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Online Schedule:

The online schedule is found laittp://www.clark.edu/academics/schedule/ Click the eLearning Clasdmutton to the
right of the screen to see just the eLearning selections.

+ Admissions/Reqistration
Fall 2008 Class Schedule Important Dates _
Common Course Numbering
Evening Schedule
Final Exam Schedule
Financial Aid Deadlines

As of summer guarter 2008, Clark r Colege

adopted common course numberma [CCN).
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ABE - Adult Basic Education

ACCT - Accounting

ACED - Addiction Counselor Education

AG - Agriculture

ANTH - Anthropology Clark@WSUV
ART - Art

ASL - American Sign Language

ASTR. - Astronomy

AUTO - Automotive Technology

Evening
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- Baking - Culinary Arts

I L Biology

TEC - Business Technology Summer
S - Business Administration
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Learning Style/Core Skills

eLearning classes offstudentsalternative methods of learning. These classes are best for those who:

e Learn well by reading and writing
e Are selfmotivated
e Learn visually

elLearning classes will go smoother for you if you:

e Have strong reading and writing skills
e Are familiar with basic computer skills
e Have good time management

e Pay attention to detail

If you feel you need to strengthen any of thesdlslor you learn better in an auditory environment, on campus classes
may work better for you at this time.
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example, Joe Smith with SID of 94®4567 would have a username jsmit4567 NOTE: Make sure you DO NOT use
82dzNJ { 20AFf {SOdzNRG& ydzYo SN LG 2dzad 62y Qi 62N)] @

Password:

Unlike your username, your Blackboard passwerdnique just to Blackboard. It consists of the last 5 numbers of your
student ID. Using the same example student above, his password would be 34567.

Changing your password in Blackboard:

You may want to change your password to one you will rememlmgereasily. To do thigo to your My Clark
Blackboard tab in Blackboard.

My Clark Blackboard m- i i i
On the left side of the screen you will sEeols SelecPersonal Information.

Welcome, Oswald

& Announcements
[ Calendar

@ Tasks

Bd Send E-mail
Address Book

Bl Personal Information

Onceyou are there, seledhange PasswordEnter your new password twice and Bitibmit.
Reason why you Blackboard login may not work
If you cannot log in to Blackboard it's possible that one of the following may be happening:

e You just registered for the clasff:you just registered for your class there is a wait before you can access your
class. Blackboard updates daily at 9:30AM and 4:00PM. Check back after these times.

e Between quartersAll Blackboard accounts are deactivated between quarters. If you cannot get in by the first
day of the new quarter, contact us right away.

e Your passwordloesn't work:We may need to reset your password for you. Contact us immediately for a
password reset.

Anatomy of an eLearning Class

Like any class, there are goinga®variations and differences from class to class. Therghargever, certain
similarities and common themes yawiill see throughout your Blackboard classes
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My Clark Blackboard

Welcome, Oswald

| Tools |

& Announcements

[ Calendar

(B Tasks

b4 Send E-mail

[ Address Book

[ Personal Information
A Search
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Course Listings Community elLearning Library eTutoring Service Learning
[ Modify Content | [ Modify Layout |
Browser Tester (@1 My Courses @1
Use the button below to check if your web browser is properly configured to Courses in which you are enrolled:
use Blackboard
KA BTEC_149_Example: Example Course

VSl T Report Card - Check "My Grades” for details and comments GO®
My Calendar O@®| | Course Grade
Mo calendar events have been posted in the last 7 days. BTEC_149_Example: Example Course -

Last Updated Sep 11, 2008 11:30 AM
mare. ..

My Organizations @O
You are not currently participating in any organizations.
Download Pronto @@@

As you can see this looks very similar to the log in screen except now yoaueav®ORE options. You also see the
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only one that will take you to your full course. The other ones will only take you to limitedp®uif your course. Each
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'/Course Documents
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Tools

& communication
#¢ Course Tools

EXAMPLE COURSE (BTEC 143 EXAMPLE) > ANNOUNCEMENTS

elcaningy

Q@CLARKCKXHJEGE

VIEW TODAY | VIEW LAST 7 DAYS

| viewLast 30 0avs

September 04, 2008 - September 11, 2008

| viEwALL

Mon, Jun 30, 2008 -- Welcome to class! Posted by: Maggie MckKir
This is the announcement page. It is the first page you will see when you log into your class. Check here for quick messages your

instructor wants you to see. If you want to look at announcements older than a week you may need to click one of the tabs above.

Blackboard Academic Suite™
® 1557-2005 Blackboard Inc. All Rights Reserved. U.S. Patent No. 8,888, 138. Additional Patents Pending
Accessibility information can be found at http://access. blackboard.com

82dzNJ Of aazx SOSNER Ofl aa

hyOS @2dz2ONB Ay aiRSs A @t thatdduy 3
will see throughout each Blackboard class. You will always have a toolbar on your left with different buttons and when
you first go into your course it always defaults to your announcement page.

elLearning Student GuidgMaggie McKinney 10



Common course components

Announcements

Staff Information

Syllabus/Calendar

| Course Documents

T

[ Commumcaton
| External Links

BT

Technical Requirements

The buttons on théeft take you to different portions of your class. These are completely
customizable by your instructor so you may see different selections and even different
colors and shapes but they will always be to the left of the screen. Common components
are:

e Amouncements

e Staff information

e Course Documents (sometimes the syllabus is located here and sometimes it has its
own button)

e Assignments

e Discussion Board

e Links
e Communication
e Tools

Below is a list of minimum computer hardware requirems:

An Internet Service Provider - High - speed Internet connection strongly recommended
Pentium 4 (PC) / G4 (MAC) equivalent or higher

56kkps V.90 modem
500 MB free space on the hard drive

256 MB of RAM or higher

Windows XP or Vista (PC) / Mac OS 10.4 (MAC) or higher

DVD/CD -ROM with speakers or headphone output

Word processing software and other software as required by your instructor/course

- ifondial -up

Fully supported browsers for Blackboard

| PC | Mac |
| Internet Explorer 7 | Firefox 3 |
| Firefox 3 | Safari 3 ‘
Internet Explorer 8 is not fully certified for use with Blackboard but users can click the " Compatibilty Mode " button

to improve the situation. By placing the IE 8 browser in compatibility mode you will force the browser to behave as an
IE 7 version while working in Blackboard.
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rnet Explorer provided by MECNW
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Compatibility View: websites designed for older browsers will often look better
and problems such as out-of-place menus, images, or text will be corrected.

2 - B [ @m - Page~ Safety~ Toos~ (@~
| |2
<o ] = [ co
|
BERVICES ABOUT US BLOG MY ACCOUNT CONTACT
Q M ABOUT THIS QUOTE )
M Need some directions? Find |

Please note that Blackboard does not support AOL's (America Online) or NetZero's web -browser. If you use AOL or
NetZero as your ISP, you will need to download Firefox (Mac or PC), Safari 3 (Mac) or use Internet Explorer 7 (PC
only) . After you have installed the new browser , you will need to connect to your ISP using the AOL or NetZer 0
browser, then minimize that browser and open your new browser to access Blackboard
(https://clark.blackboard.com).
Java and Blackboard
Blackboard works best using the latest version of Java on y our computer. You can go to http://java.com/en/ to scan
your system, detect your Java version, and even update it if needed.
Other important settings
Pop-up windows must be allowed for Blackboard to function correctly. Turn off the pop -up blo cker in your browser and

all pop -up blockers on any additional Yahoo or Google toolbars you may have added to your browser.

Software

Some classes require specific software that will be specified by your instructor in the syllabus or on the botiielist at
bookstore but at the least you need the following:

e Aninternet browser (i.e. Internet Explorer, Firefox) NOTE: AOL does not support Blackboard

e A word processor

e There are other web resources available for download at
http://www.clark.edu/academics/eLearning/resources.php

Emalil

You will be required to have an active email account. You may use your personal email address or may activate a Clal
College email address. Some importarihgs to note regarding email:
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e If you chose to use the Clark supplied email address you MUST activate it. Instructions on how to do this are
located athttp://www.clark.edu/elLearning/student _mail.php

¢ Inthe end, the most important deciding factor in picking your email address is that it is one you will check. This
is the primary means of communication between you and your instructor.

Updating email in Blackboard

hyOS @2dz2Q@S RSOARSR 2y ¢gKIFd SYFAf I RRNB&aa Thigwildtios & 2 dz
your instructors to contact you through your email address. Most online instructors require this step.

My Clark Blackbeard m hyOS F3tAys sRReNSInf@matiofisactian Andeikoss.

Welcome, Oswald

& Announcements

[ Calendar

& Tasks

4 Send E-mail

[ Address Book

E personal Information

C

From here we are going to sele&idit Personal Information.

In the Emailfield, enteran email address of your choice, scroll all the way to the bottom of the screen asubinitit.

Books

eLearning classes btiypically require books. The process for checking to see if your class requires any is the same as «
campus classes:

¢ Visit the Clark College Bookstore on campus
e /| KSO1 GKS . 22 71vwniv2iaB@®Estors.&m Xou Gas sek \iihat books you need and even order
them.
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Financial Aid

If you are receiving Financial Aid you will need to get Proof of Attendance from your instructor. elLearning classes do tli
through an email process. Detailetstructions on how to do this are located at
http://www.clark.edu/eLearning/proof of attend.php

First Day of the Term Procedures

On the first day of the term there are a number of thirygal are going to want to do to insure your success in your
online class:

e LOG INTO CLAGSHIs is VERY important! Unless otherwise specified, the first day of the term is considered
@2dz2NJ FANRG RIFe 2F Oflaao LT ®eaurR2y Qi adK2g dzLl)x @&

¢ One of the first things you are going to want to do is update your email address in BlackBearthe previous
section regarding email.

e Explore your class. Check out the syllabus, look through the options to your left and get fanfiliaowviyour
instructor has your class set ugnowing where to find things will make your whole quarter go MUCH
smoother.

e Often instructors will have an introductory assignment. If they do, complete that.

Important Things to Know

¢ You may not be able tiog into your class earlier than the first day of the term

e LF¥>X 2y (GKS FANRBRGO RIFI®d 2F GKS GSNXZ @&2dz OFyy2id 3Si
a quick fix, we just need to know about it.

¢ Instructors have until noon to makbeir courses available to the students. If you log in first thing in the
Y2NYAYy3 YR R2y Qi 4SS @2dzNJ Of F4a> 5hbQ¢ t! bL/ @
give the eLearning Department a call.

e If you register for a clasgtar the term starts be aware that there is a little lag time before you will have access
to the course on Blackboardt is a good idea to email the instructtar let them know thatyou have just
registered and will log in as soon as you have accestudiors are aware of this lag time.

A Word about Waitlists

If you are on a waitlist for an eLearning class you cannotijéstk 2 ¢ dzLJE (G2 GKS FTANRG RF& 2
recommended that you email the instructor to let them know that you are on thélist and are committed to getting
into their class.
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SECTION 3: Smooth Sailing

The 7 Habits of Highly Effective eLearning Students

1. Preparationc Preparing yourself both prior to the term and throughout the term will make a big difference in
how smoothly the class goes for you.
a. Priorto class:
i. Be familiar with Blackboard
ii. Know what yourcourse materials (text books, software, etcg
iii. Know what yowneed to do for Financial Aid
b. The first day of the term:
i. Explore EVERYTHING about your class
ii. Find and read the syllabus
iii. Estimate realistically how much time you will need to devote to the class
iv. See what the discussion board requirements are

2. Self Motivatoncw S f AT S (GKIFG @2dzNJ AyadNuzOG2N Aa y20G 3I2Ay13
R2yS @2dzNJ 62N) @ LGQa dzlJ 42 . h! G2 YIFI1S &adz2NB @&2dz

3. Communicatiorg Success isALB @ dzi O2YYdzyAOF A2y @ LT @2dz R2y Qi dz
with your classmates. If you have a problem, let someone know.

4. Attention to Detailg Small things can make a huge difference. Make sure you proofread EVERYTHING you writ
fINEY RA&AOdzAa&AZ2Y Llaida G2 LI LISNRAO® 52y Qi dzaS SYIlAf
can be graded as such.

5. SelfDiscipineL & YIlF& o6S | 3I22R ARSI G2 Ldzi I AaARS a2YS asi
you commit the time you need to for your class work.

6. FlexibilitycwS Il f AT S GKIG 6AGK FyeliKAYy3a:X GKAy3Ia R2y Qi Ff gl
need to commit more time to your class than you originally thought, or perhaps BlackBaar8 & y Qi ¢ 2 NJ
how you thought it would. Whatever the hurdle, roll with the punches. At the end of the day, if you can laugh it
off you will find your road a much easier one to follow.

7. Have a Backup PlarSpeaking of things going wrong, techrmfds not perfect. If your computer crashes or
@2dz2NJ AYGISNYySi 32Sa R24y @&2dz OFyQd 2dzad LI O1 Al Ay
hour! Realize that these things MAY happen and have a backup ready. Know the compwersalrrange
GAGK | FNASYR 2NJ FFYAf@ YSYOSNI (G2 dzasS GKSANI O2 YLz
assignment that is due at Midnight. While instructors may be flexible, in the end, technology is never an excuse
for late orpoor quality work.

5Aa0dzaaAz2ya YR GbSOAIljdzSGGSE
Some discussion board terms defined:
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Forums:

EXAMPLE COURSE (ETEC 145 EXAMPLE) > DISCUSSION BOARD

- Discussion Board

Search | | O After | Sep v|[11 v[2008 v|[F [12 v|[00 v| AM ~|

in| Current Discussion Board v| [ Before |Sep v|[12 v[2008 v |[@ [12 v| /00 v| AV v| oo

Unread Total
Welcome to the Discussion Board! 1 0 1

This is where all of your class discussions will occur. Some classes use this feature

moare than others but for many it is an extremely important part of the class. Make sure
you are familiar with how this works.

OK )

When you first enter the Discussion Board area you will typically see one or more topics listed. Each of these is a forul

set up by your instructorThinkof these as your in class discussion topics. To enter one of these forums select the blue
underlined topic name.

Threads:

EXAMPLE COURSE (BTEC 145 EXAMFPLE} > DISCUSSION BOARD = COURSE DISCUSSIONS: WELCOME TO THE DISCUSSION BOARD!

Course Discussions: Welcome to the Discussion Board! Tree View  List View

Thread § Collect M= Mark Read Mz Mark Unread

4B Search
I
: Hi swald Studen ublishe
O 712108 11:55 AM Hi o] Id Student Published 0 1

Once you have entered a discussion forum you will see one or more new topics within this forum. Each of these are

called threads.Typically, this is where your instructor will ask you to post your discussions. There are two ways to do
this:

1) Creating a new thread:

To create a new thread, select the +Thread button.
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