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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. Note that you are not actually adding the material to
MERLOT. You provide the URL and the user goes to the actual material on the given

web site.
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i This page is divided into three sections.
ENC 1101 Online
ENC 1101 Workshop --The first section presents ETG's (eLearning and Technology Group) tutorial on plagiarism, which af]
ENC 1102 paraphrasing.
ENC 1102 Gnline

ENC 1102 Workshop --The second section presents ETG's tutorial on SafeAssignment, a plagiarism detection tool at avail.

--The third section presents numerous tutorials, videos, and articles to help understand and avoid plaj
Student Resources
Student Policies For information on the USF/FYC Plagiarism Policy go here.
FAQs
Go here to take the Plagiarism Quiz
writing Center
Peer Review

Instructor Contact List

1. The Fraud of Plagiarism - Tutorial Introduction and Navigation
Transfer Evaluatio

Iitzer Prize This tutorial is designed to teach students and inform
instructors about the difference between plagiarism and
paraphrasing. It focuses primarily on the use of web-resources in
student research. It contains examples of proper and improper
student writing, with clear explanations on why the writing is
acceptable or unacceptable.

WProgram Resources
Mentoring Program
Practicum

Committess

This is the material | want to
submit to MERLOT, from Florida
State University. I’'m only going to
submit the tutorial which is
included on this site. It is a Flash
tutorial and will start up as soon as
| go to the page. Also, there are
other individual resources from this
page that | will submit at a later
time.

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.

"y
SEARCH
MERLOT
3l > |

Note: It is easiest to have both the MERLOT website and the material you are adding
open on your desktop so you can move back and forth between them.
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for Learning and Online Teaching

MERLOT | Partner Benefits | Add to Collection | Create Materials | News & Info | About MERLOT
Home > Add to Collection

CONTRIBUTE
MATERIAL

On the MERLOT Home Page, we click
on “Add to Collection” on the title bar
or we can click on the picture that
says “Add to Collection.”

On the “Add to Collection” Page, Click on
“Contribute Material.

This will take you to a short page that shows
the 5 steps in Contributing a Material to
MERLOT (see below).

wnities | My MERLOT | Partner Benefits | Add to Collection | Create Materials | New

Contribute a Material

Step 1
Title & URL

step 2

Description

Step 3
Category

Step 4
Author

Step 5

Optional Information

Provide as much detail about the material as you can, include keywords in your ¢

Step 1

Step 2 Step 3 Step 4 Step 5
Title & URL. Description Category Author Optional Information

tributing @ material to MERLOT is easy. Start here with the material's title and its location online.

MERLOT Partner, you can add a URL link to MERLOT or upload a file for viewing by MERLOT partners of
the appropriate option below, then enter the URL or locate the file and select to upload.

URL or File selector: s g Upload a File

“Title: Thg Fraud of Plagiarism

“URL: [hitp-//davon etg usf edu/share/plagiarism/story html

Mirror Site URL:

Display Image URL:

(400 % 100 pixels) ftes]
Partner Only: Visible to MERLOT partners only; not the entire MERLOT community.

am of the California State University
ith education institutions.
es. and industry.

[FIG[n [ [WRS
Contact MERLOT
© 19972014 MERLOT All Rights Reserved (&)

[ ]

In Step 1, we add the title and URLs from
the material. Here, we have entered the
title from the tutorial and we have copied
the URL of the tutorial and pasted it into
the second box. Be sure that the title is
close to or the same as the original. Just
to make sure we entered it correctly, we
could click on the test link to the right to
see if it is correct. Sometimes, a site will
also show a mirror link. We can enter
that on the third line. This one does not

have one so we leave it blank.
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-The third saction presents numerous tutorfals, videos, and articles to help understand You can also add an image that will show up in the
For ot 1 te USEFYC lgiar Bl g0 e Material Description. You can use a logo from the
institution or any other picture that you find on
1.TheFy  Openimage mnewtab ftroduction and Navigation the page. In this case, we want to use the image

Search Google for this image

Go here to

pi. b o tach sttt and fnform on the first page of the site. So, we right click on
@ pinit e difference between plagiarism and . . .
s mar moe e s the image and highlight “Copy Image URL.” We

Inspect element tontains examples of proper and improp

rapatle ot g reins - then paste that URL into the fourth box in Step 1
that says “Display Image URL

URL or File selector: (s g Upload a File

“Title: The Fraud of Plagiarism

In this box you can see that we have
entered all three lines, one for the title
and two for URLS. (We can also test the
image URL if we wish.)

“URL: http://davon.etg.usf.edu/share/plagiarism/story_htm|
Mirror Site URL:

Display Image URL:

o http:/fwww.cte.usf.edu/images/2im2.jpg

Partner Only: Visible to MERLOT partners only; not the entire MERLOT community.
& California State University DEREW e &&

cation institutions

e AN IRe

Now we can move on to the second step by either clicking on Step 2 at the top or on the
Next button on the bottom right.

This is not a step, but

Step 1 Step 2 Step 3 Step 4 Step 5
Title & URL Desecription Category Author Optional Information H H H
is for information

‘e have found the following material(s) in MERLOT that match the URL you entered. If you want to continue with adding this material please click Mext. If p u rposes. Beca u Se
not please press Cancel
MERLOT does not
About this material: Wa nt to have
Peer Reviews d# & . . .
LUser Raling A duplicate sites listed,

Discussion (7 Comments)
Personal Collections (60)

:ii;ﬂg\g‘gbme‘rr?us?su(nﬂ:)m) your contribution is

always checked to

) see if the URL is

already in our
collection. If somebody has already added it, you will get the message above (by the
yellow arrow). The site we’re adding is NOT a duplicate, but this demonstrates what
happens if it is. If so, you would just click on “Cancel” at the bottom and terminate your
submission. Given that the site has NOT been previously submitted, you will then
automatically go to Step 2 after clicking on Next in Step 1

. . . MERLOT
Guide to Financial Statements &5

Explains three major financial statements: income statement, balance sheet and cash flow statement
Includes interactive... see more

Material Type: Tutorial

Auther: Arthur Downing

Date Added: Oct 27, 2004 Date Modified: Feb 05, 2014

Step 2 includes more identifying information (or metadata) for the resource. It includes
the Description, Material Type, Primary Audience(s) and Keywords.

First, you will 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 users 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.

In this case, there is a very good description of the material on the introduction web
page. We decide that we will just use their description. Since it comes from the website
and we are quoting directly, we include quotation marks around the description.

1. The Fraud of Plagiarism - Tutorial Introduction and Navigation

content of this tutorial as a POF file in section 9.

The tutorial can be viewed by clicking on this link.

Here, from the web site, we copy the first part
of the description and paste it in the
Description box on Step 2. We also go back

iis tutorial is designed to teach students and inform
instructors about the difference between plagiarism and
paraphrasing. It focuses primarity on the use of web-resources in

fstudent research. It contains examples of proper and improper
|student writing, with clear explanations on why the writing is
table or unacceptable |

This tutorial was developed by Dr. Eleanour Snow in collaboration with Neil Gomes, Cacida and co py an d paste the second part of the

Barros, and Sayed Alkhabbaz of the Center for 215t Century Teaching Excellence and Media

Innovation Team at USF. H H H H H
description, remembering to end it with

This tutarial s divided into sections and some of these sections contain presentations, guotation ma rks. ( In this case we’re ve ry

simulations, and quizzes that infarm you about plagiarism. The table of contents for this

tutorial is presented on this page. You will need the Flash Player to view some sections of this . .

ot (A nat to e e £ lath Piger. v st b she sotion 12 covrioad e fortunate to have such a good description on

the website).

as much detail about the material as you can, include keywords in your description to help others find it in MERLOT.
(") fields are required

T PN T L LI Note that you have various

11115 WULOMIAN 15 UESIGNEU (0 (AT SUIENTS anu IO MSIrucions dpout e unerence ey .
betweon piagiarism and paraphrasing. It ocuses prmarily on B1e 0se of web. resounces m student editing tools available at the
research. It contains examples of proper and improper student writing, with clear explanations on why
the writing is acceptable or unacceptable tO Of the descrl t|on bOX
This tutorial is divided into sections and some of these sections contain presentations, simulations, p p :
and quizzes that inform you about plagiarism. The table of contents for this tutorial is presented on
this page. You will need the the Flash Player to view some sections of this tutorial. You also have the Please use these at yOU r
option to download the content of this tutorial as a PDF file in section 9."
835 Characters {4000 max) d iSC ret | on
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The next step is to add the Material Type to the
submission. There are 19 different types of materials
in MERLOT. You can find a list of the types and brief
descriptions on the following page:

uuuuu 4 -« Collection
<110t/ Development Tool
eitage R Drill and Practice
ePortfolio
I Learning Object Repository
Online Course
Open Journal-Article

http://info.merlot.org/merlothelp/index.htm#merlot Open Textbook sdents and n
. Presentation P tudant wi
w Reference Material per student
Simulation and some of the
. . L. Social Networking Tool [n: The table o |
The list of material types is either a pop-up or drop- =
down list. You just select the Material Type by . Su:z/Telsl
" utonal
highlighting it. In this case, it is obvious that thisis a _
ce : Grade School College Lower Division

Tutorial, so we select that.

The next step, another important one, is to determine the audience for the material by
checking each of the boxes that applies. Many times, you will read something on the
site that tells who it is directed to. The default (always checked) for this is “College
= TaereT TYPeT | Tutoria G General Ed.” Having looked at the material,
Primary Audience : | grage sehool ¥ College Lower Division you should have a pretty good idea of what
P madeserool @icotgs parowsin |40 51 diance could be. In our case, it is

¥/ High School Graduate School ’

¥ College General Ed [ Professional designed for First Year Students at the
university. However, we think this might
also be appropriate for high school students
as well as Upper and Lower College Divisions. Therefore, we check mark all four of
these.

You can also now add Enter multiple keywords, separating them with a comma o semicolon. Click Add when all wards are entered.
Keywords that can be ot e .

helpful to the user in

searches for the material. Do Tacademic niegrty

In this case, we have R

added Plagiarism and Cancel | | Previous | | Next

Academic Integrity separated by a comma and we click “Add” to see these results. Now
we are done with Step 2 and we can click on either Step 3 or “Next” at the bottom right
of the page.

In Step 3 you will identify the discipline category for the resource. You may add the
material to several categories, but please be as specific as possible. Think about where it
really belongs in a narrow sense rather than entering it in several categories in a broad
sense. In this case, we see this as being a resource in the Library and Information
Services area because it is cross-disciplinary rather than just about one discipline.
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There are nine major categories, each with sub-
disciplines and sub-sub disciplines below those. 67 [Rcadami Support Sevees ;
. K elect a category
Remember, we want to be as specific as possible.
Because plagiarism pertains to all disciplines, we N
categorize it in Academic Support Services as the Educaton
Humanities
OVG ra | I CategO ry. | Mathematics and Statistics an:
Science and Technology
Social Sciences
Workforce Development
PE—— Course Redesign
f HE:tEg; R:;K'h' Degree Completion or Accelerating Graduation . .
™ Eortiolos Once we select Academic Support Services, we
Mulimedia Faculty Development . .
Ty Hy0ric and Onine Cours exclopment go to the next level of sub-categories and find
Institutional Research on Technology Use . . .
ribute @ K20 infintos Library and Information Sciences, so we
. ste LMS Planning and Implementation h |gh | |ght that_
Mobile Learning
category for th Online Degree Program Development
. _ Other Innovations or Emerging Technologies . |
Category: Scholarship of Teaching and Learning I A imaiifa Se\erjt @ subcategory..
Library and Information Services " for Learning ngh:VE,S and j;gma\ fo\\ectlons
MERLOT | Pa ataloging ans assification
Select @ subcalegory... ! Citations and Style Guides
T ribute a ceneral
p1 ste Information Retrieval
8 URL Pest |nformation Technology
From the lera ry and |nf0rmat|0n Ser\nces men u, Information and Communication Technology Literacy
we click on the next group of sub-categories and - ataqory 15505 I Libraranship
find “Intellectual Property and Plagiarism,” so we e o
select that. Since there are no other sub- Intllectual Property and Plagiarism :
categories, we can click on “Add” to add that =

category.

Categories added:

Here, we see the information appear at the bottom.
If we wanted to add another discipline, we can do

Delste  Acaderic Support Senices so by repeating the steps above. Although this topic

Library and Information Services / Intellectual Property and
Plagiarism

for it.

You can submit materials in many different languages.
The default is English, so it is automatically entered
for you. If your resource is in another language, here
is the place you indicate that. Then you can move on
to Step 4 by clicking on the top of the page or on Next.

can pertain to any discipline, this is the best place

* Language: Add

Languages added:
Delete English

In Step 4 we enter information about the Author(s). Author information is very
important because sometimes our users want to contact the author. If YOU are the
author, check “Add myself as Author.” Your contact information will self-populate.
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When you provide the email address, the author is automatically contacted and
informed that the resource has been submitted to MERLOT. Additionally, when we peer
review materials, we contact the author prior to posting the review on MERLOT.

. . . . . Provide any Author information known about the material and click Add-
Your efforts in finding an email address will v e

Add myself as an Author

be appreciated. On the site we selected, Firstname: e

we are told that although this is a USF site, i

the author, Eleanor Snow is now at Emal

University of Texas at Austin (from the first Organization: nwersity of Texas - Austin
page of the presentation). You can enter Acd

Authors added:

that information (to the right).

R ) There is no email on the USF page. However,
L2 Y with just a little effort, we may be able to find an
email by looking at anything that says, “About
Us,” “Contact Us,” or something similar. Since
| we couldn’t find it on this site, we can do some

The directory will perform searches by first and last names, phone numbers and email Adve H H
resase s ey iommaron mihe Seaten ek m.] detecting. Here, we have gone to the UT website

THE UNIVERSITY OF

UT Home > Directory

UNIVERSITY DIRECTORY

aeanou srow ot v is=l o and found the directory. Dr. Snow’s email is
Directory Information for Eleanour Snow . ay s
provided, so we copy that and put it into our
- contribution. We have her complete
Doparmont Seoo oo, e Scoslo Gassconces information. Below you can see that it has been
Office Ln:allon: RO a d d ed .

Office Address: The ¢ of Texas at Austin

Geophysics, Inst for

PO Box 7458
Austin TX 78713
I

Add

Authors added:
Delete Eleanour Snow esnow@jsg.utexas.edu University of Texas

Often there are several authors of a material. In that case, you can easily add another
one, just as you did with the first one.

‘Select ) Now we click on Next and go to the final Step, Step 5.

ActiveX
[y Swift / Pinterest (@ Outlook - cos| nread) Yahoo!...

Audio

Authorware File

Y ey Common Cartridge

The first part of Step 5 asks for optional information.

CD-ROM
Director File You will be asked to identify the Technical Format.
leps  stepa - steps Excel . . . ..
esors  auner " Optonat Exgsutable Program HTML/Text is the default setting. Since this is a Flash
R | ML Tt video, we indicate “Flash.” There are many other
e renascssd  fOrmats, as you can see from the drop down list.
Technical Format: [Fiash v
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If you think there is a need for additional
technical information (i.e. needs to be
viewed in a certain version of Internet
Explorer, need Adobe Acrobat), that can be
written in the Technical Requirements area.

¥ Receive notifications when discussions are started about this material

Technical Format: [Faqh

Technical Requirements: B JI x x 2| % @A 9 YRIGE D

‘ Need Fiash player

30 Characters (2048 max)

Here we write “Need Flash Player.”

The next part of the submission is
completed ONLY if the resource you
are adding is a Mobile App. It does
NOT mean that it can be viewed on
any of these platforms. If itis NOT a
Mobile App, leave this area blank. If it IS a Mobile App, please indicate which one(s) it
was designed for. Check each of the mobile devices for which it is compatible (Smart
Phone, Tablet and Other). Note: A Mobile App normally will not be both for iOS and
Android.

If this resource is a mobile app that is
downloaded to your mobile device, please indicate
the mobile devices with which it is compatible:

Smart Phone Tablet Other
i0S (Apple)

Android

Blackberry

Windows

version, you can enter that in the next small
box.

I If your resource indicates that it is a specific

I Material Version:

The final part of the submission includes some additional detail about the material. For
each of these, the default is “Unsure.”

Cost Involved : unsure

e Cost involved — In this case, we
know there is no cost associated
with usage, so we check “No.”

e Source Code Available — If there is
a statement on the website that

yes ® no

Source Code Available:

yes no unsure

Is Information = ves no

unsure

Copyright:  (s) yes no unsure

Creative Commons: ves no ® unsure

Creative Cammons license does not apply to programming code

the computer code has an open source license, check “Yes.” In this case, we
don’t know, so we leave it as Unsure.

e s Accessibility Information Available? — Many sites will include a statement
indicating that the website has been evaluated for accessibility and has “passed.”
If there is no information about accessibility, leave “Unsure” checked as here.

e 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.

e Creative Commons — If the site shows that it has a Creative Commons license,
please indicate “Yes.” In this case, nothing was shown. (Note, a Creative
Commons license would take the form of the icon on the bottom of this page.)
For more information - http://us.creativecommons.org/

[SIosTe)
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A — yes no unsure

Creative Commons:

o If you check Yes for
) yes no unsure
Creative Commons’ Creative Commons license does not apply to programming code

Allow commercial uses of your work: () yes ® no
the fo||ow|ng Allow modifications of your work : ) yes () yes as long as others share alike © no
Jurisdiction : [Jnited States v

information will
appear. You will

| Cancel | | Previous | | Submit

know from the
Creative Common license whether the author will permit commercial use
of the work as well as if modifications are allowed.

e Finally, click on Submit as the final step.

You will immediately see your
submission. The Material Detail provides
all the information you have submitted,
including the fact that you submitted it.

Material Detail

Now that you've contributed a material, why don't you add a comment to explain s value? If you have used itin your courses, please
add a learning exercise. Or you can add a comment why you thought this s valuable to others. or why you added ftto MERLOT.

The Fraud of Plagiarism D swARe EVE.

-~ B T — You also see at the top of the page that
BN oo on s o e you have the opportunity to add a

comment about the resource in the
e e ey discussion. Perhaps you have used the
st s st o monetss st e s & s s atre resource successfully in your class. All

o S e ot i ooy Stctm e you need to do is click on the area that

explanations on why the writing is acceptabie or... More Create a learning exercise
says discussion:
New pesonal coiscion

Add accessibility information
A Intellectual Pronerty and L Add J}
[F1E] i [5]) @ Discuss this Mater
Contoct ER
& 15872014 MERLOT Al a

Material Detail

Author. Eleancur Snow B

Keywords:
plagiarism, academic integrity Add to a personal collectien:

o Bjowse in Categories:

Fundamentals of Active Engagement O share Ov@E.

As a point of information only, look how o

much better the resource we contributed .ﬂm! Ty o

looks with the picture we added. If you S Mo :
don’t add an image, it will appear like the | oo e

resource to the right. View Macr s

This course provides an introduction to the fundamentals of active engagement. lssues
include assessing training needs and participants, developing active training ebjectives, O Discuss inis Najeral
creating practical opening activiies, preparing brain-friendly lectures, designing active

training exercises, creating e-learning appiications, and the... More.

View MERLOT Contributions:

Note that you will then see on your Profile that
)- you have submitted one material. MERLOT
keeps track of all of your contributions,
including submitted materials, authored
s Material, and learning exercises.

Submitted Materials (1
Authored Materials (1)
Learning Exercises (1)
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If you have used the resource in the classroom, or if you are ® Dcus i et

good at creating assignments for students, you might Rt tis matea

Create a learning exercise

consider adding a Learning Exercise which will help other i sccesstity ormaton
Add to a personal collection

faculty know how to use the resource. If so, you can click on
“Create a Learning Exercise (to the right).

Add Learning Exercise
for The Fraud of Plagiarism
Step 1 Step 2 step 3 Step 4

About learning exercise Categorize Objectives Text of learning exercise

Instructions needed

T— This is the page that you would complete.
We won’t go into details about how to add
the Learning Exercise.

* Description:

Type of Task:

Supenised Unsupenised
Group Indhidual
e Teacher.cantered

Supplemental Activity || Core Activity

Time Required:

Well, congratulations. You have completed the submission and now you’re ready to
move on to another! Thank you for making this contribution to MERLOT>
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