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We I CO m eto Clarkson College and Congratulations! You have

chosen to embark on an online learning adventure. It is our goal to give you the in-
formation, tips and guidelines you need to have a successful and quality online edu-
cation experience.

Please take the time to read this entire manual and keep it for future reference. Up-
dates to this manual will be made and will be available from the Clarkson College
website.

Your journey begins with determining if Your experience will be richer if you
you meet all théaardware and software | understand all the features available to
requirements for participating in the you as you explore your courses.
online education process. Clarkson
College online education students are | No online experience is complete without
required to have specific equipment the accompanyintextbooks and

ensuring compatibility and power to establishing d@est proctor. A test proctor

handle projects and tasks. Is another important requirement of
online education. Your manual defines

Upon registration you will receive a this and othecampus department roles

Clarkson Collegémail account. and responsibilities, so you know all

Regular access to your Clarkson Collegeyour avenues of contact.
Student Email is vital.
Special on campus visits are explained in
Access instructions to your online thegraduate student requirements

course are in this manual. These section.

instructions will also be emailed to your
Clarkson College Student Email account Once you have completed your review of

prior to the st ar t thiematetiahyou valldeveldn gour. Donbo
forget to take th&tudent Orientation way to a successful learning experience
Tutorial. of the Clarkson College Online Campus.

...............................................................................................................................................................................................................................

Should you have any questions along the way, do not hesitate to contact
The Coordinator of Online Education, Linda Nieto :
(402) 5523039, (800) 64-5500 ext 23039, arnline@clarksoncollege. edu

...............................................................................................................................................................................................................................

Clarkson College complies with all applicable federal, state, and local laws relating to discrimination and does notditecomihe basis of race,
color, religion, ancestry, sexual orientation, ps$aus, orenarital smtus inien t a l di s
administration of its educational programs and policies, financial aid, activities or other school administered programs.
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Equipment Requirements and Compliance

Minimum

4

Recommended

Computer Hardware

Internet Access is required

AMD Sempro /Intel Celeron

Pentium Duel Core or Core 2 Duo

Process Type/Speed APPLET Intel Processor APPLET Intel Processor

RAM 512 MB 2Gb or higher

Operating Svstem Windows XP Windows XP, 2000, VISTA or Windows 7
P 9y MAC - OS X MAC - OS X

Sound Card w/Speakers REQUIRED REQUIRED

Microphone REQUIRED REQUIRED

Modem v.90/56k Cable or DSL Modem

Printer Any Any

DVD/CD Any Writeable

External Backup Device None Any

(Hard Drive, Flash Drive)

Computer Software

Clarkson College will ONLY accept documents using the following software

Word Processor

Microsoft Word 2000

Microsoft Word 2007

Spreadsheet Microsoft Excel 2000 Microsoft Excel 2007
Presentation Microsoft PowerPoint 2000 Microsoft PowerPoint 2007
Database None* Access 2007

Internet Explorer

Internet Explorer

Internet Browser FireFox FireFox
i Safari Safari
o
pe - Quicktime Quicktime
Media Players é Windows Media Player Windows Media Player
2. Adobe Flash Player Adobe Flash Player
jn}
Plugins _/ Adobe Reader Adobe Reader
Access to the following equipment is required
FAX CAMCORDER DVD

* Some programs require the use of Microsoft Access. The Student Edition of Microsoft Office Suite contains
Word, Excel, & PowerPoint. The Professional Edition includes Access.

PLEASE NOTE: If you are administratively withdrawn from classes due to rmampliance of equipment requirement
it is possible you may be required to pay outstanding tuition. You may also lose financial aid, you may not receive
fund, and/or you may receive a grade of WF for all classes in which you are registered.

w

are-
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You must always have a current Test Proctor on file if your course(s) requires
proctoring services. Check with each of your instructors to determine if a proctor is
needed.

By default, the proctor for all students is theaampus Testing Center. If you plan to use
our local testing facilities, théesting Centeweb page provides important information
including location, hours, rules/responsibilities, AND instructions on how to register and
schedule your exams online.

Students who are unable to use our local faagiitistsubmit aTest Proctor Change Form
which isdue the first week of classes (See Appendix B on page 15).

It is assumed your proctor is the ecampus Testing Center
unless a Test Proctor Change Form is submitted the first week of classes.

1) Check with each instructor to determine if a proctor is needed for your exams
and quizzes

2) If you do not plan to use the on-campus Testing Center, identify a qualifying
Proctor.

3) Complete the Test Proctor Change Form with your potential proctor and submit
it to the Coordinator of Online Education for approval.

A Qualifying Proctor

must be an educator or administrator;

may not be an immediate supervisor, friend, or relative;

may not be a current student at Clarkson College;

must have access to the Internet and his/her equipment must meegtithem re-
quirementsas outlined on page 4 of this manual.

< <<

It is preferred that the proctor be a teacher, professor, librarian or other academic
professional.
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Nursing

The Master of Science in Nursing program is designed to be completed online, however
students are required to visit the campus at specified times. In addition, all online students
are required to visit the campus for their capstone presentatiGamsione Symposium

Day, held during the last week of the semester. The Nurse Practitioner Options have
additional weekend requirements for students enrolled in clinical courses.

Students enrolled in the MSN Nurse Practitioner Options and theVi&id$tNurse
Practitioner Certificate Options are required to visit the campus for a 3 day weekend during
the semester the student is enrolledashof the following clinical courses:

NS 830- Advanced Physical Assessment

NS 832- Primary Healthcare |

NS 842- Primary Care of Women

NS 844- Primary Healthcare II

Ample notice for the scheduled date of the weekend will be given to all students.

Health Care Administration

The Master of Health Care Administration program at Clarkson College is designed to be
completed completely online with no on campus requirements; however, there may be one
circumstance in which a student may be required on caniH#\ graduate students who

choose to complete the capstone portion of the culmination experience may be required to
present capstone projects in person at Clarkson College on Capstone Symposium Day, which
is held during the final week of the semest€nntact your advisor for details.

Seehotel accommodations information for your weekend session
or other required on campus visits.

92}
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Upon registration in your first class, you will receive a Clarkson College email account. Itis
very important that you check this account frequently as Clarkson College personnel will
only send email messages to this account, not to other personal email accounts.

If you have questions or technical issues withyearai | ser vice, Cl arkso
Technology staff can help. However, our technical support does not prowde aSS|stance with
non-Clarkson College email accounts. x> ~— 27

urself with

To access your Clarkson College Student Email account, gc
Clarksondéds homepage,
http://www.clarksoncollege.edu

1. On the left side of the webpage, click on Student Email.

2. Enter your 9digit student ID number (ex. 000123456) in t| "
Email Address box.

3. For yourPassword enter the combination of the following

« first two letters of you first name,
« first two letters of your last name,

« two digit birth month, and e
« two digit birth day: (ex., rajo0907) ) e et
Ml Use Outlook Web Access Light
Your Student Email address is: -
LastName.FirstName@clarksoncollege.edu S

Log On

Connected to Microsoft Exchange
Secured by Microsoft Internet Security and Acceleration Server
© 2006 Microsoft Corporation. All ights reserved.

Reminder: If you are using a public computer, be sure to log out of your Student Email by
clicking on the Log Off icon. This will keep the next user from being able to see your lagin ID

If you have any questions, please contact the College Help Desk at (4629 Eb2
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Clarkson College Online Campus

Just prior to the start of the semester you will receive maiewith instructions on how to
access your online courses. It is very important that you read this email as it will include
your login and password necessary to enter the Online Campus.

The Online Campus is atww.clarksondistance.net and can also be accessed from our
home page by clicking on Online Campus on the left side of the webpage.

User ID Information

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

appropriate spaces.

Clarkson Callege but would like to register
-800-647-5500. For more information
complete an iy forr

abaut Clarkson College please

Clarkson College's Homepage wwi clarksoncollege edu

The User ID is the same as your Email address account-¢ligit $tudent ID number, ex.,
000123456).

Password

The password is:

First two letters of your first name, first two letters of your last name, two digit birth month,
and two digit birth day (ex., rajo0907).

You are strongly encouraged to change your password MyHerofile section of your
homepage.

Online Campus Help Desk Phone Number
1-303-873-0005
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Clarkson College Online Campus continued

To ensure the best possible experience, complete the following two tasks before starting your
first course online.

Click on the Technical Requirements link and run the browser test. This will ensure you have
all of the necessary software components.

V2
”’4?;3?

[
W ks Tchind: ol Rasguaremims

Welcome to CLARKSON COLLEGE Onlin

1ol ol Foge surara =i il § e TR B

After completing the browser test, complete the Student Orientation Tutorial. Enter the
online campus and select the Academics button (located in the top left)

Listed under the banner entitl e dtude®peci al
Orientation Tutorial Click here to enter the course.

This course will show you all of the features of your online courses.

@_QARKSON COLLEGE

Welcome My Profile | Help | Signofi]

Course List
Support Services Key: A5 Only @ Course Development {4/ Included) @ Instructional Design  PINs

2 special Courses

| ORIENT Student Orientation 2004
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Book Ordering

You are responsible for ordering your textbooks and coursepacks* from the Clarkson
College Campus Corner Bookstore. Call-&30-5500 ext 22737 or 402552-2737 for
immediate assistance or

Click Campus Corner Bookstore for
V Hours of Operation

V Contact Information

V Online Textbook Ordering

V General Merchandise

V Assistance or questions

Or godirectly toclarksonbooks.com to order your textbooks online.

You are encouraged to order your textboakkast one wedbefore the first day of the
semester.

*Additional copyrighted materials may be required in some courses. Please contact course
faculty for purchase information.

Mailing Instructions

Mail assignments using akssignment Check-In Sheet. (Appendix A)

Secure loose papers with paper clip or by stapling. Be sure your name is on every item you
send to the College, including CDs, handouts, and articles.

Send all correspondence to the attention of a specific person or department as well as
contain Clarkson Collegeds official addres:
Attn: XXX
Clarkson College
101 South 42nd Street
Omaha, NE 68132739

It usually takes from three to ten weekdays for regular mail to arrive at the Clarkson
College mailroom. Mail is delivered once a day to all departments and/or faculty.
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Advisors

Each Program Director will assign an advisor to you during your first semester at Clarkson College.
Contact your Program Director if you have not received advisor information one week after the
semester begins. You are responsible for contacting your advisors to register for your second and
subsequent semesters.

Faculty

Faculty are responsible for returning a studen
days on receipt. We consider a message left on an answering machine a return call. Faculty should
keep students informed of their course progres
faculty has received all necessary assignments.

Coordinator of Online Education

online@clarksoncollege.edu

(402) 5523039 or toll free ext 23039

Fax (402) 5528575

The Coordinator of Online Education is the liaison between you and Clarkson College. If you are
unsure of whom to contact with a question or concern, the Coordinator can refer you to the correct
contact. The Coordinator also processes the Nurse Practitioner clinical contracts and other
externship/internship contracts.

Clarkson Help Desk

helpdesk@clarksoncollege.edu

(402) 5523911 or toll free ext 23911

The technology desk at Clarkson College is available to assist you with questions concerning the
Clarkson College Email account.

Online Campus Help Desk

helpdesk@clarksondistance.net

(303) 8730005

The Online Campus Help Desk is available to assist you with any questions concerning the Online
Campus. They are available 24 hours a day, 7 days a week.

Testing Center

testingcenter@clarksoncollege.edu

402-552-3034 or toll free ext 23034

The Testing Center provides a convenient location for local students enrolled in online classes to
complete proctored exams. Visit thesting Center on our website under Current Students, General
Services.

(Continued on pag#&?)
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(Continued from pag#l)

Admissions

admiss@clarksoncollege.edu

(402) 5523100 or toll free ext 23100

Admission services are available for information regarding application, file status, acceptance and
general college information. Visitdmissions on our website home page.

Financial Services

sfsassist@clarksoncollege.edu

(402) 5522749 or toll free ext 22749

Financial services are available for information or questions regarding financial aid, tuition bills,
employment reimbursement, and business holds. Viewitiencial Services information on our
website Current Students tab.

Library Services

library@clarksoncollege.edu

(402) 5523387 or toll free ext 23387

Fax (402) 552899

Library Services are available to assist you with literature searches, interlibrary loan of journal articles,
and book requests. Information about library resources, online access to databases, and specific
information about services can be accessed throughtibey link on your homepage of the Online
Campusor visit theLibrary on our website under Current Students.

Registrar

registrarstaff@clarksoncollege.edu

(402) 5523033 or toll free ext 23033

Contact the Registrarodos office for information
graduation, transcripts, Veteransod Benefits, a
Visit the Registrar webpage under the Current Students tab on our home page.

Success Center

cappellano@clarksoncollege.edu

(402) 5522694 or toll free ext 22694

The Success Center offers a large variety of services for your academic and professional success
including, career and personal counseling, job posting, placement agencies, resume and cover letter
writing, tutorials, workshops, and board and certification review materials. Visittivess Center

web page under Current Students, General Services.

Call Clarkson College Toll Free @ 1 (800) 647-55000 To leave a message after 5:00 p.m. CST, listen to
the voice mail messadefter the beep, hit *8 and dial the extension of the party you wish to reach.
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Downtown

Midtown

Hotel Information

Airport

13

Comfort Inn at the Zoo
2920 S. 13th Court
(402) 3428000

Baymont Inn & Suites
3301 S. 72nd Street
(402) 3918129

Country Inn & Suites

2210 Abbott Drive
Carter Lake, IA 51510
(712) 3475600

Courtyard By Marriott
101 S. 10th Street
(402) 3462200

Doubletree Guest Suites
7270 Cedar Street
(402) 3975141

La Quinta Inn & Suites

1201 Avenue H
Carter Lake, IA 51510
(712) 34%6595

Doubletree
1616 Dodge Street
(402) 3467600

Econo Lodge
7833 W. Dodge Rd.

(402) 3917100

Omabha Sleep Inn & Suites
2525 Abbott Drive
Omaha, NE 68110

(402) 3422525

Embassy Suitesd Old Market

Holiday Inn - Central

555 S. 10th Street
(402) 3469000

3321 S. 72nd Street
(402) 393 3950
Special RateSee details below*

Super 8 Carter Lake
3000 Airport Drive
Carter Lake, IA 51510
(712) 34#5588

Magnolia Hotel
1615 Howard Street
(402) 3422222

Howard Johnson Hotel
3650 S. 72nd Street
(402) 3973700

Redick Plaza Hotel
1504 Harney Street
(402) 3421500

Residence Inn by Marriott
6990 Dodge Street
(402) 5538898

Aksarben Super 8
7111 Spring Street
(402) 3960700

* Holiday Innd Central offers a discounted room rate of $59 effective through December 31, 2010 based on availability. You
are encouraged to make reservations as soon as possible to take advantage of these special rates.

Complimentary access to indoor Holidome, whirlpool, saunaiterfitness facilities, playground and beasttry pool. Some
rooms are equipped with refrigerators and microwaves. Free Wi Fi in guest rooms.

In addition, you will receive discounts in CoCo Key Water Resort with over 60,000 sq. ft of indoor adventure (i.e. AiRieature
Activity Pool, A&W and Pizza Hut Express, etc). Entéips://tickets.cocokeywaterresort.com/and use 6 Cl arksondé a:
for discount.

Book room reservations online for special rates by clicking or pasting the following address in your internet browser,
http://www.ihg.com/h/d/H1/1/en/rates?hotel Code=OMANE&rateCode=IL8UY& IATAN0=99502056 , select dates
and clickCheck Availability. Discount rate selections, if available, will appear.

You may also call Ray Sturgeon at 4027-5640 or use Code 000020398 when usif88&HOLIDAY.
Valid only at Omaha Holiday Inn Convention Center.
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Clarkson College
Assignment Check-1n Cover Sheet
(Eill in one sheet per course)

NAME:

DATE:

MAILED:

FAXED:

ENVELOPE CONTENTS:

COURSE ASSIGNMENT AND # OF COPIES INSTRUCTOR

Complete and submit this sheet in every envelope that contains assignments mailed, or faxed to the
Coordinator of Online Education. Complete and submit one sheet per assignment. Photocopy this form as
needed.

Revised 8/09
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Test Proctor Change Form

STEP ONE® Student Information

Name: Address:

Phone:

STEP TWOOS Proctor Information

Name: Title:

Work Address: Work Phone:
Work Fax:
E-Mail:
Home Phone:

STEP THREE®S Student and Proctor Agreement

Clarkson College views scholastic honesty as a ref/l
students are required and expected to maintain the highest standards of scholastic honesty in the preparation of
all work and examination&cholastic Honestig defined in the Academic Information and Policy Section of the
College CatalogStudents found guilty of scholastic dishonesty may be subject to disciplinary action. The

judicial policies and procedures may be found inghelent Handbook, Student Code of Conduct section.

If a breach of scholastic honesty occurs, the test proctor is responsible for notifying the Coordinator of Online
Education within 24 hours.

Additional instructions or allowances (ie, the use of calculators, scratch paper, etc) will be sent to the proctor
prior to the test availability.

Proctor Expectations:

V' Proctor must be present during the exam.

V' Maintain a quiet atmosphere while student tests.

V Provide a place for the studentodés personal bel ongi
electronic devices, and textbooks).

| have read, understand and agree to the above procedures/conditions.

Signed:
Student: Date:

Test Proctor: Date:

Print and submit this completed form using one of the following methods
Mail: Coordinator of Online Education, Clarkson College, 101 SouthStgzet, Omaha, NE 68121739
Fax: Coordinator of Online Education @ (402) 53275
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