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New to ECTC &
KCTCS?

Step 1: Apply Online

http://www.elizabethtown.kctcs.edu/Admissions.aspx

Step 2: Respond to
Admissions Office letter to com-
plete your file and become regis-

tration ready

Step 3: Complete the KCTCS

Orientation

http://www.kctes.edu/Students/LearnByTerm/
Orientation.aspx

Step 4: Contact the Distance

Learning Student Counselors
el-dl-advising@kctcs.edu

Helpful Basic Websites:

http://www.elizabethtown.kctes.edu/ Academics/
Distance Iearning.aspx

http://www.kctes.edu/Students/LearnByTerm.aspx
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Important Points About Distance Learning

= Distance Learning includes online learning and interactive video courses. This guide will focus
on the online portion known as KCTCS Online: Learn by Term.

= Online learning requires you to be familiar with at least the Internet and email, and many clas-
ses require that you have basic knowledge and access to Microsoft Word or other software.

= Online classes are not the “easy” alternative. For many students, they’re more difficult than
standard classes because of the electronic interface (as opposed to an in-person class).

= TFollow the academic calendar listed in your instructor’s syllabus (start, end, drop, etc. dates) or
click on the calendar icon next to the class in your self-service. Dates could be different per class.

= All Army, Army Reserve and Army National Guard using Tuition Assistance are required to
enroll through GoArmyEd. For more information contact Mary Ann Flowers at (270) 706-8855,

maryann.flowers@kctcs.edu.

= If youre anticipating financial aid to finance your classes, contact that office at (270) 706-8802
before adding or dropping classes.

= Go here: http://www.elizabethtown.kctes.edu/Costs _and Aid.aspx to find out more about
tinancial aid.

= Traditional “Online and Open to all Students” online courses require books to be ordered
from http://ketes.bncollege.com. Select “KCTCS Distance Learning” from the drop down menu
of bookstores, then click Textbooks in the menu bar.

= If youre in need of academic accommodations due to a disability, contact Mr. Noel Helm at
(270) 706-8455, nhelm0002(@kctcs.edu.

= If the class requires “Proctored Exams,” you
are responsible for scheduling testing at a recog-
nized site. To schedule an exam at ECTC, con-
tact sharon.hays@kctcs.edu. Or one of the other
approved proctoring locations: http://
www.kctes.edu/Students/TearnByTerm/

Proctor Exams.aspx

=If the class requires a “third party” website,
Pearson Learning, Aplia, etc. your instructor or
that website’s helpdesk will be your only place to
get assistance.
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ECTC in partnership with KCTCS Offers the

Following Programs Online
(For more information: http://kctcs.edu/learnbyterm & http://kctcs.edu/en/
Students/Programs_and_Catalog.aspx)

Associate in Arts
Associate in Science

Associate in Applied Science
Business Studies

® Business Administration Systems
0 Accounting Track
0 Management Track
¢ Human Resource Management Track
0  Real Estate Management Track
e Medical Information Technology
O Electronic Medical Records Track
0 Medical Coding Track
O Medical Transcription Track
e  Office Systems Technology
O Administrative Track

Computer and Information Technology

e Internet Technologies Track (Web Programming & Web
Administration Specializations available)

e Network Administration Track (Microsoft & Cisco
[Exploration or Discovery] Specializations available)

e Network Technologies Track

e Programming Track (Software or Information Systems Spe-
cializations available)

Criminal Justice

e  Corrections Track

e  Criminal Justice Track

e Law Enforcement Track

e  Security and Loss Prevention Track

Quality Management Systems

Diplomas

Business Studies

e  Business Administration Systems
0 Small Business Management
¢ Organizational Leadership

® Medical Information Technology
O Medical Administrative Assistant
O Medical Records Specialist
e  Office Systems Technology
O Administrative Assistant
O Financial Assistant
O Office Assistant

Computer Aided Drafting & Design

Certificates

Business Studies
® Business Administration Systems
All certificates are online

e Medical Information Technology
0 Medical Unit Coordinator
O Hospital Admissions Specialist
O Medical Receptionist

e  Office Systems Technology
O Data Entry Operator
O Integrated Office Skills
O Receptionist

Computer Aided Drafting & Design
e  Computer Assisted Drafter

e  Detailer

e  Drafter Assistant

Computer and Information Technology
° A+

e CISCO Networking Associate

e CISCO Networking Enhanced

e CIT Fundamentals

e  Computer Tech Basic

e  Computer Technician

e Microsoft Enterprise Administrator
e Microsoft Network Administrator

e Network Technologies Specialist
e Productivity Software Specialist

e  Security+

e Web Programming

e Web Administration

Human Services
e  Direct Support Work

Interdisciplinary Early Childhood Education
e  Kentucky Child Care Provider

Nursing
e Medicaid Nurse Aide (Part of Practical Nursing)
e Advanced Nursing Assistant

Quality Management Systems
Quality Leader

Quality Monitor

Quality Specialist |

Quality Support
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Services Available to Distance Learning Students

Free Tutoring Services in the Learning Lab: http://www.elizabethtown.kctes.edu/en/Student Life/

Student Services/l.earning Tab.aspx

Orientations (mandatory for all new students to ECTC)

= KCTCS Online Orientation: http://www.kctcs.edu/Students/LearnByTerm/Orientation.aspx

= SOLO online ECTC otientation: http://apps.clizabethtown.kctes.edu/solo/

Communication/Advising
= 24/7 Helpdesk available for Blackboard Issues: 866-590-923

Distance Learning Student Counselor: el-dl-advising@kctes.edu

=
= KCTCS Student Catalog: http://www.kctes.edu/Students /Programs and Catalog.aspx
=

Program Checklists: http://apps.elizabethtown.kctcs.edu/advisors/pathways/pathways.cfm?
path=Degree

Common Course Management System

= All KCTCS Online courses are started in Blackboard: http://elearning.kctcs.edu

Online Library Resoutces: http://www.elizabethtown.kctes.edu/Academics/Library.aspx & http://
www.kyvl.org/

Convenience/User-friendly
= Rolling Enrollment (the only deadline is once the class starts)
= Online class enrollment for current students

= Necessary forms available online: http://www.clizabethtown.kctes.edu/About Us/
Offices and Departments/Records Office.aspx & http://www.elizabethtown.kctes.edu/

Admissions/Forms.aspx

= Online Payment options through Peoplesoft Student Account

Fully Operational Bookstore Online: http://kctes.bncollege.com/

Financial Aid: http://

www.elizabethtown.kctes.edu/Costs and Aid.aspx

= Cost of “Online & Open for All Student” clas- |
ses is equal to on-campus classes (no outside resi-
dency costs and no extra fees —Online w/possible

campus visit—see types pg. 8—follow residency
fees)
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KCTCS Online: Learn by Term and Learn on Demand

Traditional Online
Learning
Online & Open to All
Students: BW

Traditional Online Learn-
ing
Online w/possible Cam-
pus Visit: BL

KCTCS Online: Learn on
Demand

Semester Based

Continuous Enrollment/self

Course? Yes Yes paced. Modularized.
When Can I March 1 for Summer/Fall March 1 for Summer/Fall Anv dav of th - any tim
Register? and Oct. 1 for Spring and Oct. 1 for Spring y day of the yeab, any tine
New Students:
. New Students:
Where do I DL Office/ tA;:lwsmg Cen- DL Office/Advising Center http://
Register? c Current Students: learnondemand kctcs.edu
Current Students: Peoblesoft
Peoplesoft copieso
Face to Face . L
Meetings Generally, NO Posmbly—wlzlch 1s, ,Why they Rarely? only for courses that
Required? are “local require clinical or similar
Proctored Depends on the instructor: Most likely: up to two proc- .
up to two proctored exams Occasionally
Exams? tored exams per semester
per semester
Book Traditional paper books Traditional paper books for
eResources
Format? for the most part the most part
C.u.rrent I(CTCS in-state Currf.:nt KCTCS‘tumon per Coszons RECAITS (ithftorn e
.o tuition per credit hour for credit hour —resident charges .
Tuition/Fees? credit hour & eResources costs
all students —books or- apply —books ordered sepa- . .
are immediately added
dered separately rately
Loans are paid after registra-
tion in 6 credits or more.
G I ¢ G o th Grant funds are awarded in 7t
Financial Aid? enerally the same as on- enerally the same as on- week. Payment for classes is

campus courses

campus courses

due up front or guaranteed
through financial aid or the
payment plan




Hints/Tips & More

Blackboard/Email

=

=
=

ALL courses with online instruction will show up on your Blackboard (Bb) My eCourses Tab. This includes
Web Assisted, Web Enhanced, Hybrid, and traditional online courses.

Click on the gear above course list to edit the class status to remove courses from view on your course list.

An instructor does not have to make a class “available” until the day the class starts (there is no time associated
with this rule).

Write down the help desk numbers/contact information and keep it in a separate location in case your com-
puter or Blackboard goes down.

Always contact the helpdesk if you’re kicked out of an exam or have other technical problems. They’ll give you
a tracking number and sometimes instructors require these to reset the exam. Then, the instructor is the only
person who can reset the exam for you. Instructors should be contacted first for assistance with course materi-
al, understanding course requirements or “life issues” that may complicate your completing course require-
ments. They’re also the go-to for help with sites you use for class that aren’t Blackboard (MyLabs, Aplia, etc).
Check your browser compatibility with Blackboard. http://elearning.kctcs.edu/bbeswebdav/institution/
Blackboard/SupportedBrowsersl.earn9.1.pdf

Need help with Blackboard? Check out the Student Support link: http://elearning.kctcs.edu/webapps/portal
frameset.jsp?tab _tab group id= 26 1

Your user name and password are the same for email/Blackboard and PeopleSoft/Student Self Setvice, so you
must update your password when prompted or risk getting shut out of all three programs upon password expi-
ration.

Make sure you have access to email/Blackboard before the class starts and upon receiving class “availability”
immediately review and print the syllabus for each class.

Registering for Classes

=

Uy

Uy

Once you’re a current student, always remember March 1 and October 1. You should receive an email from
the counseling office sometime the month before those dates explaining advanced registration. Follow the di-
rections for advanced registration. Regular online course listings are posted March 1 (for Summer & Fall) and
October 1 (for Spring).

If you have PeopleSoft Self Service, you can enroll in online courses just like you do on-campus classes.
Certain hardware or software may be required for certain classes in addition to your books. This information
will be in your class syllabus.

KYVC.org may also list if your class requires “synchronous” sessions—meaning being online at certain times.
KYVC.org may have information about an instructor requiring proctored exams— you can take proctored ex-
ams at ECTC or set up another convenient location with your instructor. http://www.kctcs.edu/Students
LearnByTerm /Proctor Exams.aspx

Complete the mandatory ECTC orientation through on-campus sessions or by taking the online ECTC orien-
tation: SOLO (http://apps.elizabethtown.ketes.edu/solo/)

Taking Classes/Student Responsibility

=
=
=

uu Uy

Uy

Be proactive: take responsibility for your learning and education.

Keep on top of assignments/ tests/exams. Planners/calendars really help keep everything in check.

Practice good communication—no text-ese in email communication, web postings and class materials. ALL
CAPS in an email/text means you’re shouting.

Know how to contact your teacher in an emergency.

Have a back-up plan in case your computer crashes.

Know and understand each class’s syllabus (important dates may be different).

You will need regular and reliable Internet access (high speed preferred), and have proficient skills using the
Internet and email.

Be prepared to begin assignments on the first day of courses.

Expect to interact with other students continuously by email, discussions and/or forums.
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Hints/Tips & More

As a student at ECTC/KCTCS

=

=
=

Uy

Always use your KCTCS student email to conduct official school business. Personal emails aren’t as secure and
many times end up in school employees’ junk email (and vice versa). Make sure to clean out your student email
on a regular basis so you can get communications from your instructors/home campus.

Never give out your password.

Know your rights & responsibilities http://www.elizabethtown.kctes.edu/Current Students. The Student
Code of Conduct is linked under Academics.

Be proactive and an active student.

If your class is listed on PeopleSoft, you'’re in the class (no matter what it shows on Blackboard). Occasionally
instructors take down their class for maintenance. Check PeopleSoft first. If your course suddenly disappears,
then wait overnight. If it’s still not up the following day—then call and ask.

When doing coursework—avoid interruptions and find a distraction-free place to study, do homework and
take tests.

If you don’t know your Student ID and/or password, try this website.
KCTCS User Account Center: https://students.kctes.edu/psc/stdsaprd/EMPLOYEE/HRMS/c/
K IDA.K IDA USERSS.GBL

KENTUCKY COMMUNITY & TECHNICAL COLLEGE SYSTEM

KCTCS BLACKBOARD EMAIL SELF-SERVICE HELP

User Account Center
At the KCTCS User Account Center, you will create or update your user profile and will
be able to access your KCTCS username, KCTCS ID, and set your password after
verifying your identity.
To identify yourself, please provide: *Required
Birth Month v Birth Day

and two of the following:

KCTCS ID| (9 digits - aka Student ID or Employee ID)

National ID (SSN) (9 digits)

Admissions Application Reference Number

Personal Email Address

Create / Update My User Profile

Please enter the information requested above and click on Create / Update
My User Profile to continue.
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Hints/Tips & More

Books

=

=
=

Get your books as soon as you can—don’t wait until the class is made available—by then your books will
probably be sold out and then you’ll be waiting on backorder.
Check with financial aid for processes for ordering second bi-term and summer course books.
For military with APO addresses: First to go to the Distance Learning Bookstore to order the online class
books. Then select APO on the shipping method. There are additional charges to ship to APO addresses.
For web assisted, enhanced, hybrid and Online w/Possible Campus Visit classes, purchase your books from
ECTC’s on-campus bookstore or through www.vourschoolyourbookstore.com.

A. Search KCTCS—Kentucky Comm & Tech College— then click Go.

B. At the pull down menu that says select bookstore: Select Elizabethtown CTC.

C. Follow the directions by inputting course information from your schedule.
For Online & Open to All Students course go to www.yourschoolyourbookstore.com.

A. Search KCTCS—Distance Learning— then click Go.

B. At the pull down menu that says select bookstore: Select KCTCS Distance Learning.

C. Click on Textbooks.

D. Follow the directions by inputting course information from your schedule

Or you can go to the direct link for this site here: http://kctes.bncollege.com and then select KCTCS Distance
Learning

=

=
=

Visa, MasterCard, American Express or Student Financial Aid will be accepted for your purchases through the
KCTCS approved bookstore. If charging against Financial Aid, you will input your nine-digit student ID dur-
ing the checkout process.

Keep all documentation regarding your book orders.

For questions call 866-823-2601.

Academic Calendar Deadlines

=

=

When you enroll in a class, there is a calendar [REEEETEIENETERTTT

icon for each class on your schedule. When Show Enrolled Classes  [] Show Dropped Classes | Show Waitlisted Classes [| _filter |
you click on the icon, it displays the dead-
lines associated with that class based upon its

CMS 157 - Basic Photography

Status Units |Grading Grade Deadlines
session/academic calendar. Enrolled 3.00 Letter Grade Eb
Drop - Delete Record: A Class that is chllil'j_s Section Component Days & Times Room Instructor Start/End Date
: . b 1d wid h -
dropped on or before this date will not = =% =+ = web % Shawn 07 /2472012
2906 3573 Lecture World Wide Anthony A 05/29/2012 -
appecar on your record. Wweb Strawn 07/24/2012

Drop - Retain Record: A class dropped
after the Drop and Delete Record date, but on or before this date, will appear as a drop on your rec-
ord. However, no grade will be associated with the drop.

Drop with Penalty: A class dropped after the Drop and Retain Record date, but on or before this date,
will have a W grade assigned.

Drop with Greater Penalty: For most KCTCS classes, this is the last day to drop a class. However,
KCTCS Online classes dropped without the instructor’s approval after the Drop with Penalty date, but
on or before this date will receive a failing grade (E).

It i s YOUR responsibility

to 0
assigned upon enroll ment. Che

r
k
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Frequently Asked Questions .... and their Answers

Don’t be embarrassed if you are enrolled in an enhanced class, hybrid class, or an online class for the first time and
are unclear about what to expect in these new forms of courses. Your instructor is your best source of information
and will make her or himself easily available to you through email and phone. To help you get started, however,
here are some frequently asked questions about enhanced, hybrid or online classes ... and their answers. Please

keep in mind that these are general questions and you should always check with your instructor for specifics.

Q: Where do 1 find my online class? How do I log on?

A: To find your online class, open your internet browser on your computer. Go to http://elearning.kctcs.edu. This

will take you to the log-in page. In the user name box, enter your KCTCS email user name. In the password box,
enter your KCTCS email password. Click “Submit”. This will take you to your personal BlackBoard entry page,

showing a list of your online classes. Click on the appropriate class link to enter that class.

Q: Is an online class the same as a self-paced) independent study class?

A: No, most online classes are NOT self-paced classes. You can expect due dates for homework, online class par-

ticipation, and other activities similar to those you would find in a "regular" on-site class.

Q: How much time do I have to spend in an online class?

A: In short, you should plan to spend at least the same amount of time you would spend for a face-to-face class. If

you’re taking 12 credit hours, the expectation is you’ll spend at least 36 hours a week on course work.

Q: Do I have to log on to class at a particular time?

A: Usually not. You will have deadlines for posting your assignments, quizzes, etc., but when you complete that
work (5:00 am, 11:30 pm or any other time) is up to you. You would be well-advised to set up a daily schedule to
avoid being overburdened at the end of the week. If you have a problem, contact the instructor or use the discus-
sion bulletin board to try to get help from other students in the class. You won’t like the feeling of leaving work

until the last minute and then running into trouble!

Q: Where do we meet for class?

A: For fully online classes, you won’t really "meet" in a physical face to face sense. Instead, the class will interact
regularly through the Internet and will communicate with each other using web-based bulletin boards and email.
Your instructor will make course materials and assignments available using web pages, the bulletin boards, and an-
nouncements. For enhanced and hybrid classes, you will meet face to face in the classroom, as well. Check your

printed schedule for your classroom location.
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Q: Is taking a class online easier than taking a "regular’ class?

A: No. The course content of an online class usually is identical to that of an on-site class on the same topic. Some
people think the workload is even more demanding than a regular face-to-face class because you have to be a self-
directed learner and stay motivated to keep on top of your work. The most successful online students tend to
share the following characteristics. They: are self-motivated and self-starters; have good organization and time-
management skills; are somewhat familiar with computers and the Internet and; are resourceful and actively seek
answers and solutions to questions and problems. For enhanced and hybrid classes, you will still have regular con-

tact with your instructor and your classmates in the traditional classroom.

Q: Do I have to own a computer to enroll in an online class?

A: Strictly speaking, no. But you must have easy access to a computer with reliable Internet access throughout the
semester. You can access computers on campus in several locations (such as the Learning Resource Center and
computer labs, for example). Some students complete online classes from work (having arranged this beforehand

with their employer, of course), public libraries, or friends” houses.

Q: What Internet skills wonld be helpful in an online class?

A: The most successful students tend to have the following Internet skills: Familiarity with their web browser and
an e-mail program, know how to make and organize bookmarks in their browser software, some familiarity with
web-based interactions — e-mail, bulletin boards, listservs, mailing lists, and chat rooms, some familiarity with word

processing, experience in successful Internet searches using a variety of search engines.

Q: What do online instructors expect from students?

A: Once again, there typically is little difference here than in a regular “grounded” class. Instructors can expect that
everyone will participate in the class with courtesy and consideration for each other and for the instructor. E-mails
and web postings should be appropriate, on the topic at hand, and reflect a professional demeanor. Inappropriate
behavior includes, but is not limited to, the following: disruption, plagiarism or dishonesty. It is a violation of col-
lege policy to plagiarize or to recycle work. Do not: Take others’ thoughts or words without appropriate acknowl-
edgment, submit work that has been written or revised in part or in whole by another person, or submit work that
you have submitted for another class. Successful on line students report that their learning experience is enhanced
when they are engaged with other students, as well as the instructor, keep up with the assighments and reading,

and visit the course frequently.

Copyright 2007/Updated 2012

Elizabethtown Community and Technical College
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Glossary
Here are some words that you will probably come across as you move through
the online world.

CMS — Course Management System (Blackboard, Angel, WebCT).

Download: To transfer data from a remote system (e.g., a server or the World Wide Web) to a local one (e.g., your comput-
er). The opposite of upload.

Hyperlink: The text or graphics on a Web site that can be clicked on with a mouse to take you to another Web page or a
different area of the same Web page.

Internet: A system of linked computer networks, international in scope, that facilitates data transfer and communication ser-
vices, such as remote login, file transfer, e-mail, newsgroups, and the World Wide Web.

ISP: Internet Service Provider: A company that provides users access to the Internet.
LMS — Learning Management System (Blackboard, Angel, WebCT).

Netiquette: The code of conduct and unofficial rules that govern online interaction and behavior. For example, you should
not TYPE IN ALL CAPITAL LETTERS, AS IT INDICATES YOU ARE SHOUTING.

Proctored Exam: Generally the mid term and final are proctored exams for courses that choose this option. This means the
testing will be monitored. A picture ID will be required.

Thread: A chain of postings on a single subject, usually in a discussion board, forum or newsgroup.

Upload: To copy a file from your computer to a server or host system; the reverse process of download.

URL: Universal Resource Locator: This is typically a web page address (e.g., http://www.elizabethtown.kctcs.edu).

Web browser: A program used to view, download, upload, surf, or otherwise access documents (for example, Web pages on
the Internet) - Internet Explorer, Mozilla Firefox, Google Chrome are some.

Web Enhanced Class — an ON—-CAMPUS class in which the instructor uses the CMS as a classtoom tool, to store docu-
ments, pictures, etc. and to give students access to stored items, as well as a grade book, e-mail, a discussion area, chat room
and other tools. Students are local—course will show up in Blackboard.

Web Assisted or Hybrid Class — an ON-CAMPUS class in which the instructor teaches a portion of the class face-to-face
and part within the CMS. The class may meet only one day a week, then the students are required to visit the CMS to com-
plete an assighment or project. Students are local—course will show up in Blackboard.

Web Local/Online w/ Possible Campus Visits- a class in which the entire class is presented through the CMS. The stu-
dents never or rarely visit a campus. The instructor will utilize the full range of CMS tools to conduct the class. Students are
local—but class will be conducted online. Tuition is determined by residency.

Web Class/Online & Open to All Students: — a class in which the entite class is presented through the CMS. The students
never or rarely visit a campus. The instructor will utilize the full range of CMS tools to conduct the class. The student could
join in from anywhere in the world.

World Wide Web: "The Web," as it is more commonly called, is a collection of graphical pages on the Internet that can be
read and interacted with by computer. You need an Internet connection, a computer, a Web browser, and a few specialized
programs in order to access and view this online information.
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