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WELCOME TO
SOUTHEAST
ONLINE

My name is Chelsea. | am the director of Southeast Online. Southeast Online is the online
degree programs office at Southeast Missouri State University. Having worked with students,
and taken online courses myself, | understand the challenges online learning can present.

The Southeast Online team and | have created this guidebook for you to use as a resource
when completing an online course.

IN THIS BOOK, WE’LL HELP YOU

GET PREPARED UNDERSTAND ENSURE UNDERSTAND
WHAT A THAT ONLINE
FOR THE FIRST THE
LEARNING LEARNING IS A
DAY OF YOUR RESOURCES
ONLINE CLASS MANAGEMENT GOOD FIT FOR AVAILABLE
SYSTEM IS YOU
We hope this guidebook helps you in your online courses.
Please don't hesitate to contact us if you have any questions.
WE WISH YOU EVERY SUCCESS
IN YOUR COURSE WORK!
Cide Coctl —

(573) 651-2766
southeastonline@semo.edu

CHELSEA CAILE / DIRECTOR OF SOUTHEAST ONLINE



EARLIER VERSIONS OF THIS GUIDEBOOK STARTED WITH THE SENTENCE, “AN ONLINE
COURSE IS A CLASS TAUGHT VIA THE WORLD WIDE WEB.”

WE LAUGH AT THAT NOW BECAUSE ALMOST EVERYONE KNOWS ABOUT THE
INTERNET. STILL, WE THINK THERE ARE SOME BASIC PRINCIPLES OF ONLINE LEARNING
THAT ARE WORTH SHARING.

/ Most fully online programs don’t require you to come to campus.
/ Students can complete their degree entirely online from anywhere in the world.

SCHEDULING AND PACING

Online courses at Southeast are not self-paced
courses. Our online courses have material and
assignments given at least once a week.

ASYNCHRONOUS

Online courses at Southeast are asynchronous.
Students are given timeframes or deadlines for when
work must be completed. However, discussions,
lectures and reading materials can be accessed prior
to those deadlines.

COMPARED TO F2F CLASSES

Southeast Online’s courses are the same courses
that are taught in the face-to-face (F2F) classroom.
For the most part, the content, materials, and the
professors are the same as you would encounter in
a F2F class.

BE ORGANIZED AND TIMELY

Online courses are time intensive. Plan on spending as
much time in your online course as you would spend
sitting in a classroom, listening to a lecture, and doing
your homework outside of the classroom.

BLENDED (HYBRID/MIXED MODE)
COURSES

Hyflex courses offer 3 different modes of attending
class. You can be completely asynchronous online,
synchronous (with zoom lectures), or in-class
instruction. Students enrolled in a Byflex course
will have different options to attend online and
synchronously at the same time. This way you will
have many options flexible for your convenience.

If Hyflex and Byflex are still confusing to you, your
advisor will happily answer any other questions you
have about it.



IS ONLINE LEARNING
» o U2

IN A TRADITIONAL COURSE, YOU ATTEND CLASS AT A SPECIFIC TIME. THE
INSTRUCTOR FACILITATES YOUR LEARNING BY LECTURING, LEADING DISCUSSIONS,
GIVING SLIDESHOW PRESENTATIONS, ETC. THE INSTRUCTOR IS IN CHARGE OF THE
PACE AND TIMING. IN AN ONLINE COURSE, YOU, AS A STUDENT, TAKE A MORE ACTIVE

ROLE IN YOUR LEARNING. THIS LEVEL OF RESPONSIBILITY FOR YOUR LEARNING WILL
REQUIRE YOU TO BE MOTIVATED, ORGANIZED, AND HAVE A ROUTINE IN PLACE FOR
COMPLETING YOUR COURSE WORK.

Before enrolling in an online course, consider your time commitments. For a 16-week course,
plan to spend, on average, 9 hours per week on course work. Shorter courses, 4-, 6-, or 8-week
sessions, are condensed and require more of a time commitment. In essence, one day in a
4-week summer course will cover the same material as one week of a 16-week course. Also,
some courses, like math, may require even more time commitments.

ONLINE COURSES CAN BE MUCH EASIER FOR YOU IF YOU HAVE
/ Regular access to a computer and an internet connection
/ The ability to type quickly and accurately

/ A good understanding of the resources available to you. Check the
RESOURCE INDEX in this book for sites that can help with these items.




THE LEARNING MANAGEMENT SYSTEM (LMS) IS THE SOFTWARE THAT DELIVERS YOUR

ONLINE COURSE. AT SOUTHEAST MISSOURI STATE UNIVERSITY, WE UTITLIZE
CANVAS AS OUR LMS.

To see how CANVAS works here at Southeast, visit the Canvas for students page for
guides and a link to the demo course.
semo.instructure.com




COMMUNICATING

ONE MAJOR DIFFERENCE BETWEEN ONLINE COURSES AND THE TRADITIONAL
CLASSROOM SETTING IS THAT IN AN ONLINE COURSE, MOST DISCUSSIONS ARE IN A

WRITTEN FORMAT.

WRITING YOUR THOUGHTS DOWN CAN HELP YOU ORGANIZE WHAT YOU WANT TO
SAY BEFORE YOU POST. THIS FORMAT ALSO ALLOWS OTHERS TIME TO RESPOND.

NETIQUETTE

/ Be polite and respectful. It is sometimes tempting to say things you wouldn't say in person because online is
more anonymous, but remember, there are real people reading and responding to your messages.

/ Be tolerant of others views. Keep in mind that you will encounter views and backgrounds that are different
from your own.

/ Be careful when using sarcasm or humor. Without seeing facial expressions or hearing the tone of your voice,
people may take your humor in ways that were not intended.

/ Double check to whom you are sending an email. It can be embarrassing when an email that you meant for
one person ends up being read by others.

/ Using all capital letters in email is the equivalent to SHOUTING. Avoid it whenever possible.

/ Use a meaningful subject line so your readers will have a clear idea of what your message contains.




CONTACTI

NG YOUR

IT IS IMPORTANT TO KNOW HOW TO CONTACT YOUR INSTRUCTOR. YOUR INSTRUCTOR
SHOULD PROVIDE THEIR CONTACT INFORMATION IN YOUR COURSE SYLLABUS. MAKE

SURE YOU TAKE NOTE OF ANY PREFERENCES THEY SPECIFY.

Email is your connection to your instructor. It is important to
maintain open communication and to check your student email
frequently. When contacting your instructor, always use your
student email account. Be sure to include your name, course,
section, and student ID number when emailing an instructor or
staff member. Always proofread before sending an email and
remember to be polite and respectful.

WE ALL NEED HELP SOMETIMES, SO DON'T BE AFRAID TO ASK FOR HELP. THE

RESOURCE INDEX IN THIS GUIDE PROVIDES LINKS TO MANY HELPFUL RESOURCES.
HERE ARE A FEW THAT WE'D LIKE TO DISCUSS IN DETAIL.

ADVICE

Your advisor and faculty on campus are great
resources for you. They can help you choose the
best major for you and schedule classes within that
major. Advisors can also help direct you to resources
that will benefit you.

You can also use fellow classmates for advice. Your
online course should allow for forum discussions
where you can share ideas with other students and
get feedback.

COMPLETING COURSE WORK AND
ASSIGNMENTS

If you are struggling with completing your course
work or specific assignments, contact your professor.
If applicable, you may also want to contact the
Learning Assistance Programs office. If you believe
you might qualify for their services, it would also be
beneficial for you to contact the Office of Disability
Services.

MANY RECEIVE ADVICE,
ONLY THE WISE PROFIT BY IT.

—PUBLILIUS SYRUS




THE HELP DESK SHOULD BE ABLE TO ASSIST WITH GENERAL COMPUTER QUESTIONS,
EMAIL, AND BASIC QUESTIONS REGARDING ONLINE COURSES. (WE RECOMMEND YOU
FIRST CONTACT YOUR PROFESSOR FOR HELP REGARDING YOUR ONLINE CLASS.)

Other people and places we recommend you
familiarize yourself with:

. ‘ IT HELP DESK
/ g‘g#\(jiiré‘glzmanmal / TextbF)ok Rer'1ta| (573) 651-4357
/ Library / IF_)(resngrr]gr:rg]gSAs&stanoe helpdesk@semo.edu
edu/it/helpdesk
/ Military and Veteran / Testing Services semo.edu/it/helpdes
Serv.lces / Writing Center
/ Registrar / Counseling Services

/ University Bookstore

SETTING YOURSELF UP

A

CREATE A LEARNING ENVIRONMENT
TO HELP WITH YOUR ROUTINE, WE RECOMMEND YOU DESIGNATE A SPECIFIC AREA IN
YOUR APARTMENT, DORM, HOME OR SOMEWHERE ON CAMPUS WHERE YOU CAN GO

TO COMPLETE COURSE WORK. WE RECOMMEND THE AREA BE FREE OF NOISE, VISUAL
DISTRACTIONS AND ELECTRONICS.



YOU WON'T HAVE REQUIRED TIME TO MEET EACH WEEK, SO IT IS IMPORTANT THAT

YOU DESIGNATE TIME TO COMPLETE COURSE WORK. WE RECOMMEND YOU BLOCK
OUT AT LEAST 9 HOURS PER WEEK FOR A 16-WEEK COURSE.

BE STUDIOUS

To make the most out of your online experience and to be successful in your courses, we recommend that you:
/ Check your email frequently

/ Log into your course every day

/ Keep in contact with your instructor

/ Allow a reasonable amount of time for instructor responses (minimum of 24 business hours)

/ Interact with your classmates as much as possible

/ Contact the instructor for help if you have trouble understanding a unit of study

/ Apply what you learn

USE THIS LIST OF RESOURCES TO ENHANCE YOUR ONLINE LEARNING EXPERIENCE.

/ 150 Resources to Help You Write Better, Faster and [ Microsoft Office Guides
More Persuasively

/ Canvas Demo Course
/ Improve Typing Skills and Speed

/ Canvas Tutorials and Tips
[/ Study Guides and Strategies

/ Reading Comprehension Lessons / Online Tutorial for Citing Your Sources

/ How to Study / Computer Basics
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TAKING ONLINE CLASSES MEANS IT'S UP TO YOU TO PUT IN THE TIME TO BE
SUCCESSFUL, BUT WITH THESE HELPFUL TIPS, YOU'RE SURE TO MEET YOUR GOALS.

/ Read the entire course syllabus. The syllabus contains the course description, objectives, requirements,
assignments, and instructor contact information.

/ Keep up with your course. Online courses are time consuming, and it is up to you to keep up with the course
work. Letting your course work pile up can leave you with an overwhelming task and added stress.

/ Keep in touch with your instructor. If you do not understand an assignment, have problems downloading
information, or have problems taking a quiz or test, contact your instructor immediately.

/ Schedule regular study periods. If you don't set aside a specific time each day to work on your online course,
you are more likely to fall behind. It is better to study more often for shorter periods of time, than to try
and cram a lot of information in during long study sessions. Decide what your best time of day is (morning,
afternoon, late night) and try to schedule your study time accordingly. You'll accomplish more if you are awake
and alert.

/ Learn about library resources. Kent Library has a wealth of electronic resources available. Make yourself
familiar with the library subscription databases and electronic books available to online students.

/ See Help and Information for Distance Students from Kent Library ( ) for
details.
/ Take advantage of our library’s online tutorial, Searchpath, ( ) to build your

information skills.

/ Check out and

1l



STUDENT CODE OF

ALL ONLINE STUDENTS ARE REQUIRED TO ABIDE BY THE STUDENT CODE OF CONDUCT.
THE STUDENT CODE OF CONDUCT CONTAINS INFORMATION ON PLAGIARISM,

ACADEMIC HONESTY, CIVIL POLICIES, AND THE STUDENT JUDICIAL AFFAIRS PROCESS.
YOU CAN FIND SOUTHEAST MISSOURI STATE'S STUDENT CODE OF CONDUCT AT
SEMO.EDU/CONDUCTCODE.

According to Stephen Wilhoit, author of “Helping Students Avoid Plagiarism,” each of the following
activities constitutes an instance of plagiarism:

/ Submitting a paper purchased from a research service or term paper mill

/ Submitting another student’s work with or without that student’s
knowledge

/ Submitting a paper written by a peer

/ Copying a paper from a source text without proper
acknowledgement

/ Copying materials from a source text, supplying proper
documentation, but leaving out quotation marks

/ Paraphrasing or summarizing materials from a
source without appropriate citation

/ Turning in one paper for two or more classes

without the express permission of all the
instructors involved

Southeast Missouri State University’s Kent Library provides useful resources, including a style guide for citing
your sources, at

View Southeast’s online tutorial for citing your sources at
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GLOSSARY OF TERMS

ACADEMIC ADVISOR

provides academic counseling and registration information and refers students to resources on campus

BLENDED CLASS

a course offered with both online and face-to-face components

BROWSER

an application used to view websites (examples - Internet Explorer, Google Chrome, Mozillla Firefox, Safari)

CAREER SERVICES

office which assists students and alumni with major and career exploration, internships, career planning, and graduate
school preparation

DEGREE AUDIT

allows you to keep track of the classes in progress, already taken, and still needed

DISCUSSION BOARD/FORUM

located on your course page, this is where class discussions take place

DROPBOX

located on your course page, this is where you can submit class homework

LEARNING MANAGEMENT SYSTEM (LMS)

the application’s website that allows students to access online courses

PRIORITY REGISTRATION DATE

date of registration, dependent on amount of hours completed

SYLLABUS

guide to the course and what to expect from the course, typically includes policies, assignments, learning outcomes, and

information on how to contact your instructor

TRANSCRIPT

formal record of all courses taken and all transferred courses

UNSATISFACTORY ACADEMIC PROGRESS

failure to complete enough course work to satisfy financial aid requirements
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WE RECOMMEND YOU COMPLETE THIS CHECKLIST APPROXIMATELY 2 WEEKS BEFORE
YOUR COURSE STARTS.

VIEW YOUR SCHEDULE AND CLASS LISTINGS

KNOW HOW TO CONTACT YOUR INSTRUCTORS

MEET THE TECHNICAL REQUIREMENTS

AND SPECIFIC REQUIREMENTS FOR YOUR
INDIVIDUAL ONLINE CLASSES l : I

CONTACT THE OFFICE OF DISABILITY SERVICES
TO COMPLETE THE REGISTRATION PROCESS

IF YOU ARE A STUDENT WITH A DISABILITY
SEEKING ACADEMIC ACCOMMODATIONS

REQUEST THAT YOUR TEXTBOOKS ARE
SHIPPED OR MAKE A PLAN TO PICK THEM UP

DETERMINE THE BEST TIME TO WORK ON YOUR
CLASSES EACH DAY

MAKE SURE ALL CHARGES ARE PAID OR A
PAYMENT PLAN HAS BEEN SETUP

VIEW STUDENT DEGREE AUDIT TO SEE DEGREE
REQUIREMENTS ON THE STUDENT PORTAL




NOTES

SOUTHEAST ONLINE
I

Kent Library 305
(573) 651-2766 / online.semo.edu
southeastonline@semo.edu
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