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Contributing Materials to MERLOT

These instructions will help you learn how easy it is to contribute materials to MERLOT.  You can contribute materials that you have developed or ones that you find online.  Because MERLOT is a catalog of online resources, there must be a URL for the material you want to add to MERLOT
[image: image1.png]W MERLOT




 

[image: image2.png](9 OSSO



Only MERLOT Members may contribute materials. Therefore, the first step is to make sure you are logged in to MERLOT.  (It is helpful to click Remember Me so that every time you access MERLOT, you are automatically signed in.
It is easiest to have both the MERLOT website and the URL for the material you are adding open on your desktop.  Below is the website I am going to be adding to the MERLOT Collection.
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I can copy the URL directly from the website and enter it into the box on the homepage of MERLOT.
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Here, you can paste the URL into the correct space. Type in the title of website into the next box.  Be sure that your title closely matches the title on the original website but you can change it to make it easily recognized by other users.  Then click the the Next button.
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Step 1 of the submission process will then appear with the Title you have entered as well as the URL.  You can ensure that the URL is correct by clicking on the “Test” button.  If there is a mirror site, it can also be added at this time.  
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Something that makes the listing in MERLOT a little more attractive is to have a display image.  You can find something on the website to display (in this case, a copy of the book) and find the Properties of it.  You do so by right-clicking the image.  The following display will appear and you select Properties.
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The Properties box pops up and you can copy the URL for the image.  Note that these normally have an image file in the address, such as jpg.
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Paste the image URL into the box 

and then click on the Next button.
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This step is included for information purposes only.  If the site has been previously submitted to MERLOT, this notice will then occur, advising you that the site has already been submitted.  At this point, you may want to read what has been said about it, but you should also end your submission.
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Given that the site has NOT been previously submitted, you will then automatically go to Step 2 after clicking on Next in Step 1.  Complete a description of the material which should be a general summary of what is included in the site as well as where it could be used.
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The description is one of the most essential contributions you will make to MERLOT.  Your description will help some decide if they want to learn more about the website.   Your description should include the following information:

· Your first sentence should be a brief overview of the website.  
· In the next sentences, you can highlight the subject matter/topic areas covered in the website, features of the website, possible learning goals that could be achieved through the use of the resource and who might find the resource most useful.  
·  Providing a brief list of the features of the website (e.g. images/graphics, video, audio, quizzes/tests/assessments, simulations, tutorials, teacher’s guide, learning assignments, etc) can help other MERLOT users quickly learn about your choice.  
· Sometimes a website is part of a much larger website so a statement describing this situation, (e.g., “This is the first section of a three-section tutorial.”) can be very useful.
Then you will need to select the Material Type from the drop down list.  For a short description of these types, go to:  http://taste.merlot.org/learningmaterials.html
In this case, we have selected a Reference Material by highlighting it.
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Determine the audience for the material by checking each of the boxes that apply.  In this case, there is a range from high school to professional.
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You can also now add Keywords that can also be used in the search for the material.  In this case, we have added competitive intelligence and research.

Click Next to go to Step 3.

[image: image23.png]Category - Windows Internet Explorer

&~ [E)ntos e merotorg/meriotiaddviterialtm (4[] [cocgle 28]
File  Google [Glrteaching business | o 4|2 Popups okay|| P check + T suril & [ teaching [ business @ sttings~

Page ~ i Tools v

% ¢ [35]~ [wr vahoo! Wil - cathy.ew... | €] Category x [ig] cameron Balloors Vit
TMERLOT — @

Multimedia Educational Resource
for Learning and Online Teaching

W nitp://resoniinesurvey... | @ News from the commu... | | fiHome - B e () Erint

‘sdvanced sesron | search more digital lirariss

Contribute A Material Welcome Cathy Swift Editor in Business) | Loa Out
Stent sten2 Step3 S0t Swps
TeeRUR  Duwpten O Casgoy  Awer  Opteralinfomaton

‘Select multiple subject categories for the material. After selecting the genersl subject area, selecttne more specific subject areas that are
related to your materials. Remember. you can select and add multple subject categories.
‘Stared) fio are equied

Caleaort: [gusiness v
c
Add

Categories added
Delete Business/hlarketing
Delete Business/General

Lanquage:Selecta language... v

Add

Languages added
Delete English

Done. (3 @ Internet #100%




[image: image24.png]Windows Internet Explorer:

&) v Bl http:/fwwew.merlot.org/merlot/viewMater al htm? id=266862 ol #2 ][ %] |Google £~
File > teaching business | o 4|2 Popups okay|| P check + T suril & [ teaching [ business @ sttings~
% 4 [55]~ [so vahoo! vl - caty.owi.. | € Miaterial Detail x [ig] Cameron sallons it . | I htp//resoniiesurvey... | News from the commu.. | | MiHome - ) reec () @Print + [rpage () Took +

Multimedia Educational Resource
for Learning and Online Teaching

H

Material Detail

TMERLOT — @

‘sdvanced sesron | search more digital lirariss

Welcome Cathy Swift (Editor in Business) | Log Out

Open Learning Initiatve Carnegie Mellon

I Wkt
g LT
agp S

Date Modified: January 18, 2008

Author: Open Learning Initistive Camegie Hellon
‘Submitter: Kristine Talavers

Description:
A collection of “cognitively informed.” openly available and free oniine courses and course
materials that enact instruction for an entire course in an online format. The following courses are
available online:Engineering Statics, Economics, Statistics, French, Casual Reason, Logic and
Froofs, Biology. Chemistr, Physics, and Emperical Research methods. The website also consist
ofthe following features: images/graphics, video, audio, quizzes, other interactivity, inks to related
material, leaming assignments, teacher's guide and glossary of terms. For more information
please goto: hitp:hwww.cmu eduloliindex htmi

Browse in Categories:
Arts

- Business/Economics

Humanites/Language and Literature/Linguistics
Wathematics and Statistics/Statistics and ProbabilityStatistics
- Science and TechnologvPhisics

- Science and TechnoloayBiologuMicrobiology

- Science and Technoloav/Bioloay/General

- Science and Technolog/Chemistry

- Science and Technology/Chemistn/Biochemistry

- Science and Technology/Engineering

More information about this mater

= Send ToAF:

About this materis:

Peer Reviews (not reviewed)
Workflow status (Not riaged)
Comments (none)
Assignments (none)
Personal Colectons (none)

]

Wrte a comment
reate an assiqument

Add 1o a personal colecton
Ne personal colletion v

Edit materal
Delee materal

lanage awards

lanage snapshats
Material Worisoace

Done

(5 @ mtermet




In Step 3 you will identify the material. You may add the material to several categories, but please be as specific as possible. In this case, I see this as being a resource in any Business class, but most specifically when doing competitive intelligence research.  Therefore, I first selected Business from the drop down list.  
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 Once I select that, I get sub-categories under business.  Since I think it is good for any Business class, I select General.  

Notice that there are no other “Select a Category” listings.  I click Add and it is added to the listing.  



I also think it is particularly suited for a Marketing Research class.  In this case, I select Business, then Marketing, and now there is still another subcategory under that, so I select Marketing Research.  You can see that it already shows Business/General so this will be an additional listing.  I click Add again.
This shows that it is in both categories.  There is also an opportunity to show the language in which the material is written.  The default is English.  If your material is in English, there is not need to do anything.  However, if it is in another language, then you should select the appropriate language.  Click “Next” and move to Step 4.

Step 4 is information about the Author.  Please try to find the actual author’s name and enter it with the First Name and Last Name.  For the current material, there is not author listed, only the company name.  We also enter an email address for the company.  Please try to find an email address so the Author can be contacted.  Here, we enter the email and organization and click “Add”.
Many times there are several authors of a material.  In that case, you can easily add another one.  Note here, that there is only one Author, and we see that it has been added.  

Now we click on Next and go to the final Step.


Step 5 asks for optional information.

You will first be asked to identify the Technical Format.  Since this is a website, we select HTML/Text.  However, there are many other formats, as you can see from the drop down list.
If you think there is a need for additional technical information (i.e. needs to be viewed in a certain version of Internet Explorer), that can be written in the Technical Requirements area.  Other questions that can be answered is:
· Learning Management System – if you know whether this is particularly compatible with one of the LMSs, you can indicate which one.

· Material Version – If there is a version specified, you many enter it.

· Cost involved – The default is Unsure.  In this case, we know there is no cost associated with usage, so we check No.

· Source Code Available – If there is a statement on the website that the computer code has an open source licenses, check  YES.  
· Section 508 Compliant–    Section 508 refers to requirements for making technology based materials accessible to people with disabilities.   If a website is “Section 508 Compliant”,  there should be a statement on the website indicating that the website has been evaluated for accessibility and has “passed”.   If there is no information about accessibility, check UNSURE
· Copyright - Many websites have a copyright statement, frequently in the footer of the website.  You can also find copyright statements in the “Acceptable Use Polices” of a website (if they have one).  In the example we’re using, we would check YES for copyright.
· Creative Commons – If the site shows that it has a Creative Commons license, please indicate.  In this case, nothing was shown.  (Note, it would take the form of the icon on the bottom right of each of these pages.  For more information - http://taste.merlot.org/acceptableuserpolicy.html)

The final step is to click on Submit.

You will immediately see your submission.  (Now, doesn’t it look better with the book there rather than):  
 

 
This will also appear on your own Member profile as a Submitted Material
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