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PREFACE

This handbook serves as a comprehensive guide for instructors at Universiti Tun 
Hussein Onn Malaysia (UTHM) who are developing Self-Instructional Materials (SIM) 
for their Open and Distance Learning (ODL) programs.

ODL offers flexible, accessible education, allowing learners to learn remotely without 
time and location constraints. SIM is a core component of ODL, providing learners 
with interactive, self-paced instructional content that can be effectively studied 
independently.

The handbook covers the key stages of SIM development, from initial planning and 
design to final publishing and implementation. Following these guidelines, instructors 
can create high-quality SIM that engage distance learners and align with national 
ODL standards.

By following the guidance in this handbook, UTHM instructors can develop engaging, 
high-quality SIM that empower learners to achieve their educational goals. The 
standardised approach supports the university's commitment to open and distance 
education excellence.

We also sincerely thank the instructional design experts for their valuable ideas 
and support in developing this handbook. We also appreciate all collaborators 
who contributed their time and knowledge. Your support has greatly improved the 
quality of this handbook for UTHM instructors.

We hope this handbook will serve as a valuable resource for instructors at UTHM, and 
we wish you all the best in your efforts to develop SIM that will benefit your learners.

Open and Distance Learning Department
UTHM BITARA
Universiti Tun Hussein Onn Malaysia
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GLOSSARY

NO. TERM DEFINITION

Course Learning Outcome
(CLO)

1.

Learning Outcome (LO)2.

Open and Distance Learning 
(ODL)

3.

Self-Instructional Material 
(SIM)

5.

Student Learning Time (SLT)6.

Course Learning Outcomes (CLOs) are 
specific statements that describe what 
a learner is expected to achieve at the 
end of a course in terms of knowledge, 
skills, and attitudes, and these must be 
aligned with the appropriate learning 
domains, MQF levels, and Programme 
Learning Outcomes (PLOs).

Learning Outcomes (LOs) are 
statements on what learners should 
know, understand and can do upon 
completing a study period.

A flexible learning with accessible 
formats and diverse methods of 
acquiring knowledge.

Programme Learning 
Outcome  (PLO)

4.
Programme Learning Outcomes (PLOs) 
describe the competencies learners 
should possess upon completion of a 
particular programme.

Self-Instructional Material (SIM) is a 
type of learning material designed to 
facilitate independent learning. It is 
structured to guide the learner through 
content without the constant presence 
of a teacher or instructor, enabling 
self-paced and autonomous learning.

Student Learning Time (SLT) refers to 
the total time a learner is expected to 
spend to achieve the specified learning 
outcomes, encompassing face-to-face 
contact hours and non-face-to-face 
learning such as self-study, assignments, 
projects, and assessments.
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1.0  INTRODUCTION

This handbook guides Open and Distance Learning (ODL) instructors in developing 
their Self-Instructional Material (SIM), a crucial element in ODL program delivery. It 
covers the definition of SIM in ODL, designing an appropriate learning environment, 
ensuring quality in SIM development, the necessity of adaptation or creation, and 
offers a suggested checklist for instructors' reference.

Universiti Tun Hussein Onn Malaysia (UTHM) is committed to providing the best 
academic and curriculum programmes to enhance lives and prepare learners to 
meet challenges and embrace opportunities. ODL programs can be offered at all 
qualification levels without calculating whether an equivalent program is provided 
conventionally. 

ODL Program should consider the requirements for implementing ODL study 
programs and market demand to ensure the program's sustainability. In addition, 
the faculty/centre involved should get the stakeholders' views before initiating 
the development of the ODL Program.

Generally, the curriculum composition of the ODL Program is the same as that of 
conventional study programs. ODL programs are also necessary to comply with 
the requirements of the program standards and bodies of relevant professionals.
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According to the COPPA: ODL guidelines from the Malaysian Qualifications Agency 
(MQA), Open and Distance Learning (ODL) refers to the provision of flexible educational 
opportunities in terms of access, time, place, and pace of learning.

ODL provides flexible and accessible educational opportunities by eliminating 
geographical and time constraints. It allows learners to learn at their own pace and 
convenience through a various methods, including online resources, self-paced 
learning modules, and occasional face-to-face sessions.

According to the COPPA: ODL guidelines, a course is considered an ODL course when 
at least 80% of the Student Learning Time (SLT) is delivered through open and 
distance modes. This includes using synchronous or asynchronous activities, 
self-instructional materials, and learning support services.

An academic program is classified as an ODL program if more than 60% of its total 
course credits are delivered openly and remotely, supporting flexible access and 
multiple modes of knowledge acquisition.

Delivery and assessment methods to meet the needs of 80% SLT by ODL include:

1.1  What is ODL?

a. Lectures, tutorials, and practice are conducted online, (synchronously or  
 asynchronously).
b. Independent learning.
c. Online assessment, whether synchronously or asynchronously. 1

Garis Panduan Pembelajaran Terbuka dan Jarak Jauh UTHM1
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1.2  What is SIM?

Self-Instructional Material (SIM) constitutes a form of instructional resource that 
facilitates learners in attaining knowledge and skills at their own pace and discretion. 
Tailored to offer a versatile and easily accessible learning journey, SIM empowers 
individuals to assume command over their educational endeavours.

SIM aims to empower learners to pursue independent learning, eliminating the 
need for continual instructor guidance or assistance. It proves exceptionally 
beneficial for individuals with restricted access to conventional classroom settings 
or those inclined towards self-paced learning.

SIM is crafted to offer a self-contained and extensive learning journey. It aims to 
give learners all the essential resources and information for course completion. In 
contrast, conventional classroom-based instruction may necessitate 
supplementary materials or resources alongside direct guidance from the 
instructor.

In traditional classroom instruction, the primary resource is the teacher, who plays 
a central role in the educational process. While supplementary materials like 
textbooks or audio-visual aids may be utilised, the teacher remains the 
cornerstone of the system, fulfilling numerous functions, including:

a. Outlining learning objectives
b. Delivering information
c. Offering illustrative examples
d. Clarifying concepts
e. Posing questions
f. Assigning learning activities
g. Evaluating assessments
h. Offering personalised feedback on progress and
i. Supplementing with additional resources (e.g., textbooks)
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In distance education, the teacher's role is replaced by a mix of learning materials 
and instructor support. Due to the expense of instructors and the fact that distance 
learners typically study independently at home, instructors' involvement with 
learners is limited to brief periods. Consequently, the learning materials must 
undertake all fourteen tasks mentioned earlier, apart from grading assignments. 
The learning materials are responsible for delineating learning objectives, 
presenting information, offering examples, and fulfilling other instructional 
functions. Developing materials capable of accomplishing these tasks is a 
multifaceted technical endeavour. This underscores the importance of possessing 
a sound grasp of instructional design, which is the focal point of this handbook. 

Commonwealth of Learning (2005)2

2
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Self-Instructional Materials (SIM) are devised to facilitate learners in independently 
gaining fresh knowledge and skills, devoid of dependence on a teacher or instructor. 
Below are several principles that can steer the creation of impactful self-instructional 
materials:

SIM should enable learners to acquire knowledge 
independently, thereby reducing the need for
continual guidance or assistance from an instructor. 

SIM should be expressed in clear and concise 
language, ensuring learners can grasp the 

content without further elaboration. 

Self-learning

Self-explanatory

SIM should allow learners to to have control  
over their learning process, allowing them

to set their own goals and determine
their learning pace. 

Self-directed

SIM should motivate learners to engage with 
the material actively, complete the course 

successfully, and persist in their
educational journey. 

Self-motivating

1

2

3

4

6

5

SIM should be self-contained, providing learners with 
all necessary information and resources to complete 
the course independently, without requiring additional 
supplementary materials. 

Self-contained

SIM should offer opportunities for learners to assess 
their progress and understanding of the material 
consistently.

Self-evaluating
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1.4  SIM Learning Guide

A practical learning guide is crucial in developing a successful SIM for ODL. This 
guide is a navigational tool, guiding learners through their educational journey 
with clear instructions and support on interacting with the learning material.

2

Begin by clearly stating the Course
Learning Outcomes.
This helps learners understand what they will learn and 
what they need to achieve by the end of the course. 

Provide learners with feedback on 
their progress and performance. 
This helps them understand their strengths and weaknesses 
and identify areas that require focused attention.

Organise the contents, break them 
down into manageable sections.
This helps learners navigate through the material
easily and understand its cohesive flow.

Encourage learners to interact with 
each other and the instructor.
Use online forums, discussion groups, or interactive 
activities to promote collaboration and engagement.

2

5

4

1

Use clear and concise language 
throughout the learning guide.
Avoid using technical jargon or overly complex terms that could 
confuse or overwhelm learners. It is helpful to use a personal 
writing style, including pronouns like "I," "we," and "you."

3
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How are SIMs different from traditional textbooks? By examining the layout of SIM 
and considering adult learning theories, we can see that while both cover similar 
content, SIM prioritise learning processes to a much higher degree.

Comparing a random set of SIM with traditional textbooks reveals several noticeable 
differences:

1.5  SIM vs Conventional Learning Materials

Understanding SIM Structure

Conventional Learning MaterialsSelf-Instructional Materials

A wide range of learning tools

Spacious and user-friendly layout

Less emphasis on text about
learning tools.

Designated areas for learners
to write responses.

Limited selection of learning tools

Confusing and difficult to use layout.

More focus on text about learning
tools.

No specific areas for learners to
write responses.
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3

SIM PLANNING
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2.0  SIM Planning

The process of developing SIM follows a series of steps to ensure it aligns with 
the intended learning objectives and caters to the needs of the learners.

Identify the audience: Specify learners’ characteristics 
like age, education, and preferences to tailor the 

material for relevance.
2

3
Develop content: Create organised and visually enhanced 
material based on established objectives and needs 
assessment.

5 Review and revise: Critically assess materials for clarity 
and effectiveness, making revisions as needed.

7
Implement and evaluate: Deploy materials, gather learner 
feedback, and make ongoing improvements for enhanced
learning. 

1 Define learning objectives: Clearly outline the goals of the 
SIM to guide content creation and delivery.

4
Choose delivery format: Decide on the format (online, 
self-paced, instructor-led) that aligns with objectives and 

learner needs.

6Pilot test: Test materials with a small group for feedback 
and improvement before full implementation.
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2.1  Materials Planning

3

Activities that focus on the 
learner's needs, like 

discussions, reflections, 
games, and internet 

searches, are provided for 
reinforcement.

2

Access Learner’s progress 
through forum, quizzes,
tests, assignments and 

activities with the option of 
graded assessment for 

measuring achievement or 
non-graded assessment for 

learning purposes.

Content related to the
topic is available in

different formats, such
as videos, audio, slides, 

articles, and infographics. 

1 2

3

Provide clear instructions, 
information, and learning 

steps to guide learners 
through the provided SIM.

4
4



SIM Planning | 12

1. Organising course materials by weekly learning activities is very helpful because  
 it allows learners to go at their own pace. It gives clear instructions on what  
 tasks to finish.

2. Here are some guidelines for presenting content:

• Use clear and concise language that explains the topic accurately.

• Provide instructions with each uploaded material to guide learners  

 on how to use it.

• Arrange the content logically to improve understanding.

• Keep a consistent template and style.

• Use numbering and arrows for clarity.

• Add captions or descriptions to all images, videos, and audio   

 content.

3. Citing sources is important for three main reasons:

• It shows readers where to find more information on a topic.

• It gives credit to the people whose ideas or words are used.

• It helps prevent plagiarism.

2.2  Materials Presentation
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3.0  SIM Design

Gagne’s Nine Events of Instruction is a proven framework for creating effective 
teaching materials that support independent learning. Here is how you can apply 
it to design SIM:

9 Promote Application: 

Encourage learners to apply
their knowledge in real-life
situations or further learning
activities.

1

5

8

2

3

6

7

4

Encourage Practice: 

Include activities or
exercises for learners to
apply what they have learned.

Offer Feedback: 

Provide feedback to reinforce
correct understanding and
correct misconceptions.

Assess Learning: 

Evaluate learners’ understanding
through reflection questions
or assessments.

Gain Attention:

Start with a compelling 
introduction to grab learners’
interest.

State Objectives:

Clearly define what learners
should achieve by the end
of the material.

Recall Prior
Knowledge:

Activate learners’
knowledge of the topic.

Present Content: 

Deliver the material using
various formats like text,
videos, or interactive elements.

Provide Guidance:  

Offer explanations and
examples to aid understanding.
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3.1   Type of SIM Design

3.1.1   Tell-and-Test

Instructional design can be classified in numerous ways. One straightforward yet 
highly beneficial method is proposed by Rowntree (1994):

3.1.1 Tell-and-Test
3.1.2 Tutorial
3.1.3 Reflective Action Guide.

a. Explanation: Each topic is taught with clear explanations, diagrams,
 and examples.

b. Assessment: Learners are tested to evaluate their understanding.

c. Course Structure: Includes multiple teach-and-test sections.

d. Emphasis: Focuses more on memorisation than deep understanding.

e. Advantages: Quick to develop using existing lecture notes.

f. Drawbacks: Lacks tools for long-term memory retention.

g. Missing Elements: This does not encourage hands-on learning or the   
 creation of new knowledge.
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In the given scenario, after viewing the recorded video lecture and providing 
examples, learners complete an activity to gauge their understanding of the lesson. 
Following this, discussions with the learners will take place. Figure 1 shows a sample of 
the Tell-and-Test design on SIM.

Figure 1: Example of Tell-and-Test
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The tutorial method involves the instructor/lecturer providing input, such as text, 
diagrams, or case studies, followed by an associated activity. This activity is 
designed to facilitate the learner's comprehension of the material. A 
comprehensive unit comprises a series of input-activity sequences. This structure 
mirrors the classroom dynamic where a teacher delivers input and then poses 
questions or assigns tasks. 

This is the prevailing format in text-based ODL materials and the primary focus of 
this handbook. The tutorial model is highly effective when the subject matter is a 
clearly outlined body of knowledge and methodologies. Figure 2 shows an 
example of a tutorial.

3.1.2  Tutorial

Figure 2: Example of Tutorial
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3.1.3  Reflective Action Guide

Reflective Action Guides embrace a fundamentally constructive approach to 
designing materials. Generally, these resources aim to help learners draw insights 
from their personal experiences, particularly those encountered in their 
professional environment. Refer to Figure 3 for an example of the Reflection Action 
Guide. 

Usually, these materials will:

• Outline general objectives without specifying exact learning outcomes.

• Establish projects.

• Assign tasks requiring interaction, such as with fellow learners or colleagues.

• Prompt learners to document and contemplate their personal experiences,  
 perhaps through maintaining a learning journal.

• Present open-ended activities, often drawing from the learners' experiences.

Figure 3: Example of Reflection Action Guide
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SIM DEVELOPMENT
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4.0  SIM Development

Creating a simulation involves several stages to ensure it meets the learning goals 
and addresses learners' needs.

Start by setting clear guidelines for the Course Guideline that provide essential 
information about the course objectives, content, schedule, assessments, resources 
and support services for learners’ understanding.

Provide a clear and detailed overview of the Programme Information for each course, 
like the instructor information, communication methods, and the learning schedule.

Instructor information in simulation development should involve guiding learners by 
delivering expertise, offering structured feedback, providing technical support, and 
overseeing assessments to ensure a comprehensive learning experience.

Involves giving proper credit to sources and contributors, while the references stage 
compiles all cited materials, ensures academic integrity and provides resources for 
learners to explore further.

Refer to the UTHM ODL SIM Checklist and Text Structure Guide for detailed instructions 
to ensure your SIM development meets all required standards.

Create assessments to measure how well learners understand the content. This helps 
you evaluate your materials' effectiveness and find areas for improvement.

Gather feedback from each course to help in enhancing the simulation's effectiveness 
and quality at each stage.

Continuously assess and adjust based on learner feedback and performance at each 
stage to ensure the simulation meets educational goals.

Provide additional materials to help learners enhance their understanding of the 
course.

Provides accurate and interesting content for your SIM to ensure they are relevant and 
engaging for learners.

1

2

3

4

5

6

7

8

9

10
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A Course Guideline provides essential information about the course objectives, 
content, schedule, assessments, resources, participation expectations, policies, and 
support services. Refer to Figure 4 for an example of course guideline. 

1.  Course Guideline

Figure 4: Example of Course Guideline
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Figure 5: Example of Programme Information

2.  Programme Information

The course particulars should include the following components:

• Learning objectives.

• Instructor information is conveyed through introductory videos and images.
• Communication methods (such as email, WhatsApp groups, Facebook groups,  
 and phone calls).

• Schedule of learning and engagement activities.
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3.  Instructor Information

Figure 6: Example of Instructor Information

1. Including instructor information in a self-paced course significantly enhances  
 the learning experience by offering learners valuable support and guidance.  
 This inclusion helps bridge the gap between traditional instructor-led courses  
 and self-directed learning, providing a sense of connection and reassurance. 

2. Although learners are expected to study independently, knowing they can  
 refer to the instructor for information, clarification, and additional resources  
 can boost their confidence and motivation. Figure 6 shows an example of  
 instructor information.
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Figure 7: Example of Forum in LMS

3. In an instructor's information section, forums facilitate communication and  
 interaction between instructors and learners. They are used for announcements,  
 discussions, Q&A, assignment collaboration, sharing resources, and ice-breaking  
 sessions to enhance engagement and support. Figure 7 shows an example of a  
 forum in LMS.
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1. Course developers must provide appropriate learning materials as primary  
 references for learners, including slides, text documents, videos, audio recordings,  
 or citations to external resources.

2. The selection of material types should be based on the relevance of the topic's  
 content. These may consist of:

4.  Content

• Explanatory Content Text: This text is designed to make complex topics  
 easier to grasp, providing clear explanations and examples to support  
 their learning without needing direct help from an instructor.

• Supplemented Diagrams (chart, graph, or infographic): Available in .doc  
 and .pdf formats, containing textual, diagrammatic, and video content,  
 along with instructions for learning purposes.

• Videos: Utilised for explanations, demonstrations, tutorials, discussions,  
 field studies, and simulations.

• Forums: Help facilitate discussions, support peer learning, and provide  
 a way for learners to engage with course content and each other.

• Other suitable materials as needed.
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Explanatory Content Text in Layout

1. Organise materials by week.
2. Arrange all course materials in a clear order for learners to follow.
3. Make sure topic content matches learning outcomes and is logically arranged.
4. Provide instructions for learners to use the materials effectively.
5. Embed videos directly on the course page for easy access, and use iframe  
 embed for other content like slides.
6. Use a mix of text and pictures to enhance learner engagement on the course  
 page. Upload pictures directly or use the Label resource. Figure 9 shows an  
 example of a process with a detailed caption.

Figure 9: Example of Process with Caption
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Supplemented Diagrams in Infographic

1. Use visual techniques like colour, text size, and images effectively.
2. Use copyright-free images from Freepik, free photos, or Pixabay.
3. Add textual descriptions and numbers to clarify image steps.
4. Organise infographic elements for clear understanding.
5. Choose easily readable colours, either contrasting or uniform schemes. 

Figure 10 shows an example of an infographic.

Figure 10: Example of Infographic



Videos

1. Various types of videos can be employed to cover the following content areas:

•   Classroom/lecture instruction

•   Studio-based teaching

•   Interviews with experts

•   Conversations or discussions

•   Self-recorded sessions

•   Slideshows featuring video    

     elements and presenter narration

•   Fieldwork documentation

•   Acting performances

•   Demonstrations of techniques or    

     processes

•   Utilising green screen technology

•   Live videos supplemented with     

     presentation slides

•   Teaching aided by visual elements  

      or text overlays

•   Demonstrating writing, sketching,  

     or calculations

•   Screencasting for software     

     demonstrations

•   Creating animations, simulations,  

     or 2D/3D models.

SIM Development | 28
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2. The process for video development unfolds in the following steps:

STEP 3: PRODUCTION

Image of an
editing session

10.    Developers need to  
        evaluate the video     
        content.

11.     Suitable software   
        options include OBS,  
        Powtoon, Videoscribe,  
        and Video Maker.

12.    Review slide       
        arrangement and       
        video content.

STEP 1: PLANNING STEP 2: RECORDING

Image of slides Image of the
recording session

1. Draft a storyline 
using slideshow 
software and create 
a script for the 
presentation.

2. Share the slides and 
scripts with the CAD 
Lead staff.

3. Arrange a studio 
recording schedule.

4. Perform 
pronunciation 
exercises using the 
slide presentations.

5.    Participate in the   
       recording session.

6.    Dedicate time to     
       rehearse and    
       capture multiple   
       recording shots.

7.    Review slide       
       arrangement and       
       video content.

8.   Ensure clarity in     
      display and sound,   
      including voice   
      narration and music,  
      at a suitable pace.

9.   Aim for a video    
      duration ranging     
      from 2 to 10 minutes.

• Ensure the visual and auditory elements (including voice narration and music)  
 are clear and appropriately paced.

• The video's length should range from 2 to 10 minutes and maintain high  
 resolution.

• Consider utilising software options such as OBS, Powtoon, Videoscribe, Canva,  
 and Video Maker.

• Developers can utilise video production services provided by CAD Lead UTHM  
 for video development and editing purposes.
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3. Crafting a video narrative aids in structuring information and delivering it
 coherently, facilitating comprehension and ease of follow-through for the learner.
 
4. Devising a self-instructional video storyline aims to foster an immersive and  
 impactful learning journey, empowering learners to attain their educational  
 goals effectively. Figure 8 shows an example of an arrangement for placing  
 a video on LMS.

Figure 8: Example of Video Arrangement on LMS
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Forum

1. Discussion Forums: Learners discuss course topics and share ideas here.

2. Q&A Forums: Learners ask questions about the course, and peers or instructors
 provide answers.

3. Peer Review Forums: Learners share their work for peer feedback.

4. Debate Forums: Structured debates on course topics happen here.

5. Collaborative Forums: Learners work together on group projects or assignments.

6. Reflection Forums: Learners reflect on their learning experiences and share  
 insights.

Forums are important in self-paced courses, allowing learners to interact with peers 
and course materials. Here are different types of activities that can happen in a forum:

Forums need careful organisation and 
supervision to ensure productive and 
respectful learning environments. 
Instructors should set clear participation 
rules and encourage learners to engage 
positively and constructively with each 
other.

Learners' activity guidance should 
cover:

•   Task and resources

•   Individual or group work        

•   Time needed

•   Reference materials
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Offer clear guidance and instructions to learners for engaging in discussions on 
relevant topics. Figure 11 shows an example of a forum.

Figure 11: Example of Forum
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1. The assessment has two main goals:

2. Assessment can be done automatically (using the Quiz function) or manually  
 by the instructor (using the Assignment function). Figure 12 shows an example  
 assessment.

5.  Assessment

• Reinforcement:  Marks aren't factored into the grade but aid in learning  
 (assessment for learning).

• Measurement of achievement: Marks count towards the final grade (learning  
 assessment).

Figure 12: Example of Assessment
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Assessment Checklist for SIM

Learning Objectives
Make sure the assessment
matches the course's learning
goals and intended outcomes.

Assessment Feedback
Give learners prompt feedback
on their assessment results to
help them learn and improve 
continuously.

Assessment Timing
Give learners enough time to finish
the assessment and be flexible with
deadlines to adapt their schedules
and learning preferences.

Assessment Validity
Make sure the assessment
measures what it's supposed to,
and check its reliability and
validity.

Grading
Create a fair and consistent
grading system for the
assessment that matches
the learning goals.

Assessment Format
Select a suitable assessment

format that matches the course
content and learning goals.

Assessment Difficulty
Make sure the assessment's
difficulty level is suitable for

the target audience.

Accessibility
Make sure the assessment is

accessible to all learners, including
those with disabilities or different

learning preferences.

Assessment Security
Make sure the assessment is

secure and prevents learners
from cheating or plagiarising.

Assessment Review
Regularly check the assessment to
ensure it matches the course content,

stays current, and accurately tests
learners' understanding

and knowledge.
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1. Regular feedback is crucial for learning. It helps learners know their strengths  
 and weaknesses and improve their learning methods.

2. There are several ways that learners in a self-instructional course can receive  
 feedback:

6.  Feedback

Feedback

Peer review allows
learners to share their
work with peers and
receive feedback. This
can happen through
forums, group tasks,
or review sessions.

Instructor feedback:
Instructor can give
feedback using email,
forums, or virtual office
hours. They can also
provide feedback on
learner assignments.

Automated feedback:
The Quiz function

provides instant
grading and feedback,

allowing learners to
assess their 

understanding.

Self-assessment:
Learners can compare

their work to the course
objectives and criteria.

This can be done with
quizzes, practice

exercises, or
self-checks.
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In the given scenario, after viewing the recorded video lecture and providing 
examples, learners complete an activity to gauge their understanding of the lesson. 
Following this, discussions with the learners will take place. Figure 1 shows a sample of 
the Tell-and-Turn design on SIM.

7.  Learning Monitoring

1. Turn on Completion Tracking to guide learners and help instructors monitor  
 engagement.

2. Instructors can use the report function to check engagement thoroughly and  
 provide feedback, such as: 

• Learners need a minimum grade or score.

• Learners must visit the material/activity/assessment URL.

• Learners should engage in forum discussions by posting or responding.

• Learners need to submit at least one glossary input.

3. Various functions in the LMS platform can be used to monitor learner  
 engagement and achievement, as shown in the table below.

Purpose LMS Function

Registration Course enrolment 

Measurement of learning outcomes 
achievement

Activity Completion, Log Report, Grade, 
Restrict Access, Badge, Certificate

Monitoring of course engagement Activity Completion, Report, 
Learner-at-risk prediction, Badge

Support and progress feedback Massaging, Forum
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Purpose LMS Function

Course completion reporting Course Completion, Certificate

Learner satisfaction survey Feedback

Evidence of learner achievement Dashboard, Badge, Certificate, Log 
Report. Backpack, Portfolio

4. Grade and Gradebook functionality can be used to update learner scores.  
 Assessment weights can be set. Learners can check their scores to guide them  
 in completing their learning.

5. The forum functionality can also be explicitly used as a communication space  
 between learners and instructors, for example, by sharing learning tips and  
 discussing general questions about the course.
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1. Include extra reading materials to enhance learners' understanding.

2. Guide learners on using these resources effectively, like providing summaries  
 or reflection questions.

3. Ensure all materials, including extra readings, are accessible to everyone. 

8.  Additional Reading

1. Credit the source of your material's images, texts, and ideas

2. Provide references for learners to trace back ideas in the material.

9.  Attribution and References

10.  Checklist

Please refer to the UTHM ODL SIM Checklist (Appendix A) and Text Structure Guide 
(Appendix B) for SIM development. These resources will help ensure all necessary 
components are included and meet the required standards. Follow the steps 
outlined in the checklist to systematically complete each section, and consult the 
guidelines for detailed instructions and best practices.
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PUBLISHING
ON  AUTHORODL
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5.0  Introduction to AuthorODL

The Publishing feature on UTHM ODL Learning Management System - AuthorODL is 
a versatile tool that empowers instructors to share course materials and resources 
with learners effectively. It allows instructors to publish lectures, assignments, and 
projects, ensuring that learners have access to all essential content in a flexible 
learning environment. Instructors can easily upload and organise lectures, 
distribute and manage assignments, and oversee projects while engaging with 
learners through discussion forums and class sessions.

The platform also facilitates sharing academic work, making it an invaluable 
resource for deepening learners’ understanding of the subject matter. With 
features such as content scheduling, grading tools, and online assessments, 
AuthorODL simplifies connecting with and supporting learners, helping instructors 
create a structured, interactive, and supportive online learning experience.

AuthorODL Guide for Academic Staff4

4
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A good self-instructional resource should do more than just present information; it 
should help learners understand it. Start by defining clear learning objectives so 
learners know what they should achieve. Include examples to clarify key points 
and answer common questions to prevent confusion. Assign tasks to reinforce 
learning and provide ways for learners to evaluate their progress. Finally, study 
methods should be recommended to help learners approach the material 
effectively.

To help remote learners, instructors in ODL should create a relevant SIM. The 
Checklist for SIM helps instructors evaluate materials for online courses, aiming to 
improve program quality, ensure consistency, and follow a competency and 
outcome-based educational approach.

5.1  Quality Assurance

The standard format of a unit within SIM UTHM ODL includes:

1. Course Guideline

2. Course Learning Outcomes

3. List of Topics

4. Course Synopsis

5. Introduction to the Course

6. Study Schedule

7. List of References

8.   Learning Outcomes

9.   Self-Check

10.  Self-Assessment

11.   Key Terms

12.  Self-Test

13.  References
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Figure 13: Example of Course Learning Outcome

5.2  Publishing a Course in LMS

1.   Course Guideline

A Course Guideline provides essential information about course objectives, content, 
schedule, assessments, resources, participation expectations, policies, and support 
services.

2.   Course Learning Outcome (CLO)

Course Learning Outcomes (CLOs) are specific, measurable goals that describe what 
learners should know, be able to do, or value by the end of a course. Figure 13 shows 
an example of Course Learning Outcomes.
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3.   Introduction to the Course

An introduction to a course is an overview provided at the beginning of a course that 
outlines its purpose, objectives, key topics, structure, and expectations. This introduction 
helps learners understand what they will learn, how the course will be conducted,
and what is required for successful completion. Figure 14 shows an example of an 
Introduction to the course.

Figure 14: Example of Introduction to Course
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Figure 15: Example of Course Learning Outcomes

4.   Course Synopsis

A course synopsis summarises a course's main topics, objectives, and structure, 
providing an overview of what learners will learn. Figure 15 shows an example of 
Course Learning Outcomes.

5.   List of Topics

A list of topics is an organised collection of the main subjects or themes covered 
in a course, often presented in the order they will be taught. Figure 16 shows an 
example of a List of Topics.

Figure 16: Example of List of Topics
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6.   Study Schedule

A study schedule is a detailed plan that outlines the specific times and dates for 
studying different topics, completing assignments, and preparing for exams, helping 
learners manage their time effectively throughout a course. Figure 17 shows an 
example of a Study Schedule.

Figure 17: Example of Study Schedule
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7.   List of References

A list of references is a compilation of sources, such as books, articles, websites, and 
other materials, that were used or cited in a course or academic work. It provides the 
necessary details for others to locate and review these sources. Figure 18 shows an 
example of a List of References.

Figure 18: Example of List of References
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8.   Self-Check

This part is strategically placed at various locations in the module. It often follows a 
subtopic or a few subtopics and usually consists of a question. When you encounter 
this, take a moment to reflect on what you have learned so far. Trying to answer the 
question will help you assess how well you have understood the subtopic(s). Most 
of the time, the answers can be found within the module. Note: Low Order Thinking 
Skills (LOTS) type questions. Figure 19 shows an example of Self-Check.

Figure 19: Example of Self-Check
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9.   Self-Assessment

Similar to Self-Check, this component appears in different locations in the module. It 
might involve solving problems, examining short case studies or scenarios, or conducting 
an observation or research. Sometimes, it requires you to analyse, synthesise, and 
evaluate rather than recall information. When you encounter an activity, consider 
how to apply what you have learned to real-life situations. Note: High Order Thinking 
Skills (HOTS) type questions. Figure 20 shows an example of Self-Assessment. 

Figure 20: Example of Self-Assessment



Publishing on AuthorODL | 49

Figure 21: Example of Key Terms

10.   Key Terms

The online course needs clear guidelines for learners’ evaluations during the course. 
Along with self-paced learning, there should be opportunities for self-assessment too. 
Figure 21 shows an example of Key Terms.

Figure 22: Example of Summary

11.   Summary of Lecture

This section reminds you of important terms or jargon used throughout the module. 
If you cannot explain some terms, you should review them in the module. Figure 22 
shows an example of a Summary.
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Figure 23: Example of Self-Test

12.   Self-Test

Self-Test involves questions that match the learning outcomes of a particular topic. 
These questions are tailored to evaluate your understanding, application, and critical 
thinking skills related to the subject matter. Completion of all questions in the self-test 
is compulsory for learners. Figure 23 shows an example of a Self-Test.
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5.3  Embedding

1. Materials can be arranged every week.

2. All materials uploaded in the course must be arranged in a suitable order to  
 guide the learners on the steps to use them.

3. The content of the topic must match the learning outcome of the topic and  
 be arranged in a logical order.

5.3.1   Embedding Slides

• Several functionalities can be used to upload slides: Files, Pages and Lessons.

• File functionality as module notes in the LMS platform is not recommended  
 because learners can download the material to protect copyright, and ensure  
 the learner learning in the system can be tracked.

• Therefore, the Google Slides application with the Publish to the Web functionality  
 (File>Publish to the Web) can display slide content links from Google Slides.  
 The generated iFrame code needs to be inserted on the relevant page.

• Slides inserted into the page with the embed functionality will turn into a slide  
 presentation (slideshow) when inserted into the course.

• The advantage of using Google Slides is that any updated content containing  
 the iFrame code will be displayed directly in LMS, and the file will not need to  
 be uploaded again.
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5.3.2   Embedding Video

1. Embedding YouTube Videos

2. To embed a YouTube video, follow these steps: 

• Add a YouTube video to your website using a code snippet.

• The video player appears directly on the page.

• Viewers can watch the video without leaving your site.

• Find the video you want to embed on the YouTube platform.

• Click on the "Share" button below the video player.

• Click on the "Embed" button in the share options. Select the video   
 size and other options that fit your preference.

• Copy the generated embed code.

• Paste the code into the HTML editor of the website or online platform  
 where you want the video to appear.

• When the webpage is loaded, the embedded YouTube video player  
 will appear, and viewers can watch the video without leaving the   
 webpage.



CLOSING

Closing | 53



Closing | 54

6.0  Closing

The SIM principles at UTHM are centred on autonomous learning, self-directed, 
self-explanatory, self-contained, self-guided, self-driven, and self-evaluating 
approaches, empowering students to take ownership of their learning journey.

An assessment tool for self-evaluation has been included to pinpoint areas needing 
improvement and enhance the learning journey for learners.

Diverse media formats like videos, audio, interactive tasks, and quizzes should be 
utilised to maintain learner engagement and motivation. Collaborative learning can 
be fostered through online forums and discussion boards where peers and instructors 
interact.

Crafting top-notch SIMs may pose challenges, yet dedicating effort to creating and 
delivering impactful SIMs will lead to a more successful online course. Adopt a 
learner-focused approach to SIM design, consider feedback from learners, and stay 
abreast of the latest research and best practices.
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6.1  UTHM SIM Collaborators

Centre For
 Academic

Development and
TVET (CAD)

Instructional
Design
Experts

Respective
Faculties
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