SAMPLE LETTER TO STUDENTS FROM THE INSTRUCTOR

TO INTRODUCE A BLENDED LEARNING COURSE USING COURSEWARE

Welcome to the (YOUR AGENCY’S NAME) (COURSE TITLE) blended learning course. The first requirement of this class is for students to attend the orientation session on (DATE) at the (LOCATION). The session begins at (TIME) and will last for approximately (DURATION). All participants must attend this meeting.

The following information explains how to access the two online resources you will need to complete this course:
· Resource One (R1) (http://r1.ifsta.org)

· FPP eLearning (http://elearning.osufpp.org)

Please follow the instructions below before attending the orientation session:
Creating an Account on Resource One


Resource One hosts your “home page” for this course. Please check this site regularly because your instructor may post announcements and discussion questions from time to time. 

To create an R1 account:

· Go to http://r1.ifsta.org. Click on the “Login” link in the top right corner or bottom center of the screen.

· Click the “Create new account” button located at the bottom of “Is this your first time here?” section and follow the instructions on the screen.

· Choose a username that will be easy for you to remember. Your user ID can only contain lowercase letters and numbers. Type in a password that includes at least eight characters, one digit (number), at least one lowercase letter, and at least one uppercase letter. Momentarily click “Unmask” to verify the password you typed. Enter the appropriate information in the remaining text boxes.

(NOTE: Be sure you type your email address and password correctly.)

· Click the “Create my new account” button at the bottom of the screen. Click the “Continue” button on the next screen. You will be sent an email to the email address you provided containing further instructions on how to activate your account.

· Access your email and follow the instructions in the confirmation message from the Admin User. Click on the link provided in the email message or copy and paste it into your web browser to complete the registration confirmation process.

· Once your registration has been confirmed, you can enroll in your R1 course home page.

Enrolling in Your R1 Course Home Page
· After you have created a user ID and activated your R1 account, login to R1 if you’re not already logged in. Copy and paste the following web link into a web browser: (YOUR R1 COURSE’S URL). 
· You will be prompted to enter the following enrollment key: (YOUR R1 COURSE KEY). (Please do not share the URL or the license key with anyone.) Type the enrollment key in the field, and click “Enroll me in this course.”
You should receive an automated welcome message from your instructor.
Spend some time before the face-to-face orientation session reviewing the Resource One site. Edit your profile so that your instructor and other students can get to know you. Remember, this is not a social network site, keep it professional. Additional information concerning this site will be presented during the orientation session. You may want to bookmark the URL for the course home page for your convenience.
· If at some point you access a page with the name of your course in a large red headline, click on the red headline to access your course. The headline is actually a link to your course.

Please complete the registration before the orientation session on (DATE). If you have any problems with the login process, please contact (YOUR NAME) at (YOUR eMAIL ADDRESS) or (YOUR PHONE NUMBER). Good luck with your class. 

Accessing FPP eLearning
The FPP eLearning houses the interactive, multimedia courseware, which consists of video, audio and text-based interactive content. A link to this site may be found on the Resource One course home page. Before the orientation session, please follow the instructions below to enroll in the eLearning site.
· Copy and paste the following enrollment link into a web browser: (YOUR eLEARNING COURSE’S URL)
· If this link does not work, go to http://elearn.osufpp/enroll and manually enter the following license key: (YOUR eLEARNING COURSE KEY) (Please do not share this license key with anyone.)
· Enter your email address.
· Enter either your password or your new account information, and click the “Enroll” button.
· You must enter the license key – it is recommended that you copy your license key from this message and paste it to the appropriate text box in the enrollment form.

NOTE: The license key for the FPP eLearning site will be different than the license key for Resource One.
Please complete the registration and login to both web sites before the orientation session on (DATE). If you have any problems with the login process, please contact (YOUR NAME) at (YOUR eMAIL ADDRESS) or (YOUR PHONE NUMBER). Good luck with your class. 
