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Abstract 

The purpose of this study was to research the best practices and curriculum for an online 
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course orientation for online students. Online learning, in the form of single courses, certificates, 

certifications, or degree programs, is growing exponentially. An increase in offerings logically 

equates to an increase in students, many of them first-time online learners. An orientation for 

these learners can help them become familiar with the institution's learning management system, 

as well as the individual institution's policies and procedures. 

A comprehensive literature review was conducted to research the needs and 

characteristics of adult online learners, the impOliance and benefits of an online orientation, the 

curriculum of a typical online orientation, and how an orientation relates to retention. FUliher, a 

survey was given to collect data about the needs for a UW -Stout specific online orientation. 

Upon conclusion of the review of literature and data, recommendations were made for 

current practice, as well as for future studies. 
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Chapter I: Introduction 

According to a recent report from the Sloan ConsOliium, "more than 3.9 million students 

took at least one online course during the fall-2007 term" (Parry, 2009, p. 1). Further, the 

majority of learners who pmiicipate in online learning are nontraditional adults, ages 26 years or 

older (Coussons-Read, Mattes, & Nanney II, 2003). Many of these adults want to take 

advantage of online learning opportunities, primarily due to their busy schedules and the online 

format's convenience and flexibility. They take courses online because of their desire to earn an 

education; however, they are still able to manage their work and familial responsibilities 

(Cercone, 2008). 

That said, however convenient online learning may be, it is not without its criticisms. A 

frequent complaint of adult online learners is the lack of suppOli and communication given to 

them in terms of familiarization with the campus policies and procedures, communicating with 

the campus and instructor, course and student expectations, and the course management system. 

The learner's physical isolation from campus, as well as frustration with the unfamiliarity of the 

technology used, may both contribute to a lower retention rate in the adult online student 

population. 

Increasing the retention rate of adult online students is a continuous goal in online 

courses and programs. As higher education institutions are increasing the number of online 

programs and courses offered, communication becomes a critical part of attempting to retain this 

student population. Institutions must find ways to better communicate policies and procedures of 

the campus and course or program and student expectations. Including infonnation about the 

technical aspects of taking an online course, such as the course management system, where to 

log in, and how to navigate the system is critical. Any additional information that may be 



pertinent to the student successfully pmiicipating in an online course is essential as well , and 

may increase the probability of student success. 
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The course management system used at UW -Stout is Desire to Learn, or Learn@UW

Stout (D2L). D2L is the platform that stores the course content. The student logs into D2L to 

locate the course(s) in which he or she is enrolled, retrieve course materials, participate in course 

discussions, view course grades, submit assignments, and other course-related tasks. Being 

familiar with this tool is vital to the student's success in the course. Unfortunately, students who 

are new to UW -Stout do not often have the necessary familiarity with D2L, how it operates, or 

how they can best use it to locate needed information. 

Ironically, it is impOliant to note the responsibilities (family and job) that necessitate 

online education can also interfere with the adult student's learning process (Cercone, 2008). As 

adult learners, their personal circumstances, such as lack of transportation, lack of childcare, 

death of a parent, etc. , can hinder their learning process as well (Cercone, 2008). These 

situations are many times specific to the adult learner, as opposed to the traditional student, 

which gives rise to the impOliance of the university and its employees to understanding the 

characteristics and needs oftoday's adult online learner. 

Orientations are one way to increase retention by clearly communicating holistic 

expectations as to what is required of the student to successfully take an online course. 

According to an Eduventures (2007b) report, there are four key elements of effective online 

orientations. These elements include (a) informing the student of the most effective ways to 

communicate with the instructor, (b) allowing the student to review and attempt the technical 

skills and abilities necessary to successfully use the student learning platform, (c) setting clear 

expectations of what is expected of the student (such as policies and procedures), and (d) helping 
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the student become self-aware of what is needed, intrinsically, to take an online course, such as 

time management, independently studying, self-direction, and other necessary aptitudes. 

Eduventures (2007b) further stated the orientation should "simulate the real course experience as 

closely as possible" (p. 19). 

If developed correctly, orientations may serve as a bridge between the physical campus 

and the online learner. Effective orientations would allow for the online student to become 

familiar with the campus' policies and procedures. Learners would be provided clear 

expectations and information on the course management system navigation and student

instructor communication. Skills and abilities needed to complete online coursework 

successfully would be self-identified as well, and the student would be better able to make an 

educated, informed decision about their capabilities for online learning. 

Statement of the Problem 

A problem exists in that there is not currently a college-wide orientation in use for UW

Stout's adult online learner. As a result of the increase ofUW-Stout's online courses and 

programs, and thus, an increase in the number of adult online learners, it is necessary to create a 

holistic online orientation to educate adult online students about online learning, advise these 

students to campus policies and procedures, inform the students about best practices, as well as 

familiarize them with the course management system, D2L. 

Purpose of the Study 

The purpose ofthis investigation is to research and determine the best practices and 

curriculum .for an online orientation course. The data will be gathered via literature review, 

review of related websites, and via an electronic survey tool. The finished product is intended 
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for use by new adult online learners in UW-Stout School of Education's online programs and 

courses. 

Assumptions of the Study 

Each investigation has its own unique assumptions; therefore, this particular investigation 

will operate with several assumptions. In terms of the curriculum written, the assumption is that 

a majority of the adult online learners attending UW-Stout are not familiar with the university's 

policies and procedures. A second assumption is a majority of new adult online learners 

attending UW-Stout are not familiar with the student learning platform, D2L. In terms of the 

literature review, the researcher assumed that the literature repOlied was valid and reliable, 

despite the lack of quantitative data. 

Research Questions 

Questions formed for this investigation will be used to maintain focus on the primary 

purposes for this research. Consequently, in this investigation, the following questions will be 

considered when researching literature and/or collecting data via the survey instrument: 

1. What are the needs and characteristics of adult online learners? 

2. Does an orientation affect the retention of a student in a course or program? 

3. What information should be included in an online orientation? 

Definition of Terms 

The following terms will be used throughout this investigation. Please note: the 

definitions listed are for the purpose of clarity of the terms, as well as to ensure a more complete 

understanding of the intent of this investigation. 

Adult online learners. Adult online learners will be defined as students, aged 26 years 

old or older, taking online courses (full-time or part-time) and working (full-time or part-time). 
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Desire to Learn I Learn@UW-Stout (D2L). Desire to Learn I Learn@UW-Stout is the 

student learning platfonn used to manage online courses and hold online course content at UW

Stout. 

Online programs and courses. Online programs and courses refer to courses and 

programs from UW -Stout that are offered completely online. 

Limitations of the Study 

Being that each investigation has its own unique limitations, this particular investigation 

operated with several limitations. In terms of the curriculum written, this study included only 

policies and procedures that are specific to UW-Stout. Additionally, the curriculum written 

included only infonnation from D2L as it was used for online courses at UW-Stout, the 

curriculum did not include all policies and procedures used at UW-Stout, and last, the curriculum 

did not include all aspects of D2L. 

In tenns of the literature review, literature included only online course orientations used 

for online, post-secondary courses and programs, and was not exhaustive of all types (face-to

face or hybrid; online high school or non-credit) of orientations. In addition, information 

reported was based on literature review only, and not from review of the online orientations 

themselves, for content. 

Methodology 

A literature review will be completed to explore and research the main foci of this 

investigation. The needs and characteristics of adult online learners will be studied in order to 

better understand the intended audience. Knowing the strengths, weaknesses, and nature of this 

population can only improve online course and program retention. 
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The literature review will also assist in identifying the benefits of an online orientation 

and how the orientation may be directly associated to retention of students in online courses and 

programs. Knowing these benefits will help ensure the online orientation is created with the 

most effective and helpful topics included. The curriculum developed will focus specifically on 

the subjects that are the most beneficial to the retention of the adult online student. 

Additionally, the literature review will critically examine the various types of online 

orientations used at a variety of universities around the nation. Information in relation to online 

orientation content, strengths, and areas for improvement will be collected and reviewed. 

Recommendations for practice and future research will also be presented. 

Finally, a survey instrument will be deployed to UW-Stout's Online Professional 

Development instructors, as well as those additional faculty who teach online courses in the MS 

in Education program. The survey will collect information as to what content should be included 

in an online orientation based on the faculty perspective, as it is the faculty who have first-hand 

communication and involvement with his or her students in online courses. 



Chapter II: Literature Review 

Introduction 

This chapter will review literature in regard to the characteristics and needs of adult 

online learners. In addition, the importance of online orientations will be discussed, as well as 

orientation cUlTiculum. Last, the design of effective online orientations and resulting retention 

will be covered in brief. A summary will conclude this chapter. 

Adult Online Learners 
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Adult online learner needs and characteristics are many times specific to their population, 

as opposed to the traditional (18-24 year old) student population. Understanding the 

characteristics of the learner is imperative, as he or she is the most essential piece of the online 

learning environment (Conceicao, 2007). If the learner is understood, his or her needs can be 

identified. Identifying these needs, as well as lmowing the importance of meeting these needs, 

allows for the institution to then address this population appropriately. 

Characteristics of Adult Online Learners. Characteristics of the adult online learner 

vary within the literature. According to Coussons-Read, Mattes, and Nanney II (2003), the 

majority of learners who participate in online learning are nontraditional adults, ages 26 years or 

older. According to Bataineh (2001), the typical online learner can be generalized as (a) a 

nontraditional student, (b) a full-time worker, (c) a parent, (d) someone living in a rural area, (e) 

a female with children, or (f) a person with a disability. Wilson (2005), deemed the typical 

distance learner as either (a) an adult with a family, (b) a full or a part time employee, (c) lives in 

a rural area, (d) is unable to afford full-time study, or (e) is part of the military. Eduventures, a 

higher education research firm that has been observing the adult learner population for almost 10 

years, reported the typical adult learner as 38.8 years of age and employed full time. In addition, 



a majority of these learners are malTied and have dependent children living at home 

(Eduventures, 2008). 
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Regardless of the varying attributes, Conceicao (2007) emphasized a universal 

characteristic of online learners is their commitment to earning an education. Literature 

reviewed showed that motivation for taking online courses or emolling in online programs varies 

with the learner. However, the main themes that emerged included career change, license 

renewal, or career advancement (Eduventures, 2007a), or an increase in performance or pay 

(Eduventures, 2008) in their CUlTent positions. 

Needs of Adult Online Learners. "Online instruction has made the impossible possible 

[ ... J" (Fink, 2007, p. 20). Online education has allowed those who could not take classes 

because of geographic limitations, work, or personal responsibilities the ability to now emoll in 

courses or programs online. According to a recent report from the Sloan Consortium "more than 

3.9 million students took at least one online course during the fall-2007 term" (PalTY, 2009, p. 1). 

If institutions want to take advantage of this population, it is vital for them to understand the 

issues unique to online learners and fulfill those learner needs (Fink, 2007). 

Furthermore, Eduventures (2008) stated the most decisive factor for adult learners, when 

selecting a college, is scheduling, and online learning provides the flexibility they seek. Due to 

their busy personal lives, work responsibilities, and education, these learners depend on the 

online fOlmat's convenience and flexibility (Eduventures, 2008) . The responsibilities of adult 

learners render online learning as a principle need for these students (Fink, 2007). They seek 

courses online because of their strong desire to earn an education, but yet, they are still able to 

manage their other responsibilities (Cercone, 2008). In short, literature supported the statement 

that "online education provides a practical, convenient, and economical oppor):unity for adult 
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learners" who are not otherwise able to take advantage of educational offerings (Y oon, 2003, p. 

29). 

Additionally, online learners seek courses and programs that are offered completely 

online, without any required on campus attendance (Eduventures, 2007a). In addition to 

scheduling, they are more likely to base their decision to enroll on their perception of whether . 

the institution provides adequate student support services. Therefore, in order to attract this 

population, institutions must be prepared to meet or exceed online learners' expectations, and be 

more responsive to their needs (Eduventures, 2007a). 

Online Orientations 

An online orientation is impOliant as it is a legitimate response to the adult learner needs 

of taking courses online and providing adequate suppOli services. Offering courses online 

requires providing the additional support needed for the student to be successful. Palloff and 

Pratt (2001) emphasized, "We cannot assume that learners will automatically understand the new 

approach to teaching and learning that the online classroom exemplifies" (p. 123). Learners used 

to the traditional approach to learning (instructor-lead, structured learning) may not be aware of 

how online learning approaches are different. Approaches such as student-centered or instructor

facilitated learning may be foreign concepts. Palloff and Pratt (2001) therefore recommended 

some fOlm of orientation to students who are experiencing online learning for the first time to 

ensure these new approaches are understood by the learner. 

Online student orientations may be designed to include curriculum to address these 

specific adult learner needs, benefitting the institution, instructor, and student. Furthermore, it 

can give the learner a clearer understanding of what to expect with online learning (Palloff & 

Pratt,2001). These expectations include topics such as what constitutes effective 



communication, technical skills needed to take an online course, and self-awareness activities, 

such as time management assessments and learning style inventories, for those new to online 

learning. 
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Importance and benefits. Orientations are one way to increase retention by clearly 

communicating holistic expectations as to what is required ofthe student to successfully take an 

online course. Knowing the characteristics and needs of adult online learners, an online 

orientation can then be created to serve the intended audience, including the information and 

activities that will benefit the student the most, and presenting the information in such a way to 

help the student gain confidence as an online learner. Orientations allow students to familiarize 

themselves with the learning platform directly and evaluate their ability to progress through it, 

while identifying any barriers or obstacles before their course starts (Whittemore, 2008). 

Although currently, online orientations are not always available to students taking online 

courses or programs, literature reviewed supported the practice of institutions offering these 

orientations. Huber and Lowry (2003) emphasized that institutions which offer online courses or 

programs should also offer training to their students, both before and during their time in the 

courses or program. Orientations can continue to be useful resources to the same students while 

they are completing the online course or program, as the students may be introduced to new 

software programs throughout their program. In Huber and Lowry's experience, the online 

student orientation that was offered familiarized the learners with the software programs that 

were to be used in their program. 

As a best practice, Wilson (2005) supported the Institute for Higher Education Policy 

recommendation of the need for an orientation prior to the start of a program. They encouraged 
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the advisement of students about topics such as self-motivation and technology requirements as 

part of the orientation process to ensure a quality experience for the learner. 

Literature reviewed with reference to Gaide (2005), also recommended that institutions 

that offer online programs or courses must also consider providing an online student orientation. 

Gaide (2004) also emphasized the use of orientation courses as important to assist with 

familiarizing students who are taking online courses of what they can expect, such as the reading 

and writing demands of an online course, as well as familiarizing them with the skills they may 

need to be successful, such as time management skills, learning independently, and the like. 

In short, online orientations can deter many potential student problems by proactively 

addressing them before they arise. Being proactive is essential to maintaining quality and 

success within the course, program, or institution. Further, offering an orientation prepares the 

student for learning online. Students who are prepared are more likely to persevere and complete 

the program. Ko and Rossen (2008) confirmed, "the most successful online programs offer 

student orientations" (p. 183). 

Moreover, adult students must also learn how to learn online (Fink, 2007). They must 

become familiar with the learning platform in order to navigate it successfully, as well as other 

technologies that may be required. Research has shown that many students are overly confident 

in terms of using the Internet and other related technologies (Eduventures, 2007b). An online 

orientation would accustom the online students to the technologies used in the institution's 

online courses or programs, such as the student learning platform and the email software 

program. 

Online orientations not only benefit the student, but also the instructor. In an online 

course, when students are not familiar with certain technical aspects, such as the learning 
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platform, it is the instructor who then has to troubleshoot the problem (Lehmann, 2004). 

Additionally, if too much effort is devoted to trying to navigate the online environment or 

student learning platform, conversely, less time and effort is spent comprehending and actually 

learning the material (Fink, 2007). Last, the institution benefits as a whole, in terms of retaining 

their students in courses and in completion of programs. The more satisfied students are, the 

more likely they are to return for another course (Ko & Rossen, 2008), as well as recommend the 

courses or programs to other students. 

Curriculum. Content of an online orientation varies according to the literature 

reviewed; however, there are some similarities in overall content included. Eduventures (2007b) 

released a study completed in regard to the availability and content of online orientations offered 

at 15 separate member institutions. Overall, Eduventures reported there were four key elements 

in the most effective online orientations. In general terms, these elements included (a) effective 

communication, (b) technical skills, (c) clear expectations for the learners, and (d) self-awareness 

topics (Eduventures, 2007b). 

At the Center for Distance Learning (2008) at the City Colleges of Chicago, an 

orientation was redesigned to help increase retention in the college's online courses. Their 

orientation was designed with the following modules: getting started (online vs face-to-face 

learning), setting goals and action plans for success (study strategies), understanding the 

characteristics of effective online learning (expectations for online learners), researching on the 

internet (using the online library), overcoming barriers (setting goals), and using Blackboard 

(Center for Distance Learning, 2009). 

Palloff and Pratt (2001) recommended including topics on technology (using the Internet, 

accessing the course site, email), self-awareness, communication (student-instructor, feedback, 



how to get help), and netiquette (social principles in regard to communication when using the 

Intemet). In other literature, Gaide (2005) mentioned seven modules as a guideline for other 

institutions, but included topics only related to technical skills (email, word processing, 

hardware/software skills) and self-awareness (time-management, learning style). 
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In addition, as online students, learners need to be aware of how to communicate 

effectively. Students become frustrated when they are unsure of whom to ask their questions. 

Literature reviewed showed existing orientations were including items such as Frequently Asked 

Questions (F AQ) or question and answer discussion boards, and reinforcing the importance of 

using email communication, as well as making general announcements within the orientation. 

These topics assisted students in knowing which methods were the best or most appropriate to 

use to communicate within the course, as well as with their instructor or the institution. Student

instructor communication is vital to retention. According to Scagnoli (2001), "students worried 

about communicating with an instructor [ ... J will experience frustration and ultimately drop 

[ ... ]" (p. 22). 

In all literature reviewed, it was clear the orientation should, at the very least, introduce 

the learning platform the student will be using and allow them to review the major features that 

are utilized (Ko & Rossen, 2008). In addition, Eduventures (2007b) stated the orientation should 

"simulate the real course experience as closely as possible" (p. 19). Whittemore (2008) fmiher 

encouraged the orientation be housed within the learning platform itself. This would allow the 

learners to view and experience actual course tools that will be used in their online course or 

program. 

Literature reviewed has shown that most orientations included the technical aspects 

students may find in their courses, as well as the importance of student communication; however, 
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very few addressed the topics of expectations and self-awareness subjects such as time 

management, self-directed learning, and learning styles in as much detail. These two topics are 

imperative to student success as well. 

Failure of the institution to set clear expectations, according to Eduventures (2007b), was 

one of the primary factors in low retention or high attrition within a course or program. 

Expectations should be clearly communicated from the beginning of the course or program; 

doing so can help to prepare the student for what is expected. Therefore, the online orientation 

should include topics that pertain to what is expected of the student, as well as what the student 

can expect. Eduventures (2007b) further reported that "existing research suggests that outlining 

clear expectations during the orientation is highly beneficial" (p. 5). Expectations can include, 

but are not limited to, topics such as time management skills, amount of communication 

expected from the student, or time needed to devote to a course. 

Studies showed that within institutions that use best practices in online orientations, tools 

such as self-assessment checklists, personality inventories, learning style indicators, and 

psychological tests were used. Self-evaluation tools are used so that online learners are able to 

consider themselves in another perspective from a neutral source. Furthermore, allowing the 

students to build self-awareness about their individual strengths and weaknesses helps them 

recognize what changes they may need to make in order to be successful in online learning 

(Eduventures, 2007b). 

Although the conclusion of an orientation is just as important as the other content 

covered, very little literature was found that addressed best practices in concluding an 

orientation. The conclusion is the final opportunity to reassure the learner that he or she is ready 

to move forward to the actual course. Ko and Rossen (2008) suggested finishing on a positive 



note, with an activity or feedback that reinforces the students' sense of preparedness to begin 

their online course. Ending in this manner should give the leamers confidence about their 

preparedness for what is to come in the online course or program. 

Effective online orientations and retention 
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Online orientations can range in design and type. They may be simple web pages, self

paced modules, interactive activities, highly organized courses, or a mixture of any of the above. 

FUlther, they may be mandatory or optional, for credit, or noncredit. However offered, 

Eduventures (2007b) has determined by their research that the organizations that use compulsory 

online orientations for their courses or programs placed importance, rather than indifference, in 

familiarizing their students with the online environment. By providing an effective online 

orientation, it can be implied further that the organization also places value on the retention of 

their online students. 

Delivering the online orientation effectively is important. An effective orientation 

program may help get students off on the right foot (Center for Distance Leaming, 2009). The 

orientation may be the first significant experience the student has with the institution and its 

online courses. FUlther, it could be the basis for which the student decides whether online 

leaming is feasible for them. If the orientation is not delivered effectively, the student may not 

gain the intended self-confidence, or worse, if the orientation is not well-organized and delivered 

appropriately, it may add to the student's confusion (Scagnoli, 2001). Unorganized orientations 

increase the anxiety of the-learner, as he or she expects to be reassured by completing an 

orientation, but instead, the learner is met with disorder and unceltainty. This kind of negative 

experience may lead the learner to speculate about the overall quality of the course or program, 

and he or she may back out before stmting the coursework. 
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Additionally, the orientation may be delivered via synchronous tools (occurring in real 

time, such as instant messaging or chat) or asynchronous tools (occurring outside of the 

constraint of time, such as email or course discussion boards), or a combination of both. 

Literature reviewed has primarily supported asynchronous learning for online orientations, as the 

orientation should be something the leamer can do at his or her own pace, at his or her 

convenience. However, using synchronous tools to complement asynchronous activities can be 

helpful for the leamer, as he or she would be able to ask a question and receive an immediate 

answer (via instant message, chat, video conferencing, etc). 

According to Ko and Rossen (2008), effective orientations not only benefit the student, 

but also benefit the institution because of the significance it has on student retention in online 

programs. Likewise, "students who stmt off with a good orientation are most likely to have a 

positive experience and to return for fUlther courses" (Ko & Rossen, 2008, p. 184). Eduventures 

also stated (2007b), "It would appear that the institution of an effective, well-rounded orientation 

containing the suggested elements positively affects online learning as well as retention" (p. 19). 

Despite the literature supporting the relationship between effective online orientations 

and student or program retention, there seems to be very little concrete evidence of that 

relationship. Most of the literature reviewed was qualitative, and it was implied or assumed that 

meeting the needs of the learner would increase the leamer's satisfaction, and in tum, increase 

retention. Much of the literature relied primarily on information such as student feedback and 

low attrition rates to confirm the success and effect of online orientations; however, no 

quantitative data was given. Eduventures (2007b) reported that DeVry University does have 

concrete evidence to SUppOlt the connection between orientations and retention, but was unable 

to report the actual data. 
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Lack of quantitative data is impoliant to document, as quantitative data is essential to 

effectively evaluate the orientation to discern whether the orientation is functioning as intended 

or is ineffective as a learning tool. Quantitative data can also assist in deciding which parts of an 

orientation could be improved or revised to be more effective. Future research should focus on 

collecting data to suppoli the effectiveness of online orientations. 

Summary 

In order to serve the increasing numbers of adult online learners, institutions first need to 

understand the population and its unique needs. Once these are identified, institutions can then 

provide the communication and student services that meet these needs, and as a result, increase 

the retention rate (Parker, 1999). 

Literature reviewed suppOlied the thought that in order for any program to be successful, 

there must be support services in place for the population being served. One of the ways 

institutions can meet this need is through an online orientation. If developed correctly, 

orientations may serve as a bridge between the physical campus and the online learners. 

Effective orientations would allow for the online students to familiarize themselves with what is 

needed, intrinsically and externally, to take an online course, or enroll in an online program, with 

the utmost success. 
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Chapter III: Methodology 

Introduction 

As stated earlier, a problem exists in that there is not cUlTently a college-wide orientation 

in use for UW-Stout's adult online learner. As a result of the increase ofUW-Stout's online 

courses and programs, and thus, an increase in the number of adult online learners, it is necessary 

to create a holistic online orientation to educate adult online students about online learning, 

advise these students to campus policies and procedures, inform the students about best 

practices, as well as familiarize them with the course management system, D2L. 

Sections to be addressed in this chapter include subject selection and description, 

instrumentation, data collection procedures, data analysis, and limitations. 

Subject Selection and Description 

The sample used in the collection of data was those instructors who teach for UW-Stout's 

School of Education. More specifically, those instructors who taught online courses in the 

Online Professional Development program, as well as instructors who taught online courses in 

the Master of Science in Education online degree program, were selected to participate in the 

survey. Further, a few additional staff members were selected who work in key offices on 

campus. These additional staff members also work directly with online adult students on the 

UW-Stout campus. In total, there were a total of37 persons invited to participate; of these 37, 

19 participated in tier one, 14 participated in tier two and 12 participated in tier three. 

Instrumentation 

The three surveys (appendix A, B, and C) used in this study were designed by the 

researcher. Some of the questions in the survey were based on the literature reviewed. Other 

content in the survey was specific to the features of UW -Stout's learning management system, 



Desire to Learn/Learn@UWStout (D2L), as well as UW-Stout specific student policies and 

procedures. 
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The surveys were given in three parts, or 'tiers.' Each survey drilled down fUliher than 

the previous survey, from broad to specific. The purpose of giving the survey in tiers was 

twofold. First, it was intended to decrease the amount of data collection for unnecessary topics, 

by first stalting with broad topics, and narrowing down the available topics each survey, when 

necessitated, based on the response. The second purpose was to break up the number of 

questions asked into three surveys, rather than one long survey, which was intended to increase 

the response rate. Including all possible questions in a single survey would have necessitated a 

very long survey instrument. 

Within the first tier (see Appendix A), the respondents were asked about the broad 

characteristics of D2L, as well as other broad topic areas such as campus policies, campus 

offices, and the like. The purpose of this first tier was to get a general idea of what kind of topics 

should be included. If a topic did not get a majority response as a "need" in the first tier, it 

would not be included in the second tier of the survey. The respondent was also invited to write

in any sUbtopic they believe to have been overlooked by the researcher. 

Within the second tier, (see Appendix B), responses from the first survey were reviewed, 

and any no/low need topics identified and removed. Respondents were then asked to respond to 

questions more specific to each broad area from tier one. Each question listed a topic, and then a 

number of related subtopics, and the respondent was then asked to rank each subtopic based on 

need (No/Lowest Need, Some Need, Most/Highest Need). The respondent was also invited, at 

that time, to include any subtopic they believe to have been missed. 
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Within the third and last tier (see Appendix C), responses from the second tier were 

reviewed, and any no/low need topics were identified and removed. Respondents were then 

asked to respond to additional questions, functions, or subtopics based on the results of the 

previous tier. The respondent addressed two types of questions in the third tier. He or she was 

again asked to identify the need for some of the topics in this tier. Additionally, the respondent 

was asked to rank order specific subtopics or functions from the previous tier, defining which 

topics were of the most importance, from the respondent's perspective. Last, the respondent was 

also invited to include any subtopic or function they believe to have been overlooked by the 

researcher. 

Data Co))ection Procedures 

Three surveys, given in tiers, were sent to UW -Stout School of Education Online 

Professional Development instructors, faculty who teach in the MS in Education online program, 

and select staff who work directly with online adult learners. The survey was given 

electronically, in three separate instances, spanning two to three weeks apart. This gave the 

respondent approximately a week to respond, and the researcher then had time to review the data 

and design the next tier. 

The first invitation to pmiicipate was sent via email on March 8, 2010. Within the 

invitation, the researcher was introduced, the study and its purposes were stated, and the risks 

and benefits addressed. Next, the survey instrument and procedure was described, and examples 

of the question topics and subtopics were given. Last, the potential respondents were informed 

that their responses were confidential, but not anonymous, and that participation in the study was 

voluntary. Study approval via the Instructional Review Board at UW-Stout was also mentioned. 

The survey linle was then given, so that those who wished to participate could do so 
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electronically. The survey was stated to remain open until March 12, but that date was extended 

through the weekend, and the survey actually closed on March 12, 20 10. 

The second tier of the survey invitation was sent on March 17, 2010 to those who 

responded within the timeframe of the first survey. In this email invitation, respondents were 

informed of the approximate time (10-15 minutes) it would take to participate in the survey. 

Also explained was the nature and purpose of the survey (drilling down the broad topic areas 

from tier one), and how the responses from this survey would affect the following survey (those 

topics that were to be further delimitated in tier three must be deemed "needed" topics by 

respondents). Last, the invitation informed the respondents of the close date of the survey 

(March 22, 2010) and gave the link, so the survey could be accessed electronically. 

The third, and last, tier of the survey was given April 16, 2010 to those who responded 

within the time frame of the previous survey. In this email invitation, respondents were again 

infOlmed of the approximate time (10-15 minutes) it would take to patiicipate in the survey. The 

nature and purpose of the survey were again explained (in this case, the researcher wanted to find 

out which topics or sUbtopics were deemed as most important, as these would be included in the 

first draft of the revised orientation). Last, no specific close date was mentioned, as the 

researcher was ardently aware of the number of respondents and could follow up as needed. The 

link to the survey was given electronically, as well. The third tier closed on April 26, 2010 . 

The surveys were not anonymous, as stated above, as the researcher wanted to be able to 

contact the respondent directly, in case of any confusion with a response given. FUliher, there 

were no blatant or inherent risks to the survey. Individual responses were kept confidential and 

could be accessed only by the researcher through an individual login (username and password 



required to access the data) to the survey tool (Qualtrics). User comments were not to be 

reported in ways in which the reader could directly identify the comment with the respondent. 

Data Analysis 
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Qualtrics, UW-Stout's survey and data collection tool, was used to collect and analyze 

the data for the purpose of this study. Primarily, the researcher focused on the individual 

responses, mean, and number of responses. The researcher focused on the topics which received 

the most responses and the highest level of need. Those topics and subtopics which were felt to 

have a "need" or "most need" 50 percent (50%) majority, based upon the responses ofthe 

respondents, were included in subsequent tiers of the survey. FUliher, those in the third tier with 

a 50% majority response to have a "need" or "most need" will be included in the curriculum of 

the first draft of the online student orientation. 

Limitations 

There are a number of limitations to this study. Each of them will be discussed in detail 

in the following paragraphs. 

First, this study is specific to a small number of online instructors, based solely in the 

School of Education, as well as a very limited number of staff who work directly with online 

adult learners. The sample size will be very small, and therefore, they survey, and resulting data 

collected, are not meant to be used to generalize to the population outside of the School of 

Education. 

Second, the survey is specific to UW -Stout's policies and procedures, as well as its 

learning management system, D2L. Neither the survey data, nor the study itself, is meant to be 

generalized to the population, other universities within our outside of the University of 

Wisconsin System, or learning management systems used other than UW -Stout-suppOlied D2L. 
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Third, pertaining to validity and reliability, no measures of either have been documented. 

This survey was designed specifically for use in this study, only. It is unknown if the survey 

instrument is either reliable or valid, or whether it can be used for future studies of the same 

subject matter or topic area. 

Fourth, this instrument is given in three tiers, which may increase the likelihood of fewer 

respondents with each tier. However, giving the survey in one tier would have resulted in a very 

long survey, which might have taken anywhere from 30-45 minutes to complete. Giving the 

survey in three tiers, with shorter time-spans, seemed to be more respondent-friendly. 



Chapter IV: Results 

As a result of the increase ofUW-Stout's online courses and programs, and thus, an 

increase in the number of adult online leamers, it is necessary to create a holistic online 

orientation to educate adult online students about online learning, advise these students to 

campus policies and procedures, infOlID the students about best practices, as well as familiarize 

them with the course management system, D2L. 
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A survey was given to all School of Education Online Professional Development 

instructors, as well as faculty who teach in the MS in Education online program, and select staff 

who work directly with online adult learners. The total number of persons invited to take the 

survey was 37. There were 19 responses to tier one, 14 responded to tier two, and 12 responded 

to tier three. The primary purpose of the survey was to answer research question three: What 

infOlIDation should be included in an online orientation? 

The survey was given in three tiers, on three separate instances. The instrument 

contained questions about topics in direct relation to UW -Stout student policies and procedures, 

as well as the learning management system, D2L. The researcher's intent was to collect 

information about which topics and functions were most troublesome for the student and time

consuming for the instructor/staff, based upon the instructor or staff person's perception when 

working directly with online adult leamers at UW -Stout. These topics would then be included in 

the first revision of the cunently used online student orientation. 

For all questions posed, when asked to rank-order, 'one' equates to the "most important" 

and the level of impOliance decreases from there, and is dependent upon the number of subtopics 

given. For example, if a question had five subtopics or functions from which to rank, the 

resulting mean rank of each subtopic or function would range between one, most/more 
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important, and five, less/least impOliant. In addition, for all questions posed, a "majority" means 

50% or greater of those who responded. 

Item Analysis 

The first question of the survey asked respondents to enter their full name. The reason 

behind this was so that the researcher could contact the respondent in case of the need for clarity 

or fmiher information. 

For the second question, respondents were asked to rank, in order of impOliance (one 

being the highest, five being the lowest) five email functions. Email activation was ranked the 

highest, averaging 1.1, and junk mail was ranked the lowest, at 3.8 (see Figure 1). 

Figure 1. Ranking the importance of email functions 
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The next question asked respondents to rank-order seven D2L functions in order of 

importance. Locating D2L ranked the highest, at 1.88, and Classlist/Completing your Profile, 

ranked lowest, at 5.43 (see Figure 2). 



Figure 2. Ranking the importance of D2L functions 
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Question four asked the respondents to first separate five topics in relation to Discussion 

in D2L as either "need" or "no need." Respondents were then asked to rank, in order of 

importance, those topics which they felt were "needs." All topics were considered a "need" by a 

majority of the respondents. In addition, "using specific subject headings" was considered a 

need by one respondent. When ranking the five topics, finding discussions was ranked as most 

important, and adding attachments was ranked as least important (see Figure 3). 

Figure 3. Ranking the importance of discussion functions 
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The next question asked the respondents to first separate two topics in relation to Grading 

in D2L as either "need" or "no need." Respondents were then asked to rank, in order of 
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impOliance, those topics which they felt were "needs." Both topics were considered a "need" by 

a vast majority of the respondents. Further, one respondent felt "impOliance of frequently 

looking at the gradebook" was an additional need. When ranking, both topics ranked high in 

importance: how to find the gradebook (1.13) and how to view comments (1.71). 

The sixth question posed asked the respondents to first separate three topics in relation to 

the dropbox function in D2L as either "need" or "no need." Respondents were then asked to 

rank, in order of importance, those topics which they felt were "needs." All three topics were 

considered a "need" by a vast majority of the respondents. FUliher, one respondent felt 

"importance of viewing feedback" was an additional need. When ranking, all three topics ranked 

high in impOliance: how to find the dropbox (1.63), how to submit a file (1.70), and how to view 

feedback (2.44). 

The seventh question posed asked the respondents to first separate three topics in relation 

to Content in D2L as either "need" or "no need." Respondents were then asked to rank, in order 

of impOliance, those topics which they felt were "needs." All three topics were considered a 

"need" by a vast majority of the respondents. Further, one respondent felt "browser settings, 

toolbars, and support" was an additional need. When ranking, all three topics ranked high in 

impOliance: how to find content (1.11), how to view content (1.88), and how to print content-

(2.50). 

Question eight asked respondents to rank, in order of impOliance seven Access Stout 

functions. Logging in to Access Stout was ranked the highest, averaging 2.0, and how to order 

an unofficial transcript was ranked the lowest, at 5.86 (see Figure 4). 



Figure 4. Ranking the importance of Access Stout functions 
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Question nine asked respondents about which student services areas students should be 

referred directly to the appropriate website versus including information in the actual online 

orientation. A visual representation of responses can be seen in Figure 5. 

Figure 5 Student Services information access: refer to website or include in the 
orientation? 
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Question ten asked respondents about textbook policies and procedures. Respondents 

were to rank-order seven topics in relation to textbooks. How to request a textbook (2.17) and 
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Where to find textbook information (1.29) ranked the highest in level of importance (see Figure 

6). 
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Figure 6. Ranking the importance oftextbook policies and procedures 
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The eleventh question asked respondents to rank-order subtopics in relation to which 

student policies and student services offices to include. Library Services (2.13), Financial Aid 

Office (2.40) and Academic Misconduct/Dishonesty policy (3.0) ranked the highest in this 

category (see Figure 7). 

Figure 7. Ranking the importance of including student policies and student services offices 
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The twelfth question asked respondents to rank-order subtopics in relation to Student 

Business Services. Billing information and contact information ranked as most impOliant in this 

category, at 1.8, each. Of other importance was student fee information (2.4) and refund 

information (3.1). 

Question thilieen addressed registration policies and asked respondents to rank five 

subtopics in order of importance. Information about dropping/adding/repeating courses was 

ranked as most important (1.56), and withdrawal procedures came in at least impOliant (3.88) 

(see Figure 8). 

Figure 8. Ranking the importance of registration policies 

4.5 

4 

3.5 

3 

2.5 

2 

1.5 

0.5 

o 

3.88 

Question fOUlieen addressed "how to" topics. Respondents were asked to rank three 

topics in order of importance. Working with attachments was most impOliant (1.30) and 

instructions on how to order required software was ranked second (2.14). The third topic, how to 

access the key server, was listed as important by only four respondents. 
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For question fifteen, respondents were asked to rank eleven subtopics in order of 

importance in relation to pre-course or preparatory information. The top three subtopics 

included an online student expectations agreement, successful online learning tips, and effective 

communication tips. One topic received fewer than five votes: role of adviser/program director 

(see Figure 9). 

Figure 9. Ranking the importance ofpreparatory/pre-course information topics 
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The final question addressed the ways in which students should be informed or 

instructed. Respondents were asked to rank, in order of importance, nine ways in which to 

communicate with students. Five of the nine topics received five or fewer votes: broadcasting 

outlet (ie, Twitter), wiki, PowerPoint, synclu'onous web meetings, and DVDs. The remaining 



four topics ranked as impoliant included web pages, tip sheets, refelTing students to the 

orientation, and video instructions (see Figure 10). 

Figure 10. Ranking the importance of ways in which to informlinstruct students 
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Chapter V: Discussion 

Introduction 

This chapter will contain the limitations of the literature review, a discussion of the 

literature review, and recommendations for practice. This chapter will conclude with 

recommendations for future research. 

Limitations of the literature review 
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The primary limitation of the literature review was that the literature included only online 

course orientations used for online, post-secondary courses and programs, and was not 

exhaustive of all types (face-to-face or hybrid; online high school or non-credit) of orientations. 

The researcher did not study information reported on orientations that were not held online. In 

addition, information reported was based on literature review only, and not from a review of the 

online orientations themselves for content. 

Discussion 

Within the literature reviewed about adult online learners, it is considered that those 

classified as an 'adult learner' is generally over 26 years old (Coussons-Read, Mattes, & Nanney 

II, 2003; Eduventures, 2008). Although the characteristics diverge from there, for the most part, 

research shows several similarities (Bataineh, 2001; Eduventures, 2008; Wilson, 2005): adult 

learners have other responsibilities outside of school, such as work and family (such as 

dependent children); adult learners are sometimes in an area where a traditional, face-to-face 

college education is not a viable option, or they have other obstacles, such as the military or a 

disability, that makes it more convenient for them to complete their coursework online. 

However, it was apparent that these learners have a commitment to earning their education. 
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Understanding the needs of adult learners is important in order to serve them well. These 

learners seek coursework or programs that are online, because they need the flexibility and 

convenience that "online" brings. In addition, many seek courses and programs that are entirely 

online, with no travel required . Last, it is impOliant to recognize these needs and provide student 

services to meet them in order to be responsive to this student population. 

Several studies supported the fact that online orientations are an impOliant part of 

meeting student needs and increasing retention in online courses and programs (Eduventures , 

2007b; Gaide, 2004, 2005 ; Huber & Lowry, 2003 ; Ko & Rossen, 2008 ; Palloff & Pratt, 2001; 

Wilson, 2005). Though the impOliance of simply offering an online orientation was emphasized, 

some research actually stated it should be a mandatory component when enrolling in online 

courses or programs (Eduventures, 2007b). Students may need a different skill set and must be 

made aware of the differences oflearning online versus traditional, face-to-face learning in order 

to increase their chances of success. An online orientation could easily provide such 

information. 

The cuniculum to be included in an online orientation varied according to the literature 

reviewed. However, many orientations included four basic topic areas: (a) communication, (b) 

technical skill requirements, (c) learner expectations, and (d) self-awareness activities. Each of 

these areas included a variety of infOlmation and activities students may need to be aware of 

when enrolling in online courses and programs. Although all four of the topic areas are 

important, not all orientations included all four topics. However, at the very least, the orientation 

should give the student a small experience, or snapshot, of what it will be like to take a course in 

the student learning platform and allow them to practice using actual course tools that will be 
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used. Many institutions are currently reviewing and revamping their current online orientations 

to meet these topic areas to try and increase retention. 

Overall, in order for online course orientations to serve their purpose, they must be 

effective in their design. Students should feel reassured and prepared after completing an online 

course orientation. The online orientation could consist of asynchronous learning, primarily, 

with synchronous leaming tools as a complement when needed or desired. When developed 

c011'ectly, orientations help bridge the gap between the online student and the physical campus. 

Literature reviewed reported little to no quantitative data as to the relationship or 

correlation between effective online course orientations and student retention. However, 

qualitatively, the literature supports the theory that the online course orientation increased 

retention in courses and programs (Eduventures, 2007b; Gaide, 2004, 2005; Huber & Lowry, 

2003; Ko & Rossen, 2008; Pall off & Pratt, 2001; Wilson, 2005). Many universities are currently 

using them as retention tools to increase and maintain elU'ollment. However, it is not just 

important to have the orientation, but more so, it is important the orientation used is effective and 

serves its intended purpose: helping the students to familiarize themselves with what is needed to 

emoll in an online course or program-and be successful. 

The survey results analyzed also supported the literature reviewed; specifically, the 

features and functions ofUW-Stout's learning management system, D2L. These topics were 

found to have a high level of importance to the respondents. Further, those topics that related 

directly to the student accessing his or her course materials were highly ranked. Included in this 

area were: locating D2Lfor the first time, accessing UW-Stout email, and how to post messages 

to the discussion board. These functions SUppOlt effective communication from the student, as 

well, as D2L is the area in which the student communicates with his or her classmates, and UW-



Stout email is the only way in which the University communicates with its students. 

Additionally, these responses also supported the idea that it's important for the student to 

experience and practice within the same course environment as where their course content will 

be housed, in order to increase the level of comfOlt the student has when using the leaming 

management system. 
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Some of the topics in relation to communicating UW -Stout policies and procedures were 

deemed as necessary to be included in the orientation, such as textbook information, registration 

policies and procedures, and library services. However, other topics were thought to be 

mentioned only, and it was thought the student should be directed to the appropriate website for 

more information. 

Last, topics in relation to areas such as communication, teclmical skills, learner 

expectations, and self-awareness were also deemed to be a need based on the response survey 

respondents, which also supported the literature reviewed. Examples of these included 

communication tips, working with attachments (teclmical skills), online student expectations 

agreement (delineates learner expectations; student reviews, signs, and then adheres to policy), 

successful online learning tips (self-awareness). 

Recommendations for practice 

Currently, online orientations are used in several institutions that offer online courses or 

programs. However, the curriculum has not been standardized, and therefore, the effectiveness 

of orientations cannot be determined based on curriculum alone. For those who wish to create 

and use an online course orientation, it is important to be informed about the online courses and 

programs offered, about the student leaming platform used, and about institutional policies and 

procedures in order to design the online orientation effectively. Although important to become 



informed of best practices, it is not enough to only review other online orientations and 

recommendations. Institutions must also be aware of the characteristics and needs of its online 

courses and programs, as well as its online student population. 

Recommendations for future research 

43 

It is clear that more quantitative research needs to be done in order to confirm and 

substantiate the effectiveness of online orientations. In the future, research should be done which 

measures any change in retention or student satisfaction as a result of completing an online 

course orientation prior to enrollment in online courses or programs. 

In addition, once an online orientation is put into practice, it should be reviewed 

regularly. Online learning and adult students are both dynamic in nature, and it is impOliant to 

recognize any changes in either the courses and programs or students. Through both a student 

survey and a faculty/staff survey, institutions can ensure current needs are being met, as well as 

use that data to improve the content within the orientation, if needed. 
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Appendix A: Survey Tier One 

Online Student Orientation Needs Survey 

Thank you for your participation in this survey This survey should take bet'Neen 5 ane! 15 minutes_ 
If YOLI participate in this survey, please plan on participating in the next two folio'/\!' up surveys _ As 
stated in the invitation email. your responses are r",JOT anonymous, however, they will be kept 
confidential. 

This survey 'It/ill be open until Friday, r'v'larch -12 . 2010 _ 

This research has beell approved by the UI,.n';-Stout IR,B as required by the Code of Federal 
regulations Title 45 Part 46_ 

" Required 

Please enter your first and last name " 
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Do you believe there is a Ileed for an online orientation for online education students? Or, 
in other terms, do you believe having new online students participate in an online 
orientation would be beneficial to them as students and/or to you as an instructor? 



Please rank the level of need in the broad areas you perceive to have need: 

Em3il functi ollS (set up , 
changin g pa sswo rd , etc) 

D2L functions (logging in, 
access ing course. navigation; 

A.cces ::; Stout functions (logging 
in , printin g 3 tr;3n::;cript} 

Texto oo ~: Policies 

Student Policies (;3cademic 
dismiss al, plagi;3rism, 

di::;aoilities) 

s tu,jent BlI '3ine% Policies 
(reflln,j ::;. Dills , etc::, 

Regi str3ti on Policies 
(3 d ,j s/d rops/withdr31"vals ) 

I\Jo I\Jeed 

r . , I 
"-'" 

-
C I 

, 
'-' 

i I 
-' 

, - , 
I , 
- ' 

t-" I 
- ' 

0 

LowesULeast 
Some ~~eed r--Jeed 

(~j , " ,..,. ','-) 

, -, -
) I I 

' -' 

i. 
- , , - , 
-) 

, , 
"-' 

, - -
" I , I 

'J ' - ' 

, ' -', 
I 1"-. 

' - ' '-' 

- "- ', 
(- I , I 

'-' 

~~ , - , 
,J I 

Other: (please list BROAD area of need if you feel there is one that is not covered above) 

I I 

High/Most I\Jeed 

,-, 
I,,_ } 

-
" ) '-

,-, 
I, I -

-,:--

r', 

" 
! -

,- , 
I , 
' -' 

(~I 

Do you find value in topics for students such as: time management tips, online learning tips, and netiquette? 

o Ye s 

If yes, please list a maximum of five of these areas you would like to see covered: 
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Appendix B: Survey Tier Two 

University of Wisconsin-Stout WISCONSIN'S POLYTECHNIC lINIVfHSlfY 

Please enter your first and last name 

In regard to the broad area of "email," which topics do you feel should be included: 

NolLowest Need Some Need MosVHighest Need 

Set up (ex: creating folders, 
( ; .- , c:: creating signature) 

I , 

Email activation I) () 0 

Changing password r , , .-, , ; -"'1 , 
'- - ,,' 

Junk mail 0 0 CJ 

OtlJer -, ,-, n 1,_, 
, 1,_) 



In regard to the broad area of "02L." which topics do you feel should be included: 

NolLowest Need Some Need 

Locating D2L (first time, 
bookmarking) 

,-, n , , 

Logging in (first time, 
0 0 bookmarking) 

Finding their course(s) (j r -

'J 

Housekeeping (pop-ups, 
0 0 resolulion, etc) 

Navigating D2L t) r 
f",_.' 

Sending email rrom D2L ~J 0 

Discussions 
- -. 

' . , 
' -' "- ,, 

Grading 0 r- ', 
oJ 

Surveys ,-. 
I,.} Co 

Quizzes 0 f 

Class list , .-, ,- , , 
' - ' ', . ." 

Checklist 0 0 

Content , ~, 

0 '-' 

Chat (J 0 

Olber c.) , 
-' 

In regard to the broad area of "Access Stout," which topics do you feel should be included: 

NolLowest Need Some Need 

Locating Access stout (first r- , C) 
lime, bookmarking) ' -' 

Logging in 
,.... , ..... 

I U t->, 

Navigating Access Stout () ..... 0 

Registration ~--.. n u 

Grades () c· ~ -} 

Billing 0 0 

Olber , -, , -, 
I .... } ~: - } 

Most/Highest Need 

,. - . , , 
' -

03 
,-) 

,-) 

,) 

0 

0 

0 

". ' 

0 
~'. ' , -

0 

\) 

0 

-. , 
" -

Most/Highest Need 

, .... 
I . ,' 

o 
,-, 
I , 
'J 

I .. . ) 
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In regard to the broad area of "Textbooks," which topics do you feel SllOulcll)e included: 

No/Lowest Need Some Need Most/Highest Need 

How to request " 
-

I () 0 ,-

Where to find textbook 
0 0 0 information 

'Nhere to order (when 
0 I - ' 1 r) 

purchasing) , ~ 

Overseas Student POlicy 0 0 ':~I 

Where to return ( "j C" C 

Contact information for 
0 0 () 

Instructional Resources 

Contact information for Credit . ~~, (::' () 
Outreach Textbook support 

Other 
0 (:) I,) 

In regard to the broad area of "Student PoliCies and Services," which topics do you feel should be included: 

No/Lowest Need Some Need Most/Highest Need 

Academic Dismissal .. ... , j~=~1 0 -, ' 

Academic 
0 0 Misconduct/Dishon esty 

, 

Disability Services (-) 0 (~I 

Library Services (] 0 0 

Tutoring Services 1 " I 
,-, 

I (~-) 
' - ' ' -' 

Other 
0 0 0 

In regard to the broad area of "Student Business Services," which topics do you feel should be included: 

No/Lowest Need Some ~~eed Most/Highest Need 

Refund Information () I 
, ' , 

I t) -

Billing Information () U (] 

Conlact Information (-:' I) 
,-, 

'~J 

Other 
0 

,~ 

I_ } 0 



In regard to the broad area of "Registration Policies," which topics do you feel Should be included : 

No/Lowest Need 

Dropping/Adding/Repeating ~, '-
IP andlor I policy '-) 

Grading definitions (INS. WU, 
( :1 

NF) 

Withdrawing from UW-stout r· 
I~_) 

Appeals ~. , , 
'-' 

Other 
0 

Which "how to" topics do you feel should be included: 

VVorKing with attachments (PC. 
Mac; Word, Adobe) 

Ordering required software 
(WISC) 

Other, _____ _ 

f\lo/Lowest Need 

c~, 

Some Need MosUHighesl Need 

'''-'1 
-' 

0 ) 

0 .-, 
-' 

(} () 
,~ C .. . , 
' .. " 

() 0 

Some Need MosUHighest Need 

( . 

o I:] 

o 
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What preparatory or precourse information do you feel should be included: 

No/Lowest Need Some Need MosliHighest Need 

General Study Skills (online 
reading, time management, , .-', , CI ,-, 

',' 
' , 

stress reduction) 

Successful Online Learning 
() 0 (~) 

tips 

Netiquette , , , ,' , 
-' 

, - -. ' 
Organization skills for digital C" ') 0 materials 

Communication (w/instructor , I r) I '.} or other students) -

Discussion Board information 
(why important, qualityvs I 

,~ 

I (-:1 I:) -
quantity, tips on posting, etc) 

Email etiquette , , , 

I~_, .' "." 

Recommended browser " , I~I 0 settings 
' , ' ,' 

VVhen technology fails; 
technical support contacts 

, ' , , .', , r- 'r 
',' 

, 
',' 

matrix 

online student expectations 
agreement (student would ( ) {-., 

I C;-
read and "sign") 

Online learning readiness quiz , , '." 
',' ' , 

Role of adviser/program 
0 ( ) 0 director 

.A.PA resources 
-, 

I 
,- , I.) 1 .. _-

Other 
~. ~ . - \ \_ } I'J1 

\ - ' 



In what ways should we inform/instruct students (select all that apply): 

o Video instructions 

o Tip sheet instructions 

o Standard operating procedure of referring students back to the orientation if related questions are raised by student 

o Broadcasting outlet with general student information Ceg Twitter) 

o Other 
-------

Orientation should be ... : 

(\ Mandatory for all users (first time and returning) 

() Mandatory for first time users only; optional for all returning students 

'._' Mandatory for new students and those who have been out one semester 

I') rylandatory for new students and those who have been out two or nlore semesters (optional for those who have missed 
only one semester) 

In what cases should we NOT include information. but rather. refer the students directly to the appropriate 
website (select ali that apply): 

0 email functions 

D D2L 

[] Access Stout 

0 TextbooksliRS 

I!J Dean of Students policies 

0 Student Business Services 

0 Registration Policies 

El Library 

[] Other 

10 Click to write Choice ·10 

Other topics (semi-broad) you feel should be included? 
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Appendix C: Survey Tier Three 

University of Wisconsin-Stout WlscmJSIN'S POLYTECHNIC UNIVLRSII Y 

Please enter your first and last name 

In regard to the email topics below, which scored highest in the tier two survey, please rank the subtopics in 
order of importance (if you feel any sub-topic has no need , please do NOT rank it--Ieave it blank): 

Set up (ex: creating folders, creating signature) 

Email activation 

Changing password 

Junkmait 

Email ellQuetle 

In regard to the sub-topics of "D2L" below. which scored highest in the tier two survey, please rank the 
subtopics in order of importance (if you feel any sub-topic has no need, please do NOT rank It-leave it blank): 

Locating D2L (first time, bookmarking) 

Logging in (first time, bookmarking) 

Finding their course(s) 

Gatling Started (housekeeping, My Home, tips, etc) 

Navigating D2L 

Sending email from D2L 

ClasslisUProfite 

In regard to Discussions, which topicS do you feel SllOllld be included (drag and drop the items from the left into 
one of the boxes. then rank (drag and drop within tile Need box) in order of Importance--no need to rank the 
items that are No Need): 

Items 

How to find Discussions 

Posting a new message 

Responding to posted 
messages 

Adding atlachments 

Discussion Board Info/eliQuetle 
(why important, quality vs 
quantity, tips on posting, etc) 

OtheLr __________ ___ 

~lo Need Need 
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In regard to Grading below, which topics do you feel should be included (drag and drop the items from tile left 
into one of the boxes, then rank (drag and drop within the Need box) in order of importance--no need to rank the 
items that are No Need): 

Items No Need ~Jeed 

How to find the Gradeoook 

How to view comments 

Other 

In regard to the Dropbox, which topics do you feel should be included (drag and drop the items from the left into 
one of the boxes. then rank (drag and drop within the Need box) in order of importance-no need to rank the 
items that are No Need): 

Items 

How to find the Dropbox 

How to submit a file 

How to view feedback 

Other, _____ _ 

No Need Need 

In regard to Content which topics do you feel should be included (drag and drop the items from the left into one 
of tile boxes. then rank (drag and drop within the Need box) in order of importance--no need to rank the items 
that are No Need): 

Items 

Howto find Content 

How to view Content 

How to print Content (procedure, 
tips, etc) 

Othe,..:...r _____ _ 

~Jo Need /leed 
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In regard to the sub-topics in "Access Stout" below, which scored highest in the tier two survey, please rank the 
subtopics in order of importance (if you feel any sub-topic has no need, please do NOT rank it--Ieave it blank): 

Locating Access StOLIt (first time, bookmarking) 

Logging in 

f\lavigating Access Stout 

Registration 

Grades 

Billing 

Unofficial Transcript 

In what cases should we include limited information in the orientation, and then refer tile students direclly to the 
appropriate website (if you include any items as ones to "refer to website," please do not rank and/or answer the 
corresponding question (010, Q11, 012, or 013) thereafter)(drag and drop the items from the left into one of 
the boxes, then rank (drag and drop within the "Include .. . " box) in order of importance--no need to rank the items 
that are "Refer ... "): 

Items 
TextbooksliRS 

Dean of Students policies 

Student Business Services 

Registration Policies 

Financial Aid 

Library Services 

Disability Services 

Tutoring Services 

Refer to Website Include in Orientation 

In regard to the sub-topics in ''Textbooks,'' which scored highest in the tier two survey, please rank the 
subtopics in order of importance (if you feel any sub-topic has no need, please do NOT rank it-leave it blank): 
NOTE: If the course(s) you teach does NOT use a textbook, please skip this question! 

How to request 

'Nhere to find textbook information 

Where to order (when purchasing) 

Overseas Student Policy 

'Nhere to return 

Contact information for Instructional Resources 

Contact Information for Credit Oulreach Textbook support 
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In regard to the sub-topics in "Student Policies and Student Services offices" below, Wllich scored highest in the 
tier two survey, please rank the subtopics in order of importance (if you feel any SUb-topic has no need, please 
do NOT rank it--Ieave it blank): 

Academic Dismissal 

Academic MisconductJDishonesty (plagairism)(Dean of Students Policy) 

Disability Services 

Library Services 

Tutoring Services 

Student Code of Conduc1 (Dean of Students Policy} 

Financial Aid Office 

In regard to the sub-topics of "Student Business Services" below, which scored highest in the tier two survey, 
please rank the subtopics in order of importance (if you feel any SUb-topic has no need. please do NOT rank it-
leave it blank): 

Refund Information 

Billing Information 

Contact tnformation 

Student Fees (graduation, Research Paper, etc) 

In regard to the sub-topics in "Registration Policies" belo\N, which scored highest in the tier two survey. please 
rank the subtopics in order of importance (if you feel any sub-topic has no need. please do NOT rank it--Ieave it 
blank): 

Dropping/Ad ding/Re pe ating 

IP and/or I policy 

Grading definitions rNS, WU, NF) 

VVithdrawing from uw-Stout 

Registering for courses requiring instructor approval 

In regard to the "how to" topics, which scored highest in the tier two survey, please rank the subtopics in order of 
importance (if you feel any sub-topic has no need, please do NOT rank it--Ieave it blank): 

\l\lorking with attachments (PC, Mac: Word, Adobe) 

Ordering required software (WISC) 

How to Access Key Server 
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In fE:<tlard b pre~<sr.atolyor ~·recour5e infc.rmation, please r.an": the 11 subtopics inc·rder c-f impmtsnce {if you feel 
sny sut::-topic hss nG need, plesse dc, t~OT ran:.: it-Iesve it blan::':;,: 

SIi'X2S5:ul Orlirce Le~rrir '~1 tips 

Rop- o~ a.j ... i=eripro~ram ,:fire~tor 

PlessEe r.an :~, in mder of mest impc·r!an ce. thEe ways in which WEe shc·uld we i nfc.rmiinstruct students {if yc,u feel ·any 
su t::-tc·pic has nG nEeed, plesse dc- NOT ran.:': it-Iesve it blan~ :': 

Tip shet ir5tnn;tKlra 

'I,IViki 

PO' .... erPoillts or Fa r.ta·=~3. 

SynDtuOI:OuS ','loeb m-:-etin:;s {optbr.ar~ 

DVD5 soet lip in the "CI3.5sr-:::.::on:," for ·stu·:i'e!;t to D1iDk and lister. 
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