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e User documentation and training
e Group training sessions

e Personal training sessions
 Virtual training sessions

e Screen Help




Forms, Documentation, & Screen Help

 Create training and user documentation
(1.e. academic/degree audit evaluations).

e Create Interactive forms for students to
complete online, then print.

e Online screen help — using key messages




Getting Started

e Adobe 7.0 or 8.0 Acrobat (Standard or
Professional)

— NOT Adobe Reader (free)

— Budget friendly: http://createpdf.adobe.com/
(5 documents free)

« MS Word - any version

— Template maker (.dot). May need to install manually
e Online screen help

— No software...just a keep it simple approach.



http://createpdf.adobe.com/

.PDF Maker 101

2006-07 ADVANCED PLACEMENT AND
INTERNATIONAL BACCALATUREATE POLICY

Students who receive the minimum score fior an exam will receive four semester credits toward their degree.

Grinnell only awards credit from a score report form receved directly

from The College Board for Advanced Placement (AP or an official transcript received directly from International Baccalaureate (1B, It is the student’s resp onsh ility to know
that AP/AB credits willh e cancelled up on successful completion (“D* grade orbetter) of any equivalent Grinnell course as noted helow. All credits are divisional and not
included in departmental credit limitations. Questions concerning placem ent should be directed to members of the appropriate departm ent. Exam nam es applyto both AP and IB
unless otherwise noted. The misumum score for most Advare ed Flacement Examingions is four, excepfions being Ewnglish Literature {5) compuder science AR (3) ad

mathematics BC (7).

EQUIVALENT
GRINNELL
EXAM NAME COURSE NOTES

Students who teceive a 5 onthe Advanced Placement exam in Asrt Historywill be exempted from Art 103, Students with a
Art History At 103 soore of 4 may, upon consultation with the department be exempted from At 103,
ArtStudicDesign The Art Department must wiew the portfolios of all students taking the exam. Credits are only awarded upon approval ffom

Hone the Art Departm ent.

Biclogy H one
Chemisiy CHRLM 129
Classics - Latin Literature N one
Classics - Vergil Hone

Computer Science A

MAT/CEC 103 and
CaC 105

Students cannot receive credit for both A and AB exam s Unless students are prepared to skip C3C 153 or both C3C 151
and C3C 152 by placement in and successfl completion (C grade or better) of a computer science cowse beyond C3C 153,
these credits will not count toward the Computer Science moajor.

MATACEC 103,

Mivimum score accepfed is 3 Students cann ot receve credit for both A and AR exams. Unless students are prepared to
skip CEC 153 or both T3C 151 and T3C 152, these four credits will not count toward the © om puter Science major.

CERETE RS EDI Y SR, e Btudents who receive a score of four or five will be awarded four additional credits, pending initial placem ent in and
Sl ek guccessful completion (C grade o hetter) of a computer science coutse at the 200-lewvel or hicher.

Enwviromm ental Science N one

Iicroeconomics ECH 111

Mactosconomics ECH 111

English - LangfiC omp N one

English - Literature/C omp (also IB Mirimum AF score accephed 15 5. Only those students who receive a score of 5 on the AP exam or 7 onthe IB exam are

English Al EHNG 120 exempted from ENG 120 as a prerequisite.

French Language FRHM 101

French Literature FEM 101

G erman GRL 101

History- American HIZ 111,112

History - Ewropean HI3 101

IMathematics AR LIAT 123, 124, Students who receive a score of 3 will be granted four credits pending initial placement in, and subsequent completion (C
131 grade or better) of MAT 133, Students maynot receive credit for both the AB and BC exams.
AT 123, 124 Mirimum AF score accepfed 15 7. Students who receive a score of 4 or 5 onthe AP exam or 6 or 7 on the IB exam will e

Mlathematics BC and [B 131 ’ ’ ganted fowr additional credits, pending indtial placem ent in, and successful completion(C grade or better) of MAT 215,

Students may not receive credit for both the A8 and BC exams.
Music Theory MUS 112




Two .PDF Creation Options

y1. Add the Adobe tool bar (see View—Toolbars) and click “Convert to Adobe PDF” icon.

Use standard print option and select Adobe PDF as your printer.
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Finished!

¥! Adobe Reader - [apinfo.pdf]
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BC(3).
EQUIVALENT
GRINNELL
EXAM NAME COURSE NOTES

Students who receive a 5 on the Advanced Placement exam in Ast History will be exempted from Ast 103, Students with a
Ast History Ast 103 score of 4 may, upen consultation with the department be exempted from Ast 103
Art Studio/Design The Ast Department must view the portfolios of all students taking the exam. Credits are caly awarded upon approval from

None the Art Department.

Biclogy None
Chemistry CHM 129
Classics - Latin Literature None
Classics - Vergil None

Computer Science A

MAT/CSC 103 and
CSC 105

Students cannot receive credit for both A and AB exams. Unless students are prepared to skip CSC 153 or both CSC 151 and
CSC 152 by placement in and successful completion (C grade or better) of a computer science course beyond CSC 153,
these credits will not count toward the Computer Science major.

Computer Science AB (also IB)
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Note Tool (Task Tool Bar)
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Highlight Tool (Task Tool Bar)
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Fill-in Forms -- Adobe

ranscript sample.doc - Microsoft Word
i File Edit View Insert Format Took Table  Window  Help

1.

Create your form
in MS Word (or
Excel).

Print to Adobe
PDF

Note the PDF will
open in Adobe
Reader. CLOSE
Reader and open
the document in
Acrobat.
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Fill-in Forms Using Adobe

% Favorites «

D Py E 1= E it f T Q‘_J ﬂ Search TJ‘_ Creste PDF ~ AE.ES Comment & Markup = g7 Send for Review - iﬂSecure v g CheCk bOX tOOI
@L\ | |_L| +_+| = |_T-"é°.-?|' () D\ Callout Tool {‘_:5 Cloud Tool }-'i Arrowe Tool = |‘_"| Dimensioning Tool LiSt bOX tOOI

B~ W e

@

= -

: OFFICIAL TRANSCRIPT REQUEST Offce of he e Text field tool

— = el ez

E Uy G E-B-IT-] o Grinzell 14 0112-1630
a 1 uston Tool —_— — Show forms tool
= [¥ Check Box TDDI* bar

g Cgmbo Baox Tool = Telephona Class Year

s ICY

o [EEIList Box Tool * E{Ti]JE: when spacific individual addresses are provided.

: 5 tramscripts ; : 10 tramseripts :
a © st T e seioion v g s

1]

EU\%_" [ Text Field TDD|* | s
- E@ Digital Signature Tool ¢

E * Show Forms Toolbar i

;

=
i How To

| 1. Select the tool

2. Position the curser on the line where you’d
like the text or box to appear.

3. Draw the correct size.




Defining Field Properties
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List Box Property Definitions
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MS Word Form (Benefits Summary)

e Fill-in fields — Users can enter text.
Document creator sets parameters such as
default text, text format, and length.

* Drop-down list box — Restricts available
choices.

e Check boxes — Good for yes/no questions.

e Unlike Adobe forms, MS Word forms can be
filled in then easily e-mailed.




Forms 101 (MS Word)

1. Create your form in
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Text Form Field Options

1.
2.
3.

Place cursor where you’d like a text box.
Click ab on Forms tool bar.

Double click shaded box to open Text Form Field Options
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Teek Farrn Figld
Type: Default bext:
Deparitment:

Regular text | (30

[Maximum length: Texk format:

coraplete only those iterns that are to be changed.

wr department and present course nureber

s({check one)

uested course level: 100 200 L300

Field settings
Eookmark:

|Un||m|ted s ‘ | v ‘
Fun macro on Enrollment Limdt {defanlt 303 30
ifntr)i: ‘ ifxitl | Catalog title: (lirnat 35 characters, incInding spaces)
v A

Credits:

Text Form Field Options X

Texk Form Field

Text Farm figld
Type:
Reqgular text

Default bext:

Text format:

| Current time:
Calculation

Field settings
Bookmark:

Fill-in enabled
[ Calculate on exit

[ Add Help Text... ] oK ][ Cancel

Fill-in enabled

Type:

Default text:

[ caleulate on exit

Bepeatable?

Tes Mo {check onel

Regular bext w | |

[ Add Help Text. .. ]

OF H Cancel ]

Grade option: &-F SIDIF only (check one)

Catalog description (Flease lirait to 150 words)

Mazximum length:

Run macro on
Enkry:

Figld settings
Bookmark:

Fill-in enabled
[ Calculate on exit

Texk Format:

Lowercase
E|First capital
Title case

[ Add Help Text... ]

Ok H Cancel ]




Place cursor where
you’d like a check
box.

Click check box on
Forms tool bar.

Double click shaded
box to open Check
Box Form Field
Options

Check Boxes
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CHECK ONE: [] Mew Course: complete all ite

FOrre

[0 Change in Course: under ite
coraplete only those it

O Dxop from Curriculum: under itern 1 show departroent and present course ruriber.

t)epartment
ERequested course level: 100 L 200 L300
Check box size
Enrollment Limit {dsfault 30) 30 © Ao ©Exactly:: |14 pt =
Catalog title: (lirrat 35 characters, including spaces)
Default value
(%) Mot checked () Checked
Credits:
Run rmacro on
Repeatable? [¥es [ Mo (check ome) Entry: Eit:
| “l| ¥

Field settings

Eookmark; Check3 |

Check box enabled
[ calculate on exit

add Help Test... [ o

Grade option: [ &-F [ 5D0F only (check one)

Catalog description (Please hvadt to 150 words)

] ’_ Cancel ]




Drop-Downs
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1 Change in Course: under iterm 1 a]:|| [ j ﬁ}lﬂ RO
cotaplete only those iterns that are ch&nged.

| Drop from Curriculum: under itern 1 show department and present course nariber.

]E)epartment:

Requested course kevel: 100

Catalog title: (lirnit 35 characters, including spaces)

Credits:

Repeatable? []¥es [ Mo {check one)

Grade option: [ &4-F [0 STVF only (check ong)

Catalog description (Please livait to 150 words)

| Drop-Down Form Field Options E]

Place cursor where
you’d like a drop-
down.

Click drop down icon
on the forms tool bar.

Double click shaded
box to open Drop-
Down Form Field
Options

Drop-down item:

Remove

Fun macro an
Entry:

Ikems in drop-down list:

100 | [
Enrollment Limit {defanlt 200 30 200
2
00 Move

[+]

Exit:

| v

| |

Field settings
Bookmark:

Drop-down enabled
[] calculate on exit

Add Help Text. ..

iCrsLeveI |

] [ Cancel

J




Very Important

The form is not
available for use
until you select
‘Protect
Document’.

AND

To make future
changes, you must
‘unprotect’
document, edit,
then protect again.

Protect Document!
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(] Change in Course|{ | Spesch r, then
CL A0 Shared Warkspace...
(] Drop from Curriew 7| Track Changes CirHShift4E  fomber,

Compare and Merge Docurments...

Department:
| Protect Document... ‘

Requested course kevel: 1] &

Online Callabor ation »
Enrollment Limit (default 30) 30 Letters and Mailings >
Catalog title: {litnit 35 characters, ine ludin Iacro 4

Templates and Add-Ins...

7| AutoCorrect Options. .

el Customize...
Repeatshle? [IVes [] Ma {check one) Options...

Grade option: [ 4-F [0 S/DVF only (check one)

Catalog description (Flease Lirat to 150 words)

— |,
 : Protect Document

atting restrictions
|| Lirit Farmatting t a selection of styles

Jethings...

g restrictions
%] &llows only this tvpe of editing in the document:

|Fi||ing in fatms

tt enforcement

Are vou ready to apply these settings? (You can turn them off later)

[ ‘fes, Start Enfaorcing Protection ]




Finished Form
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COURSE FROPOSAL FOEM

CHECK ONE: [<] Mew Course: complete all iterns

c in Course: under itern 1 show departrent and present course number; then
P P
complete only those iterns that are to be changed.

[ Drop from Curriculum: under itern 1 show department and present course nurher.

Department: Political Science

Requested course level: 100 *

100

Enrollment Limi ]
200

Catalog tfithe: (lin 200 , incInding spaces)
400

Politics of International Felations
Credits: 4

Eepeatable? [Ves [ Mo (check one)

Grade option: (] &-F [] 5TVF only icheck one)

Catalog deseription (Flease limit to 150 words) & study of the evoling relations between nations in the period
gince 1939, focusing on 11,5, foreign policy. The crcial decisions of the Cold War and post Cold War evaluated
against the standard of the rational national actor, taking into account distortions cansed by the bureancratic,
bargaimng, personality, psychological, societal, o mentum, and comronrications factors. Prereguisites: POL
101 or perrnission of instrctor.




Grinnell D/F Form

FOR STUDENTS WHO RECEIVE A FINAL GRADE OF D OR F IN A COURSE

To: Eegistrar

From: Prof C. Shell Date:  SR2AI06
[Instructor's HameiSignature)

Fe:  Suzie Student

[Student Hame)

History 205 American Crl War
[Course [D) [Conrse Tile)

Zrade receivred: E D O F

[please check one)

Please notebelow the reasons) for this stadert's zrade, providing as nmch conenertary as possible to
as515t the Conmuttes in Acadenue Standing in detenninmg students' status:

B CEGROTHDVEETLLS

[0 Apparert reading problem

O Vocamlary [ Comprehension

B Apparent writing pioblem

O Technical(granomar, shuctore)

O Comtert (conrepts, organization, anabrtical wasoning)
O Insmifficient high school barkzmmd for comrse

O Insufficient lower lovel conrse background for oourse (missing pre-requisites or pocr performance in
a pre-requisite]

O Pocr stady skills

O Other

Tiid the student's behavior in class suggest an attinde or approach to the work that showed a lack of
mvalrermert, distaste or horedoen with #7 What was the hehavior?

B Poer class attendanee

B Lack of class participation

Bl Did net take the fnal exarination

B Did not econplete final papex(s)

00 Did niot coenplete assignmerts (specifi: )

O Completed assignments after deadlines

£ Stopped attending eourse (date of last attendance: last class befiore Spring Break )

[ Grade student would have recenred had hefshe completed the course withthe sawe quality of worlk as
athmitted befors halshe stopped attending

B Cther Probably wonld have received a C if dhe had attended any classes or finished the
conrse after Spring Break

PERSONAL PROELEMS
[ Persomal problems hindered progress
[0 Medical problems hindered prograss

O Cther

COMMENTS: (FPlease give as noach detail as possible, mehdimg qmz, exam andior paper grades during
the semester.)  Suzie had sorewhat spotty attendance before Spring Break, but she completely
stopped corming after break, and she never corarmrdcated with me nor responded to any atteropts
to coraraunicate on by part. She did not do the research paper o the final e xam for the class. She
had corapleted turo papers, one C and one C+ and the rodterra exara, a C, hefore she stopped
coring, She completely checked out!

AFTITODECONCEFTTTAL UNDERSTANDING

O Apparerd lack of conceptual understanding
O Problems with abstract wasonmg
[ Problems with applied reasoning

O Other




“You have a point to make—whether to educate,
discuss, promote or advocate. Within every
text, key messages are the messages you want
your audience to remember and react to. They
are The Message, the essence.”

Newman, J (2006), “Literacy and Learning|Business Writing|Key Messages”.

Retrieved 2/19/2007 from http://www.lupinworks.com/roche/pages/keyMessages.php




Delivering Information

Key Messages

e Concise: avoid jargon and acronyms

o Active: make every sentence active

o Positive: talk about what one can do, not what you
can't

e Short: one memorable sentence, 10-15 seconds to
say

o Specific: address a particular challenge and audience




Creating Key Messages — Online

Grading Screen Before

Step 1: Select a Semester.

You can edit and enter grades on-line from Monday, December 5, until
noon, Tuesday, December 27. Please note that the entry will be closed
promptly at noon on December 27.

Please be aware that due to security reasons you have approximately 30
minutes to enter grades so it is important to have all your grades prepared
before you begin entry. If you are interrupted or want to stop entry, click
'submit’ on the grade entry screen to save the entries you have already
made. You can go back and add more grades or change those you have
previously entered; however, no grade entry or changes will be allowed
after noon, Tuesday, December 27.

(117 words)




Creating Key Messages — Online
Grading Screen After

You can edit and enter grades on-line beginning the
first day of exams week each semester. Online access
ends promptly at noon on the grading deadline day.

NOTICE

Have your grades ready to enter before proceeding.
Due to security reasons you have approximately 30
minutes to enter grades.

(53 words!)




2hd Screen Before

Step 2: Grade Entry. - Enter grades in the Grade column below. The system will
only accept valid grades (see below) and you should enter all final grades at once.
You can use the “tab’ key, down arrow or mouse to advance to the next grade. Do
NOT use the “Enter’ key during grade entry. This will submit your grades. Enter all
your grades and click submit. Failure to enter all your grades in a timely fashion
may result in a system generated log-out (this is a security feature). It is
recommended that you prepare all your grades and then enter them. Grade entry
access closes at noon, Tuesday, December 27.

Valid Grades: A, A-, B+, B, B-, C+, C, D and F. (S grades for S/D/F only courses
are allowed.)

Special Grades: Grades of I, NGR, AU (audit), and W must be approved and
entered by the Registrar. (For more information click the help button.) Students

\I/vho received a W grade (by withdrawing from a course) will not appear on this
isting.

(174 words!)




2hd Screen After

Step 2: Grade Entry. - Enter grades in the grade column below. The system will only accept
valid grades (see below) and you should enter all final grades at once. You can use the tab
key, down arrow or mouse to advance to the next grade. Do NOT use the ‘Enter’ key
during grade entry. This will submit your grades. Enter all your grades and click submit.
Failure to enter all your grades in a timely fashion may result in a system generated log-out
(this is a security feature). It is recommended that you prepare all your grades and then enter
them. Grade entry access closes at noon, Tuesday, December 27.

Valid Grades: A, A-, B+, B, B-, C+, C, D and F. (S grades for S/D/F only courses are
allowed.)

Special Grades: Grades of I, NGR, AU (audit), and W must be approved and entered by
the Registrar. (For more information click the help button.) Students who received a W
grade (by withdrawing from a course) will not appear on this listing.

Click the ‘HELP’ button above for additional information

(50 words—qrades excluded!)




Wrap up/Questions

Stephanie Henning

Assoclate Registrar
Grinnell College
Grinnell, lowa 50112
henning@grinnell.edu
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