Materials  Inventory Worksheet
List all your course materials and determine which file format to use in the online format.


Course Material File Types
 
HTML
The ID team highly recommends that you consider converting your content files to the HyperText Markup Language or HTML. Material that is presented in a web environment is most often converted to the HTML format so that it can easily and instantly be viewed by web browsers such as Microsoft IE and Netscape. 

 

HTML documents are usually smaller in size and load quicker for the user. You should always take into consideration the file size of all your material that you will utilize in your course site and how easily it can be accessed by students with low bandwidth access.  Additionally, other file format options are available for you to convert your content material. All Microsoft Office products such as Word files, PowerPoint presentations, and Excel files can be converted to HTML from within the software application itself. You can also use other HTML editor programs such as Dreamweaver or FrontPage, but it is not necessary. 

  

Portable Document File (PDF format) 

In order to create a PDF file, you will need to have the Adobe Acrobat software installed on your computer. This is not the Adobe Acrobat Reader software that is commonly installed on most computers.
Why Use PDF?
· The advantage to saving your documents as a PDF file is that it maintains its original formatting that was used by the author.

· Documents saved as a PDF can be viewed and printed, using the free Acrobat Reader. (Note: A good practice is to always provide a link to the plugin download page.)
· PDF files are platform and software independent, so Windows and Mac users can create and view PDF files interchangeably.

· Large files can be compressed to a manageable size so that it can be easily downloaded or emailed.

· PDF files can only be viewed and printed (if Acrobat security settings are enabled) and therefore offers greater security against users changing the author’s documentation.

 

Using too many PDF files in your course site can be a disadvantage as well. Your students may quickly become frustrated if the majority of your course site requires a viewer to open and read the material. Remember, you are aiming to design a course site that provides clear and consistent navigation, simple design and easy access to the course site materials and activities.

  
Native File Format
Faculty have the additional option to upload their content in their native file format by uploading the original Word document (.doc) or PowerPoint presentation(.ppt) or other file types. Keep in mind, that if you decide to use native file formats in your course site, your students will also need to have the corresponding software application or appropriate reader/viewer to open your files. 

 
PowerPoint Presentations

The ID team highly recommends converting your PowerPoint presentations to HTML prior to uploading them in myCourses. 

The advantages of converting your PPT files to HTML are:

· students do not need the PowerPoint player/PowerPoint software in order to view the presentation

· the presentation opens and within the myCourses window frame

· no file download waiting time from the web


The disadvantages to converting to HTML are: 

· students are not able to download the presentation to their computer

· students cannot easily print out presentations

Although we recommend converting to HTML, you can certainly use your native .ppt files in your myCourses course site. We would additionally recommend providing a link to the free Microsoft PowerPoint viewer to your students.

MAC Users: PowerPoint presentations converted to HTML will not view properly from the student view. A work around would be to convert to html and upload to myCourses from a Windows enabled computer, convert your PPT to a PDF(Portable Document File), upload as a native .PPT file, or convert to Flash using a third party software via the faculty station in Dion 109.

Alternatively, you can select to use Articulate (installed on the Dion 109 faculty media station) to add narration, additional files, and assessment features. The ID team can assist you with this software.
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