources out there to help you Zoom successfully.  

• View Zoom Support Center's Getting Started Resources: 

https://support.zoom.us/hc/en-us/categories/200101697-Getting-Started. 

• Contact Washburn’s Technology Support Center by email support@washburn.edu or phone 

785.670.3000. 
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Managing Files Online 
Moving to an online environment requires being able to work with and share files efficiently online.  

Two of the most popular solutions for managing files online are Office 365 and Google Suite.  At 

Washburn, Office 365 is provided for students. 

Office 365 
Office 365 provides more than just e-mail (Outlook).  You can use Office 365 to: 

• Manage your calendar 

• Create and share files (Word, Excel, PowerPoint, One Note, Forms) 

• Set up and manage groups (Collaborating as a Group) 

• Set up and manage a to-do or task list 

• Plus many more applications 

 

 

MORE INFORMATION 
Learn more about Office 365 in the Faculty Support Center. 
http://facultysupport.com/mastery-modules/office-365.html 
 

 

Joy of the Empty Inbox 

Article from Dr. Linda Merillat on strategies for managing e-mail. 

https://scalar.usc.edu/works/c2c-digital-magazine-fall-2019--winter-2020/joy-empty-

inbox 

 

Google Suite 
Google Suite is another popular set of tools that is offered by schools or can be established individually 

with a Gmail account.  G Suite has apps similar to Office 365, plus many others. 

• Gmail 

• Calendar 

• Drive (Create and share files – Doc, Sheet, Slides, Drawings,…) 

Visit the G Suite Learning Center for more information: 

https://support.google.com/a/users/?hl=en#topic=9797903 

Create an Online Repository 
Use your Office 365 One Drive or another tool to create your own online repository. 

• Organize your repository with sub-folders. 

• Download and upload key documents from courses – 

o Syllabi 

o Major assignments 

o Helpful resources and tools 

• Collect and save useful website URLs 
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Collaborating as a Group 
Working successfully together as a group online requires using technology effectively.  There are lots of 

tools and resources available! 

• Use an application like StrawPoll (below) to find an available time to meet. 

• Use Office 365 to share and collaborate on individual files. 

o Use Office 365 to create a workspace for your team – Distribution e-mail list; File 

repository; Discussion area 

• Use Zoom to meet in real-time. 

• Use a virtual white board like Miro (below) to brainstorm and organize materials online. 

 

StrawPoll 

This application can be used to find a good time to meet for team members. 

https://strawpoll.com/

Virtual White Board 
Miro (https://miro.com/) is a regular office whiteboard enhanced for a better online experience. 

1. Each board is endless, so you can add hundreds of files and objects without losing 

productivity. It's all about being able to see the big picture! 

2. It's available in your browser, and everything is stored online. 

3. You can invite your entire team and collaborate in real time. 

The free version of the tool allows you to create and use up to 3 boards at a time.  Watch the review 

below for more details. 

An Overview of Miro - Our Favorite Tool for Remote Collaboration 

 

Video from YouTube: https://youtu.be/_EqhjlxgG88 (18:31)  
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List of Action Items 

 
Take this quick quiz to gauge if you are more teacher-centered or student-centered. 
https://www.surveymonkey.com/r/RYV53SK 
 

 

Visit the Online Student Resource Center in D2L to find more resources on D2L 
(requires login). 
https://d2l.washburn.edu/d2l/le/content/6606/Home 
 

 

Take this short survey to assess your readiness for online learning. 
http://tutorials.istudy.psu.edu/learningonline/learningonline2.html 
 

 

Zoom is a free application.  Sign up for your own account to use when working in a virtual 
group.  Connect with Videoconferencing Handbook: http://facultysupport.com/mastery-
modules/videoconferencing.html 
 

 

 

 

REFLECTION 
 
What tools and resources have you discovered to be a successful online student? 
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