AiCA-SF Academic Affairs Department

eCompanion Information Sheet
Let’s see what it looks like! 
You access the system through the faculty portal: faculty.aii.edu
AiCA-SF eCompanion Administer:  Annie Fisher, MPA (anfisher@aii.edu; 415-276-4023)

CS eCompanion Help Desk (campus_support@aii.edu ; 1-866-642-2711)

First - What is eCompanion?

· An online course management platform built by instructors and used at all Ai ground campuses.
· Currently used, in a different form, for EDMC’s fully-online courses.

· Designed to supplement or accompany what is currently taking place in the ground classes – not replace it.

· A tool that is provided as a way to make you more efficient and help provide student resources online.
What are the Benefits of eCompanion?
· Increased instructor efficiency (think one-stop communication shop).
· Centralized class activities.

· Bridge the technology expectation gap.
· The same course can be copied each quarter, so course construction is only necessary once.
What are the eCompanion Capabilities?
Communication and Content Capabilities 

Course Management Capabilities
- Announcements




- Document Sharing
- Calendar





- Dropbox for electronic assignment submission
- Threaded discussions



- Gradebook
- E-mail





- Webliography
- Syllabus




- Course Content (lecture notes, resources)
What are the Faculty Responsibilities?

· Receive training on eCompanion (on-line tutorial provided as well as assistance from eCompanion Administer).
· Create all content in eCompanion, meeting the expectations of the Dean and Academic Director regarding the amount of course content.
· Syllabus should be loaded prior to each quarter

· Handouts for students to access

· Grades for student access throughout the quarter (this will be mandatory starting Fall 2012)
· Communicate with the on-campus eCompanion Administrator the need for course shells and copying of courses.

· Adhere to copyright policies, using your own work when possible (images, pictures, etc.).

· Ensure that eCompanion does not become a replacement for inclass activities (seat time).

How does eCompanion Work? 
· Course shells assigned to each faculty person by the eCompanion Administrator by Week 11 of preceding quarter.
· Faculty places course-specific materials into course, in essence – build the course from the shell.
· Once construction is complete…

· Contact the on-campus eCompanion Administrator to let him or her know that construction is complete and the course is ready to go live (deadline:  Wednesday of Week 0 of current quarter).
· Course will be populated automatically with students every quarter.

· Roster information is linked to the campus’ student information system (CARS).

Frequently Asked Questions
Q. What if I already have a web-site as a supplement to my current class?

That is fantastic! Faculty can put the link to his/her web-site for reference to your materials in the “webilography” and continue to use that resource.  AiCA-SF asks that instructors use the eCompanion system as a secure communication one stop between you and your students for such things as the syllabus distribution, grades and point allocation throughout the quarter and communication re: student progress in the class.  
Q. Is there a file size limitation?

A. Yes. Each file that is uploaded into the eCompanion classroom is limited to 8 MB (including Dropbox, Doc Sharing, or any course content).
Q. What are the rules regarding copyright?

A. The same copyright rules apply in eCompanion as would apply in your classroom.
Q. What happens to past created or past used courses?

A. All previously created courses are saved and can be accessed at any time. Additionally, any previously taught courses can be accessed to review student information.
Q. How do students get enrolled in an eCompanion class?

A.  The eCompanion Administrator works with the Registrars office to load all shells.  Faculty are asked to check their shells before the beginning of each quarter to see that the students are properly loaded.  If students are missing – CONTACT THE eCompanion Administer ASAP! 
Q. Can I access eCompanion from home? Which internet browsers are best for accessing eCompanion.

A. eCompanion is a web-based system. You can access eCompanion anywhere that you can access the internet.

eCompanion works best with the Firefox and Internet Explorer browsers; however, Safari will work as long as the security is set to “Allow All Cookies.”
Q. How will students learn how to use this?

A. We are relying on student’s intuitiveness with internet platforms to learn how to navigate the eCompanion system. You can also supplement this by sharing the handouts that are provided in the “Faculty Guide to eCompanion.”
Q. What email address will emails sent from eCompanion be delivered to?

A. For faculty – the email address that is connected with your eCompanion account is your ‘@aii.edu’ email address.  For students – the email address that is connected with their eCompanion account is the email address listed in CARS.

