CLEAR Presentation Guidelines
CMS/LMS Evaluation and Review

for Vendors and Faculty Presenting at the CLEAR Demonstration Sessions to 
Monmouth University 
faculty and CMS/LMS support staff on

Friday March 18th and March 25th
Timing:  Vendors will have 1 hour to present to the Faculty and support staff present.  We recommend planning 40 minute presentations with at least 15-20 minutes reserved for question and answer dialogue.  Vendors will also have an additional hour during lunch (12:00 – 1:00 pm) where faculty may drop-in for lunch conversations to: a) ask additional questions; b) receive orientation to the demonstration sites. Presenting faculty will have either an hour or a half hour (where 2 faculty present).  Again, we recommend that 2/3 of the time be spent presenting with 1/3 reserved for discussion and questions.

Presentation Content: To assist the faculty and other reviewers in effective evaluation of CMS/LMS courseware options, we request that each vendor/presenter address the following tools in a similar order (to the degree possible). Common questions and features/considerations have been provided to help you weave your presentation to address these (or recognize prepare for them as possible questions).  as appropriate.  Additional Notes for Faculty Presenters are included at the end of this listing. 
The proposed order of presentation is as follows:

Key Tools – to be covered in Vendor Demonstrations 
1. Content Management 
· What kinds of files can I add?




2. Content Creation (Equation editor, External Links, HTML editor, WYSWYG)  

· Do I need to know HTML to add content to my course?
· Can I edit content directly in the browser (from inside the system)?
3. Announcements 
· Can I format the announcement?




4. Calendar 

· Can I see a calendar posting without clicking to reveal it?
· Can I compile and list a range of calendar postings



5. Threaded Discussion  

· How deep is the threading?

· Can I create groups? 

· Can I attach files to discussion postings? 

· Can I control student posting to discussion groups (differentiate between reading and posting)?

· Can I reply privately?
· Can discussions be exported? (in what format)

6. Email 

· Is it internal/external (or both?) - Can I forward mail to faculty account?

· Can I tell what course it is coming from? (Are messaged flagged with a course ID?)


7. Synchronous Chat (& Whiteboard)

· Can chats be logged?

· Can students form chatrooms?



8. Grade Management / Gradebook 

· Can I manually add columns to the gradebook?

· Can I export/import grades to Excel/Spreadsheets?

· Can I import formulas from Excel that calculate my grades?
9. Assessment (Tests/Surveys) 
· Is there a question database?

· Can I add images to my test questions?

· Can I import questions?




10. Assignment Management/Dropbox 




11. Managing Student Submissions/Workload 




12. Tracking Student Use and Progress
· Can I see which students accessed a particular file? 




13. Other Unique/Interesting Tools or Features


Key Features/Considerations – to be addressed in Vendor Demonstrations (woven in as appropriate) and highlighted in Faculty Presentations
· Clarity of navigation 
· Ease of posting course content 




· Ability to organize/modularize course content/presentation 




· Ability to export/import data (grades, reports, rosters, etc.) 




· Ability to customize course "look" 




· Ability to include mathematical formulas and symbols 




· Ability to interface with other software (i.e. Maple, Respondus, Examview) 
· Ability to interface with and availability of course materials from publishers 
· Compliance with learning object standards (SCORM, QTI, IMS)



· Ease of use by faculty, students and LMS administrators 




LMS/Enterprise Components – to be mentioned briefly by Vendors
(and presented as features of Learning Management Systems (LMSs) that MU may grow and expand into over the long term). 
· Ability to support a "Portal" Entry (different views/access for student, faculty and LMS administrator) 




· Shared Content Management (Learning Object Repository) 
· Electronic Portfolio capabilities 




· Application Programming Interfaces (APIs) to extend capabilities 


Faculty Presentations – Faculty should plan to talk about how you use the CMS/LMS to teach your courses.  You should focus on:

· how it enhances teaching/learning interactions;

· the tools/features you most utilize and appreciate; and 

· any challenges you encounter.
Equipment Available:  The presentation room (and the staging/lunch rooms) will be equipped with a computer, internet connection, LCD display, screen and seating for 30-50 individuals.  

Accommodations:  Before and/or after the presentations and during lunch, each vendor will have a room set aside where they can hold informal discussions, question and answer sessions and demonstrations for faculty who may have further questions.
Video Taping:  Our faculty have requested that we videotape the presentations so that interested faculty, unable to attend, can view these presentations later.  The tapes will be kept by Instructional Technology Services and shared only during this review period for the purposes of evaluating and selecting our Course Management/Learning Management System.

