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What is Online Learning?

Welcome to online learning at Century College! Online learning (also known as eLearning) is the
delivery of a learning, training, or education program by electronic means. Online courses at
Century are interactive, delivering an engaging online learning experience between instructors
and students. This Online Learning Guide will help prepare you for your academic journey ahead.

Online courses at Century College may be delivered in one of four different ways:

1.

Online-Completely Online With No “Synchronous” Components
This is the most common type of online class. All of the instruction is delivered online
without any required meetings on campus.

Online — Completely Online With “Synchronous” Components

These courses will have specific times that students must meet online. The registration
notes will specify the times or the instructor will inform you. Often more than one option is
offered.

Predominantly Online Course

These courses are predominately online but may have one or two required meetings on
campus and/or may have students take proctored exams with someone supervising. The
meetings or exams may not necessarily have to be at Century. *

Blended Hybrid Course

These course sections are partially online and are also called Blended Online and
Campus-Based. A significant portion of the course is delivered using the internet. The
course does have scheduled times that it meets on campus as well. The registration
notes will list the days/times the course meets on campus.

* If your course requires proctored exams you will be able to take them at Century College for no additional cost. If you are looking
for other test proctoring sites, Minnesota Online provides a list. Fees may be incurred if you request proctoring at a different site
other than Century College.
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Is Online Learning Right for Me?

Many students today are enrolling in online courses
as an alternative to classroom based learning. The
reasons for choosing online learning vary, but some
of the more popular reasons include its flexibility
and easy scheduling into busy lifestyles, the
learning opportunity it provides for people who live
great distances from the college, and the comfort of
learning in your own home or favorite coffee shop.

At Century College online learning is accomplished through the use of a software program called
Desire2Learn (D2L). Online learning is computer intensive and students enrolled in online
courses at Century must be prepared to spend many hours each week on a computer completing
their assignments and contributing to online class discussions. Computer labs are available on
both East and West campuses for student use. On average students should expect to spend
three hours on a computer each week for every one online credit they are completing.
Therefore, if a student is enrolled in a 3 credit online course, then the student should expect to
invest up to 9 hours of computer time per week in that course.

SmarterMeasure Self-Assessment

Not sure if online learning is right for you? Take the SmarterMeasure self-assessment at
http://century.smartermeasure.com. The self-assessment is free and takes approximately 30 - 40
minutes to complete. This assessment is designed to help you decide if online learning matches

your learning style. If you have doubts, you may want to contact the instructor or a counselor.
You may also want to consider enrolling in a section with a more traditional delivery format. Use
the following login information to access SmarterMeasure.

Username - centurystudent
Password - century

Things to do before your class begins

1. Take the SmarterMeasure, online self-assessment quiz at
http://century.smartermeasure.com.

2. Take the Distance Learning Quiz from Minnesota Online

3. Checkall computer requirements for the course(s) you have registered for, including
any computer requirements set by your instructor.

4. Go to the Century College Demo Course and see what online learning is all about.
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a. Goto https://century.ims.mnscu.edu/

b. Login with the username of ccdemo and a password of ccdemo

c. Click on Online in 1-2-3
5. Trylogging in to D2L.

6. Attend a lab session on D2L at Century College. Room E1733 is a computer lab located on
the East campus of Century College while W3130 and W3140 are computer labs located on

the West campus.

7 ¢ 7:30AM 8¢ 8:30AM 11¢ 11:30AM 2¢2:30PM 5¢5:30PM 8¢ 8:30PM

Mon. 5/21/2012 E1733 E1733 E1733 E1733 E1733 E1733
Tue. 5/22/2012 W3130 W3130 W3140 W3130 W3130 W3130
Wed. 5/23/2012 E1733 E1733 E1733 E1733 E1733 E1733
Thu. 5/24/2012 W3130 W3130 W3140 W3130 W3130 W3130
Fri. 5/25/2012 E1733 E1733 E1733 E1733 --- ---

Tue.5/29/2012 W3130 W3130 W3140 W3130 W3130 W3130
Wed. 5/30/2012 E1733 E1733 E1733 E1733 E1733 E1733
Thu. 5/31/2012 W3130 W3130 W3140 W3130 W3130 W3130
Fri. 6/1/2012 E1733 E1733 E1733 E1733 --- -

Room E1733 is a computer lab located on the first floor of the Century College east campus.
Rooms W3130 and W3140 are computer labs located on the third floor of the Century College west campus.

D2L Orientation

All courses at Century College use Desire2Learn (D2L)
as their course management system. D2L is a web-
based learning program designed to provide students
with a user-friendly environment, allowing you to focus
on your learning experience and not some complicated
technology.

Remember, the requirements and expectations for
online course work are identical to those for traditional
classroom courses. The time that you would have
invested in traditional classroom time will instead be

spent in online forum discussions and activities, and you
will need to complete readings, assignments and exams

in a timely manner just as in a traditional course. Online courses can be more convenient than

traditional courses, but they are equally challenging. Before you can access your online courses

you should have completed the following:
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Your D2L Account

Your D2L account is set up for you after you are accepted by the college as a student AND you
have registered for a course. If you have recently enrolled or registered, you may not be able to
access your account yet. New students are given D2L account access approximately 20 days
prior to the first day of class. If you are having trouble logging in to D2L, try using the Forgot
Password? link located on the Login page. If you've activated your MyCentury account, your login
information will be sent to your MyCentury student email box.

As a returning student, you will be able to login to your Desire2Learn account about 25 days
prior to the start of a semester, but you will not be given access to a course until the first day of
the semester or the first day of the course.

How to login to Desire2Learn
There are two ways to access D2L through any web browser.

U Usethe Century portal located at https://portal.century.edu/Pages/Default.aspx. Once there,
click on the menu item “Desire2Learn” located on the left side of the page.
or

U Usethe Century D2L login screen at https://century.ims.mnscu.edu
Once you have reached a login screen, do the following:

1. Enter your Username = 8-digit Student ID Number (including the leading zeros)
2. Enter your Password
9 Your birth date in the format YYMMDD (e.g. July 4, 1976 is 760704)
or
9 The last six digits of your social security number
or
9 The last four digits of your social security number
or
1 A self-generated password you created

Navigating the D2L My Home Page

After you have logged in, you will see your My Home page. Take some time and look around.
In most cases, the first day of class will be the first time you will be able to access your
courses through My Century College Courses link.

Prior to being able to access your courses, you can review some of the other customizable
options that are available, like setting up your pager, choosing a different text size and face,
changing your password, or creating a homepage and profile. Make sure you check out the FAQs
and Help sections for information that you don't find covered in this orientation.
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Accessing Your Course

If you think you should have a course listed and do not see it, make sure that you've clicked on
the double-arrow icon to the right of the Semester and Department headings. This will expand
the information to display your course(s).

My Courses B

Self Registration Courses
1) Locate your semester, and click the double-arrow
icon to the right of it to expand it. Do the same with
No Semester your course's Dept...

»

[20121 - SUMMER 2011}

TEST a

[o Demo Course | <a— 2) ...this will display your course(s). Click on the biue hyperlink
—_ - name of the course to enter. If it is listed, but is not a clickable
link, this simply indicates that the course has not yet started.

Once you have entered your course, you will see the Course Home page. Instructors will have
their own unique homepages, but each course will have a similar look and navigation. At the top
of the screen, you will see a navigation bar (NavBar). This bar contains links to important tools
that you will need to interact with your instructor and classmates such as Discussions, Dropbox,
Email and Classlist. It also contains links to any course documents or information such as
Content, Quizzes and Grades. Each course may employ one, some or all of these tools - your
instructor will let you know which ones you will be using.

The course NavBar will remain visible at the top of the screen until you navigate outside of your
course. If you want to return to the course homepage, use the Course Home link in the lower-left
corner of the NavBar. To return to the Century D2L homepage, use the My Home link in the upper-
left corner of the NavBar.

CH%IH;'?{ My Home | Email | Locker | Classlist | Discussions | u

Returns to the main D2L Login Page

i-m eturns to the main course homepa |
— R page | |

Course Home | Grades | Content | Quizzes | Dropbox

Learn and Experience D2L
If you would like to learn how to use D2L then review the Things to do Before Your Class Begins
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section of this document (in particular, see numbers 4 and 6).
Below is a sample of some of the functions you can expect to use within D2L.

Email —You can access your classmate’s email addresses though the Classlist page in D2L. From
here you can email them directly without leaving the learning environment.

Content —The content area of D2L is the place where your instructor will place documents and
learning modules for you to access, review and complete. Whenever you are looking for course
materials, look on the D2L content page.

Discussions — The D2L discussions area is where you will interact with your instructor and
classmates in a web forum setting. You will have the ability to create new topics or threads,
respond to others, and insert different kinds of multimedia to enrich your learning and the
learning of others.

Grades — The grades section of D2L provides you direct access to feedback and grades on
assignments and quizzes you complete. Only you and your instructor will have access to your
grades, keeping the feedback you receive from your instructor confidential.

Quizzes — As an online learner you will take all of your exams and quizzes online in the quizzes
section of D2L.

Computer Requirements

D2L System and Software Requirements

Students taking online courses are expected to have an understanding of Internet basics.
You will be navigating and searching the Internet and interacting with others in your class
using web-based tools.

Many courses require you to upload files or send email attachments of your work. Your instructor
may need your work to be in a specific format which would require you to either purchase certain
software or find a public computer with that software already installed on it (like a school
computer lab or library). Additionally, your instructor may have created some assignments in
specific formats, like Microsoft Word, Excel, PowerPoint, or Adobe Acrobat. You will not be able
to read these documents without the appropriate software on your computer or program (plug-in)
on your browser. It is often a good idea to email your instructor before class begins to find out if
the course has any special computer requirements.

Visit the Free Software Downloads section of this document for links to software programs that
are commonly needed for use in courses at Century.
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Check Your Computer System

Minimum Requirements

Recommended

Browser Mozilla Firefox 3.5 or higher Mozilla Firefox 3.6
(Windows) Internet Explorer 7 or higher Internet Explorer 8

Google Chrome (all versions) Google Chrome (latest version)
Browser Mozilla Firefox 3.5 or higher Mozilla Firefox 3.5 or higher
(Mac) Apple Safari 3.1 or higher Apple Safari (latest version)

Mobile Web Browser

i0S3 (Safari) or higher
Android 1.5 or higher
Blackberry 6

i0S (Safari) (latest version)
Android 2.1
Blackberry (latest version)

Operating Windows 98, 98SE, ME, 2000, Windows 2003, XP Service
System 2003, XP, Vista, Windows 7 Pack 2
Video SVGA monitor R_esolution of 1024x768 or
** set at a minimum resolution higher
of 800 x 600 **
Internet 56K modem with Internet 56k modem or DSL or Cable
Speed access
Java Script Enabled Enabled
Cookies Enabled Enabled

D2L System Check

Use the link below to perform a System Check on your computer. This check is designed to
ensure your computer system is properly configured for our D2L web courses. It verifies that
your browser version, browser settings and display settings on your computer are compatible

with D2L.

D2L System Check
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Desire2Learn (D2L) FAQs

What is Desire2Learn (D2L)?

Desire2Learn is the online course management tool chosen by
Minnesota State Colleges and Universities (MnSCU).

What do | do if | forgot my
Username & Password?

Your Username is your 8 digit Student ID number that Century
assigned to you and is on your Student ID card. To retrieve your
password, use the Forgot Password? link on the D2L login page
(https://century.ims.mnscu.edu)

Why can't | see my Courses
listed?

Unless your instructor has opened your course early, access to
courses is available on the first scheduled day of the class.
When you first login to D2L, you may not see any courses listed
under My Century College Courses. Click the double arrow
chevron to the right of the semester to expand the semester and
department information as shown in the upper image on page 6
of this guide.

What do | do if | get
disconnected while I'm taking
a quiz?

Go back into your course's quiz page and you should see an
asterisk next to the quiz you were taking. That tells you that you
have a quiz attempt in progress. Go into the quiz and click on
Continue Quiz. Any questions that you answered and saved will
still be saved.

Why can't my instructor open
my paper?

You may be using a word processing program that your
instructor doesn't have. If you are having problems with others
being able to open your documents, save your files as a Rich
Text Format or Plain Text. Most word processing programs,
including Microsoft Word, can open files of that type.

How do | play sound or video
files?

To play an audio or video file, you must have the appropriate
media player. If you have the media player installed and the file
still won't open, right click on the link and save the file to your
desktop. Then open the media player and open the file.

Why can't | open up last
semester's class?

All classes end at midnight of the last day of the semester. The
classes close to students unless the instructor has arranged
otherwise.

How do | get into the class if |
register late?

If you registered for a class after the first day of the class, your
information should automatically show up in the classlist within
24 hours. If it does not, please contact the Century Student
Helpdesk.
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Online Learning Tips

Tips for Achieving Academic Success

Be proactive about your technical training
When you enroll for an online course you are
indicating to your instructor that you have the
technical abilities necessary for online learning. It
is your responsibility to know how to use your
computer and the internet, and you must be able
to troubleshoot technical difficulties on your own.
If you are uncertain of your technical abilities, take
the SmarterMeasure Assessment at
http://century.smartermeasure.com to get a better idea. In the meantime, some questions you
might ask yourself are: Do | know how to use email? Have | ever downloaded or uploaded a
document? Can | use a search engine efficiently? These are just a few questions that you should
ask yourself prior to taking an online course. You may also want to check out your local
community education catalog or Century'sContinuing Education and Customized Training for
training opportunities.

Be mindful of course flexibility regarding due dates and participation

Online courses are flexible in the sense that you can work them in around your busy schedule;
however, this does not mean that you can set your own schedule entirely. Assignments will have
due dates and you will be expected to participate in discussions and projects early and often. Be
prepared to login and participate in D2L discussions at the end of a long work day or when you
are on a two week vacation in Florida. Just as in a traditional classroom course, you have a
responsibility to show up, and you must attain permission from your instructor if you will be
absent.

Stay on pace with the rest of the class

Procrastinators will struggle in online courses. Often times an instructor may not know how far
behind you are or that you are not grasping certain course concepts until it is too late. Make sure
you are up-to-date on your assignments and that you are consistently participating in class
discussions. Good communication is important! By participating regularly in discussions you will
learn to master course concepts and let your instructor know that you are keeping up.

Expect a challenging yet fulfilling learning experience

The first day you login to your online course you will likely find a content section full of learning
modules and lessons. You will also find a course syllabus. This syllabus will detail all the course
expectations, and expect to begin reading and interacting with your classmates the first week of
class. Projects and exams will be challenging and discussions will be thought provoking. Expect
to work hard and take pride in your work. If you do, you will certainly be in for a fulfilling learning
experience.
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Technology Tips

As an online student you will likely encounter some technological difficulties during your learning
experience. You are encouraged to review Century’s Student Technology Information page and
Guide to Technology for New Students for more tips and information on how to address
technological problems. To minimize the number of difficulties you encounter along the way,
there are some basic tools that you can download for free and install on your computer to help

ug g etting y a - a f r o swe te g y
ug rea your chance e yr in

http://www.microsoft.com/windows/IE/community/columns/bugbusting.mspx.

scree
f ey vya a af ctyou course 0
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