 Master Course Transition Checklist
In order to transition into Canvas with ease, we ask that you make sure your Master course shell is up to date.  If you do not have a Master  course shell, please fill out this form to request one.
Once you have identified your Master Course, use this Checklist as a guide when you clean up your Master course.  Use one Checklist for each Master Course update.

	Master Course Checklist 

	Name: 

	 Master Course Name:

	 Master Course ID: 

	Area of Blackboard
	Direction
	Support
	Complete

	Syllabus
	Delete Syllabus
	
	

	Course Information
	Can stay
	
	

	Discussion Boards
	Forums/Questions ONLY can stay;  student responses must be cleared if present
	
	

	Rubrics
	If your rubrics are built into BB, ensure there is only one electronic rubric per assignment. Delete any additional rubrics.
	
	

	Test, Pools and Surveys
	Ensure only 1 instance of tests are stored in course 
	If your course contains multiple copies or pages of tests, please contact Jon or Todd for directions/ help 
	

	Video needing Closed Captioning 
	Compile list for IT using form provided 
	IT – Each program team will have a spreadsheet 
	

	Videos referring to Bb 
	If your videos reference Bb these will need to be replaced by Summer 2018.  If Blackboard is in the background these videos will need to be redone prior to course start.
	
	

	Grade Center
	Clean up and delete unnecessary columns (hidden and manual columns)
	
	

	Integrations?
SCORM Files?
	Do not transfer over.  These will need to be integrated in Canvas manually.  
	Integrations such as Pearson, Cengage, other textbook resources.  SCORM files refer to Storyline or other imported content aligned to Grade Center
	



 Additional information about your course that we should know about (use back of sheet as well): 
[bookmark: _GoBack]Videos are weblinks.
Please email Kruzank@ntc.edu or drop off in CTLE office

