Move Your Face-to-Face or Hybrid
Course Online

Last Modified on 12/12/2025 12:51 pm CST

Steps for Maintaining Instructional Continuity

Circumstances may arise that require Lone Star College to move many courses to an online
format via D2L (Brightspace by Desire2Learn). We understand that emergency situations are not
ideal circumstances for creating quality online instruction; however, we still need to provide
support and opportunities for student success. Online Services offers the following suggestions
as a foundation for faculty moving their face-to-face (FTF) or hybrid instruction to an online
format.

Overview
e Watch Welcome to Online Teaching (https://vtac.lonestar.edu/help/new-to-online) [], a video

overview of LSC-Online resources

Access and Training

Access D2L (https://vtac.lonestar.edu/help/log-into-d21) [J

Enroll in the Online Teaching Certification (https://vtac.lonestar.edu/help/otc) []

Visit the VTAC event calendar (https://vtac.lonestar.edu/help/events) for information about
upcoming training sessions

View recordings of previous training sessions (https://vtac.lonestar.edu/help/training-library) [

Course Setup

e Activate your course (https://vtac.lonestar.edu/help/activate-course) []
e Reconcile your D2L and iStar rosters (https://vtac.lonestar.edu/help/a008) []

What You Can Put In Your Course

As a resource to guide you, we recommend the Course Development Checklist and Syllabus
Template page (https://vtac.lonestar.edu/help/checklistandsyllabus) for suggestions about what to

include in your online course.

e Announcements (https://vtac.lonestar.edu/help/use-announcements-tool) - Provide

announcements to keep students advised of the current situation. You can provide your
contact information, the best times to contact you, any updates to course content, and
remind them of due dates.

e Course Questions - Create a "Course Questions" discussion topic

(https://vtac.lonestar.edu/help/a057) to respond to students' questions and reduce the

number of emails you receive throughout the term.

e Content (https://vtac.lonestar.edu/help/content) - Create modules
(https://vtac.lonestar.edu/help/create-modules-and-submodules-in-content-1) [] in order to

add files and activities. Modules can be organized by weeks, chapters, topics, or types of
instructional materials. Organized content modules will help students follow an easy path
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through your instructional materials and be assessed on learning outcomes. For example,
each week you can assign a textbook reading, post videos, provide discussion topics, and
have students take a quiz or submit a file to an assignment folder.

o Add content to Modules and Submodules (https://vtac.lonestar.edu/help/a092) []

¢ Record Lectures (https://support.yuja.com/hc/en-us/sections/360009227133-Quick-Start-
for-Instructors-and-Content-Owners) - You may create short videos to reassure your students
you are there for them. We have a lecture capture tool that is user-friendly, secure, and
provides a streaming service that is quick for recording, loading, and viewing. This is a good
way to narrate PowerPoint slides for lectures; however, be sure to break up your topics into
videos lasting 7 minutes or less to keep the students' interest and make captioning more
manageable. All videos must be captioned. See Add Captions to Yuja Videos
(https://support.yuja.com/hc/en-us/articles/360050531833-Auto-Captioning-
Overview#managing-uploaded-media-auto-captions-0-0) and Accessibility at Lone Star
College (https://vtac.lonestar.edu/help/accessibility-at-Isc).

¢ Video Conferences (https://vtac.lonestar.edu/help/webex-for-collaboration) - You may want
to meet with your students in real time via Webex.
o Meetings should occur only on the days and times originally scheduled for the FTF class.

e Gradebook - Set up the D2L gradebook (https://vtac.lonestar.edu/help/grades-setup-wizard)
(Grades) to help students know how they are doing.
o Learn the difference between Weighted and Points Gradebooks
(https://vtac.lonestar.edu/help/weighted-vs-points-gradebooks)

o Set up a Weighted Gradebook (https://vtac.lonestar.edu/help/al28) [J
o Add a column (item) to the gradebook (https://vtac.lonestar.edu/help/create-a-grade-

item

o Enter student grades (https://vtac.lonestar.edu/help/enter-grade)

e Assignments - Create Assignment Folders (https://vtac.lonestar.edu/help/create-
assignments) for students to submit papers and project files.
o Grade assignment submissions (https://vtac.lonestar.edu/help/evaluate-assignment-
submissions)

e Quizzes (https://vtac.lonestar.edu/help/create-quiz) - (Video Walkthough [J: Part 1
(https://vimeo.com/310853214) and Part 2 (https://vimeo.com/347617005))
o Manage Quiz Properties (https://vtac.lonestar.edu/help/edit-quiz-properties)
o Use the Question Library (https://vtac.lonestar.edu/help/use-the-question-library) [J
o Add questions to a quiz (https://vtac.lonestar.edu/help/add-and-edit-quiz-questions)
o Manually grade quiz questions (https://vtac.lonestar.edu/help/manually-grade-quiz-
questions)
o Use Lockdown Browser & Monitor (https://vtac.lonestar.edu/help/lockdown-browser-
preparation)[] for more secure quizzing
s | ockdown Browser & Monitor Settings (https://vtac.lonestar.edu/help/respondus-
lockdown-browser-dashboard)

¢ Discussions - Create discussions (https://vtac.lonestar.edu/help/a057) on a variety of topics.

Other Considerations & Resources
* Make course content accessible (https://vtac.lonestar.edu/help/accessibility-at-Isc) - Make
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sure all types of learners benefit.

e Online Faculty Handbook (http://bit.ly/Isco-faculty-handbook) - Helpful printable guide for
faculty new to teaching online.

e Recommended Practices in Online Course Design and Delivery (http://bit.ly/Isco-
recommended-practices) - Booklet on Lone Star College best practices with online learning
including what to put in the syllabus and different online instructional techniques.

e Share a course (https://vtac.lonestar.edu/help/share-course-material) [] - Share a complete
course or a "getting started" course template to keep courses in your department similar.

e VTAC (https://vtac.lonestar.edu/help/using-vtac) [ (this site) - The Virtual Teaching
Assistance Center is “the manual” for using D2L at Lone Star College. It is where you will find
the most how-to documents and forms to help troubleshoot your online course. It is also
available from the VTAC Support link in the top navigation of D2L.

e VLAC (https://vlac.lonestar.edu/) - The Virtual Learner Assistance Center is “the student
manual” for using D2L at Lone Star College. Share this site with your students so they can
get the “how-to” help they will need. It is also available for students from their VLAC
Support link in the top navigation of D2L.

Course Activities and Assessments

Face-to-Face Activity Online Alternative Relevant Technologies
In-class lectures and Link to mini-lecture videos, | Yuja (https://support.yuja.com/hc/en-
presentations audio files, and/or narrated | ys/sections/360009227133-Quick-Start-
presentations; or live for-Instructors-and-Content-Owners)
lectures in synchronous Webex
mode via WebEx (https://vtac.lonestar.edu/help/a088)
PowerPoint

(https://support.office.com/en-
us/article/record-a-slide-show-with-
narration-and-slide-timings-0b9502¢c6-
5f6c-40ae-ble7-e47d8741161c¢)

Library Streaming Videos
http://www.lonestar.edu/librar

YouTube
(https://vtac.lonestar.edu/help/a091)
Audacity

(https://www.audacityteam.org/)
Small group discussions Group discussions; or D2L Groups

breakout sessions if using | (https://vtac.lonestar.edu/help/a062)
WebEx D2L Discussions
(https://vtac.lonestar.edu/help/a057)
WebEx Breakout Sessions
(https://help.webex.com/en-
us/nf7jjd5/Set-Up-Breakout-Sessions-
When-You-Schedule-a-Cisco-Webex-
Training-Session)



http://bit.ly/lsco-faculty-handbook
http://bit.ly/lsco-faculty-handbook
http://bit.ly/lsco-recommended-practices
http://bit.ly/lsco-recommended-practices
http://vtac.lonestar.edu/help/share-course-material
https://vtac.lonestar.edu/help/share-course-material
http://vtac.lonestar.edu/help/using-vtac
https://vtac.lonestar.edu/help/using-vtac
https://vlac.lonestar.edu/
https://vlac.lonestar.edu/
https://support.yuja.com/hc/en-us/sections/360009227133-Quick-Start-for-Instructors-and-Content-Owners
https://support.yuja.com/hc/en-us/sections/360009227133-Quick-Start-for-Instructors-and-Content-Owners
https://vtac.lonestar.edu/help/a088
https://vtac.lonestar.edu/help/a088
https://support.office.com/en-us/article/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c
https://support.office.com/en-us/article/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c
http://www.lonestar.edu/library/
http://www.lonestar.edu/library/
https://vtac.lonestar.edu/help/a091
https://vtac.lonestar.edu/help/a091
https://www.audacityteam.org/
https://www.audacityteam.org/
https://vtac.lonestar.edu/help/a062
https://vtac.lonestar.edu/help/a062
https://vtac.lonestar.edu/help/a057
https://vtac.lonestar.edu/help/a057
https://help.webex.com/en-us/nf7jjd5/Set-Up-Breakout-Sessions-When-You-Schedule-a-Cisco-Webex-Training-Session
https://help.webex.com/en-us/nf7jjd5/Set-Up-Breakout-Sessions-When-You-Schedule-a-Cisco-Webex-Training-Session

Quizzes and Tests such as
Scantron/multiple-
choice/TF tests

Online quizzes with or
without online proctoring
options

D2L Create a Quiz

(https://vtac.lonestar.edu/help/b102)
Convert a paper quiz using Respondus
4.0
(https://vtac.lonestar.edu/help/al92)
Import a Publisher’s Testbank
(https://vtac.lonestar.edu/help/all8)
Integrate a Publisher’s Site
(https://vtac.lonestar.edu/help/third-
party-integration)

Proctoring Options

(https://vtac.lonestar.edu/help/a215)

Essay tests

Online quizzes; submitting
digital files to an
assignment folder

See options above for quizzes
D2L Assignment Folders
(https://vtac.lonestar.edu/help/a032)

Handouts

Content topics (Word, PDF,
PowerPoint, Web Links,
Video/Audio files)

D2l Content

(https://vtac.lonestar.edu/help/content)
SoftChalk

(https://vtac.lonestar.edu/help/al97)

In-class writing

Online discussions;
journals; quizzes with
essay questions;
submitting digital files to
an assignment folder

D2L Discussions
(https://vtac.lonestar.edu/help/a057)
Private Discussions for Journaling
(https://vtac.lonestar.edu/help/x001)
D2L Create a Quiz
(https://vtac.lonestar.edu/help/b102)
D2L Assignment Folders
(https://vtac.lonestar.edu/help/a032)

Group work

Group discussions; chat;
submit digital files to a
group assignment folder;
or breakout sessions if
using WebEx

D2L Groups
(https://vtac.lonestar.edu/help/a062)
D2L Group Assignments
(https://vtac.lonestar.edu/help/a041)

D2L Discussions
(https://vtac.lonestar.edu/help/a057)
D2L Chat
(https://vtac.lonestar.edu/help/a081)
Webex Breakout Sessions
(https://help.webex.com/en-
us/nf7jjd5/Set-Up-Breakout-Sessions-
When-You-Schedule-a-Cisco-Webex-
Training-Session)
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Explain examples or
assighments

Explain in the description
field of a module or
assignment folder; upload
a file; create a rubric; or
create an explanatory
video

D2L Content

(https://vtac.lonestar.edu/help/content)
D2L HTML Editor

(https://vtac.lonestar.edu/help/all?)
SoftChalk

(https://vtac.lonestar.edu/help/al97)
D2L Rubrics
(https://vtac.lonestar.edu/help/a255)
Yuja (https://support.yuja.com/hc/en-
us/sections/360009227133-Quick-Start-
for-Instructors-and-Content-Owners)

Assign papers

Submitting digital files to
an assignment folder

D2L Assignment Folders
(https://vtac.lonestar.edu/help/a032)

Require research at the
library

Require online research at
the library's website,
incorporate online library
instruction

Library Website
(http://www.lonestar.edu/library/)

Library Services for Faculty
(http://www.lonestar.edu/library/services-

faculty.htm

Hold office hours

Hold virtual office hours

Webex

(https://vtac.lonestar.edu/help/a088) or

phone

The above table is based on the University of Houston Downtown’s Keep on teaching at UHD

(https://www.uhd.edu/keeponteachinguhd/Pages/default.aspx#learn). (2020, March 16).
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