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Getting S tarted

How to be a successful online learner

To help you become a successful online learner USD Continuing and Distance Education (CDE) has
compiled the following tips:

A You should be self -motivated, self -disciplined and assertive. Because an online class offers

more freedom, it will be your responsibi lity to keep up with your course.
A An online class should be viewed in the same manner as a face -to-face class. It will not be

an fleasiero course, nor will it take less of your ti
A You should log into your class at least two to three times per week & potentially more

frequently for summer courses d or as often as your i nstructor recommends, in a time frame

that allows you to concentrate on the course. Time management is also important. Schedule
your time wisely.

A Most interaction in an onl  ine class is through writing, so you should be comfortable with
communicating electronically and you should know how to express yourself appropriately
through writing.

A You must be able to use technology properly. You should be familiar with using the Inte rnet
and email, as well as downloading, uploading and saving files.

A Know your instructors and how to contact them. It is important for you to contact your
instructor , by whatever means the instructor has specified , if you begin to experience any
difficult ies.

UNIVERSITY OF 3
SOUTH DAKOTA



Getting Help

Getting started in an online course can seem like a daunting experience, so CDE has arranged for a
variety of resources to be available to distance students. Below are some of the principle
resources, as well as how to access them:

ITS Help Desk

If you are experiencing any sort of technical issues, such as:

1 Your password is not working or you are unable to log into university resources
1 Your computer is not working; it is unable to open files, etc.

1 You are receiving error messages wh en accessing your online courses
You should contact the ITS Help Desk. The easiest and fastest way to do so is to Submit an
Online Request  : http://www.usd.edu/its/helpdesk/requests
This form is available twenty -four hours a day and directly enters your issue into the Helop
support system, without needing to wait on the phone for assistance. Once you submit the
request, you wil!/l be contacted by one of wilhhelpydel p
resolve the issue, usually within one business day
Additionally , you can contact the Help Desk, toll free, at 877.225.0027 or locally at
605.677.5028
IMPORTANT : during the start and end of the semester, the Help Desk receives an
Q extr aordinary volume of calls, so you may need to wait to speak with support
personnel, or be invited to leave a voice mail detailing your issue.
Because of this, CDE strongly suggests utilizing the Online Request Form
during these times of year.
Academic Assistance
Various academic resources, including advising, tutoring services, course catalog information,
accessing grades, registering for courses, etc. , are available through the myU portal. Please see
the Student Portal section of this document for details on how to access these resources.
If you have qu estions about course materials, course policies, grades, etc., please direct them to
the instructor of your cou rse. You can contact your ins  tructor directly within your course by
clicking on his/her name in the Classlist tool
Division of Continuing and Distance Education (CDE)
CDE is here to assist with general questions about online and distance courses, or to help you
through the process of taking an online course. Var i

Student Resources page: http://www.usd.edu/cde/student -resources.cfm

In addition to these resources, you can always contact CDE for direct assistance, toll free, at
800.233.7937 orlocally at 605.677.6240 . You can also email CDE at: cde@usd.edu
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Netiquette

Below is a list of general netiquette expectations for online courses:

A Carefully read email that you receive to make sure that you understand the message.

>

Carefully read and reread responses before you send them. Proofread for errors in
grammar, punctuation, and spelling as these kinds of mistakes can muddle your message
and confuse the reader.

>
—
<
o
c
o))
-

e using humor or sarcasm, <clearly

>

Know your audience. Make sure that the person(s) to whom you are sending your message
are the appropriate one(s) with whom to communicate.

A Avoid cluttering your message with excessive emphases (such as stars, arrows and the
like). They may make the message hard to follow.

A Ifyou are respondi  ng to a message, either include the relevant part of the original message
in your message, or make sure you refer to the contents of the original message.

A Be specific, especially when asking questions.

A Include your name in the text of your message, as we Il as other contact information, such
as email address or phone number for a reply. The end of the message is a good place for
this information.

A When typing, use upper/lower cases appropriately. ALL CAPS gives the appearance of
shouting and can seem rude.

A Just as you should not drive when you are angry, you should not send email responses
when you are angry. Type a response, but do not mail it immediately. Chances are, when
you reread it, you  will be glad that you waited.

@ Please note: your instructor may have specific guidelines for his or her class, so please
make sure you are aware of those as well.

abel

UNIVERSITY OF
SOUTH DAKOTA

t



Technology Support & Requirements

To ensure the effective delivery of USD online courses, minimum hardware an d software
requirements have been establ ished.
A USD username is required for all online courses . To obtain your USD username, or if

you already have one, but have forgotten your password, please go to:
http://www.usd.edu/accounts/pickup/

For minimum hardware and software requirements, please refer to the table below:

Please note: it is highly recommend that if broadband access (DSL, cable, etc.) is
ﬁ] available in your area that you purchase it instead of dial -up access. Your online
b experience will be more favorable with broadband access , as course content will load
much more quickly and USD resources will be much more responsive.

Recommended Specs: Minimum Specs:
Processor: 1.6 GHz or higher dual core atleast 1.6 GHz or above; or less
processor (e.g. Intel Core 2 Duo than three years old
or i -series , AMD Athlon x2)
RAM: 4 GB or higher atleast 2GB
Internet Access: High -speed: Cable, DSL, Satellite , | Dial -up: 56 Kbps modem
IMPORTANT: you will need Wireless, Mobile Broadband NOTE: using dial -up will seriously impact
to purchase internet service the time it takes to access your
through your local provider coursework and may have a negative
effect on your online learning experience
Monitor Resolution: 1024 x 768 or  higher 800 x 600
Operating System: Windows 7 Windows XP, Vista
Mac OS X 10.5 (Leopard) or Mac OS X 10.4 (Tiger)
higher (Windows versions prior to XP  are not
supported )
(Linux is not supported)

Hard Drive: 10 GB free storage space for course content
Sound Card: Any; headphones or external speakers are also required
Office Suite: MS Office 2010 (Windows) MS MS Office 2007 or later
Office 20 11 (Mac) OpenOffice (http:/openoffice.org/ ) or

LibreOffice (http://libreoffice.org ) are
minimally supported

Web Browser: Mozilla Firefox 4.x or higher Internet Explorer 8
(free download: http://getfirefox.com ) Safari 5

Anti -Virus: Symantec Antivirus is free to all act ive faculty, staff and students
[ http://www.usd.edu/technology/connecting -to -network.cfm ]

Other Software: A Adobe Acrobat Reader

[ http://get.adobe.com/reader/ ]
A Adobe Flash Player

[ http://get.adobe.com/flashplayer/otherversions/ ]
A SunOne Java

[ httg://www.'ava.com/

UNIVERSITY OF
SOUTH DAKOTA


http://www.usd.edu/accounts/pickup/
http://openoffice.org/
http://libreoffice.org/
http://getfirefox.com/
http://www.usd.edu/technology/connecting-to-network.cfm
http://get.adobe.com/reader/
http://get.adobe.com/flashplayer/otherversions/
http://www.java.com/

If you are unsure as to whether or not your computer meets these requirements, or if you require
any technical assistance, please contact the ITS Help Desk for assistance, using the contact
information provided in the Getting Help  section of this document.

@ IMPORTANT : Some online degree programs (e.g. Nursing), courses, or instructors
have specific and/or additional technology r equirements. Please refer to your
coursebs welcome | etter and/ or syll abus for

USD has established partnership s with Apple and Fujitsu, allowing USD students , staff and faculty

to purchase computers that will meet the requirements listed above at a discount. For more
information , visitthe ITS Computer Discounts site at:

http://www.usd.e  du/technology/student -computer -and -software -discounts.cfm

Finally , Barnes & Noble at USD offers a student discount on purchases of Microsoft Office . For more
information contact Barnes & Noble by calling (605) 677 -6291 or by visiting their website:
http://usd.bncollege.com
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Student Portal

myU is a campus portal , which enable s convenient and effective communica tions among Univer  sity
members and provides asingle point ofentrytoe -mail, Desire2Learn , personal calendar, and other
university -wide network communications and functions.

@ Before you can use the myU portal, you must first setup your USD username if you
have not already done so. To setup your USD username , please go to
http://www.usd.edu/accounts/pickup/

To access the myU portal , browse to https://myu.usd.edu or f ol | StuderttshFaculfy & Staff 0

link from the USD homepage. A screen | ike the one below should appear . Click on the Login button,

enter your USD username and password, andthen click on the button |laybueateed AL
unsure as to what is your USD username and password, click on the #fAl
username/ passwordo |ink to retrieve these, and then repea

0gi
d

t

my The University of South Dakota

Login

For Your Information

More than 100 student orgs Eta join, lead, voluntagr in the community, participate in activities and meet new people. Get involved! (Login required)
INVOLVED
Need a job? See Academic & C: v ’ Job Gareer Help. (L
Jobs & Portal Statistics
Internships
Most Requested Search Terms:

+ bookstora + ma
Use the new Shortcut links in the channel below to jump to the portal's most requested content - such as WebAdvisar. You'l be prompted to login and then wil be directed to the link + campus map . w,: advisor
Shortcnt RS e -
@.ﬂ’.ﬁﬁ + webaduisor + meal plan
.02 + book store
Who's Using myu?
Shorteuts el 0 Now |[ Todsy |[ Vesterday |
1101 4242 6851
‘The following shortcuts take you directy 1o a full screen channe view. You may be prompted to login. Sudens 018 Students 3538 Students 5815
Faculty/Staff 135 Faculty/Staff 479 FacultyStaff 653
Oter 48 Other 225 Other 383
Academic Campus Personal
o Academic Calendar I « Campus Map &7 « BOR Employment &2
« Academic Catalogs « Campus Services * Careers. Jobs. Internships About myU
« Blogs atUSD &  Dept Directory & Phone Numbers * Gampus Jobs -PT, Work-Study & GA
* Center for Academic Engagement * Help Desk (TS * Einancial Al One-Stap Location
« Genter for Academic & Gareer Planning « Parking Permis/Tickets * My Gourses & Grades « MyUis a one-stop, single sign-on destination for all USD students, facuity and staf.
* DesiezLeam * Regreation - Intramurals SR Porsonalized and Targeted |
« Polgies &7 (University-wide) * Student Orgs, More Can't find something? in, ol
« Webhdvsor - Your Health + Submit Feedback
- Your Safel [l tocation and schedule. In many case: sto ' (such as SNAP, Desire2Leam and Campus.
Wellness Genter ] haveto »
Online Video Help

s + Portal Overview * Maving Channels
+ Logaing In to the Portal + Adting and Removing Channels
~ « Portal Features « Ghanging Portal Timeout

Figure 1: myU Portal Login Page
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Accessing Your USD Email

All members of the University community have a USD email address . We require you to use this for
your coursework. You will also receive official university correspondence only through this email

address . It will be important to have your email set up and accessible before the beginning of
classes.

In ord er to access your email, log in to myU and click onthe fiEmail 0 link (1) to access your email.
Your email window will sho w up in a new window.

-

Figure 2: myU Welcome Page
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