WashingtonOnline (WAOL) hosts distance-learning courses for the community and technical colleges of Washington state. It can accommodate fully online courses as well as hybrid courses with on campus components. WAOL makes it possible for colleges to share courses as well as host private courses where the instructor and all the students are from the same college.

To host a WAOL class:

1. The college elearning coordinator uses the New Course Submission Form in the college ELC MyWAOL account.  WAOL applies a new WAOL ID number to the course and gives that number to the college. This WAOL ID number is the key to attaching students to the correct classroom.

2. The instructor uses his or her MyWAOL account to fill out an Intent to Teach form EACH QUARTER.  This request is sent to the college ELC for approval.  Once approved, WAOL creates a named classroom for that quarter.  The instructor can copy the classroom content into this named classroom shell each quarter.
3. The college that wants to enroll students in the class, puts the WAOL ID number in the class record each quarter.  If the class is private, only one college uses the WAOL ID number, and only students who enroll at that college can get into the class.  If the class is shared, multiple colleges will put the same WAOL ID number in the class record, and the class will be made up of students from any of those colleges.

4. The WAOL ID number must be in the class record before students begin to enroll.  Otherwise, the WAOL database will not pick up those enrollments.

Sharing courses is unique to WAOL. Here's how it works: A college creates and submits a course to WAOL. Once this class is approved and assigned a WAOL Course ID number, other colleges can adopt the course and offer it to their students. 

The college adopting (or offering) the course assigns its own name and item number to the course. When the college builds the course in its student management system, they add the appropriate WAOL ID number. When a student enrolls into a course with a WAOL ID attached, the enrollment is entered into the WAOL database. When enrolled into a shared course, enrollments from multiple colleges pool together at WAOL and an automated system breaks them down into separate classrooms. The college that hires the instructor decides on the class capacity, and the college that enrolls the student pays an instruction fee to the teaching colleges.

Your MyWAOL Account:
The instructor account you created in WashingtonOnline (WAOL) will also serve as access to your “MyWAOL” account, which will be where you manage courses you will be teaching through WAOL.

To teach a course through WAOL:

1. If you plan to teach a course previously offered through WAOL move to Step 3.  If you plan to teach a course new to WAOL your eLearning Coordinator (ELC) will need to complete a new course submission form.

2. WAOL assigns your course a WAOL ID number once we receive the new course submission form from your college.  We send that number to you and to your college. Please save this number for future reference as this is the number we will use to reference your course. (Your college’s item number is not used in our system). 

3. To submit a course to teach you’ll need to fill out an Intent to Teach (ITT) form each quarter. Follow this link for step-by-step instructions: http://waol.org/faculty_and_staff/ittFacultyForm.aspx
4. Once your ITT is submitted, your ELC can approve your contract for teaching the class that quarter and will approve the class capacity and number of sections.  If you are teaching a system-owned shared course, the capacity must be 30 or fewer.  Upon approval, WAOL creates your course in the WAOL student management system, and WAOL is ready to take college registrations. 

5. You will have access to your course shell two weeks prior to the course start date. If you would like access to your course earlier please contact Mark Carbon (mcarbon@sbctc.edu).

6. Log back into your MyWAOL account to view your roster.  You can use this roster to send emails to your students before class begins (assuming WAOL got an email address from the college that enrolled the student).

7. Be sure the contact information and credentials are correct in your MyWAOL account.  WAOL uses this information to communicate with instructors.


More important information: 
Start/Stop Dates:

If you are teaching a WAOL system-owned shared or college-owned shared course you must use the WAOL start/stop dates for that quarter.

If you are teaching a college-owned private course and your college has selected to use the college start/stop dates, then you will need to go by those dates.

You can check the start/stop dates from the faculty/staff resource page under instruction start/stop date (http://www.waol.org/info/currentQuarter/default_n.asp) 

Web Grading (For “shared” courses only):

WAOL uses the same programming as your college does to collect and distribute student grades in shared courses.  Once you put student grades in the WAOL Web Grading Tool, WAOL can send the grades to the college where the student enrolled.  It is important that you submit your grades by the deadline (the Monday after the last day of instruction) so that students get their grades in time to get their financial aid for the next quarter.

Use your student roster in your instructor “MyWAOL” account to submit your grades for students enrolled in shared courses at the end of the quarter. Grades may be entered up until the due date, after which WAOL web grading will be turned off. You will need to follow and use the WAOL grading palette for submitting your grades.

http://www.waol.org/faculty_and_staff/webgrading.aspx
Since some colleges in our system use letter grades and some use decimal grades, the WAOL grading palette insures that the grades you assign to your students are translated in the same way no matter which at which college the student is enrolled.

If you miss the deadline, or if you have a grade change, please contact Brook Bane.  bbane@sbctc.edu or Monique Kovalenko, mkovalenko@sbctc.edu 

Note: Submit all grades for private courses through your instructor briefcase at your hiring college at the end of the quarter since we do not have the option for instructors to submit those through WAOL.

Help Desk and Technical Support:
WAOL provides 24 x 7 technical support for all faculty and students.  Please check out the resources available on this page: http://www.waol.org/general_info/help_desk.aspx 

· If you have questions about WAOL procedures call 888-580-9011, our main office or write wa-online@ctc.edu .

· If you have a technical problem relating to ANGEL performance please contact Mark Carbon mcarbon@sbctc.edu 

· If you have a technical issue relating to how to use or setup your ANGEL classroom please contact Boyoung Chae bchae@sbctc.edu 




























