[DCM: I think that the following is right, but I need to actually FOLLOW these instructions to be sure.]
How to start up Piazza for CSSE 120 in a new term
By David Mutchler, March, 2016
Note: It is a challenge to prepare the course without students self-enrolling and messing it up while you work.  So follow the order below.
Part 1:  Prepare (but do NOT yet SEND) the email to students.
1. Examine the repository folder:  Public/Resources/Piazza.  All files relevant to these instructions are in that folder.
2. Prepare an email similar to the saved EmailThisToStudents file.
· Copy-and-paste the message and Subject.
· Attach UsingPiazza.pdf, then PiazzaFirstAssignment.png.
3. Fill to To: with the people to whom to send the email:  students in the class.  Fill in the CC: with all the other instructors and all the TAs.  Do NOT send the email!
4. Save the email but do NOT yet send it!

Part 2:  Make a new Piazza course for the new term.
5. Examine the Piazza course called CSSE 120 TEMPLATE Introduction to Software Development so that you know what you are aiming for.
6. Make a new course for the term, copying it from CSSE 120 TEMPLATE Introduction to Software Development.
When making the new course, set the new course … [DCM: I think there is nothing to set, but I need to check that.  I also need to check that the copy really copies all that I want but no more than that.]
7. Check that it copied all correctly.
Part 3:  Adjust the Piazza course for the new term.
IMPORTANT:  Try to keep this Part brief, else lurkers will somehow find the course and do stuff to mess it up.  (I have actually had that happen, both students in the class and (once) a stranger.)
8. Enable the course.
9. Edit the Your first Piazza assignment note to have the right instructor names at its bottom.  Confirm that its links work correctly.
10. The copied items start out private.  Make them public.
11. Fix anything else as needed.
· Keep in mind that the order in which you ADD items determines their LINK number, which in turn determines the order in which they appear in the Q & A lists.  AFAIK, there is no way to change a link number except to:
· Copy the item to another class.
· Copy it back to the current class (which gives it the next link number in the current class).
12. Disable the course.

Part 4:  Send the prepared email to students.
13. Have a list of email addresses for the students, instructors and TAs ready to go.  (You will shortly enter it in the Piazza course.)
14. Send the prepared email to students in the course, CCing instructors and TAs.  Then QUICKLY (be ready for it):

Part 4:  Open the Piazza course.
10. Enable the course.
[bookmark: _GoBack]11. Add students.  Then add instructors.  Then add TAs (under Add Instructors, but use radio button for TAs).
