Writing Your Outline

As a flashcard writer for Free World U, your first task will be to create a detailed outline for the subject you’ll teach, based on the curriculum standards for the state of California (found at http://www.cde.ca.gov/be/st/ss/index.asp). Our students will be expected to pass California STAR tests, standardized tests based on the California curriculum. Therefore, we must follow the standards closely and make sure that we include each detail included in the California curriculum. Writers do have some flexibility as to how they want to organize the content outlined in the California standards, but each goal must be met.

As you create your outline, please follow our format by using short, clear topic and subtopic titles, followed by detailed annotations describing exactly what you’ll teach in each subtopic. Here’s a sample, from grade 5 social studies.
1. Major Pre-Columbian Settlements

· Early Civilizations (Mound Builders, Anasazi; ; how various nations lived and adjusted to the natural environment; locations of villages; distinct structures that they built; how they obtained food, clothing, tools, and utensils; varied customs and folklore traditions; economies and systems of government)
· Native Americans of the Northwest Coast(Chinooks, Makahs; ; how various nations lived and adjusted to the natural environment; locations of villages; distinct structures that they built; how they obtained food, clothing, tools, and utensils; varied customs and folklore traditions; economies and systems of government)
After you complete your outline, our team of curriculum specialists will scrutinize your outline, making sure that it is well organized and that it covers all of the ideas and details included in the California standards. After that, we will post your outline on our website, and you may begin filling the subtopics with flashcards.
Principles of Teaching Well with Flashcards

The principles of teaching well in general also apply to teaching well with flashcards. Flashcards are simply a different tool, one that allows us to reach students in a fresh, innovative way. 

Understand the Scope of Each Subtopic

Our curriculum writers have designed a scope and sequence guide for each core subject. These guides take the guesswork out of flashcard writing by telling writers exactly what to include in each subtopic. The guides allow our writers to focus tightly on individual topics, so our students can quickly choose which subtopics they need and to zero in on the knowledge they’re seeking. 
Before writing questions for a subtopic, spend some time exploring the way that concept is explained in the scope and sequence guide, both in your grade level and in the grades above and below it. Read the notes that list important concepts to include in your flashcards, and develop an understanding of what students have already been taught about a topic and how they will use their knowledge in future grades.

Plan Each Lesson

Just like you wouldn’t walk into a classroom without a lesson plan, don’t write a set of flashcards without first outlining what you’ll teach and how. Before you write your first question in a subtopic, think about the following:

The lesson’s pace: Ask yourself which concepts in a subtopic are simple enough that students will be able to grasp them in only a few cards, and which concepts will require more. In math, for example, it may take several flashcards to show students how to set up a problem, and only one or two flashcards to solve the problem.

The number of cards you’ll need: We use a sliding scale to determine the number of flashcards that belong in a subject. Please use the following scale to determine how many flashcards to include:
· Preschool: 10 flashcards

· Kindergarten: 10-15 flashcards

· Grades 1-2: 10-20 flashcards

· Grades 3-4: 15-25 flashcards

· Grades 5-6: 15-30 flashcards

· Grades 7-8: 15-40 flashcards

· Grades 9-12: 20-50 flashcards

The content you’ll include: Allow the scope and sequence guides to dictate the content you’ll include in each subtopic. If you think that a concept not listed on the guide for your subtopic really needs to be included, please check previous grade levels to see if the concept was already taught. If it wasn’t, send us an email and we can add a subtopic if necessary or approve the additional information.

The order of the flashcards: When students enter a subtopic for the first time, they see your flashcards in the same order that you list them in the flashcard editor. When you edit your work, think about the order in which you’re presenting information. Introduce a concept, teach it, apply it, then move on to a different concept. If your cards seem out of order, the students won’t get their full benefit.

Use Age-Appropriate Vocabulary

For our students to learn, they must be able to read the flashcards. Keep your vocabulary within two grade levels of the grade you’re teaching. For a sixth-grade flashcard, for example, the reading level of the flashcard should be no lower than fourth grade and no higher than eighth grade. 
Microsoft Word has a text-leveling option (turn it on under Tools-Options-Spelling and Grammar). To determine a flashcard’s reading level, paste the text into a Word document and complete a spelling/grammar check. You’ll see readability statistics after the grammar check has run. 
If the reading level is more than two grade levels above the one that you are teaching, you may follow these suggestions:

· First look to see if sentence structure can be simplified. In many cases, breaking down sentences brings the reading level into the target range.  

· For scope cards, you may need to revert to the "In this subtopic, you will learn:" format, sometimes with a few subsets, instead of using one long sentence.

· If this does not bring the card into the target range, check for vocabulary required by the subtopic (as would be the case with most of the scope cards).  

· Substitute generic words for the specific vocabulary and recheck using MS Word.  As long as this lowers the reading level to within the target, you can be comfortable that the sentence structure and non-essential vocabulary are appropriate.  You may thus allow your flashcard to remain unchanged, though please include a comment to indicate why the reading level is high.  In this case, you will likely need to include definition (and possibly pronunciation) cards in the subtopic.

Example: A Grade 2 Social Studies card which reads “The leaders tried to use diplomacy to solve the problem.” has a readability rating of 6.0.  The curriculum requires you to teach about the use of diplomacy, so you are compelled to leave diplomacy in the sentence.  To follow the readability level tips, change the word diplomacy and check the readability: “The leaders tried to use kindness to solve the problem.” The readability is now 3.6, which is within the target range.  From this, you know that the sentence structure and all non-essential vocabulary words are age-appropriate.  You may keep the card as you originally wrote it, with a note to the editor explaining the fix that you attempted.

If you’d like more information regarding vocabulary, send Dr. Hall an email and he’ll send you an excellent vocabulary resource.
Review When Necessary

Sometimes you’ll need to introduce a subtopic by reviewing a concept that was taught in an earlier subtopic. Please include reviews when necessary, but keep them brief: a three- to five-card review is almost always enough.

Include Both Theory and Application

Here at Free World U, we want our students to learn practical, applicable knowledge that they will really use in their lives. After introducing a theory, be sure to show students how to apply that theory to real world situations. In grammar cards, for example, teach students the theory behind a grammatical concept, then give them example sentences that apply the theory incorrectly and have students correct the sentences. Give them an education that will help them to find success in their daily lives, one that they will really use.

Keep Flashcards Short

Long flashcards discourage students and impede their flow of learning. Avoid using extremely long flashcards unless they are absolutely necessary. When you have big amounts of information to teach, write several short flashcards instead of one or two long flashcards.

Formatting Flashcard Questions

Learning the types of flashcard questions that do and do not work well for our students will help you to write great flashcards that require fewer revisions.
Good Flashcard Formats

Most of the flashcards you write should utilize one of these six formats:

Elliptical questions: An elliptical flashcard asks a question on the front of a flashcard and answers it on the reverse. The answer won’t be a complete sentence, but it will complete the sentence on the front of the card. The most important things to remember when writing elliptical flashcards are to capitalize the first word in the answer, to put a period after the answer, and to include articles and/or other strings of text as necessary. The question and answer are linked grammatically.
Q: What part of speech can modify a verb, adjective, or adverb?

A: An adverb.

Note: The answer completes the sentence on the front of the card: An adverb can modify a verb, adjective, or adverb.

Q: Where do we see the sun?

A: In the sky.

Fill-in-the-blank questions: When writing a question that’s testing one, specific piece of knowledge, consider using a fill-in-the-blank question. Remember that blanks should be seven underscores long, and that fill-in-the-blank answers should not be capitalized and do not require a period. The best fill-in-the-blank writers think carefully about what word to blank out, making sure that the word that’s blanked out is the concept they’re trying to teach. There should not be more than one blank in a question.

Q: A _______ bears live young, feeds milk to its infants, and has hair or fur.


A: mammal

Definition flashcards: Whenever a term is encountered that may be new to the student, a definition flashcard should precede it.  If you have defined it before in the subject, it is not necessary to do it again.  Frequently, you won't know if it has been defined in a previous year and so it will be a matter of judgment.  When in doubt, include a definition flashcard. 

Q: What is an archipelago?


A: A group of many islands.
Pronunciation flashcards: Whenever you’re introducing a new word that can’t be easily sounded out, include a pronunciation flashcard. You can write pronunciation cards as elliptical or fill-in-the-blank questions. Capitalize syllables to be accented, place dashes between syllables, and use phonetic pronunciations. Phonetic pronunciation means that we don’t use upside down Es or place characters over letters to show whether vowels are long or short. Instead, spell out the word the way it’s pronounced.

Q: Cytoplasm is pronounced _______.


A: SITE-oh-plaz-um
Derivation flashcards: Often, knowledge of a Latin or Greek root will help students understand a term better. In these cases, include a derivation question in your container. Place the derivation card before the definition card, and include separate flashcards if the word has more than one important root or affix. Don’t put the word itself in the flashcard—just include the root or affix.


Q: What is the derivation of astro-?


A: From the Greek, meaning star.
Multiple choice and example flashcards: Multiple choice and example flashcards can help writers illustrate concepts and provide great opportunities for application questions. Format them as elliptical questions, with a paragraph break between the question and the example or list of choices. Lists of choices should simply be lists of words, without letters or numbers to identify each choice. Format answers elliptically.

Q: Which of the following is an irrational number? <br /><br />2.23, -5, √2, 0.005

A: √2.


Q: Find the noun in the sentence: <br /><br />The dog jumps very high.


A: Dog.

Mnemonic cards: Include creative, easy to remember mnemonics whenever you can. Mnemonics can be either elliptical or fill-in-the-blank flashcards, and the answer should include both the mnemonic and what it stands for, capitalizing the shared letters.

Q: What is a good way to remember the order of operations?


A: Please Excuse My Dear Aunt Sally (Parentheses, Exponents, Multiply and Divide, 
Add and Subtract).

Vocabulary cards: At each grade level, our English curriculum includes vocabulary. We ask our writers to use the same format to provide consistency across grade levels. Be creative when writing sample sentences for vocabulary cards in order to keep student interest, and make sure to provide enough context clues in your sentences to help students learn how the words are used. Use the first format below for words with only one common definition, and use the second format for words with more than one common meaning. 

Q: Define adventure.
A: Adventure: noun (ad-VEN-chur). An exciting or dangerous happening. <br /><br />We had a thrilling adventure when we went white-water rafting in the Amazon rain forest. 

Q: Define bargain as it is used in this sentence: <br /><br />Don't back out of our bargain. 

A: Bargain: noun (BAR-gun). An agreement to trade or exchange something<br /><br />We made a bargain to trade her brownie for my chocolate chip cookie. 

Poor Flashcard Formats

Some flashcard formats may seem useful, but don’t teach concepts as well as the formats described above. Avoid these types of cards:

Yes/no questions and True/False: Yes/no flashcards don’t keep students engaged as well or cause them to think as actively as other types of flashcards. True/false flashcards have similar problems.  The main thing is that the answer should not be evident from the way the question is phrased.
Either/or questions: Similar to yes/no questions, either/or questions don’t require as much student thought and are therefore “giveaways.” You may occasionally find a situation in which an elliptical or fill-in-the-blank just won’t work, and an either/or question is truly the best way. As long as either/or questions make up 2% or less of your total flashcards, we know you’re not overusing this question type.

Q: The lion _______ (is/are) sleeping.


A: is

Lists of information: When Free World U was primarily a medical school, we encouraged writers to present information in lists. Writers often wrote a string of several questions based on the same sentence, blanking out and testing items in the list one at a time. In the K-12 program, though, these strings of questions quickly bore students.
Using Graphics in Flashcards

Graphics are a wonderful tool, and we encourage writers to use as many high-quality graphics as they can. Textbooks are limited in the number of graphics they can include, but we’re not! Including graphics keeps students more engaged and enhances their learning experience, and so we require all flashcards to contain graphics.
Purposes of Graphics

Flashcard graphics serve two major purposes: to illustrate a concept, and to maintain reader interest. A map showing a country’s location serves the first purpose, and a photo of the country’s architecture or landscape serves the second. Please don’t feel like you can only use a graphic if it closely matches the text on the card; an interesting graphic that echoes the concept is better than no graphic at all.

Finding Graphics
Because we are a not for profit, educational organization, Free World U has many sources from which to draw. Our favorites include:

SmartDraw: This excellent program allows writers to custom-tailor their graphics. It is especially useful for math and science writers who want to create example problems or labeled graphics, but can be useful in any subject area. For detailed instructions on using SmartDraw, visit this resource: http://www.freeworldu.org/imageEd.htm. We have a multi-user license for this program and will send it to you upon request.
ClipArt.com: Once you become a registered writer with Free World U, we will send you a username and password that allows you to access this extensive clipart collection. Click on the thumbnail of the graphic you choose, and you’ll be able to download it to your computer. Many graphics have the option to “edit this image using GIFWorks.” To use this feature, click on the red “Edit” button. GIFWorks opens automatically (you don’t need to download anything). Click “edit” at the top and drag down to “resize.” Type 300 into the height box, or, if the graphic has a landscape orientation, type 350 into the width box. Keep the box “constrain proportions” checked, and click OK. At this point, the graphic is resized and you can save it to your computer and upload it to a flashcard. 
Wikipedia Commons: Found at commons.wikimedia.org, this searchable database includes thousands of photos of people, places, and things not found elsewhere. Science and social studies writers especially will enjoy these collections.
Other graphics resources can be found at http://www.freeworldu.org/resource.htm 
Tips for Using Graphics
Use graphics on every flashcard: Because graphics add so much to the visual appeal of flashcards, we require them on both sides of every flashcard. 

Code flashcards correctly: See the Payment section for more information on how to correctly code graphics so that they are recorded correctly on your invoice.
Check the license agreement: All of the sources above have licenses giving us permission to use their graphics on our site. Be careful when doing a web search for graphics, though, as most of the graphics you’ll find are owned by people or companies who have not given us permission to use them. Using graphics without permission is plagiarism, and is grounds for dismissal. Before using any graphic, check the license agreement and read the fine print. If you’re in doubt about a graphic, please provide a link and ask if you can use it.

Include only color graphics: Color graphics and photos are more interesting than black-and-white graphics. Please use color graphics for all of your work. We understand that some historical concepts can only be rendered in black and white, but all other graphics should be in color.
Vary graphics: In order to maintain a high level of visual interest, choose a variety of images for your flashcards. For topics with only a very limited number of available graphics, you may repeat graphics. For all other topics, please use different graphics on each flashcard. You may use the same graphic on the question and answer side of a flashcard.

Size graphics correctly: Graphics should measure 300 pixels across the longer side, or 350 pixels if the graphic has a landscape format. Use the eye icon in the flashcard editor to preview what the flashcard will look like with the graphic included. Sometimes, a landscape-oriented graphic looks better if it is 375 pixels wide. That’s fine, but 375 pixels is the maximum size.
Include the graphic on both sides of the flashcard: Unless adding the graphic to the question side would give away the answer, include graphics on both sides of the card. SmartDraw allows writers to manipulate graphics by giving a problem on the question side and answering it on the reverse, showing a graphic on the question side and labeling it on the reverse, or almost anything else creative writers can think of.
Use professional-quality graphics: We require our writers to select and edit graphics with great care because we want all of our graphics to project a professional image. Do not include graphics that are too fuzzy, too dark, too light, poorly framed, or that have any other flaws. 
Text may not be necessary: if your graphic contains all of the necessary information for a question or answer, text is not required in the answer field.
Make sure all text within graphics is legible: Although most text belongs in the question and answer fields, you may use text for labeling, etc. Use a sans-serif font, such as Verdana, and make sure all text is clearly legible. Keep text within graphics to a minimum. 
Resizing Graphics

Once you find a graphic to use on your flashcards, you will need to edit the graphic to the correct size. Writers can choose from a variety of image editing programs to help them edit graphics.

Resize: http://www.geocities.com/peter_bone_uk/resize.html Resize uses an averaging technique to produce high-quality resized images, and has a very simple interface.  Its excellent image quality and ease of use make it our top choice for resizing images for writers who do not currently have image editing software that they’re comfortable with.

In order to resize graphics using Resize, follow these steps:

1. Download the program and save it to your computer.

2. Find jpg images that you plan to use and save them to your computer. In clipart.com, choose the JPEG or JPG option and click the red “download” button. Once the image loads, right click on it, choose “save image as,” title the image, and save it to a place where you can easily locate it. 

3. Open the Resize program.

4. Click “File” and drag down to “Add to List.” Navigate to the graphic you wish to add.

5. If the image has a portrait orientation, type 300 in the height box. If the image has a landscape orientation, type 350 in the width box.

6. Click “Start.”

7. You’ll get a message saying that the images have been resized and saved to your computer, and telling you where they have been saved.

8. Add the images to your flashcards!

Tip: You may use Resize to resize images in batches. Before clicking “start,” repeat the “add to list” process until you have uploaded all of the images you want to resize. Resize all of your landscape images at one time, and all of your portrait images at a different time.

Clipart.com: Those writers who do not have a lot of experience editing graphics or who do not own their own graphic editing software often find that Clipart.com’s GIFWorks program is the easiest way to resize images. To use GIFWorks, find a graphic that has “Edit this item using GIFWorks” as an option. Click the red Edit button, and GIFWorks will open automatically. In GIFWorks, click edit and scroll down to “resize.” Leave “constrain proportions” checked, and change the height to 300 for a vertical graphic or the width to 350 for a horizontal graphic. Then, right click on the image and save it to your computer.

Paint: If you own a PC, then your computer probably has Paint loaded on it. The image quality with Paint isn’t as high as it is with Resize, so please use Paint only as a last resort. In Windows, click Start, then Accessories, then Paint to open the program. To use Paint, you have to find a graphic you like and save it to your computer. Open Paint, click File, click Open, and browse for the graphic you want to edit. Click Attributes and take note of the current size of the graphic. You have to use a little math to figure out what to do next. Remember that you want the final graphic to be 300 pixels tall or 350 pixels wide, and figure out what percentage of the current size you want the final product to be. If the current graphic is 632 pixels tall and 434 pixels wide, then you want to make it about 47% of its current size. Next, click on Stretch/Skew. Under Stretch, put the percentage you calculated in both the horizontal box and the vertical box. For our 632x434 graphic, you’d put 47 in each box. Click OK, and the size of your graphic will change.

GIMP: If you are good with software and want to be able to do more with your graphics, consider the freeware GNU Image Manipulation Program. This program is incredibly versatile, but it takes a while to learn how to use it well.

Faststone Photo Resizer: http://www.faststone.org/FSResizerDetail.htm This is a commercial program that is free to use for educational or non-profit groups. Use this program to resize or crop photos or convert jpg files to gif files or vice versa. Faststone works with individual files or can do batches of files at a time.
Paint.net: http://www.getpaint.net/index2.html This has many more features than the Faststone program, but is much harder to use. Paint.net is a full featured graphic editing program, like Photoshop or GIMP.

Other image editors: If you own Photoshop or another image editing program, you are welcome to use it to edit your images.
Special Tips for Math Writers

In math, many of the graphics included will show students how to work problems. This unique purpose deserves a few tips of its own:

Include the graphic on both sides: Many math graphics will illustrate a sample problem. For these graphics, show the problem on the front of the card, and show the problem, the work, and the solution on the answer.
Don’t use text-only graphics: Text belongs in the text portion of the flashcard. Images should provide visual interest or show students how to work a problem.

Include several flashcards when necessary: Setting up and solving an equation may be too many steps to include in only one flashcard or image. Use as many cards as necessary so that students aren’t exposed to too many steps at one time. We don't want students to have to rely on tutors to understand our flashcards! Tutors work by breaking things down. We should go to extremes to do that. Teach to the slowest student in the class.
Remember to use flashcards for visual interest: Math subtopics hold students’ attention much better when they include clip art graphics as well as graphics that show students how to solve equations. Spend some time browsing the images in clipart.com’s galleries, and utilize these images to hold students’ interest. Some students are right brain dominant and have a great deal of difficulty with math. They find symbols and calculations very confusing. They can however understand it if it is presented using diagrams. Try to put yourself in their place. Imagine the huge social contribution you will make, if students who normally have a great deal of difficulty with math can follow your work easily and without assistance.
Using HTML

In our flashcards, special characters, font effects, and spacing must be expressed in HTML. This versatile language is surprisingly easy to use and can help authors create many different effects in their flashcards. 

Common HTML Codes

HTML consists of short codes that writers type into their flashcards and other Web applications when they want to add symbols or create styled text. The codes that writers use most often are:

Italics: To italicize text, enclose whatever you’d like to see in italics between the start italics code, <i>, and the end italics code, </i>. To write Free World U, you’d type <i>Free World U</i> into your flashcard. 

Paragraph break: Inserting the <br /><br /> code is like hitting the return key on your computer two times. It ends the current line of text and inserts a blank line. 

Math symbols: To insert a division sign, use the code &divide; in the correct spot. The &deg; code inserts a degree sign, and the &cent; sign inserts a cents sign. To write numbers as a subscript, enclose them between <sub> and </sub>, and to write numbers as a superscript, enclose them between <sup> and </sup>.  Other important math codes to know include the &gt; for a greater than sign, &ge; for greater than or equal to, &lt; for less than, &le; for less than or equal to, &times; for a multiplication sign, &ne; for a not equal to sign, &asymp; for an approximately equal to sign, <font face="Times New Roman" style="font-size:175%">&#960;</font> for a Pi symbol, and &radic; for a radical. 
Online HTML Resources

A quick web search will teach writers almost any html code they want to know. Be careful with HTML codes, though, as not all codes are supported by all browsers. When in doubt, ask if a code is alright. HTML testers are also useful references, especially when you’re first getting started using html. FuzzPad and draac.com both offer easy-to-use online HTML testers.

Guidelines for Using HTML

Free World U has some specific requests that concern HTML, and some general hits for working with codes.

Use italics for emphasis: Use italics for emphasis instead of bold or quotation marks. Quotation marks should only be used when citing something that someone has said.  
Watch your spacing: HTML codes do not insert spaces, and spaces included in html codes will show up on the flashcard. If you italicized a word by including a space before and after each code, such as in <i> Free World U </i>, your text would have too many spaces. 

Use care when typing codes: Adding spaces inside codes or misplacing backslashes will cause your HTML codes not to do what you expect them to. HTML is a computer language, and computers don’t understand human error! Type codes exactly so that they will render correctly.

Use the eye icon: After you save your flashcards, click on the eye icon to see what the card will look like to students. Whenever you use an HTML code, you should preview the card to make sure that it looks right.

Use HTML sparingly: Use graphics, not HTML, to add visual interest to your cards. Use HTML whenever you need to, but don’t over-salt your flashcards with too many fancy codes.

Common Flashcard Errors

When students log on to Free World U, it is our goal to help them learn material that texts and lectures have failed to teach them. Avoiding these common flashcard errors will help us attain the consistency and the high level of excellence that will most benefit our students.
Flashcards that don’t stand alone: Our students don’t always see flashcards sequentially; sometimes they see only one flashcard. Therefore, no flashcard should rely on another flashcard. Flashcards that begin with phrases like “The next step is…” or “Another reason…” depend on other flashcards for comprehension and cannot be used.

Too much information on one card: Each flashcard should teach one fact unit, or piece of information. Don’t write flashcards that try to do too much—break them up into separate flashcards.

Questions with more than one answer: Questions such as “Who was Sojourner Truth” are too vague because they have many answers. Remember that flashcards at Free World U are based on one fact unit; many fact units make up the answer to a question such as the one above. Carefully narrow your question so that there is only one possible answer. 

Over-reliance on clues: If you feel like a fill-in-the-blank question has more than one possible answer, a clue can ensure that the card has only one possible answer. To use a clue, place the first letter or two of the answer before the blank, with no spaces between the clue and the blank. Only use clues if there is truly more than one possible answer, and avoid using clues on more than about 10% of your flashcards.

Q: Light can behave as a w_______.

A: wave 

Broken-up fact units: Fill-in-the-blank questions should have the entire fact unit blanked out. For example, “skeletal muscle” is one fact unit, as is “tropical rain forest.” Blanking out only part of a fact unit and leaving the rest gives students too much of a clue, and results in a giveaway question.

Missing pronunciation cards: Whenever you introduce a word for the first time, ask whether or not it can easily be sounded out. If the word doesn’t follow the rules of English phonics, or if it is a long or difficult word, include a pronunciation card.

Common Grammatical Errors

Good grammar is critical to writing good flashcards. Always pay attention to the rules of grammar and usage when writing flashcards for Free World U. Errors in spelling, sentence structure, style, and diction erode our users’ confidence in our accuracy. Please check the changes that your editors make to your flashcards, and try to avoid making those errors on future cards. Some of the most common grammatical errors that we see include:

Faulty elliptical structure: All elliptical answers should begin with a capital letter and end with a period. Even one-word answers should follow the rules of elliptical structure. When read as a statement instead of as a question, the answer should plug into the question to form a complete sentence. “Moon” isn’t a correct answer to “What is the largest object that orbits the Earth,” because “Moon is the largest object that orbits the Earth” is not a complete sentence. The answer must read, “The moon.”

Hasty proofreading: Before submitting your flashcards, please proofread them at least twice. On the first time through, ask yourself if you’re teaching the subject well. On the second edit, check your spelling, punctuation, spacing, and other technical issues. Your editors should have difficulty finding things to change on your flashcards.

Spelling errors: Please use the Firefox Web browser, version 2.0 or later when you’re working on flashcards. This browser underlines spelling errors in red, much like a word processing program. If you are unable to use Firefox 2, triple-check your work for spelling errors.

Numbers/Numerals used incorrectly: Remember to spell out numbers less than 10, unless the numbers are part of a math problem, used in a measurement or percentage, act as noun modifiers, or are used next to another number. However, never begin a sentence with a numeral or use a numeral as the answer to an elliptical question unless that numeral is part of a math equation. If a sentence begins with a number that is too large to spell out comfortably, revise the sentence so that the number is not at the beginning.

Missing serial commas: Style guides differ on the use of the serial comma, or the comma that comes before the conjunction in a list. Some style guides say to write milk, eggs, and cheese; others say that milk, eggs and cheese is correct. Please use the serial comma consistently, always writing milk, eggs, and cheese.

Using the Web Editor

When you write flashcards for Free World U, you will do so using our online flashcard authoring software. This user-friendly program allows you to write questions, add graphics, make changes, and send questions to editors and administrators.

Creating Questions

You will begin writing questions for the first subtopic listed on your outline. If you are taking over a subject that has already been started, you will begin writing questions for the first incomplete subtopic listed on the outline. Follow these steps to write your first group of questions:

Create a container: Containers are the virtual file folder in which your questions are stored until they are made live on the Website. To create a container, go to the Free World U homepage and click on “Staff.” Click “Write or Edit” on the top of the page, and then click “New Container.” Give the container a name using the following format: your initials/school (elem/middle/high)/grade/subject/topic/subtopic. Your container’s name should look something like this: CM/Elem/4/Math/Geometry/Lines. Feel free to abbreviate. 
Edit bulk content: After you title your container, you’ll be automatically taken to a page that we call “container view.” On the left hand side, you have the option to create a new school, term, subject, etc. Please do NOT use these links. In the bottom left corner you’ll see a link that says “show all messages.” Clicking this link will show you any messages that you’ve sent to your editors or that your editors have sent to you. On the right hand side you have many more options. Click on the option to “edit bulk content.” Please do not click on any of the other icons until you are ready to submit a container for editing.

Choose a subtopic: Although you have already named your container, you have not yet attached it to a subtopic on the Website. After you click “Edit Bulk Content,” you will choose which subtopic your questions will go into once they have been made live. First, choose flashcards from the pull down menu that pops up when you click “Edit Bulk Content.” Next, click the blue “Choose” icon next to the blank for “Subtopic.” Then, find the subtopic that you’re writing questions for. You may need to click “go back to topics” or something similar in order to navigate to the correct school, grade level, subject, topic, and subtopic. Once you find the correct subtopic, click “Edit.”
Write flashcards: You are now in a screen that we call the bulk editor. To create blank flashcards, use the pull down menu at the top, right hand corner of the screen. Start with five or ten blank questions. You don’t have to use all of them; blank cards will disappear when you save your work. Type your questions into the question squares and your answers in the answer squares. Don’t type anything in the title space; that space is used to show that edits have been made to flashcards. Congratulations! You’re writing flashcards.

Save your work: The best way to save your work is to click the “save” button at the bottom of the bulk editor page. Occasionally, a pop-up will ask if you want to save your work, but these pop-ups don’t save reliably. When you click the “save” button at the bottom of the screen, you know your work has saved when you see an hourglass and return to the top of the page.

Submit your work: Return to container view by clicking “Return to container” in the top right hand corner in the bulk editor. On the right hand side, click “Submit to ME” to send your work to the managing editors. You will have the option to send a message to the editors at this time; feel free to do so. 

Flashcard Options

Once you learn the basics of setting up containers and writing flashcards, you’re ready to learn about the different things you can do with the bulk editor.

Insert graphics: Before you can insert a graphic, you need to have one saved to your computer. Use the GIFWorks program on clipart.com, SmartDraw, or another image editing software to create and save your image as a .jpg file. To upload the image, click on the camera icon and choose the file you’d like to upload. If you need to delete an image, use the cameral icon with a red X over it. To tell the invoice tool that you’ve included a graphic, use the pull-down menu next to the title page. Look on the payment schedule at http://www.freeworldu.org/payment.htm for the specific code for each image type.
Preview flashcards: Use the eye icon to view your flashcard the way it will look on the website. This feature will help you check your HTML and see if your graphics meet our quality and size requirements. Preview mode shows you what the flashcard looked like when you last saved your work, so click the “save” button first.
View the flashcard history: If you want to know what changes you or your editors made to a flashcard, click on the green history icon. It will show you what the flashcard looked like after each saved change, labeling the changes.
Insert a comment: Click on the icon with a piece of paper and a pen to send a comment to your editor or to reply to an editor’s comment.
Flag for image assistance: If you’re having trouble finding the perfect image for your flashcard, check the box that shows a camera with an exclamation point. We will send that flashcard to our graphic designers, who can help.
Delete a flashcard: If you need to delete a flashcard, check the delete box in the bulk editor. When the container is made live, the flashcard will be deleted. You will still see that flashcard, though, as it doesn’t delete until your editor makes the container live on the Website.
Editing Past Containers

If you’d like to add graphics or make changes to a container that’s already live on the website, follow these steps:

Create a new container: Name the container Your initials/Edit/Grade/Subject/Subtopic.

Edit bulk content: Click “Edit Bulk Content” on the lower right side of the screen in container view. Click Flashcards, then navigate to the correct subtopic.

Make changes: In the bulk editor, you can change flashcards, add or edit graphics, change image code designations, and make any other edits. 

Submit your work: Submit your edited container to the ME just as you would any other container. Only the edited cards will be visible in the container.
Communicating With Free World U

Although we work in a virtual office, you’ll find that communicating with your editors and employers is as easy as it would be in a physical office. We love to hear your questions and comments, and we always try to respond within 24 hours.
Ways Your Editors Will Communicate With You

When you turn in a subtopic for review, you editor will communicate whether changes are needed in several ways:

Comments on individual flashcards: Most of your editors’ comments will refer to specific flashcards. In container view, each flashcard that has a comment on it will have a picture of the comments icon, which looks like a small sheet of paper with a pen. Roll your mouse over the icon, and you’ll be able to read the comment. You can also read comments in the bulk editor by rolling your mouse over them. 
Comments on entire subtopics: Sometimes your editors will make a comment that refers to an entire subtopic. You can read these comments by clicking on “show all messages” at the bottom, left-hand corner of the screen, in container view.

Notes on user assessments: Editors will also sometimes comment in your user assessment. View your user assessment by clicking on the link in Your Account, under “Author & Editor Tracking.” 
Initials in Flashcard Title Spaces: Sometimes editors will correct small grammatical or style errors on flashcards without adding a comment. You will know when editors have changed a flashcard because they will insert their initials into the title space on the flashcard. Clicking on the green history icon in the bulk editor will show you the changes.

Email: Email is the best tool for getting a large amount of information to one or more writers. We ask our writers to provide email addresses; please give us an address that you check frequently so that you receive our messages in a timely fashion.
Ways You Can Communicate with Free World U

Writers can use any of the above methods of communication to contact their editors and administrators. 

Comments on individual flashcards: In the bulk editor, click on the comments icon to reply to a comment or to add one of your own.

Comments on entire subtopics: When you submit a container to the Managing Editors, you will have the option to send a comment. We check these comments when we edit, so feel free to utilize this option.

Notes on user assessments: If you reply to a note in your user assessment, please send an email or leave a comment on a flashcard or subtopic alerting us to this note.

Initials in Flashcard Title Spaces: After we have edited your flashcards, please put your initials in the title spaces on any flashcard that you have changed. This alerts your editors to the changes.
Email: We always try to answer your emails within 24 hours. You can email Dr. Hall at office@freeworldu.org. 

Telephone: If you need help immediately, Dr. Hall is available by telephone at 323-258-1616, after 3PM Pacific Time. 

If you ever have a question about a flashcard, a subtopic, or flashcard writing in general, please ask. Our staff understands that prompt communications help our writers to feel more confident and to do their best work, and is always happy to answer your questions.

Payment
Although Free World U is a non-profit organization designed to improve the quality of life for its users through better education, we treat our writers as professionals and pay them promptly for their work. If you ever have a question about your pay, do not hesitate to ask.
When to submit invoices: Our invoice tool adds up writers’ and editors’ pay and computes the amount due. In order to receive payment, authors need only to submit their invoices from their account pages. Please submit your invoice after you have five completed subtopics on your invoice. Editors should submit invoices weekly.

How to submit invoices: To view and submit invoices, go to the Free World U homepage and click on Staff, then User Page, then Your Account. From there you can see your past and current invoices. Click on an invoice’s date to see an itemized statement showing how much you have earned for each subtopic. Clicking on a specific subtopic will show you how much you’ve earned per card. To submit the invoice, click on “Submit Invoice” at the top of the screen.

Payment codes: The drop-down menu in the flashcard editor allows writers to communicate to the invoice tool which type of flashcard they are writing. The STD code is for a flashcard without a graphic. Since all flashcards are required to have graphics, that code is not used. An IMG1 is a flashcard that has one or two images downloaded from the Web and cropped and resized if necessary. An IMG2 is a graphic created in SmartDraw or an image editing software. Math graphics that involve solving and graphing equations and science graphics involving labeling or otherwise manipulating graphics are usually IMG2 graphics. IMG3 graphics are reserved for original, complex graphics created by the author. Original photographs captured using sophisticated camera technology and original drawings created by the author and digitized for our use provide examples of this rarely-used code.
Bonuses: Writers who successfully complete a subject with few errors are eligible for a bonus. See the payment schedule for the amount of each bonus. When you have completed a subject and all of the flashcards in that subtopic have been made live on the website, email Dr. Hall to inform him so that your bonus can be paid.

When to expect payment: Invoices are processed and paid within a week of receipt. Payment is made by check and mailed to your address.
