
SoN Course Kick-Off Checklist
(Adaptive/Conditional-Logic SmartSheet Form) Question List

TF = TEXT FIELD provided; 
DDM = DROP-DOWN MENU 

• Course Professor Name TF
• Course Number and Section TF 
• Import content from previous 

courses? DDM 
• What is your preferred Canvas 

course publish date? DATE PICK
• Is SoN standard course navigation

sequence [listed] OK?
• Do you use Modules or Course 

Home Page? DDM
• - If Home Page:  Can we replace 

with Modules in week 4? DDM 
• Are you using GROUPS in your 

course? DDM
• If yes, do you need help setting 

them up? DDM
• Are you using EXAMS?
• - If yes, HOW MANY DDM 
• - Do you use HonorLock? DDM 
• - Do you use case studies on your 

exam (determines questions 
randomization)

• Do you plan to use STUDENT-
CREATED MULTIMEDIA 
assignments or discussions? DDM

• Do you use text DISCUSSIONS in 
your course? DDM

• Are you COMFORTABLE setting up 
your Canvas GRADEBOOK? DDM

• Do you plan to use a video-
conferencing platform(s) DDM

• Do you plan to record video 
lectures for your course? DDM 

• - if yes, Do you plan to use 
Camtasia to record? DDM

• - if yes, Do you need 
instructions/training how to use 
Camtasia? DDM 

• - if yes, Do you have students who 
need video captions? DDM 

• Additional comments / requests TF 

School of Nursing 

This automated course kick-off 
checklist and the process it 
enables, was introduced to 
leverage our limited SoN
academic technology team 
resources, especially with 
increased demand on our 
services during the pandemic. 

We used a conditional (adaptive) 
survey which makes questions 
visible (or not) based on answers 
to earlier questions. 

While all data is collected, 
specific answers to key 
questions also activate built-in 
automated notifications which 
email relevant requests for a 
follow-up to specific team 
member(s) to keep them 
informed about faculty plans and 
- consequently - to facilitate 
better workload planning for our 
small academic technology 
team.

SmartSheet allows conditional 
logic – for example, we ask if 
faculty plan on using exams, and 
ONLY if the answer is YES, do we 
ask further questions: 
Ø how many exams? 
Ø when / which weeks? 
Ø will they use Honorlock

proctoring? 
Ø and only if YES, Are faculty 

familiar with Honorlock or will 
they need assistance? 

Project Team / More Info: 
George Jura – jura@wisc.edu
Tim Piatt – tim.piatt@wisc.edu

For information about licensing SmartSheet, 
a campus-supported resource, contact 
Karen Hanson, Assistant Director, 
Project Management Office
karen.hanson@wisc.edu | (608) 262-9110 

Our academic technology team 
inserted a carefully designed checklist
(as a SmartSheet form) into ALL SP21 
Canvas courses – it was located in an 
unpublished module and was only 
visible to faculty and TAs (not visible to
students).

We asked each course professor / 
course lead for each Canvas course to 
complete the checklist, which was 
published 3 weeks before the start of 
the semester, and we asked for it to be 
completed no later than one week 
before class start date.

We send additional reminders to faculty 
who have not filled the form by this 
deadline. The information was
collected for each course, and when 
relevant, notifications about specific 
faculty plans or needs were sent to the 
appropriate team members for follow-
up via email or one-to-one meeting.

The collected information was kept in 
one master spreadsheet, and allowed 
our team to create a workload calendar 
that helped us anticipate times of 
increased activity during the semester 
and better plan resources, anticipating 
more precisely the times of heightened 
demand for support in specific areas.

Our initial inspiration comes from Atul Gawande’s 2009 
book Checklist Manifesto, which explores how 
checklists can improve complex processes in multiple 
contexts and settings. Checklists are shown to 
streamline processes and make them more reliable.

To ensure success and high participation from faculty, 
we secured endorsement for this initiative from the 
Dean and Associate Dean of Academic Affairs.


