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MODULE 6: RESOURCES
CWI Assessment Centers
Your instructor may require that you take one or more
of your tests/exams in a proctored setting. There are
two CWI Assessment Centers to help meet your
needs. They are located at:
The Ada County Campus in Boise - (208) 562-2542
The Micron Campus in Nampa (208) 562-2440

Dear Student,
The staff of CWI Online would like to welcome you to
online learning at College of Western Idaho! Our
courses offer an alternative approach to traditional
learning. Students who are unable to attend oncampus classes are given the opportunity to pursue
their education via online learning.
The staff of CWI Online would like to wish you a very
successful and enjoyable semester!

Jerry Scripture, PhD.
Director of Online Learning

It is your responsibility to schedule a time to take these
exams.
All proctored tests MUST BE SCHEDULED with the
lab of your choice 2 business days prior to testing.



TABLE OF CONTENTS

MODULE 6: RESOURCES
Blackboard Technology

-Self-Help and Troubleshooting
-Helpdesk
-IT Info Desk
-Bb User Guide
-Google and YouTube search
-@cwiblackboard on Twitter

Module 1: Online Learning

Blackboard resources include:

Module 5: Course Content

To start, use this tutorial. It may remind you of some important processes. Or, try our Blackboard Tutorial site for
short videos and documents about troubleshooting procedures. You will see a link to these tutorials on the Blackboard
login page.

Module 6: Resources

Helpdesk is another resource. You can open a ticket using
myCWI, e-mail helpdesk@cwidaho.cc, or call 562-3444.
During the first week of class, IT has information booths at all
the main campuses. If you stop by, they can help you face-to
-face.
In your Blackboard course, check out the Resources section.
It has links to the latest Blackboard User Guide and other resources.
Blackboard is widely used. You may be able to find the fix to
your issue by simply Googling or searching YouTube for answers.
Follow @cwiblackboard on Twitter for outage information.

Module 2: Vocabulary
Module 3: Navigating Blackboard
Module 4: Blackboard Tools
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MODULE 1: ONLINE LEARNING


In this module, you will learn about:


Online learning success



Synchronous vs. asynchronous learning and
communication



Time management



Space management



Academic honesty



Syllabus



Blackboard Technology
CWI Learning Resources

You’re not alone in the world of online learning.
There are multiple resources available to help you be
a successful online student.

MODULE 5: COURSE CONTENT


Other

MODULE 1: ONLINE LEARNING
Online learning is active learning
 It is also self directed


-External websites
-Images
-Database
-CWI Library
-Collaborate
The web is a fantastic resource for information, and
your instructor will likely send you outside of Blackboard to check out the latest in your subject area.
External websites, images, and databases are some
of the tools that could be used. Your instructor might
ask you to use the CWI Library online or join a live
web chat using Blackboard Collaborate.
Keep an open mind – the possibilities are endless.
You will need to possess Internet browsing skills in
order to access these other resources.

Online learning requires active learning. As a student, you must take proactive steps in your course to
succeed. For instance, you are
personally responsible for locating and
completing course materials. The syllabus and
schedule will be your first and most
important resources.
Online learning is self-directed; that is, it’s up to you
to check due dates, ask questions when you’re confused, and participate in class activities with minimal
oversight.
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Synchronous learning and communication
Asynchronous learning and communication

In an online classroom, there are two types of communication: synchronous and asynchronous.
Synchronous communication is real-time
communication, much like a telephone
conversation. You speak, and the other person
immediately responds. Tools like web meetings, live
chat, or giving your instructor a call are
synchronous.

Asynchronous communication is not real-time communication. It involves time gaps between interactions.
For example, on Facebook,
you post and one of your friend
likes or comments some time
later. Most communication in
an online classroom is
asynchronous. You will see
announcements, e-mails, and discussions; you may
not receive a response, or choose to respond, for
hours or days at a time.
Your instructor may use both types of communication.
Read directions carefully to ensure that you’re aware
of time requirements.



Books and Course Readings

-Directions
-PDF files
In an online course, you will be reading significantly
more than in a traditional course. You’ll still have a
text book in many cases, or your instructor may provide reading in PDF files.
Pay close attention to your course schedule and
assignment descriptions so you know which pages to
read and when they’re due.
If you find that you have trouble getting the
information you need from a textbook, you might
consider attending a Writing Center workshop on
critical reading. You will learn strategies for reading
critically, including reading with purpose, taking notes,
summarizing, and reviewing.
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Text-Based

-Written lessons
-Assignment directions
-Grading rubrics

Instructors also use text-based methods of delivering
content. For instance, written documents (in .docx
or .pdf formats) might teach about important course
concepts. In addition, assignment directions and
grading
rubrics often appear in written form.
Online learners must be willing to read all written
materials carefully.
If you do not feel that you are a strong reader, you can
still be an effective online student. You will just need
to re-read materials and be “active” in your reading by
taking effective notes.
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Time management
Personal motivation and responsibility

Time management skills are critical to your success.
Online courses are self-directed, but they are not selfpaced. There are typically multiple activities that
must be completed each week by specific deadlines.
You must effectively manage your time. For example,
do not wait until the last minute to work on an assignment, complete course readings, or participate in discussions. Most instructors do not accept late work.
Missing work will negatively impact your grade and
learning. We’ll talk about technical requirements later, but keep in mind that technical issues are never
an excuse for you to miss assignments or turn in work
late.
Online classes are often misconstrued as being easier or taking less time. This is not the case. Online
classes are just as rigorous and take as much time as
traditional classes. Therefore, you must plan your
time carefully to complete course tasks.
Many students have obligations outside of class.
Work, family, and hobbies all take up precious time.
You must prioritize your class and make the time.
Just like taking traditional courses, if you are not motivated to make coursework a priority, you may not be
successful. We recommend you devote a specific set
of study hours that are free from other obligations.
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Space management

- You should have a computer with necessary
hardware/software
- You also need space to devote yourself to your
studies
What do we mean when we talk about space management?
In addition to your personal computer, you should
have at least one backup, such as a friend’s computer,
the library, or a CWI computer lab. You never know
when a computer might fail.
Also, you should have an area that will help you focus
on your studies. It may be a quiet corner of your
house or the kitchen table when you’re free of
distractions; either way,
having a study space will
help provide you the right
environment to learn.



Videos and Animations

-YouTube
-Textbook media
-Video lecture
Aside from presentations, instructors also embed
YouTube videos, animations, Flash objects, lecture
videos, and many other types of media into the Blackboard course.
The learning in an online class will take just as much
time and effort as the learning in a face-to-face
course. So, make sure you are prepared to watch all
the instructional videos or media that your instructor
posts.
Also, make sure you understand how to
access previously-described items by logging in early
and testing the links.

MODULE 5: COURSE CONTENT


Presentations

-PowerPoint
-SlideShare
-Other

MODULE 1: ONLINE LEARNING


Academic Honesty

- Plagiarism
-Proctored exams

In a traditional class, presentation methods are fairly
predictable. You typically attend a lecture.
In an online class, presentation methods are more
varied. For instance, instructors may teach with
narrated PowerPoint using SlideShare. They may use
a PowerPoint that has teaching notes written into the
notes area, or they may teach with a presentation tool
called Prezi
Effective online learners need to be prepared to learn
from a variety of presentations.

As with traditional classes, academic honesty is crucial to your success. Plagiarism is the act of claiming
another author’s work as your own. Online, it may be
easy to copy and paste from a website, but doing so
without proper credit to the original author could
result in disciplinary action. Check your syllabus or
the student handbook to see CWI’s plagiarism policy.
Some instructors may require you to come to an Assessment Center or use Respondus Lockdown
Browser to take exams in order to ensure that you are
the individual who took the exam. Having someone
else do your work or take an assessment for you is
academic dishonesty.
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Syllabus

- Your syllabus is your guide to successfully
completing a course. It contains due dates, required
software, and instructor contact information.



Because online courses at CWI are not
self-paced, you may be wondering how you learn
online. Let’s explore the different ways course content
is delivered. We’ll talk about:






When you enroll in an online course, your instructor
will post a class syllabus and schedule. Pay careful
attention to these documents. All of the deadlines and
assignments are due as described by the date listed
unless otherwise posted by the instructor.
Other information in the syllabus may include statements regarding outside resources (like Pearson
MyLabs) or getting specialized software or hardware
(like Microsoft Word).
We recommend printing out your syllabus and class
schedule and keeping them somewhere you can
easily refer to them.

How is content delivered?

Presentation
Videos/animations
Text-based
Books, course readings, and
Other methods
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Other Course Tools (continued)

MODULE 2: TECHNICAL TERMS & DEFINITIONS
In this module, you will learn about:

All of these tools allow you to embed videos and add
images to support your writing.



In addition to these text-based interactions, there are
also audio interactions.



Voiceboards allow you to orally communicate in
Blackboard. It’s used extensively in second-language
classes. You simply record your message and post
your recording to the board. Then, your instructor or
another classmate can record a message and post it
in response.
Finally, Collaborate is a web conferencing tool. It allows people to meet in “real time.” You may need a
webcam and headset to fully participate in sessions
your instructor schedules.







Technical vocabulary
Hardware
Software
Managing your computer
Mobile devices
Internet connection speeds and types

Your instructor and classmates will use many technical
terms on a regular basis. It’s important to be familiar
with them in order to understand how to access
assignments or perform self-help steps in case you run
into trouble.

MODULE 4: BLACKBOARD TOOLS
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Technical Vocabulary

An ISP, or Internet Service Provider, supplies your Internet connection.
A hard drive is the physical device inside your
computer where all information is stored.
A web browser is a program that accesses the
Internet (for example, Firefox or Google Chrome).
A URL is a web link (ex. http://www.cnn.com).
Java is a program that allows you to view web
content, such as interactive objects.
A plugin (also known as an add-on) is a mini-program
that enables your web browser to access special features.
A pop-up is a window that opens in your web
browser when you click a link.

Flash is a program that allows you to view web
content, especially animations and videos.
File extensions indicate the type of file, such
as .docx, which is a Word document.



Other Course Tools

Blackboard has many tools built into it – your
instructor will chose which tools will best help you
learn.

Let’s start with the Discussion Board. In a discussion
board, people will create conversation threads that
members of the class will reply to. Some instructors
use discussion boards to replace the conversations
you might find in a regular classroom. Your instructor
will provide guidance on how to participate.
A wiki is a collaborative tool
where students can add to
and edit each other’s posts.
Wikipedia is a good example
of what a wiki can look like.
Once a wiki is started, you
can add images or videos,
edit text, or add new content.
Journals in Blackboard work like a paper journal.
They can be private (between you and your instructor)
or open for others to read.
Another way to interact on Blackboard is through the
Blog feature. With the Blog, you write posts that are
viewable by anybody in the class.

MODULE 4: BLACKBOARD TOOLS
 Feedback
There are many ways that instructors provide feedback: through grades, rubrics, and communication
channels like e-mail.

Go to My Grades from the left-hand navigation menu
to check your grades and find your instructor’s feedback on assignments and tests. As your work is
graded, the My Grades page will be updated.
Click on the assignment, in My Grades. There, you
will see any comments your instructor has left you.
Get in the habit of checking for feedback regularly!
Instructor feedback may also be delivered in rubrics
that are available through the My Grades page. Click
View Rubric. You will be directed to the Rubric Detail
screen. Look for feedback on each graded area and/
or overall feedback at the bottom of the page.
Finally, instructor feedback may also be sent to you
via e-mail or through interactions with you directly on
Discussion Boards, collaborative areas, blogs, wikis,
etc. Check your course syllabus for specific
information on where to find your feedback.
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What is hardware?

Hardware is the physical “guts” of a computer. It’s all
the wires and capacitors inside the computer case,
including the hard drive, RAM, and processor – all
critical components that determine how a computer
runs.
Peripherals are equipment connected outside of the
computer. They include the keyboard, mouse, and
monitor.
Check out your computer hardware on your PC by
clicking on your start menu and right clicking on the
computer, and selecting Properties. On a Mac,
left-click on About Your Mac under the Apple menu.
Knowing the components on your computer will help
you to self-troubleshoot or communicate with Helpdesk
personnel if the need arises.
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What is software?

Computer programs are software. Examples include
Microsoft Word or Adobe Acrobat.



Quizzes, Tests, and Surveys

Your instructor may have you may take quizzes/tests
in Blackboard.
Questions may be the usual True/False, Multiple
Choice, Fill-in-the-Blank, Short Answer, or Matching
questions. Other types include Hot Spots (clicking
on an image) and calculations.

Instructors may recommend specific software, but
CWI recommends the purchase of Microsoft Office
(Word, Excel, and PowerPoint all included). A student
discount is available; contact the CWI Bookstore for
more information.
Free software programs like Open Office are not
recommended. Such programs often contain viruses
and provide little support.
Purchase and install software before classes start.
That way, you’ll have plenty of time to troubleshoot if
you run into issues.

Each test can be different. Tests may have all of the
questions on one page, so you must be very careful
to select the correct answer on each question. Avoid
using the mouse scroll wheel and back button. Tests
can be timed and will automatically close when time
is up. Some tests have multiple attempts, others you
can try only once. Once you enter a test you will be
asked if you are sure you want to begin. You may
not leave a test, or you may take a grade penalty.
Some instructors use Respondus Lockdown Browser
or proctored tests. Your instructor will give you
guidance on those.
You may be asked to participate in course surveys.
This is a chance to provide feedback during the
course anonymously. At the end of the semester,
you will take an End-of-Course Evaluation for each
of your classes.

MODULE 4: BLACKBOARD TOOLS


Assignments

Now, let’s talk about submitting homework through
the assignments feature.
How do you turn in your homework online? It’s easy
to do in Blackboard.
What does your instructor want you to turn in? If it’s a
Word document or similar file, naming it correctly is
important. When you click Save As, make sure that
you don’t use any spaces (use the underscore
instead) or any symbols (#,?,!). Your instructor may
have specific file naming guidelines, so make sure
you’re following them.
If your instructor asks for a Word document, make
sure it ends in .doc or .docx by selecting the file type.
If you are ever unsure of what file type to use, ask
your instructor for help.
It’s always best to leave yourself plenty of time to turn
in your assignment. Technical problems can happen
even in the best of circumstances, so give yourself
time to troubleshoot if it becomes necessary. On the
next page, we’ll look at the process of turning an
assignment in.
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Managing Your Computer

There are many parts to your computer that constantly need to be updated. Java, Flash, Windows, etc.
often have updates. Don’t ignore the warnings on
your taskbar. Make sure you have the latest versions
of the tools you use in your class everyday.
An easy way to see if you need to update things on
you computer is to use the browser checker on the
login page of Blackboard. For information on how to
update or install plugins, visit that browser’s website
(for example, http://www.firefox.com).

Without updates, you run the risk of Blackboard not
being able to open parts of your coursework!
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What about mobile devices?



Communication

Mobile devices consist of tablets (like the iPad) and
smart phones (like the iPhone, Samsung Galaxy).
Mobile devices can check e-mail or grades, and there
is even a mobile app for Blackboard.

Always send emails to your instructor from your
student e-mail account. Your private, personal
e-mail may get sent directly to your instructor’s spam
folder, and further, they can’t verify that it is you.

However, we don’t recommend the use of mobile
devices to write papers, take exams, or work on
complex assignments. Mobile devices have a
stripped-down software and access unreliable
wireless signals. Use a PC or Mac for tests or
complex assignments.

Always communicate in a friendly, professional manner. Use an appropriate salutation (“Hello, Susan”)
and end with a polite closing (“Thank you!”).

Chromebooks are popular among students. Unfortunately, they are not compatible with Blackboard. CWI
does not recommend using a Chromebook in the
online environment.
Mobile devices often cannot load Flash, so you may
not be able to see all course content. Therefore, use
a PC or Mac for online classes.

Be specific in your e-mail. Give details in the
Subject line and provide as much information as
possible in the body. If you are vague, it may take
more time for your instructor to respond and resolve
your issue. What assignment are you referring to?
What time and day did it happen? What course and
section are you in? These details help immensely.
Sometimes, you may receive feedback or an answer
from your instructor or other students that you disagree with. If you are upset, take some time think
about what the e-mail says and keep an open mind.
Consider replying after you’ve had a chance to think
of an appropriate professional response.
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Blackboard Tools

Let’s see how Blackboard works in the following contexts:
-Communication
-Interaction
-Assignments
-Quizzes and Tests
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Internet Connections

How fast is your Internet connection? Today, the Internet is optimized for broadband speeds. Instructors
may provide YouTube content, interactive animals, or
large downloadable documents for exploration. Slow
Internet connections result in wasted time or the inability to access some content. CWI recommends a
minimum speed of 1.5 Mbps. You can test your
connection speed at http://www.speedtest.net.
Using a wireless Internet connection is fine for an
online course; however, using a physically wired
connection is recommended when taking a highstakes assessment (like an exam or quiz). Wireless
connections can drop at inopportune times, resulting
in loss of points or an entire test.
Mobile connections are slower and data rates are expensive for use in online courses. One day of assignments could result in data plan overage fees!
Before you start a class, make sure your Internet is
fast and reliable.
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MODULE 3: NAVIGATING BLACKBOARD

CWI Technology Recommendations

Recommended

Every class may look
different when you
first log in. Your
instructors have
designed their class
to help you find the
information you
need.

Operating
System

Windows XP, Vista or 7
Mac OSX 10.6 or 10.7

Processor

2 GHz or faster processor

Memory

2 GB of RAM or higher

Monitor
Resolution

1024 x 768 or higher

Each class will have
a navigation area on
the left of the screen.

Hard Disk
Space

20 GB or higher of free space

Peripherals

Headphones with
microphone and/or
Webcam

There will be some
similarities. For the
most part your
classes will have a
navigation that looks
similar to the
example on the left.

Software

Latest versions of: Java, Adobe
Flash, Firefox, Microsoft Office 2007+

Internet
Connection

High-speed broadband with a speed
of 1.5 Mbps or higher

Click here for an interactive version:
http://bit.ly/BbNavigation

MODULE 3: NAVIGATING BLACKBOARD
As you start working in your classes remember there
are many help documents and videos on how to use
Blackboard located on the main login page of
Blackboard.

MODULE 3: NAVIGATING BLACKBOARD


Blackboard

CWI’s online classes are live in the Blackboard (Bb)
Learning Management System.
All of your courses will have a Bb shell, but in your
online classes, all work, interactions,
participation, and assessments will happen in the
Blackboard environment.
You can find Blackboard at the following URL:
blackboard.cwidaho.cc
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MODULE 3: NAVIGATION BLACKBOARD

Once you’ve logged in you’ll be able to see the classes you’re enrolled in. Simply click on the class name
to enter the class site.

There are many parts to the Blackboard login page.
Initially this is where you will log into your classes.

