Email # 2

Dear Student:                                                                           
 
Welcome to <<Course Name>>. My name is <<tutor name>> and I am the facilitator for this course.   
 
As you work through <<Course Name>> you will learn  <<major course outcome here>>.  You will have the opportunity to work on your own as well as connect with your peers to share knowledge and experiences.
 
The course starts on <<course start date>> and runs through <<course end date>>. 
Logging in: To log on to the course, please do the following:

1. Go to:   <<course website>> 

2. Click on the course link (you will then be prompted to enter your username and password)

3. Enter username and password as follows: Username: <<username >>       Password: <<password>>

4. Click on Login

5. You are now ready to start exploring the course. You will find the syllabus in the course main page.  You can navigate the content using the Navigation block on the left side of the screen and/or the links on the main page.
Should you have any challenges with the login procedures, please let me know and I will do my best to assist you.
Course materials: The materials for this course include the following:
1. Materials description, modules, etc. goes here
Assignments: There are <<XX>> assignments required to complete this course: 
1. Assignment 1 - due at the end of week X:  worth XX% of the total grade for this course
2. Assignment 2  - due at the end of week X: worth XX% of the total grade for this course
You will find information on the assignments in the course home page: click on the Student Assessment link.
Discussions:  <<XX>> discussion forums are included in the required course activity throughout the <<XX>> weeks we will work together, not including the Welcome forum.  Discussions are meant to allow us to develop our on-line community. Participation is required and will count towards <<XX%>> of the total grade for the course.  I strongly recommend that you try posting a message on the welcome forum as soon as possible, especially if you have never taken an online course with Moodle (the Learner Management System - LMS). You will see it is easy and it will build your confidence. If you run into any problems, please let me know and I will try to assist you as best as I can. 
 
The discussions start with opening comments/questions to spark engagement, but the content of the discussion is yours to shape.  Here you have the opportunity to clarify your understanding of material, and discuss the <<course overall topic>>.  I encourage you to use this to connect with your peers, but I will participate as well.  Conferences will be open for <<XX>> weeks, including weekends. 

Reach me: You can reach me at <<tutor’s email address>>. Should the course site be down, or if my email is otherwise not available, you can use my alternate email address: <<alternate tutor address>>. You may also reach me on MSN Messenger  <<tutor MSN id>> and my skype id is  <<tutor’s skype id>>. I may also be reached by phone at <<tutor telephone number>> or by fax <<tutor’s fax number>>.

Your student profile:  As you have some time, make sure you add some more information to your student profile. I have listed the countries and in some cases the cities where you live, but the entries may need correcting :-) In some cases I didn't know your city, so I just used the country name. To edit your profile, click on Edit Profile under My Profile Settings in the Settings Block. You may also change your password if you want to. Just make sure you remember it! 
 
Enough for now! :-) I don't mean to overwhelm you, but I just wanted to get this information to you in some systematic format.  Please send me a note to acknowledge receipt of this e-mail, so I can ensure that our email accounts talk to each other.  I look forward to an engaging course with each of you!
Cheers,

<<tutor name>>

