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System Requirements for eLearning

Operating Systems
VvV Windows XP
V Windows Vista
VvV Windows 7

Hardware

V CDROM drive or DVAROM Drive
Speakers
Printer
Logitech Webcam C310: Supported by Midstate Technical Support (required in some
courses).

< <<

Memory
V 512megabytes of RAM (1 gigabyte or more is recommended)

Browse
V Internet Explorer 8 or higher
V MozillaFirefox5 or higher
V Apple Safari 5 or higher

Software
V Up-to-date antivirus protection
Adobe Flash Player
Adobe Acrobat Reader
Java
Microsoft Office 201@can obtain a copy from Technical Support)

< < <KL

Internet Connection
V DSL or Cable
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Definition s of eLearning and Hybrid

eLearningcourses are taught at a distance and delivered asynchronously using the Internet. The
/2T €S3SQa S[SIENYyAy3a YIylFaSySyi aeadaSvya LINRBGJARS
content while facilitating interaction between students and instructdvidstate College is committed

to providing a quality learning experience for eLearning students that is equivalent to the instruction
they would receive in a traditional classroom. eLearning courses do not require a high level of
specialized technical kvledge, but students need to have bas@mputer literacy and access &
reliable Internet connection. Students enrolled in eLearning courses need to be disciplined and self
motivated in the pursuit of their academgoals.This is ften more convenienthan traditional
classroordbased learning, eLearning is equally as challenging. Students areeskp@gtroduce a
substantialamount of quality work while maintaining a high level of interaction with peers and
instructors.

Hybridis taught at a distanceub containsa faceto-face component such as an externship requirement
or proctored assignments. The student in a hybrid course can either meetddeee with the
instructor, proctor, or employer to complete assignments, assessments or externships.

Thele are a few other course delivery styles which students may encounter. Occasionally, students may
take an orcampus course which supplements the course content by using the eLearning management
system to deliver additional content and for assessment puggofnother delivery style is the

eLearning Arranged course which typically involves having one student warikingn instructor. The
discussion and participation requirements found in other eLearning courdldsewimited with this

style.

eLearning Student Policies

Attendance Policy

Attendance and participation have proven to be key factors in academic success. To be considered in
attendance for an eLearning course, the student must participate each week by submitting substantial,
gradable work.

Instructors will define their specific participation and grading policies in the course syllabi.

What to Expect from eLearning

The following is a description of what to expect from eLearning:

w Courses are asynchronous, meaning students can participdieiaiown convenience
throughout the week.

4| Page

N2



StudenteLearningGuide

€

The eLearning term is divided into 12 weeks, each of which extends from noon on Monday
through 8 AM the following Monday.

Students have access to new weekly course content every Monday afternoon.

Students are required to participate a minimum of two days per week in each course.
elearning courses can require more time and commitment thadlitional courses; stilents

can expect to spendp to ten hoursper week, per course.

Students can easilyiexw graded materials and cumulative gradebook information.

Technical Support is available to help students who experience technical problems with
Midstate eLearning. Students can call, email, or complete a technical support request form to
receive assistace.

elLearning requires students to stay organized, read instructions, and bdisa{flined

throughout each week working on assignments and interacting with classmates.

Instructors may ask students to access the online library resources to completrch papers
and other projects.

Lectures may be presented as tddsed or in an audio/visual format.

Additional course content may be presented in PDF format or bookmarked as links.

Students can interact with and ask questions of instructors usiagyémeral discussion forum,
weekly office hours, oafoule messaging or Midstate emadiladditional communication is
needed, time can be scheduled to meet with the instructor using the phone or interactive chat
tools.

eLearning Student Guidelines

Midstate College has provided a list of important eLearning student guidelines. Please review the
guidelines listed below:

w

Students are required to uslkule messaging or Midstate entfait all classroom

communication in eLearning courses.

Students are requiretb submit substantial, gradable work to be counted present for the week.
Students are required to review the course lecture each week. Lectures may be available in
several formats.

Students will respond to questions posted in the weekly discussion fonithsdeas, thoughts,
research, and reactions to the discussion topics at least two days per week.

Students will prepare a summary each week. The instructor will specify how the summary is to
be submitted.

Students will post assigrents to the appropriateassignment activitiedf an assignment is
submitted late, the instructor may not accept it or may deduct points from the grade at his/her
discretion.
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Students should chedke gradebooleach week for feedback on graded materials. Occasionally
additional feedback may be found in Joule messaging and Midstate email.

Students may be required to participate in group assignments. Group mencan

communicate using Midstateneail, Joule messagg and/orchat, and designated discussion
forums.

Students experiencing technical problems should contact Technical Support. Students who
cannot complete coursework due to these problems should notify their instructors immediately.
Students shald ensure that all Midstate emadjscussiorforum posts, and assignments have
been spell checked and meet eLearning etiquette standards.

eLearning Communication Etiquette

Midstate College expects students to follow professional etiquette in online iratetion.

Please follow the guidelines listed below for eLearning communication etiquette:

w

w

Avoid sending Joule messagbtidstate emailand discussion forum posts with incorrect
aLStEAY3a FYR INFYYEFENW !'aS GKS a/ KSO1l {LISttAy3E
Avoidusing abbreviations and acronyms that may confuse the instructor and/or classmates.

| P2AR dzaAy3d SY2GA02yad 9Y20A02ya OF o] ®F & GaYAf
punctuation which can be used to convey an emotion. Emoticons can cluttersageand

make it difficult to read.

Avoid using sarcasm. Written text can easily be misinterpreted.

Avoid using all capital letters in a message. Using all capital letters can make messages difficult

to read.

Avoid posting irrelevant information in disssion forums. Discussions should be relevant to the

topic assigned by the instructor.

Avoid sendindviidstate emailor assignments without a clearly defined subject. Messages which

are vague or unspecific are easy to overlook.

Avoid sending attachments &l others may not be able to open. Instructors should specify

which applications are to be used. For example, research papers and writing assignments will
generally be composed using Microsoft Word.

Avoid sending any communication which is less than psidesil.

Students should follow the same communication standards which apply in the business world.

Student Identity, Plagiarism, and Activity Tracking

The College uses many different methods to help ensure eLearning student identity. It starts at
enrollment where students who submit an application at a distance are required to submit a notarized
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O2Lk® 2F GKSANI RNAGSNRE XY OQWASS g k& SyNRSASSY (@S| |
Systems contain a disclaimer statement acknowledging student identity citing the College's Honesty

Policy. At the beginning of every term instructors request that students post an autobiography at the

beginning é every course. This permits the instructor to become acquainted with each student and

provides a writing sample for future writing comparison. In several courses requiring the use of

webcams, eLearning students are required to show their state issuedfidation before giving live

oral presentations or completing mock interviews.

In several programs, major exams are physically proctoredttatace. eLearning Instructors are

trained on the use of security features available in the Learning Managerystenss for eLearning
assessments. These features include: disabling-glitk; disabling copy or print during a test; timing
and direct submission when time expires; seeing only one question at a time with no backtracking;
randomizing the order of questis; and only providing feedback after all students have completed the
exam.

Students are given the opportunity to utilize aptagiarism software, such as Turnitin, to check writing
assignments before turning in major projects or research papers. histsiutilize this software to

SyadaNE (KS aitdzRSyidQa ¢2N] A& 2NARIAYIEd ¢KS /2t S3
software courses. This software requires each student to purchase an individualized code for

participation.

Students shald be aware that their eLearning activity can be observed by instructors and
administration. Activity tracking includes (but is not limited to) coursework, legsraile, chartroom,
messaging, and email.

Continuing work will focus on verifying studedentification, limiting cheating and curbingtudent
plagiarism.
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How to Login into Joule

1. Clickon a browser and enter inttps://midstate.mrooms3.net/in the address bar.

a. Keyin Username

Your username ithe first initial followed by the middle initial followed by the last name

0SPAP da2YaYAUuUKE F2NI W2Ky aAOKI St {YAGKOD Ly
Yy dzY 6 SNJ 6 & @ararvih KiHed £ 2)ND

Returning to this web site?

Login here using your username and password
(Cookies must be enabled in your browser]@

=P Username

Password

Forgotten your username or password?

b. Keyin Password

The default passwor®t a A R& G I
f 26 SNOFasSos F2tf2
Number.

Returning to this web site?

Login here using your username and password
(Cookies must be enabled in your browser]@

Username

— Password

Forgotten your username or password?

c. Clickondlogirz.

NOTEIf the Midstate eLearning password is chadgie will not apply to anyther Midstate systems such as

email, onrcampus network, etc. It is strongly suggested that if users change their password in one system, they
should change their passwords in all other systems. In the event that a user should forget his/her password,
Techical Support cannot retrieve a changed password, but can reset it to the Midstate College default.
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How to Navigate the Main Page

List of Courses

’ . Messages
student is enrolled in

Joule Crientation
Midstate Instructor: Kaitlin Horst
Midstate Instructer: Cindy Olson

Main Menu

*Tech Support: Create Ticket
*Midstate Website

*Midstate Email

Search courses: All courses

Site news

*Site News: Tells you
"Need to Know" info

about the site

Server Maintenance
by Matthew Kncbkloch - Thursday, May 12, 2011, 10:51 AM

The Midstate Moodle site will be under maintenance on January 1st, 2015
fram 2AM to SANM. The system may be inaccessible during this fime
window.
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How to Navigate the Course Page

Traininf News forum
*Shows all previous

announcements from the
instructor

83 News forum

instructor

1 Lessons
Course Menu 63 General Discussion Forum
Grade Book
Messages

Participants

& sample syllabus

Week 1
D_] Week One Overview
% Week Cne Quiz
) week one Lecture
[J AcC213 Ch 18 Audio Lecture
‘.{JJ' Tips on Being a successful student
Week One Assignment Drop Box
83 Week One Discussion Forum

M Topic {53 Week One Summary Discussion Forum

Additional Resources
@_] Directions to use Internet Explorer 7.0 or Intermnet Explorer 8.0
l..fJJ‘ Student Guide to Turnitin

M Topic 5
W Topi
W Topi
W Topi
W Topi

;t Turnitin Originality Reporting Video

o Announcements

[ 2009-11-18713:05:00
W Topi
. opic 3 ¥ Orientation Quiz

M Topic 4

Administration
Profile

Announcements
*Current course
Announcements from the

Online Users

Messages

t 5 minutes)

R cynthia

B Q|88 a| 8
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My Courses Block

*Lissthe courses you are currently taking2 dz Oy Of AO01 2y lyeé 2F (K
to change to another course.

Course Menu Block

Grade Book

(p))
O

User report - Cynth

User Report
View

Overview report [Userreport Percentage
Final grade for the
quiz or asignment

"\ Joule Crientation

Week One Assignment Drop Box

4 Orientation Quiz

Course total 0.00-35.00 ivuv.uU %

Course TotaDverall grade for the course

Your instructor can use one of two methods thatl determine how your grade Wishow. Your
instructor syllabus shows what type of grading tlv@lf use. One type is sum of gradibsit uses points
The other type is weighted mean of gradbat uses percentage

Sum of Gradeswill show a percentage thancludes assignments thadre not graded You
will start off with a low percentage and build it up as assignments are graded.

Weighted Mean of Gradeswill show a percentage thatoes not included assignments
that have not been gradedit will show you what you currently have .

Messages

How to Greate a Message

1. Clickon dParticipants at the bottom of the Course Menu block.

&8 Fartici pants
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Note: A message can be sent when a user is offline or live if the participant is online.
Attachments cannot be sent using messaging. To send attachments use Midstate email.

2. Click2 y (n&f€ oftthe person with whom you want to message.

llser name / La
\ R S S—

Cynthia Olson Peoria JTIEE

5 secs

States
) . United

g Cindy Olson Feoria States 1 day 2 hours

g Kaitlin Horst Peoria, IL S o
States hours

3. / £ A O%end®ighsage.
Kaitlin Horst
Profile Forum posts Advanced Forum posis

Country: United States
City/town: Peoria, IL

Email address: kmhorst@midstate.edu

Courses: Joule Orientation, Andrew Fisher 120, Bruce

Last access: Thursday, July 7, 2011, 12:25 PR (35 days 23

hours)

Roles: midstate Instruy
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4. Typea message into thémessage texboxé. ClickéSend message 6 KSy TFTAYAaKSR®

Kaitlin Horst

i Remove contact i@ Block contact £ Messoge History

‘ / r

Version without frames and JavaScript

Note: When using Joule it is important to turn off your Pdp Blocker in the browser (examples: Internet
Explorer, Firefox, Safari, Google Chrome) that you are using. It will allow you to receive live messages whilejyou are
working in Joule. For instructions tww to turn off the PopUp Blocker look on page 3@ the guide.

Reading a Message

1. Clickon thecdenvelope icoa

Note: When you log into Joule and you have a new message it will automatically appear in a pop up box
in the lower right hand screen.
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2. Keyintotheda (0 $d&i G 2

<

NB LJ & asdshown beBw iMelaiv

Cindy Olson

$ Add contact @@ Block contact

Cindy Olson [6/06/11, 10:14]. How do you 3
solve problem 25 on page 250.

-

Type in this area to reply to the
message.|

3. ClickéSend message ¢ KSy R2Yy S
ViewingParticipants

Participants aredcated in the Course Menu Black

& Farfici pants

*Lists the participants in the courséou can click on their name to send them a message.
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Joule Orientation

Paricipants y

*Click drop down N
arrow to show only
instructor or only
students

My courses Joule102 ~ Inactive for more than Select pe

Current role All -

All participants: 3

[Accounts unused for more than 120 days are automatically unenrolled)

First name : Al AB C [ "Listswhois NOPQRSTUVWXYZ

Last name : Al AB C | SUrentvenroled o p QRSTUV WX Y2

: . United
g Cynthia Olson Peoria States 44 secs
: . United 10 days 21
B Cindy Olson Feoria States hours
B Kaitlin Horst Peoria, IL United 29 days 22
States hours

st Less detailed ~

Administration Block

Viewing and editing YouProfile

1. ClickéProfileé dzy RSNJ GKS | RYAYAAUNF GA2Y o6f 2071

Administralion
"g:i Grades

FE Profile
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How to ChangeYour Password

2. ClickéChangepassword | & & K2 gygflowd St 26 Ay

Country: United States
City/town: Peorig
Email address: cindybolson@gmail.com

Courses: Joule Orientation

Last access: Monday, August 8, 2011, 12:06 PM (2 hours 5 mins)

\ Roles: Midstate Student

Change password

3. Fillin theyellowareas as shown below, thafick6Save changés

Change password

Username cindybolson

The password must have at least 6
characters

Current Password*

New password®

New password
(again)*

There are required fields in this form marked*.
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How to Edit Your Profile

Description of Online Users Block

Note: In the Online Users Block, users are either currently online or may have been online witlastihe
five minutes.
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