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DISTANCE EDUCATION




To the Student:
Welcome to distance education at vy Tech!

We are glad that you have included distance education as part of your educational experience
at lvy Tech Community College. Whether you are enrolled in an online clasgwirey a class

via videoconference, or are enrolled in a hybrid online and-taeface course, distance

education can help provide you with the classes you need in a flexible format.

This handbook has been designed to help you navigate the distancetexiueaperience.
There are many differences between distance education and regulatdafeee education,
and this handbook will help you understand those differences.

If you are a lvy TechColumbusstudent, the Distance Education Departmeat the Columbus
Campuss the office that is responsible for helping faculty and students with distance
education. Please do not hesitate to contact our office if you need assistance or have general
guestions. You will find our contact information page 3 of this handbook.

We wish you the best in your distance education courses!

Sincerely,

Jeff Ventrano
Distance Education Coordinator
Ilvy Tech Community College&Columbus

Please note that all information in this handbook is subject to change.

Material in this version of the handbook is valid for the 282010 Session and subject to change.

Version3.0 ¢ June2009
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Introduction to Distance Education
Getting started in your distance education class can possibly be a challenging, even confusing task,

especially if it is your first time taking a course in this mannémlike taking a class fate-face on
campus, you may never meet yourtingtor in personandyou may never meet any of your
Of FaavylriSao 5AaGFyO0S SRdzOFGA2y OFy 2F0Sy aSSy fA

This guide is meant to help you navigate what you need to do to get successfully started with your

online class. This guide isesffically meant for students in th@olumbusv S 3 A 2 y ® LT @&2dzQNB
FY20KSNI NBIA2Y I @2dz2Qff FAYR a2YS ANBI G ifiatg F2NXY I GA 2
your region.

Meeting with an Advisor
If you are considering distance educatj before you register it is highly recommended that you speak

with an academic advisor. Your advisor can help you determine if a distance education course is right
for you. Your advisor may speak with you about your learning style, your personakpiedemwhen it
comes to learning, and other areas that may help determine if you are a good candidate for distance
learning. Your advisor is an important part of your educational success!

What Distance Education at Ivy Tech is NOT
Distance education hagggressed a long way since its earliest forms, where students would take

correspondence coursesa school would mail all materials to students, and students would mail
assignments and exams back when those items were completed. Students might hawehadiaso

to complete a single course. Distance education has progressed since then, from courses delivered by
radio broadcast or ongvay satellite television broadcasts. Today, classes are delivered to students
through online learning systems such dadRboard, Internet based real time videoconferencing

web castseven mixtures of online and ecampus learning.

Ivy Tech provides distance education classdslinwaysc online via Blackboard, videoconferentige
webcast) YR I & K& ofdkcRpustagdidine fiearning. Ivy Tech doesaffer

correspondence courses or other courses that allow the student to take more than a standard semester
to complete.

What iscritical for students to know about their distance education course, egyobnline courses, is
that in every course there are weeldgsignments due. Students enrolled in an online course, for
example, cannot log in to the class and start the class at any time during the term; the class begins on
the first day of the term ad students are expected to participate in the class from the beginning to the
end. Students who do not participate in the first two weeks of the class term can actuatlisopped

from the class for nomttendance!

Distance education at vy Techmist a passive experience. As a student in distance education classes,
you will be expected to engage your instructor and classmates from day one of the colose.
success in distance education classes depends on you!



Registering with Campus Connect

Campis Connecthttp://cc.ivytech.edy is the web portal for vy Tech Community ColleBegistration
with Campus Connect igquired for you to be able to access the Blackboard Learning System, your

course schedule, youmfal grades, and your Ivy Teetmail.

LT &2dz2Q@S y23G &Si NBIAAGSNBR 6A0K
http://cc.ivytech.eduto access the portal.
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Secure Access Login

User Name:

Password: esssscee

1-877-IVY-TECH (1-877-489-8324) here to make payments

A

Not an Ivy Tech student? Click here to apply.

Login Cancel t —
Ctogn ] | | V. ;T
I= this site secure? "
Need help logging in? CampusconneC[
D R T e Y Y
Logging In What can you do in Campus Connect?
First Time Users start here « Get E-mail ot R
Forgot username? | Forgot password? cRagitertond « Virtual Lib
Reset your password egister for classes irtual Library
« View Grades « Blackboard
« Pay tuition « Bookstore
Help « Student Schedule « DARS
® Frequently Asked Questions « Campus Life « Faculty Information
® Message Board for Students « Calendars « Employee Information
® Quick Guide for Campus Connect and
Financial Aid d . 5 di | e
® Step-by-step Registration Instructions Need to access your classes? Go directly to Blackboar
® Hours of Operation .
® Submit a Helpdesk Ticket or call us at Parents or others who have been granted access click

| 2yySOizx

Campus Connect offers a seérvice accounsetup. When you set up your account, you will have
access to not only your online classes, but also your vy &gddil and other online student services.
To set up your account for the first time, clickeinst Time users start hereYou will see the

Acceptable Use Policy page.
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By clicking "I AGREE" below, you agree to the following:

Access to and use of the Tvy Tech Community College of Indiana computer
resources is an educational opportunity which is a privilege extended by the
College to students, faculty, employees and other authenized users to promote the
mmizsion of the College and support the instructional and administrative activities of
the College. Computer resources are defined as including, but not limited to,
hardware, software, systems, networks, data stored, transmitted or accessed using
College commputers and college prowided access to Electromc lail (e-mail),
Intranet, Internet, Wotld Wide Web, or any other internal or external service,
server or provider. Any activity that wiclates local, state or federal law or ignores
comnen standards of honesty, privacy and decency iz a wiolation of College
policy.

Tsers of these services and facilities have access to valuable College resources, to
sensitive data and to external netwotks. Consequently, it is wnportant for all users
to behave m a responsible, ethical and legal manner. In general, appropriate use
means respecting the rights of other computer users, the integrity of the physical
facilities and all pettinent license and contractial agreements. This document
establishes more specific guidelines for the use of all college computing resources.

b

Annronmiate Comnnting Hahator

You must agree to the Acceptable Use Policy to continue setting up your account. You will then need to
fill in your student information.This information is based on the address and personal information you
submitted to theCollege on application.

After you successfully enter your personal information, you will need to set up y«
security questions. You will need to enter information for all six questions. If yo
ever forget your account information, you will need tacsassfully answer three of
six questions.

After you setup your account, Campus Connect will provide you with your username and allow you to
create your own system password. You will then have the opportunity to log in to Campus Connect.

Once you log ito Campus Connect, you will see the Campus Cortthectescreen.



>~ Campusconnectl ©

ContentiLagaut | Welcome _ = & | & 9
You are currently logged in. e-mail calendar groups | logout  help
m My Campus Student Services Academics Library Employee Services IIS June 25, 2009
Quick Links BEE | | Announcements F@EE | | Getting Help BEE
Self-Service Banner Online Student Services is now Self-Service Banner
where ta find Financial &id, Registration, Courses Service Desk website
- Check your financial aid ,
- Register far classas Join Ivy Tech on Facebook * FAQ's
- Update personal information President Shyder's remarks-I15 Recognition Event ® Training % Tutarials
- Check your grades Faculty/Staff: "ask Our Experts” \Wants You! ® Free Software
- Check your financial aid ' ' . lici
- Pay your hill FINAMCIAL AID STANDARDS OF ACADEMIC PROGRESS Palicies

- Wiew your schedule ® Contact Us

- Cherk your degres status (DARS) BookMow! for fast efficient online Book ordering!

- Faculty grading ATTENTION 2009-2010 FINAMCIAL AID APPLICANTS
- Employee pay information

Distance Learning = =

powered by Blackbonrd News BEE | | Ivy Tech Whitepages Directory SEEE
Ivy Tech News & Press Releases
Bl oniine Bookstore Seaenbymstrame ]

N Search by last name: I:l

suggestion Box @EE
Search by locaion.
ilod Do you have any ideas to help improve Search by role: Faculty (] Staf [ Student [
_ [Filedrop Campus Connect? We want to hear from Search by department: I:l
you! Dle._ase drop us a line through the -~ Soarch by tle: l:l
Suggestion Box. =

D
1] Groups

& Profile Manager

P vy Tech Alert

m Student Unix Server

Send a suggestion link

on
““L Reset your password

[
52

'?‘ Search Campus Connect

In the upper right hand corner, you will see taenail eEu icon. Clicking here withke youto your Ivy
Tech email account.You will log in using the same username and password thatiged to log in to

Campus ConnectYou should regularly check your Ivy Tecmail account as all collegeelated e-mail
will be sent to your vy Tech account!

You will see sever#dbsalong the top of the screen. To access your courses, click dbainsestab.

~"Campusconnect
Welcome B4 %

eu are currantly logged in. e-mail calendar groups

& @

logout  help

Content/Layout

m My Campus Student Services Academics Library Employee Services 1IS June 25, 2009

On the left hand siddelow theSelfService Bannechannel, pu will also see th®istance Learning
channel. If you click obistance Learning powered by BlackboardderHome or if you click o150 to
Distance Learningvebsiteunder Academcs both links will take you to th& Note About Distance
Learningpage.
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A Note about Distance Learning:

If you plan to take a test or would like to work in Distance Learning uninterrupted, we recommend
that you log out of Campus Connect after you connect to

Distance Learning

If you receive a "System Busy" message after clicking the Distance Learning link, please come back
to this page and click the link again.

To continue to Blackboard, click on tBéstance Learningink. Blackboard will open in a new browser
window. You wilheed tologin to Blackboardising the same username andgsavord you used for
Campus Connectyou can also access Blackboard directly by goihgpe://dl.ivytech.edu.

When you log in to Blackboard from Campus Connect, Campus Connect will ren
open in a separate window. Campus Conmetittime out afterseveral minutes of
non-use. When Campus Connect attempts to time out, if you choose to remain
logged in, theA Note about Distance Learnirqgage will return to the screenlf you
click theDistance Learnindink again, your Blackboard session will resmtd any

work you have done will be LOST.you do not plan on returning to Campus Conn
D after accessing Blackboard, go to the Campus Connect browser window, log out
close that window.

Your Ivy Tech E-mail Account
All lvy Tech students have ameail account that is accessible throuGampus ConnectHere are a few
things you should know about your Ivy Teemail:

e Your Ivy Tech-mailaccount is wherall official communication from the College to you will be
sent. This includes-mail from you instructors.

e vy Tech student-enail cannotbe forwarded to a differene-mailaddressnor can it be
downloaded to an amail reader such as Microsoft Outlook or Mozilla Thunderbird.

e Students are limited to 15 MB of mail storage, so mailboxes mudieb@ed out regularly to
ensure continued receipt a-mail.

¢ Email accounts that exceed 15 MB of storage willdsabledand students must contact the Ivy
Tech Statewide Helpdesk to regain access.

It isstrongly recommendedhat as a student, you use ypblvy Teche-mailto communicate with your
instructor or other college staff.Your instructor is undemo obligationto sende-mailto you at any
address other than your vy Teehmail address.

YOU ARE RESPONSIBLE FOR CHECKING YOURBWMIMEINHAREGULAR BASIS.
If you do not check your lvy Teelmailon a regular basis (at least once per day), you may miss
important information from your instructor(s) or the College.




Blackboard https:/dl.ivytech.edu
Blaclkoard (also calle®istance Learning Powered by Blackbo#the online learning system used by

Ivy Tech Community College. All coursegluding oncampus courses have a course site on
Blackboard. It is important that you as a student enrolledardistance education course learn how to
use the Blackboard system.

After you have accessed Blackboard via Campus Connect, you will 9é thstitution page for
Blackboard.In this section, each Blackboard tab will be explained. You may need ts acoes of the
other tabs in the upper righhand corner of the Blackboard site to access information.

A Note about Browsers:

Most web browsers (such as Internet ExplofeMozilla Firefox, Safaand Operg

will work effectively with Blackboard. oiever, web browsers supplied by your
Internet Service Provider, such as the browser that comes with AOL, do not fully
with Blackboard. In addition, depending on the operating system you are using,
may need to use a specific browser to help eesBltackboard will work.

Users oMicrosoft Windows XBhould use Mozilla Firefox or Internet Explorer 7.
Owners of computers runninglicrosoft Vistashould use Internet Explorer 7.

Mac users should use the Mozilla Firefox or Apple Safari browser.

Usess of Linux should use Mozilla Firefox.

Ivy Tech Community Colleg; Columbus


https://dl.ivytech.edu/

