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Online Schedule: 

The online schedule is found at http://www.clark.edu/academics/schedule/.  Click the eLearning Classes button to the 

right of the screen to see just the eLearning selections. 

 

Learning Styles/Core Skills: 

eLearning classes offer students alternative methods of learning.  These classes are best for those who: 

 Learn well by reading and writing 

 Are self motivated 

 Learn visually 

 eLearning classes will go smoother for you if you: 

 Have strong reading and writing skills 

 Are familiar with basic computer skills 

 Have good time management 

 Pay attention to detail 

If you feel you need to strengthen any of these skills or you learn better in an auditory environment, on campus classes 

may work better for you at this time. 

http://www.clark.edu/academics/schedule/
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example, Joe Smith with SID of 940-23-4567 would have a username of jsmit4567.  NOTE:  Make sure you DO NOT use 

ȅƻǳǊ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ ƴǳƳōŜǊΦ  Lǘ Ƨǳǎǘ ǿƻƴΩǘ ǿƻǊƪΦ   

Password:  

Unlike your username, your Blackboard password is unique 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 remember more easily.  To do this, go to your My Clark 

Blackboard tab in Blackboard.  

 

On the left side of the screen you will see Tools.  Select Personal Information. 

 

 

 

 

 

 

Once you are there, select Change Password.  Enter your new password twice and hit Submit. 

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:  

 You just registered for the class: if 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.  

 Between quarters: All Blackboard accounts are deactivated between quarters.  If you cannot get in by the first 

day of the new quarter, contact us right away. 

 Your password doesn'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 going to be variations and differences from class to class.  There are, however, certain 

similarities and common themes you will see throughout your Blackboard classes.   
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hƴŎŜ ȅƻǳΩǾŜ ƭƻƎƎŜŘ ƛƴΥ 

 

As you can see this looks very similar to the log in screen except now you have even MORE options.  You also see the 

ƴŀƳŜ ƻŦ ȅƻǳǊ Ŏƭŀǎǎ ƛƴ ƳǳƭǘƛǇƭŜ ǇƭŀŎŜǎΦ  ¢ƘŜ ƛƳǇƻǊǘŀƴǘ ƻƴŜ ǘƻ ŦƻŎǳǎ ƻƴ ƛǎ ǳƴŘŜǊ ǘƘŜ ƘŜŀŘƛƴƎ άaȅ /ƻǳǊǎŜǎέΦ  ¢Ƙƛǎ ƛǎ ǘƘŜ 

only one that will take you to your full course.  The other ones will only take you to limited portions of your course.  Each 

ƻƴŜ ƻŦ ǘƘŜǎŜ ŎƻǳǊǎŜ ƴŀƳŜǎ ƛǎ ŀ ƘȅǇŜǊƭƛƴƪΣ ƳŜŀƴƛƴƎ ƛŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ƻƴŜ ƛǘ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ƛƴǘƻ ȅƻǳǊ άŎƭŀǎǎǊƻƻƳέΦ 

 

 

 

hƴŎŜ ȅƻǳΩǊŜ ƛƴǎƛŘŜ ȅƻǳǊ ŎƭŀǎǎΣ ŜǾŜǊȅ Ŏƭŀǎǎ ƛǎ ƎƻƛƴƎ ǘƻ ƭƻƻƪ ŀ ƭƛǘǘƭŜ ōƛǘ ŘƛŦŦŜǊŜƴǘΦ  ¢ƘŜǊŜ ƛǎΣ ƘƻǿŜǾŜǊΣ ŀ ōŀǎƛŎ ŦƻǊƳat that you 

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.   
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Common course components 

The buttons on the left 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: 

 Announcements 

 Staff information 

 Course Documents (sometimes the syllabus is located here and sometimes it has its 

own button) 

 Assignments 

 Discussion Board 

 Links 

 Communication 

 Tools 

 

Technical Requirements 

Below is a list of minimum computer hardware requirements: 

 An Internet Service Provider -  High -speed Internet connection strongly recommended  

 Pentium 4 (PC) / G4 (MAC) equivalent or higher  

 56kkps V.90 modem -  if on dial -up  

 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  

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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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 o 
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 book list at the 

bookstore but at the least you need the following: 

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

 A word processor 

 There are other web resources available for download at 

http://www.clark.edu/academics/eLearning/resources.php.  

Email 

You will be required to have an active email account.  You may use your personal email address or may activate a Clark 

College email address.  Some important things to note regarding email: 

http://java.com/en/
http://www.clark.edu/academics/eLearning/resources.php
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 If you chose to use the Clark supplied email address you MUST activate it.  Instructions on how to do this are 

located at http://www.clark.edu/eLearning/student_email.php.   

 In the 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 

hƴŎŜ ȅƻǳΩǾŜ ŘŜŎƛŘŜŘ ƻƴ ǿƘŀǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǘƻ ǳǎŜ ȅƻǳ ƴŜŜŘ ǘƻ Ǉǳǘ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘƻ .ƭŀŎƪōƻŀǊŘΦ  This will allow 

your instructors to contact you through your email address.  Most online instructors require this step. 

 

hƴŎŜ ŀƎŀƛƴΣ ǿŜΩǊŜ ƎƻƛƴƎ ǘƻ ǘƘŜ Personal Information section under Tools.  

 

 

 

 

 

 

From here, we are going to select Edit Personal Information. 

In the Email field, enter an email address of your choice, scroll all the way to the bottom of the screen and hit submit. 

Books 

eLearning classes still typically require books.  The process for checking to see if your class requires any is the same as on 

campus classes: 

 Visit the Clark College Bookstore on campus 

 /ƘŜŎƪ ǘƘŜ .ƻƻƪǎǘƻǊŜΩǎ ǿŜōǎƛǘŜ ŀǘ www.clarkbookstore.com.  You can see what books you need and even order 

them.   

http://www.clark.edu/eLearning/student_email.php
http://www.clarkbookstore.com/
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Financial Aid 

If you are receiving Financial Aid you will need to get Proof of Attendance from your instructor.  eLearning classes do this 

through an email process.  Detailed instructions 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 things you are going to want to do to insure your success in your 

online class: 

 LOG INTO CLASS ς this is VERY important!  Unless otherwise specified, the first day of the term is considered 

ȅƻǳǊ ŦƛǊǎǘ Řŀȅ ƻŦ ŎƭŀǎǎΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǎƘƻǿ ǳǇΣ ȅƻǳ Ƴŀȅ ōŜ ǊŜƳƻǾŜŘ ŦǊƻƳ the course.   

 One of the first things you are going to want to do is update your email address in Blackboard.  See the previous 

section regarding email. 

 Explore your class.  Check out the syllabus, look through the options to your left and get familiar with how your 

instructor has your class set up.  Knowing where to find things will make your whole quarter go MUCH 

smoother. 

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

Important Things to Know 

 You may not be able to log into your class earlier than the first day of the term 

 LŦΣ ƻƴ ǘƘŜ ŦƛǊǎǘ Řŀȅ ƻŦ ǘƘŜ ǘŜǊƳΣ ȅƻǳ Ŏŀƴƴƻǘ ƎŜǘ ƭƻƎƎŜŘ ƛƴǘƻ .ƭŀŎƪōƻŀǊŘΣ Ŏŀƭƭ ǘƘŜ Ŝ[ŜŀǊƴƛƴƎ ŘŜǇŀǊǘƳŜƴǘ !{!tΦ  LǘΩǎ 

a quick fix, we just need to know about it.   

 Instructors have until noon to make their courses available to the students.  If you log in first thing in the 

ƳƻǊƴƛƴƎ ŀƴŘ ŘƻƴΩǘ ǎŜŜ ȅƻǳǊ ŎƭŀǎǎΣ 5hbΩ¢ t!bL/Φ   Wǳǎǘ ƪŜŜǇ ŎƘŜŎƪƛƴƎΦ  LŦ ŀŦǘŜǊ ƴƻƻƴ ȅƻǳ ǎǘƛƭƭ ŘƻƴΩǘ ǎŜŜ ǘƘŜ Ŏƭŀǎǎ 

give the eLearning Department a call. 

 If you register for a class after the term starts be aware that there is a little lag time before you will have access 

to the course on Blackboard.  It is a good idea to email the instructor to let them know that you have just 

registered and will log in as soon as you have access.  Instructors are aware of this lag time. 

A Word about Waitlists 

If you are on a waitlist for an eLearning class you cannot just άǎƘƻǿ ǳǇέ ǘƻ ǘƘŜ ŦƛǊǎǘ Řŀȅ ƻŦ ŎƭŀǎǎΦ  Lǘ ƛǎ ƘƛƎƘƭȅ 

recommended that you email the instructor to let them know that you are on the waitlist and are committed to getting 

into their class.   

  

http://www.clark.edu/eLearning/proof_of_attend.php
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SECTION 3:  Smooth Sailing 

The 7 Habits of Highly Effective eLearning Students 

1. Preparation ς 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. Prior to class: 

i. Be familiar with Blackboard 

ii. Know what your course materials (text books, software, etc) are 

iii. Know what you need 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 Motivation ς wŜŀƭƛȊŜ ǘƘŀǘ ȅƻǳǊ ƛƴǎǘǊǳŎǘƻǊ ƛǎ ƴƻǘ ƎƻƛƴƎ ǘƻ ōŜ ǘƘŜǊŜ ƛƴ ȅƻǳǊ ŎƭŀǎǎǊƻƻƳ ŜǾŜǊȅŘŀȅ ŀǎƪƛƴƎ ƛŦ ȅƻǳΩǾŜ 

ŘƻƴŜ ȅƻǳǊ ǿƻǊƪΦ  LǘΩǎ ǳǇ ǘƻ ¸h¦ ǘƻ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ŎƻƳǇƭŜǘŜ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘǎ ŀƴŘ ƪŜŜǇ ǳǇ ǿƛǘƘ ȅƻǳǊ Ŏƭŀǎǎ ǿƻǊƪΦ 

3. Communication ς Success is ALL aōƻǳǘ ŎƻƳƳǳƴƛŎŀǘƛƻƴΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǳƴŘŜǊǎǘŀƴŘΣ !{YΦ  tŀǊǘƛŎƛǇŀǘŜ ƛƴ ŘƛǎŎǳǎǎƛƻƴǎ 

with your classmates.  If you have a problem, let someone know.   

 

4. Attention to Detail ς Small things can make a huge difference.  Make sure you proofread EVERYTHING you write 

fǊƻƳ ŘƛǎŎǳǎǎƛƻƴ Ǉƻǎǘǎ ǘƻ ǇŀǇŜǊǎΦ  5ƻƴΩǘ ǳǎŜ ŜƳŀƛƭ ŀōōǊŜǾƛŀǘƛƻƴǎΣ ƻǊ ŜƳƻǘƛŎƻƴǎΦ  ¢Ƙƛǎ ƛǎ ŎƻƭƭŜƎŜ ƭŜǾŜƭ ǿǊƛǘƛƴƎ ŀƴŘ 

can be graded as such.  

 

5. Self Discipline ς Lǘ Ƴŀȅ ōŜ ŀ ƎƻƻŘ ƛŘŜŀ ǘƻ Ǉǳǘ ŀǎƛŘŜ ǎƻƳŜ ǎŜǘ άŎƭŀǎǎ ǘƛƳŜǎέ ŦƻǊ ȅƻǳǊǎŜƭŦΦ  Lǘ ǿƛƭƭ ƘŜƭǇ ȅƻǳ ƳŀƪŜ ǎǳǊŜ 

you commit the time you need to for your class work.   

 

6. Flexibility ς wŜŀƭƛȊŜ ǘƘŀǘ ǿƛǘƘ ŀƴȅǘƘƛƴƎΣ ǘƘƛƴƎǎ ŘƻƴΩǘ ŀƭǿŀȅǎ Ǝƻ ǘƘŜ ǿŀȅ ȅƻǳ ǘƘƛƴƪ ǘƘŜȅ ŀǊŜ ƎƻƛƴƎ ǘƻΦ  ¸ƻǳ Ƴŀȅ 

need to commit more time to your class than you originally thought, or perhaps Blackboard ŘƻŜǎƴΩǘ ǿƻǊƪ ŜȄŀŎǘƭȅ 

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 Plan ς Speaking of things going wrong, technology is not perfect.  If your computer crashes or 

ȅƻǳǊ ƛƴǘŜǊƴŜǘ ƎƻŜǎ Řƻǿƴ ȅƻǳ ŎŀƴΩǘ Ƨǳǎǘ ǇŀŎƪ ƛǘ ƛƴ ŀƴŘ Ŏŀƭƭ ƛǘ ŀ ŘŀȅΦ  9ǎǇŜŎƛŀƭƭȅ ƛŦ ȅƻǳ ƘŀǾŜ ŀƴ ŀǎǎƛƎƴƳŜƴǘ ŘǳŜ ƛƴ ŀƴ 

hour!  Realize that these things MAY happen and have a backup ready.  Know the computer lab hours, arrange 

ǿƛǘƘ ŀ ŦǊƛŜƴŘ ƻǊ ŦŀƳƛƭȅ ƳŜƳōŜǊ ǘƻ ǳǎŜ ǘƘŜƛǊ ŎƻƳǇǳǘŜǊ ƛƴ ŀ ǎƛǘǳŀǘƛƻƴ ƭƛƪŜ ǘƘƛǎΦ  5hbΩ¢ ǿŀƛǘ ǳƴǘƛƭ ммΥпр ta ǘƻ Řƻ ŀƴ 

assignment that is due at Midnight.  While instructors may be flexible, in the end, technology is never an excuse 

for late or poor quality work. 

 

5ƛǎŎǳǎǎƛƻƴǎ ŀƴŘ άbŜǘƛǉǳŜǘǘŜέ  

Some discussion board terms defined: 
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Forums: 

 

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

set up by your instructor.  Think of these as your in class discussion topics.  To enter one of these forums select the blue 

underlined topic name. 

 

Threads: 

 

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.   


