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Welcome to Mayville State University

The Office of Extended Learning staff

your online and distance education courses.
and resources to help you achieve your educational goals.
handbook. In addition, this handbook points you to
MSU online and distance education courses.
you may have.  Our office is located in Old Main 10
701.788.4667 or 800.437.4104 ext. 34667, or via e

Best Wishes,

Misti Wuori

Director of Extended Learning
Phone: 701.788.4631
misti.wuori@mayvillestate.edu

Connie Kaldor

Online Advisor and Recruiter
Phone: 701.788.4721
connie.kaldor@mayvillestate.edu

Teri Wright

Academic Advising Coordinator
Phone: 701.788.5251
teri.wright@mayvillestate.edu

Christine Gonnella

Instructional Designer

Phone: 701.788.4709
christine.gonnella@mayvillestate.edu

Office is responsible for:

Online & Distance Education!

look forward to providing you with timely and personalized assistance with
As a MSU student, you have access to a variety of support services
These services and resources are outlined in this
University policies that will help you successfully complete
Please contact the Office of Extended Learning with any questions
4 on campus, and we can be reache
-mail at ExtendedlLearning@mayvillestate.edu

Jade Erickstad

Distance Program Coordinator LRSC Site
Phone: 701.662.1587

800.443.1313 ext. 21587
jade.erickstad@mayvillestate.edu

Julie St. Germaine

Distance Program Coordinator T WSC Site
Phone: 701.774.6234
julie.stgermaine@mayvillestate.edu

Alissa Perkins

Blackboard Support

Distance Programs Support Specialist
Phone: 701.788.4645
alissa.perkins@mayvillestate.edu

Rhonda Hodges

Administrative Coordinator

Phone: 701.788.4667
rhonda.hodges@mayvil lestate.edu

Sheena Moe
Moodle Support
sheena.moe@mayvillestate.edu

d via telephone at

1 Serve as a point of contact for distance and online students

1 Processing non-degree, Graduate non -degree, Collaborative, Dual Credit , and Continuing Education

applications for admission

Collaborative student registration

Dual Credit (Early Entry) registration

Advisement for online and distance students

Online and distance p rograms recruitm ent, advisement, and registration

Heart of the Valley Consortium ITV courses

Online and Distance Proctor Verification

Providing student, staff, and faculty support for Blackboard, Moodle, Tegrity, Blackboard

Collaborate, Tur nitin , Hoonuit , and other techno logies.

1 Provide orientation, handbooks, email information and other support for online and distance
student support services, including new student support services

E R
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Instructional Technologies at MSU
Contact Alissa Perkins , Distance Programs  Support Special ist, at 701.788.4645 or
alissa.perkins@mayvillestate.edu for support of the following technologies:

BLACKBOARD LEARN T LEARNING MANAGEMENT SYSTEM (LMS)

Bl ackboard Learn (Bb) is one of MSUG6s Learning Management
environment and course management system used for online teaching, learning community building and
knowledge sharing. Faculty, staff and students can access B lackboard on online.mayvillestate.edu using

their ConnectND credentials. Bb will be the only LMS as of Summer 2019.
TEGRITY (FOR BLACKBOARD)

Tegrity is a lecture and content capture software that was chosen by the ND University System to provide

service for its 11 campuses. Tegrity enables faculty, staff, and students to record presentations, lessons,

training, an entire lecture, and more. The recorde d content is searchable, provides for note -taking and
participant rating of content, can be streamed live, and can be used on mobile devices. Tegrity integrates

with Blackboard and is ADA compliant.

Contact Sheena Moe, Moodle Suppor t Specialist, at sheena.moe@mayvillestate.edu for support of the
following technologies:

MOODLE 1T LEARNING MANAGEMENT SYSTEM (LMS)

Moodl e is one of MSU6s Learning Management Systemsurs§ LMS) .
document repository or as a virtual learning environment. Faculty, staff and students can access Moodle
by using their ConnectND credentials. Moodle will no longer be utilized after Spring 2019.

TEGRITY

Tegrity is a lecture and content capture softwa re that was chosen by the ND University System to provide
service for its 11 campuses. Tegrity enables faculty, staff, and students to record presentations, lessons,

training, an entire lecture, and more. The recorded content is searchable, provides for no te -taking and
participant rating of content, can be streamed live, and can be used on mobile devices. Tegrity integrates

with Moodle and is ADA compliant.

TURNITIN

Turnitin is the leading originality checking and plagiarism prevention service used by milli ons of students
and faculty, and thousands of institutions worldwide. Turnitin encourages best practices for using and
citing other people's written material.

HOONUIT

Hoonuit is an online training resource and professional development tool that is availabl e 24/7 and open to
ALL Mayville State students. Students can access Hoonuit through Moodle and login simply by using their
ConnectND credentials.

BLACKBOARD COLLABORA TE

Blackboard Collaborate Classic (sometimes called Original), is a web conferencing tool offered by the
NDUS. Bb Collaborate delivers a synchronous web conferencing interface enabling more collaboration
choices to support your pedagogical goals.

SKYPE FOR BUSINESS

All employees and registered students have access to Skype for Business, which allows real -time
communication with contacts via chat/ IM, audio or video calls. You can see when your contacts are

available online, in a meeting or presenting and broadcast online to a large audience. All MSU faculty, staff

and students have Skype for B usiness accounts included in their Microsoft Office user licenses. Contact the
MSU Service Desk for details.
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Instructional Technologies at MSU

Contact Katie Richards, Director of Student Success and Support Services, at 701.788.4675 or
katie.richards.2@mayvillestate.edu for support of the following technologies:

SMARTHINKING

Smarthinking is an on  -demand online tutoring program. Students have 5 hours of free access to live
tutors from within each co urse shell via the Smarthinking icon.

READ & WRITE
MSU students, faculty and staff have free access to Read&Write, an award -winning literacy software tool
that can help students improve reading, writing, research and study skills. The software is designed to

help individuals of all ages, abilities and learning styles.

Contact the Service Desk , at 701.788.4739 or help.desk@mayvillestate.edu for support of the following
technologies:

INTERACTIVE VIDEO NETWORK (IVN)

Some classes use Internet  -based, two -way interactive video to provide real -time collaboration with other
students and professionals at multiple locations. The North Dakota Interactive Video Network (IVN) is a
high - quality system used primaril y for the delivery of courses.

PEXIP/POLYCOM REAL P RESENCE (RP) DESKTOP

Pexip, is a video conferencing service available for faculty, staff and students that allows users to connect

with IVN classrooms using only a web browser. With Pexip, users can also ¢ onnect using a mobile device.
Real Presence is a secondary option that allows you to connect to meetings and/or classes when IVN

rooms are not available. Polycom RP requires an account and a software download.

OFFICE 365

All employees and registered students have access to Office 365 and its components. Apps in Office 365

include Word, Excel, PowerPoint, OneNote, Skype for Business, Outlook and SharePoint. services and

provides a single point of access to e -mail, a person al calendar, custom technical support documents, MSU
news and information, file storage space, software downloads, and some class information.

KASPERSKY ANTI -VIRUS

Kaspersky anti -virus software is available to students, faculty, and staff for use on perso nal devices at a
significantly reduced cost. Information about purchasing Kaspersky can be found on the ITS page, on the
MSU website.
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Mayville State University Mission and Purposes

Mission
Mayville State University is dedicated to excellence in teachi ng, service, and scholarship in dynamic,
inclusive and supportive learning environments that are individually focused. We offer quality
undergraduate and master's programs enriched with practical experiences to prepare all learners for a
global economy.
Approved by SBHE November 2016

Purposes

1 To provide academic programs and services that address contemporary career and workforce

opportunities.

1 To maintain collaborative relationships with schools, employers, and communities which contribute
to the econom ic growth and social vitality of North Dakota.
To deliver flexible programs, instruction, and student services to meet the needs of the individual.
To cultivate an environment that supports creativity, intellectual curiosity, lifelong learning, service,
and an appreciation of diversity.

=a =4

Office of Extended Learning

The Office of Extended Learning extend Mayville Stateds
courses delivered at a distance. The office collaborates with academic divisions and administrative units to
develop and deliver extended programs and courses, and to provide support for students and faculty

engaged in distance learning at Mayville State University.

The Office of Extended Learning serves high school students enrolled in dual credit courses, non  -degree
students taking  online courses, and online degree seeking students in the following programs:

1 B.S. in Business Administration at Lake Region State College , Can kdeska Cikana Community
College, Dakota College at Bottineau and Williston State College over IVN and online with
synchronous ¢ ourses.

B.A.S. in Business Administration online

A.A. in Business Management online

A.A. or B.A. in Early Childhood online

B.S.Ed. in Elementary Education over IVN and online with synchronous ¢ ourses

B.S.Ed. in Early Chil dhood Education ( online/with synchronous classes )

B.S.Ed. in Special Education online

B.S. in Mathematics online

B.S.Ed. in Mathematics Education online

B.U.S. Bachelor of University Studies online

B.S. in Nursing online (RN to BSN)

B.S.Ed. in Special Education online

=8 =8 =8 -8 -84 _8_8_8_9_°9

Masters of Arts in Teaching (MAT) online
Graduate Certificate in Online Digital Teaching
Library Minor and Credential

Kindergarten Endorsement

Anatomy and Physiology Classes

Physics Classes

Online Essential Studies  (General Education)
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How do | é&7?
Register for a MSU Ext ended Learni ng Course?

1. Talk to your advisor.

2. Go to www.mayvillestate.edu

3. Clickt he A S atthetop nof the page.

4. Enter your Username and Password. Your User Name is
the same as your login for ConnectND preceded by
NDUS\. Your password is identical to the password you
use for ConnectND and  Blackboard/ Moodle.

5. Click on CampusConnection

6. Enter your User ID and Password from the account
claim process.

7. From the menu on the left, click Student Center.

8. Under Academics click Enroll.

9. Choose the appropriate term and click Continue.

10. If you know the class number you may enter it OR if
you dondt know the cl aGass numb
Search button then click  Search.

11. Fillinthe Course Subject , Course Number ,and Course
Career . To show both open and closed classes, uncheck
the Show Open Classes Only  box.

12. To choose the class you wish to add to your schedule,
click Select Class.

13. Click Next to add the class(es) to your shopping cart.

14. To add more classes to your shopping cart click Search.

15. Repeat this process until all classes have been selected,
then click Proceed to Step 2 of 3

16. To OFFICIALLY add the classes onto My Class Schedule
click Finish Enrolling

17. Click on My Class Schedule to confirm. Be sure to print
a copy of your schedule to review.

18. For additional registration instructions/information
contact Leslie Durkin, 1.800.437.4104 ext.34774.

Questions?  Call the Office of Extended Learning at

1.800.437.4104 ext. 34667

Drop a MSU Extended Learning Cou rse?

1.
2.

Talk to your advisor.

After talking to your advisor, send an email to your
instructor and  records@mayvillestate.edu stating your
name, Student ID number, Catalog number (i.e. ENGL
120) and name of the course you wish to drop. You
cann ot drop acourse in CampusConnection on your
own after classes have started.

For a complete withdraw  al of all courses, contact Debi
O6Brien at 1.800.734.41014
debra.obrien@mayvillestate.edu

ext

Check my Mayville State Email?
Every student enrolled at MSU is issued an institution email

address which you will be

notified of by email. Keep in mind you

are expected to check your MSU email at least three times per
week and can access it anywhere.

1. Goto www.mayvillestate.edu andclick t h e

top of the page.

2.  Enter your Username and Password. Your user name
same as your login for ConnectND preceded by NDUS

is the
\. Your

password is identical to the password you use for
ConnectND and Blackboard/ Moodle.
3. Click on Email.

i S aatthec o1

Register for a Colla borative Course (atAn other Ins titution)?

1.
2.
3.

4.

o

10.
11.

Go to www.mayvillestate.edu

Click Academics then Academic Records.

Click Collaborative Registration on the right in the
blue box.

Under the Collaborative Registration Process
Click Collaborative Registration form.

Read the Collaborative Student Agreement.

Click Agree to Collaborative Policies and Go to

Form .

Sign in with your ConnectND Username and
Password.

Fill in the form, answer all the questions. Select the
Add option under Action Be very careful when
entering the infor  mation for your class. You will

to know what institution you are taking the class
from, the term, the catalog number, the class

number, the number of class credits and the delivery
method. ALWAYS enter your MSU e mail address
when registering  collaboratively.

Click Submit

Enter your Username and Password again
You will receive an email immediately after you
submit.

need

Submit

Drop a Colla borative Course at Anot her Institution?

1.

2.
3.
4.

© N g

10.
11.

12.

Talk to your advisor

Go to www.mayvillestate.edu

Click t he @ S atthetop nof the page.

Enter your Username and Password. Your user name

is the same as your login for ConnectND preceded by
NDUS\. Your password is identical to the password

you use for ConnectND and Blackboard/ Moodle.
Click Sites in the upper right -hand menu navigation.
Click Departments and Offices

Click Extended Learning from the site menu.

Click on Collaborat ive Registration on the left
menu.

Read the first page and then Click here to drop a
course.

Enter your User ID and Password as required.

Find the class you would like to drop. On the far
right, click the Drop link. You will need to confirm
that you wantt o drop the class

You will then see your class listed with the status of
Drop Pending. Once you have been withdrawn from
the course in ConnectND, you will see the status
change to Dropped.

Submit a Proctor?

1.
2.
3.

Go to www.mayvillestate.edu

Click t he f S atthetop nof the page.
Enter your Username and Password. Your user
name is the same as your login for ConnectND
preceded by NDUS \. Your password is identical to
the password you use for C ND and Bb/ Moodle.
Click Sites in the upper right -hand menu
navigation.

Click Departments and Offices.

Click Extended Learning from the site menu.
Click on  Submit Proctor from the left -hand menu.
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View/Print my Class Schedule?
1.
2.
3.

ar

Go to www.mayvillestate.edu

Click t he 1 Scatthedtop nof the page.

Enter your Username and Password. Your user name is
the same as your login for ConnectND preceded by
NDUS\. Your password is identical to the password you

use for ConnectND and  Blackboard/ Moodle.

Click on Campus Connection

Enter your User ID and Password from the account claim
process.

Click on Student Center.

Under Academics, click the drop down arrow and select
Class Schedule .

Click the >> button and select the appropriate term.

Click Continue.

You can also view your schedule in a calendar view if you
prefer.

Select Printer/Friendly Page at the bottom and click
the print button ony  our browser toolbar.

View my Finances ?

View my Grades

1.
2.
3.

*

1.
2.
3.

P

Go to www.mayvillestate.edu

Click t he i S dtthetop nof the page.

Enter your Username and Password. Your user name is
the same as your login for ConnectND preceded by
NDUS\. Your password is identical to the password you

use for ConnectND and Moodle.

Click on CampusConnection

Enter your User ID and Password from the account

claim process.

From the menu on the left click on
Under Finances you can view your:
Account Summary by Term

Total Due Charges

Student Account Detail

Financial Aid Information
Financial Aid Award

Student Center

Pooop

2%

Go to www.mayvillestate.edu

Click t he f S datthetop nof the page.

Enter your Username and Password. Your user name is
the same as your login for ConnectND preceded by
NDUS\. Your password is identical to the password you
use for ConnectND and  Blackboard/ Moodle.

Click on  Campus Connection

Enter your User ID  and Password from the account
claim process.

Click on Student Center.

Under Academics, click the drop down arrow and select
Grades.

Click on the term you want to view and continue.

Once you choose the term, your Official grade will show
once it has been posted. If there is not a grade, you
should check it again in a few days.

Grades will usually be available to view on CampusConnection

one week after a term ends.

TO REGISTER, VIEW CLASS SCHEDULES, ACCESS ACCOUNT AND
FINANCIAL AID INFORMATION YOU MUST FIRST CLAIM YOUR
ACCOUNT AT https://helpdesk.ndus.edu/ndusaccount

Access my Online Courses from
University  Using Moodle  ?
1. Go to www.mayvillestate.edu through Firefox
Google Chrome.
2. Click t h e @ moatthectapn of the page.

Click Login.

Mayville State

w

or

4. Enter your Username and Password. Your username
is identical to your NDUS User ID which was given to

you when you went through the claim process. Your

Password will also be identical to what you created in

the password creation portion of the claim process.
Hereds an exampl e:
Bb/ Moodle U sername: jane.doe
NDUS User ID: jane.doe
Bb/ Moodle Password: Comets2019
NDUS Password: Comets2019
8.  Once logged in, click the My Courses

link in the title

bar of the page. Links to your courses will be listed.

Click on the course name to go to its main page.

Access my Online Courses from Mayville State
University ~ Using Moodle  ?
1. Goto www.mayvillestate.edu
Chrome or Firefox.
2. Click the
3. Enter your Username and Password. Your usernam
and password are identical to your NDUS User ID

through Google

b | u ethefiop tight oflthe page. a t

e

which was given to you when you went through the

claim process.

4. Once logged in, click the My MASU tab on the top of

the page. You wil | see a list of your courses.
Access my Online Courses from Other Collaborative
Institutions ?

Each institution uses a different software system for their
online classes. It is best to call the institution you are taking
the class from and talk to someone in their distance
education office to find out the specific information for that
institution.

Get my Books??

MSU -BASED STUDENTS:
State, you will order your books from the MSU Bookstore
website at  http://www.mayillestatebookstore.com

need to create your profile before you can complete your
order.

LRSC-BASED STUDENTS:
shipped to the
your collaborative courses from Lake Region State College,
you will pick up your books from the Lake Region State
College Bookstore. For your collaborative course from
institution, you will need to contact that institution and make
arrangements to have your books mailed from there.

you can opt to have books

View my Degree Progress?

The Academic Advisement Report (ARR) is a tool available to
all MSU students and advisors. The ARR allows
advisors to see degree progress at any time during the
studentds academic career.
and advisors to plan schedules, access summaries of degree
requirements already completed and requirements still
needed to gradua te.

Full instructions on how to access and use the ARR can be

for classes you take from Mayville

. You will

MSU Program Coord

another

students and

Thi s

found here: http://www.mayvillestate.edu/current -
students/academic -inform ation/academic -records/student -
resources/

Page P


http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
https://helpdesk.ndus.edu/ndusaccount
http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
http://www.mayillestatebookstore.com/
http://www.mayvillestate.edu/current-students/academic-information/academic-records/student-resources/
http://www.mayvillestate.edu/current-students/academic-information/academic-records/student-resources/
http://www.mayvillestate.edu/current-students/academic-information/academic-records/student-resources/

Claim Your NDUS Account

In order to access to your Mayville State University financial aid, student account information, view class schedules
and register for classes, you need to first claim (activate) your account.

To claim your account, you will need your assigned EMPLID/Student ID and your birth date. Your student ID was sent
by email or mailed out with your MSU acceptance letter from the Office of Admissions. If you cannot locate your
student ID, please  call the Office of Admissions at 1 -800-437 -4104, ext .4635 .

1. Goto https:// helpdesk.ndus .edu/ndusaccount/
2. To claim your account, click the Claim an NDUS Account button as shown below.

NDUS Account Info

As part of our continued efforts to strengthen IT security in the North Dakota University System (NDUS), all NDUS account
passwords will need to be changed every 90 days. Your NDUS account provides secure access to the ConnectND systems,

including Campus Connection, Financials and HRMS.

Claim an NDUS Account My Password Status
I Forgot My Change My
NDUS Account ID NDUS Account Password
- I Forgot My
?
L My EMPLID? NDUS Account Password

3. Input your Emplid and 8  -digit bi rthdate in the fields provided. Click Continue

4. Check | Agree then click Continue to proceed.

Your Login ID is: your.username

The use of North Dakota University System computing and networking resources are
governed by 1202.1 Acceptable Use of Information Technology Resources Policy.

By clicking "I Agree" you acknowledge and agree to abide by NDUS Policy 122.1.

| | Agree

5. A confirmation message displays indicating that your account has been activated. Click the Continue

button againtop roceed.

Your user account (pat.user) has been successfully activated. Be sure to complete the process, or you
will not be able to access your account.
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CREATING A PASSWORD

Next, you will be pro  mpted to input a new password.
1. Asyou attempt to create a new password, messages display to indicate whether your password meets

the listed criteria as well as overall password strength. Note that you cannot copy/paste your password
into the confirm password box. It must be manually typ ed to confirm the password match. Keep in
mind you can click the show/hide (eyeball) button to display the characters being typed.

2. When you have correctly completed this procedure, the Change Password button becomes available.

Click it when finished.

3. Asyour password is being processed in the system, a dialog box appears. Once processed, another
box will appear indicating you have successfully changed your password.

4. Clickthe Continue button to proceed to the next steps.

SETTING SECURITY QUE  STIONS

Next , you will be prompted to select three security questions. These questions will be used to grant you
access to your NetlQ account in the event that you forget your password.

1. Click - Please select a question item from this list - produces alist of s ecurity questions.
2. Answer each question in the field provided beneath. Note you can unmask the field information by
clicking the show/hide (eyeball) button. Shown is an example of what the screen will look like when

finished. Click Save Answers to continu e.

If you forget your password, you can access your account by answering your security questions

Please choose your questions and answers that can be used to verify your identity in case you forget
your password. Because the answers to these questions can be used to access your account. be sure
to supply answers that are not easy for others to guess or discover

What was the first vehicle you drove? v
© i ........ J‘ @
What was your first pet's name? v
© 1 ..... | @
What city were you born in? v
© 1 .............. @

3. A thank you message will appear confirming your security questions have been saved successfully.
Clicking Continue produces a dialog box. Once you have reached this dialog box, you have completed

the process of claiming and settin g up your NDUS account.
If you have any problems with this process, please contact the NDUS H elp Deskatl -866 -457 -6387
[toll -free in the US and Canada], 24 hours a day, 7 days a week or via email at ndus.helpdesk@ndus.edu

We recommend that you complete this process as soon as possible to avoid delays in accessing class
registration, fee statements, financial aid award statements and your email address.
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Register for Classes

Visit the Mayville State w  ebsite at www.mayvillestate.edu
Click on the SharePoint  link and login

Once logged in, click the link for Campus Connection

Login to ConnectND

From the left menu, select Self Service

arLODE

[ My Favorites
featjons
Self Service

/ Browse Catalog
[ Academic Planning

[ Campus Personal Information
[ Degree ProgressiGraduation

[ Transfer Credit

[ Admissions

= Questions about logaging in

6. Next, selectthe Enrollment  option

:ki:ﬁ‘ Enrollment
=] E W IEVve o[ U
schedules.
=] Enrolment Dates
=l My Clazs Schedule
= My Weekly Schedule

6 More...

Ents, plan and enroll in classes, view student and exam

7. Select Enrollment: Add Classes

E" Enrollment: Add Classes
Enroll in clazses from your Shopping Cart.

8. To select a class enter the number into the Class Number Box
click SEARCH

Add to Cart:
Enter Class Nbr

I— enter I

Find Classes

@ Class Search

1 My Requirements

0 py Planner

search I

, or if you do not know the number
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SEARCHING CLASSES

After clicking Search, the following screen will appear. Begin by choosing the appropriate course subject

from the drop

Class Search Criteria

Course Subject
Course Number

*Course Caraar

Use Additional Search Cri

P Additional Search (

Return to Add Classes

Search Plan Enroll My

My Class Scheduls dd 1

go to ... -

-down menu and then click the green

SEARCH button.

—l;

Accounting
Astronomy

Biology

Business

Business Administration
Business, Office, & Tech Ed
Chemistry

Clinical Laboratory Science
Communications

Computer Information Systems
Early Childhood

Economics

Education

English

Geography

Geclogy

Health, Phys Ed, B Recreation
History

Humanities

Journalism

Library Media & Info Science
Mathematics

Music

Physics

Political Scienca

Psychology

Science

Social Science

Sociology

]

RIA SEARCH I I

m

Connect ND will show you all the available classes for that particular subject. T
options, click the blue section link.

% O ENGCL 100 -

Sram oo NN

Bazic English Shills

Section OL-LEC{BEOAT] (IN Status @
Ragular
Days & Tines [Racm Tnstructor [Mecting Dates

10 : Soae

MowWeFr 100 008&RM -

Main Bldg Clsrim
OM-307F wf OM-3

Caralyn Baker

oif10/2011 -
OSf1%/Z011

o choose one of the

e ENGL 110 - C

T o

ollegs Composition I

Cale Melzon

Saction DL-LEC{B034 | Statun ]
ARegular
Days B Times Room Instructor Meating Dates
FMoWwaFr 10:0048M - Main Bldg Gi1f10/ 2011 -

E L e ]

1:30PM

Clansroorm OM-306

Crala Malson

10 S0AM Classroom OM-3I0E oS/LI/ 2011
Section|o2-LEc(Boasi| [ Status e

Ragular

Days B Tinnes L2 Instruchor Meeting Dates

MovWwaFr 1:00F8 - Main Bldg G110/ 2011 -

oS/13/2011

The section link will bring you to class details, scroll down and click

Select Class

Class Detail

BUSN 351 - 01 Human Resource Management

Mayvill

Return

e State University | 2011 Summer | Lecture

to Enrollment Request

VIEW SEARCH RESULTSl SELEGT CLASSl

Class Details

Statu

Open

: @

Career

Undergraduate
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9. Once all your classes are selected, click

Add to Cart: 1041 Spring Shopping Cart

Daysy Times Room Instructor Units Status

Enter Class Nbr

Bo3a4 _ enter I o BUSH 336-01

South Lab 3.00
(8157 3115PM - . b ®
Find Classas oM-201
@ Class Search CIS 200-01 TuTh 2:oopm - Main Bldg
m R Typing OM: (o pordine | 1.00 @
) My Reguiramants (B172) £l Z06

':-:' by Planner

mrchl

Delete |Class

TuTh 2:00PM -

PROCEED TO STEP 2 OF 3
..::'ET ﬁ-'-:"'.:'

Main Bldg

PROCEED To STEF 2 OF 3 ]

10. Moveto PROCEED TO STEP 3 OF 3

ISBN Number .Open

, scroll down and select FINISH ENROLLING

B ciosed Await List

Class Description Days/Times Room Instructor | Units S‘tatus|
_ Applied . . Main Bldg
?:5'5”7)335 ot Statistics T TuTh 2:008M South Lab  |M. Skean | z.00 @
{Lecture]) : OM-201
Main Bldg
CIS 200-01 Computers In TuTh 2:00PM - c - =
(8172) Society (Lecture) |2:15PM g';'”g OM- |P. Nordine | 1.00| @
CANCEL | PREVIOUS I FINISH ENROLLING “

Be sure to check the right

-hand column for either a green check [success], or a red x

[failure] next to each class you wanted to add to your schedule.

“ Success: enrolled x Error: unable to add dlass
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Financial Obligation Agreement

1. Login to ConnectND. On your home page, click on
Finances heading.

My Account

Account Inguiry
Account Summary
Direct Deposit Inguiry
Pay Online Now
Student Account Detail
View 1098-T Info

Financial Obligation Agreement

View Financial Aid
Accept/Decline Awards
Report Other Financial Aid

Financial Obligation Agreement

2. On the next screen you will have to select your institution and the term. In the institution field,

click the magnifying glass and find Mayville S
into the field.

Financial Obligation Agreement - Select Institution and Term

tate from the provided list. Click MASUL to enter it

For which institution are you completing

the Financial Obligation Agreement?

[’Aﬁa“e"“c'“s‘“““"“: MASUT @ Mayille State University]

For what term are you completing the

Financial Obligation Agreement?

*Effective Term: | Q 2014 Spring

Submit |

NORTH DAKOTA
UNIVERSITY SYSTEM

ACCESS. INNOVATION, DXCELLENCE

under the
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Financial Obligation Agreement

3. Select your term by clicking the magnifying glass and selecting the next semester you intend
register for (i.e. Fall 2018 ).

Financial Obligation Agreement - Select Institution and Term

For which institution are you completing

the Financial Obligation Agreement?

“Academic Institution: [MASU1 @ mapville State University

For what term are you completing the

Financial Obligation Agreement?

r"EﬂectiveTenn: 430 @ 2014 Spring /—""‘_ ﬁ _'*‘\
NORTH DAKOTA
UNIVERSITY SYSTEM

Submit | ACCESS. INNOVATION, EXCELLENCE

4. When both fields are filled in correctly, then click the Submit  button.

Submit |

5. Read through the Financial Obligation Agreement. Once you have finished, click either
accept the Financial Obligation Agreement or Decline , if you do not agree to the term
the agreement.

Keep in mind, you will NOT be able to register until you accept this agreement.

NORTH DAKOTA
[Financial Obligation Agreement] UNIVERSITY SYSTEM

ACCESS, INNOVATION, EXCELLENCE

By registering for courses at an institution (or institutions) within the Morth Dakota University
System (Bismarck State College, Dakota College at Boftineau, Dickinson State University,

Lake Region State College, Mayville State University, Minot State University, Morth Dakota

State College of Science, North Dakota State University, University of North Dakota, Valley

City State University, Williston State College):

* | understand that | am incurring a legal obligation to pay all charges assessed to my
Campus Connection account by the due date, including, but not limited to, tuition and fees,
housing charges, and late payment fees.

* | accept full financial responsibility for each registered course, including those | may add

after this initial registration for the term and understand that | am personally responsible for
payment of all sums when due regardless of my eligibility for financial aid or other financial
assistance.

* | understand that | must sign this agreement only upon initial enrollment each term and
that adding additional courses for the same term may increase my financial obligation. |
assume full responsibility for any additional charges and will check my Campus Connection
account frequently to ensure that | am aware of any additional charges.

L
* Ifl exnectfinancial aid or a third narv to nav all ar nant of mv financial ohlinations to mv
i
Accept Decline
If you have any questions, please contact Jon Nygard inthe Business Office at 701.788.4757

to

Accept to
s outlined in
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Refund Schedule
IMPORTANT DATES

Fall Semester, 2018

August2 0 Orientation/Registration

Classes begin at 4:00 pm*
August 21 First full day of classes
August 29 Last day to register or add a class

Last day to drop a class without a record
September 3 Labor Day i NO CLASSES
September 5 Final bill payment
September1 3 Application for  graduation due for spring
September1 7 Enrollment census date
November 9 Last day to withdraw from term or drop with record
Novemberl 2 Veterans Day 1 NO CLASSES
November 22  -23 Thanksgiving 1 NO CLASSES
November2 6 Classes resume
December 10 -14 Final Exam Week
December1l 8 Grades due at 12:00 noon

For a complete list of refund dates for all class sessions, please check out the full schedule available at
https://mayvillestate.edu/paying -school/business - office/refunds/

To drop an online class, please contact your advisor. After speaking with your advisor, send an email to
your instructor and records@mayvillestate.edu stating your na me, Student ID number, catalog number
(i. e. ENGL 120) and name of the course you wish to drop.

For a complete withdrawal of all courses, Debi O6Brien, Administrat i-A8&-484%,9ribyg t ant
email: debra.obrien@mayvillestate.edu

CONSUMER INFORMATION

In compliance with the Higher Education Amendments of 1998 and consumer protection practices,
Mayville State University provides information to current students and employees about the institution. In
addition, all prospective students, prospective employees, parents of current and prospective students and
members of the gener  al public may obtain this information upon request.

To review these reports and policies, please visit the following link https://mayuvillestate.edu/about -
msu/reports - policies/
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Frequently Asked Questions

Youbve been admitted to MSU egids thearveed sfuacrc eas sdf ingvtivat?c e cour s

HOW DO | PURCHASE BO  OKS AND MATERIALS FO R MY CLASS?

To purchase books and materials you may go to the MSU Bookstore website at www.mayvillestatebookstore.co m.
Click on Online/Distance and proceed with ordering your books. If you are new to the MSU Bookstore website, you will

need to create a profile before you order. If you have any questions, please contact the MSU Bookstore at

800.437.4104 ext. 34823 or Cheryl.Angen@mayvillestate.edu

Textbook Reservation System on the MSU Website:

1. If you have used this book reservation system previously you can go to Login and enter your email
address and password. If you did not use this system previously, choose LogIn and setup your
account . We recommend you use your MSU email address, as this is where you receive official campus
communication.  After you complete your account, you can begin to order your books.

2. First choose: Online and Distance and read the information concerning web orders. After reading the page
proceed to order books; Click on Course Materials . There are two options shown; make sure you are in the
AfCour se materials can beer nosrod e raendd ftohre {Omimmetlstante Ft &7%] ismchosen. Pick
the departments you need; you can choose more than one at a time. Click to continue and choose your

classes. Click to continue and a listing of the books will come up; add them to your cart and continue on to
checkout.

3. Whenyougetto CHECK OUT PAGE: Confirm that billing address and shipping address are
correct.  Choose from the drop down menu the shipping option that best meets your need. Once you choose

from AShip Vi aodo drymgntoptionswil show lorethe pight side of the page.

4. Choose i Student Fi nan ©Oncayou didk dn.thata new screen will come up. You need to enter your
student ID number then read and accept the option listed. If you have chosen to rent any of y our books, a
valid credit card number is also required. Your card will not be charged unless you fail to return the rental
title as stated in the rental agreement.

5. After doing this, SUBMIT ORDER . You will receive your order information at this time.

LRSC Students : Your order will be packed and delivered to the Distance Coord inator at LRSC [Jade
Erickstad ]. She will notify you when you can pick up your books. Your student account will be charged
once you pick up and sign for your order.

6. NOTICE TOA LLSTUDENTS: If you withdraw from a course, please contact the Bookstore
immediately to check on return policies. The last day to receive refund for current terms is 10 days after
the start of the semester. For 5 and 8 week courses, please contact Pam Soholt, Bookstore Manager, with
any questions regarding return or any other bookstore policies [ Pam.Soholt@mayvillestate.edu or
701.788.4729].

7. Forinformation on book buyback, please contact the MSU Books tore website.

HOW DO | PAY MY FEES  ?

Students are required to access their account information online through ConnectND. To do so, go to
www.mayvillestate.edu ,click t he fAS0 i con at t handanteryourousernanieand passyverd. Then click

on the ConnectND icon. If you do not know your ConnectND Username and/or Password, call the NDUS Help Desk at
866.457.6387. Once you have logged in, click on Student Financials , then on Account Summary by T erm . The
Balance for All Accounts is the amount due. Payments are due no later than the end of the third week of the

semester. No student will be dropped due to lack of payment or lack of participation without incurring

some responsibility for tuition and fees.

To set up a payment plan or if you have any questions regarding your fin ancial account, please contact Jon Nygard in
the MSU Business Office at 800.437.4104 ext . 34757 or email at  jon.nygard@mayvil _lestate.edu .

CREDIT CARD PAYMENTS

Can | pay my bill online and/or by phone?
1 Yes, payments can be made online.
Go to ConnectND
Enter your Username and Password from the account claim process
Click on Campus Finance
Click on Account Inquiry or View Statements/Pay Online Now
On the menu screen click on Payments
Click on Make a Payment
Payment options include using a credit card or e -check

O O0OO0O0OO0OOoOOo
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1 Yes, payments can be made by phone.
o0 The following information will be needed: type of credit card, name on card, e xpiration date and
verification code.

HOW DO | KNOW IF I H AVE AN OUTSTANDING B ALANCE?

Go to ConnectND

Enter your Username and Password from the account claim process
Click on Campus Finance

Click on Account Inquiry or View Statements/Pay Online Now
Onthe menuscreenclickon  Payments

O O oOoOoo

HOW DO | RECEIVE FIN ANCIAL AID?

If you are applying for financial aid and have any questions, you may contact the MSU Financial Aid Office at

800.437.4104 ext. 34767 or email at shirley.m.hanson@mayvillestate.edu . If you are enrolled in courses at another

NDUS Coll ege then you may be considered a ficoll aborative student
university you are receiving your degree from.

Can | receive financial aid for online classes?
1 Yes, in order to be eligible for Federal Financial Aid you must be enrolled in at least 6 credits and be a
degree seeker from Mayville State University.
1  There are alternative private education loans available to s tudents who are not eligible for federal
funding. Contact the Financial Aid Office for more information.
How do | apply for Financial Aid?
1 Goto www.FAFSA.ed.gov
How do | access my financial information?

1 Gotothe M SU website andclick t h eS ofton atthe top of the page

1  Enter your Username and Password from the account claim process

i Clickthe ConnectND icon

1  Enter your User ID and Password again.

1 Click on Student Center

1 Under the Finance section click on View Financi  al Aid

1  You can also see your student account detail

f Most communication for financi al aid is done via email
Mayville State University email regularly.

What is an excess financial aid check?
1 Remaining funds after  all of your campus expenses are paid.
How do | know if | have an excess financial aid check?

1  Watch your account summary on ConnectND.

1 Students can gain a general idea of any excess after viewing their account summary via ConnectND
and comparing that balan  ce to their financial aid award amount.

1 If an excess financial aid check exists, students must notify the Business Office, verify the address and
request the check to be mailed . If the student does not contact the Business Office the check will
be held fo r 21 days and be mailed to the address on the check.

Quick tips for financial aid:

1 Annual loan limits include Fall -Spring - Summer.
1 There is a separate Mayville State application to apply for Summer Financial Aid.
1 ltis important that students understand their responsibility in the financial aid process.

1 Student Responsibility: Check email often; View your bill for accuracy; Ask questions.
HOW DO | USE THE MSU WEBSITE?

MSU provides online services, course information, and resources for students via the MSU website:
www.mayvillestate.edu . There, you will gain access to:

Online course materials through Blackboard and/or Moodle

MSU Email

The MSU Byrnes -Quanbeck Library

Your student information through ConnectND

Shar ePoint

= =4 -8 -4 -9

You will need your username, ID number and password to gain access to Blackboard and/or MOODLE, MSU Email,
ConnectND and your course information. Your student ID number will be sent to you via email and your Username will
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be given to you upon  successful completion of the account claim process. You will use this same information when
l oggi ng i $haor @ hei Mt 0.

To access Blackboard and/or MOODLE, MSU Email or ConnectND:

1. Gotothe MSU website at ~ www.mayvillestate.edu and cl i S&linkabtee tdpright -handside of the page.

2. You will be prompted to enter your Username and Password. Your Username and Password are what you were
given and what you created in the NDUS account claim process.
3. Click Login .
If you have any questions or problems with the information above or SharePoint , please contact the MSU  Service Desk

at 800.437.4104 ext. 34739.
WHAT IS NOTIFIND?

NotiFind is the emergency notification system used by all 11 North Dakota University System colleges and universities
to provide timely information and instructions directly to students, faculty, staff and others during emergencies or
urgent situations. The State Board of Higher Education requires employee and student participation in NotiFind.
Students are automatically enrolled in NotiFind after completion of the admission process. In an emergency situation
important information and instructions will be sent out via email, text, and land line or cell phone voicemail.

LIBRARY SERVICES

If you would like to access books and other resources from the Mayville State University Library, your NDUS login will
allow you to access the library catalog and databases.

If you have questions about library services, please contact:

Shannon Hofer
shannon.hofer@mayvillestate.edu
701 -788 -4815 or 800 -437-4104, Ext. 34815

BEGINNING A COURSE

Mayville State  University isinthe p rocess of changing their course management system from Moodle to Blackboard
Learn. As a result, some students may have to take courses in two systems. For the complete list of courses using
each system, please visit https://mayvillestate.edu/msu -online/my -course -blackboard -or-moodle .

ATTENTION ALL STUDEN TS

If you change your mind and DO NOT want to take a course[s] from MSU, you must contact the Office of Extended
Learning and officially withdraw. A student is not automatically withdrawn due to lack of attendance or lack
of tuition and fee payment without i ncurring some responsibility for tuition and fees.
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Blackboard Student Tutorial

Mayville

To gain access to Blackboard, one of Ma

NDUS User ID. Claim your account at:
https://helpdesk.ndus.edu/ndusaccount

“nmt' Google Chrome and Mozilla Firefox are the preferred browsers to

use when accessing Blackboard.

BIaCkboard You may access Mayville Stateds

To login, enter your username and password. Your

which was given to you when you claimed your account.

Once you are logged in, click the My MASU or Courses tab

at the top of the page. Each course you are enrolled in for
the current semester wildl be | e

page, click on the desired course na me from the list. If
you have forgotten your user name or password, please

go to https://helpdesk.ndus.edu

*Please Note: Your courses may not be listed until the

Management systems, you must have successfully claimed your

Bl ackbo
https://online.mayvillestate.edu Please bookmark this page so that
it can be easily accessed in the future.
Blackboard Username is identical to your NDUS User ID My Blackboard Login
& Change Te Se | 16
;m.".’("fr’ your Crecentia’s and CiKx ¢ PL n
e i seds
for assistance.
Login

first day of classes

Please login to Blackboard one week prior to the start of
classes to ensure any problems are addressed.

Welcome My MASU Courses

Your courses will be listed and available in Blackboard by 9:00am (CT) on the first day of classes. If you
have a problem accessing your courses at that time or have any other questions, please contact Alissa
Perkins, Distance Programs Support Specialist, a 1 1.800.437.4104 ext. 34645 or

alissa.perkins@mayvillestate.edu.

We also recommend that you take some time to practice working with Blackboard and learn about
student at Mayville State University in the Student Orientation Course located in your list of courses in
Blackboard. This optional course will be available at least one week prior to the start of the semester. It is

not required and there is no co

st associated with the Student Orientation Course.

Community

being a
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Moodle Student Tutorial

Welcome to NDUS Moodle Learning Management System. It is strongly recommended that Firefox be the browser
that is used for Moodle. Click here to download it now.

Your Username and Password for the Moodle system will be exactly the same as your NDUS User account.
You will use the same credentials to login to both ConnectND and Moodle.

Once you have successfully signed on, you can manage your profile. You can change your preferences, enter
information about yourself or add a picture to your profile. In addition, of course, you will be able to see all the
courses you are enrolled in, acce ss your course materials and complete things like uploading assignments, taking
exams or quizzes and posting to discussion boards.

To edit your profile information, follow these steps:

1. Click your name in the upper right -hand corner
2. Click Profile fr om the drop -down menu
3. Click Edit profile to edit your personal information

Ima Comet 'l)

faculty resources software quick links = =

The courses you are enrolled in will display by
simply hovering over the my courses
drop-down, as illustrated above. Click the name
d of the course from the drop-down menu to be
taken directly to the desired course homepage.

Home / Courses / Mayville State University

Welcome to Mayville State Moodle

a University S

stem

Accour d for Moodle and Campus
Connection expires every 90 days.

Imp(p_'tant 2 : ‘ Lace 1 e L Your password:
™A x ] o =

The way courses in Moodle are set up varies by instructor. Many
use a weekly format, clearly outlining each section using calendar
dates. Other instructors will organize by ch apter or topics. Just
remember, the appearance will likely change from course to

Auguﬂ 23- August 29 course, so be aware of the blocks and other items your instructors
are using.

Introduction to Business Policies

Things to Remember:

Upcoming Events: display assignment and quiz due dates as
. File Folder -Week #1 they get closer to the date.

Forums:  discussions that instructors may utilize to have
<=l Getting to Know You students communicate and interact with each other. You get

out what you put into the forums each week.
Dropboxes  or assignment s will be used to have you submit

L=l Introductory Quiz
= documents and homework.

(= ]
"= Forum -Week #1 For detailed tutorials, practice activities, and to really

familiarize yourself with Moodle, please visit the MASU DSO
100 - Distance Student Orientation course you are enrolled in
Moodle.
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Proctor Requirements

As with on -campus courses, the course instructor determines exam dates and exam methods for online
courses. Typically , the instructors utilize online testing within the LMS . Many online instructors require
proctored exams and/or quizzes. Some instructors may require you to submit your proctor for approval by
completing and submitting the Office of Extended Learning Proctor Approval Form online.

ProctorU is an online proctoring service that uses live proctors as well as technology and reporting tools to

prevent academic integrity violations. ProctorU offers 24/7 on -demand testing and technical support.
Instructors may require you to use ProctorU or they may allow you to use ProctorU as your proctor choice.

There is a charge to use this service; prices are listed on the ProctorU webpage . You may use Financial Aid
to pay for it; contact the MSU Bookstore for details.

If your instructor requires the Ex tended Learning Proctor Approval Form, you will be notified of the need

to submit a proctor for approval at the start of the semester. If your instructor includes ProctorU as an

option, and you choose to use it, you will need to submit ProctorU via the Pro ctor Approval Form.  Please
follow the steps below to submit your proctor form:

1. Before completing the form, speak to your proctor and gather their contact information.
2. Go to the Mayville State website at www.may villestate.edu and click onthe S 0icon at the top
right of the page.

WHY MSU  VISITUS DIRECTORY ALUMNI & FRIENDS COMMUNITY ABOUT MSU

PAYING FOR CAMPUS STUDENT
ADMISSIONS ACADEMICS LIVING MSU ONLINE RESOURCES

SCHOOL

3. You will be taken to the screen shown below. Click Continue Login after you read the information
about usernames and passwords here.

« Your username must be in the following format: first.last@ndus.edu or first.last

« Your password is the same one you use for Campus Connection, Moodle, and Blackboard.

+ Forgot password? Visit https://helpdesk.ndus.edu/ndusaccount/ for account self-service.
Windows Security

iexplore
Connecting to my.mayvillestate. edu.

A

janedoe@ndus.edu

Domain: ndus.edu
[] Remember my credentials

oK Cancel

I Continue Login I
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4. You will be prompted to enter your username and password . Your username is the same as your

5.

6.

7.

8.

login for ConnectND preceded by NDUS \. Your password is also identical to the password you
Moodle /Blackboard

created in the account claim process and what you use for ConnectND and

Example Username: NDUS\jane.d oe

Example Password: Comets2019
.
Authentication Required S Susii S S ﬂ
|
@.- Enter username and password for https://www.mayvillestate.edu

User Name: NDUS\jane.doe

Password: oooooooooo|

[ OK J [ Cancel

Click OK

Once in Sharepoint, click  Sites in the top right menu navigation.

Home (Mewsfeed) Outlook OneDrive Sites

Click Departments and Offices.

Academic Divisions Organizations Com 5 Search Center

Click Extended Learning from the site list.

Sites

[ academic Records

ID Extended Learning

[ Academic Affairs

Academic Affairs is the center of academic leadership at MSU.
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9. Click Submit Proctor on the left -hand menu.

D

Home
Extended Learning Admin
Faculty Course Admin

Submit Proctor

]

Collaborative Registration
Documents
Recent

Extended Learning
Student Document
Library

Extended Learning
Current

Extended Learning
Archive

Site Contents

10. A pop -up window will appear with proctor criteria. Read through the terms and click either
(if you do not agree, you will not be able to submit your proctor info).

Agree or | Disagree

Do you agree to the terms? ®

You must submit a proctor form EVERY semester you are enrolled in a i
distance course.

Please complete the following form to submit your proctor for approval. Once you
have an approved proctor, that proctor may be used for all your courses. All
proctors are subject to approval.

m

Proctor Criteria
In order to be approved as a proctor, a proctor must be a disinterested
professional with a valid business and email address.

A proctor must NOT be:
A friend or relative of the student

Someone enrolled in the course

Someone living at the same address as the student

(YR S ar T TR SRR FRNL Y S e———— Y PN T PSR S S ——

11. Fill out the online form with your proctor information. Be s

ure you fill in all blank fields. Once you

have completed the form, click Submit Proctor at the bottom of the page.

Submit Proctor ‘
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Your Proctor Approval Form must be submitted at least two weeks prior to your first exam.

Your proctor will be contacted to verify their information and their desire to serve as your proctor. If he or
she cannot be contacted for verification, your proctor will not be approved. Once you have an approved

proctor, that proctor may be used for all your distance courses for the current semester only . All
proctors are subject to approval. You must submit your proctor for approval at the beginning of

each semester you are enrolled in Mayville State courses.
Your Proctor Approval Form must be submitted at least two weeks prior to your first exam.

Your proctor will be contacted to verify their information and their desire to serve as your proctor. If he or

she cannot be contacted for verification, your proctor will not be approved. Once you have an approved

proctor, that proctor ma  y be used for all your distance courses for the current semester only . All
proctors are subject to approval. You must submit your proctor for approval at the beginning of

each semester you are enrolled in Mayville State courses.

Proctor Criteria:

In order to be approved as a proctor, a proctor must be a disinterested professional with a valid business
office, business telephone, and business email address (Yahoo or Hotmail addresses are not acceptable).
Some examples are:

A superintendent, principal or ¢ ounselor at a public school

A high school or elementary teacher

A college/ university administrator, dean, departm ent chair, registrar or faculty member

A professional staff member at a college or university

A certified librarian or library staff member

A civil service examiner

A judge of a court of law

A human resource director or employee development coordinator

A military officer ornon  -commissioned officer of a higher rank

A law enforcement officer

A testing center at a college or university, adu It le arning center, or military base

E R I I I |

A proctor must NOT be:

9 A friend or relative of the student

9 Someone enrolled in the course or another undergraduate student, including work study students in a campus
office or tutoring center.

9 Someone living at the same address as the student

Failure to comply with the above conditions will significantly affect the student's grade and his or her
ability to take Mayville State courses in the future.

Once approved, you may serve as proctor for other Mayville State Extended Learning students. Please
note students are required to submit proctors for approval at the start of every semester.

Future correspondence concerning exams will come directly from the course instructors.

Your proctor must have reliable internet access. You may use your personal laptop computer to take an

exam at your proct or 6 Pleapelnateyeu aceinot dlloned tmtake wour exams in your

home or your proctorés private home or residence. fic!}ou must
school, college or university, library, or other business or public institution.

Sometimes public libraries and other proctoring/testing sites will not have Firefox installed on their

computers and they may not allow you to download it to their comp uters. If this is the case, you do have
the option to use Portable Firefox. Portable Firefox is installed onto a USB drive and run from there so that
there is no actual downl oad onto the sitebs computers. Pl e

find out whether you can use this.
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Tips for Success as a MSU Distance Student

1 Treat the course with respect: Some people mistakenly believe that Distance Learning is easier

than taking courses in the traditional classroom setting. In fact, Distance Learning can be as or more

challenging for several reasons.

1 Manage the Demands on Your Time and Energy : Time management is the key for successful

Distance Learning. Like most Distance Learners, you likely have a family, job, and community
obligations th at already take a big chunk of your time. You will have to take a hard look at all your
activities and make some decisions about what you can give up or postpone. Only you know what you

can live with and without. It will be crucial to develop both the self -discipline and skill to juggle your

responsibilities in order to make time for your educational goals. The use of a planner or Outlook
calendar is highly suggested.

Links to resources:
Success Strategies for Online Students
https://mayvillestate.edu/index.php/download_file/view/5178/1715/

Time Management
http://managementhelp.org/prsn_prd/time_mng.htm

How to Use Outlook Calendar

https://support.office.com/en -US/article/Basic _-tasks -in-Outlook -2013 -192EB102 -2EE2-4049 -B7F5-

AAOEB4231FBB

1 Seek support of Family and Friends: Studying and participating in college demands time and
energy. Time to play with the kids or visit with friends, cost of tuition and books, and needing time to

study may take some adjusting. To increase family support, ask family to help with your educational

process. If you have school  -age kids, have them study alongside you. Find ways to mark and
celebrate your accomplishments as you progress toward your goal.

91 Develop Good Study Habits : Along with time management, you should know or develop skills like

skimming information from texts, taking good notes, writing clearly, and thinking critically. Share
your ideas and take the time to compose what you want others to see. The written word is strong; be
prepared to support  your shared perspectives and ideas. A vital key to success in Distance Learning

courses is the ability for students to be self -disciplined with time management and practice attention

to detail when reading and following directions.

Links to resources:
Critical Thinking
http://www.austhink.org/critical/
http://www.studygs.net/crtthk.htm

One Note Demo
https://aka.msl/itsca?id=871

MSU Resources
https://www.mayvillestate.edu/student -resources/information _ -technology -services/

Hoonuit
https://www.atomiclearning.com/highed/home

Starfish
https://mayvillestate.edu/academics/starfish/
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Tips for Success as a n MSU Distance Student

91 Develop Your Computer Skills : The following basic computer skills are recommended for distance
students: word processing, managing files, browsing the Internet and emailing. Once you have the
appropriate hardware, software, and connectivity, you will need to become familiar with the u se of
your browser and communication software. Utilize the Hel
handbook and your peers to troubleshoot. For online an
use technology to log in regularly to check announcements , complete assignments, submit quizzes
and/or tests, communicate with your instructor and other students, and participate with the
discussion board.

BlackBoard
https://online.mayyvillestate.edu/

MOODLE
https://Ims.ndus.edu/course/category.php?id=5

MOODLE Tutorials
http://docs.moodle.org/en/Student _tutorials

Firefox Download
http://www.mozilla.com/en - US/firefox/ie.html

Java Download
http://www.java.com/en/download/

Flash Player Download
http://get.adobe.com/flashplayer/

1 Be Aware of Available Resources
Mayville State University is committed to your success as a distance student. Use the resources
available to you on campus, by phone, and via Internet.

MSU Resources
https://www.mayvillestate.edu/student -resources/information  -technology -services/

Student Success Center
htt ps://mayvillestate.edu/student -resources/student -success -center/

MSU Writing Center
https://mayvillestate.edu/student -resources/student -success -center/writing _-center/

9 Ask for Assistance or Clarification :
Contact your instructor at your earliest need for help. Your course syllabus will tell you how to get in
touch with him/her.

1 Check Mayville State University Email Daily:
Instructors rely on electronic communication with their students, whether it is via the learning
management system or email. It is very important to check your Mayville State University email
daily. Communicate wit  h instructor and other staff/offices with your MSU email. This ensures the
email address is not filtered to trash and is most secure. The student is responsible for providing the
instructor with the correct Mayville State University email address.
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Technology Tips, Requirements & Policie
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Technology Requirements
Itis essential that students in online courses have internet access and an up -to - date computer which
meets the following hardware and software requirements:

General Requirements

On-Campus Courses Laptop or tablet computer with an integrated front -facing webcam
HDMI output, speakers ,and microphone
Distance Courses Computer with  Webcam and headset with microphone
Chromebooks, Chrome OS devices, iPads, and mobile devices such as iOS or Android

phones or tablets do not meet the technology requirements.

Windows PC (Preferred)

Operating System Windows 8 or newer
Processor 1.6 GHZ or faster Intel i5
Memory 4 GB RAM or more
Storage 25 GB free hard disk space or more
Video 1280 x 800 resolution or higher
Browser One of:  Chrome, Firefox

Mac **

**  Certain courses may require the purchase of additional software for Mac computers

Operating System Mac OS X version 10.10 or newer
Processor Intel processor

Memory 4 GB RAM or more

Storage 40 GB free hard disk space or more
Video 1280 x 800 resolution or higher
Browser One of: Chrome, Firefox, Safari
Additional Software Microsoft Silverlight 3 or newer

Additional Recommendations/Requirements

General 1 Windows -based PC (Recommended)
1 CD, DVD, or Blu -Ray Drive (Recommended)

DOWNLOADS

Google Chrome

Firefox

Java

Flash Player Download
Adobe Reader Download

INTERNET ACCESS

9 Distance learners must secure their own Internet Service. Consult local listings for Internet Service
Providers. 256Kbs or higher [achieved via DSL, Cable service, or wireless services]

MSU SERVICE DESK
https://www.mayvillestate.edu/student -resources/information __ -technology -services/
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