
Self directed learners - Learning has become something that we must 
keep doing throughout our lives, not something that we can stop doing 
when we finish school or university. This is what lifelong learning is all 
about. 
 
Some people have always been lifelong learners, and some people are 
better at learning than others. The most effective learners are not 
necessarily the most "intelligent" people. Effective learners are the 
people who have become self-directed learners. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If you have a disability or other need for reasonable accommodation in order to 
successfully complete the requirements of this course, please contact Student 
Support Services [2

nd
 Floor ς Learning Resource Center, 656-0257 or 800-232-

7997 ext. 0257 (voice/tty), sss@ph.vccs.edu] to discuss this matter confidentially. 
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ά9ǾŜǊȅ Ƴŀƴ ƛǎ ŦǊŜŜ ǘƻ ǊƛǎŜ ŀǎ ŦŀǊ ŀǎ ƘŜΩǎ ŀōƭŜ ƻǊ ǿƛlling, but the 
ŘŜƎǊŜŜ ǘƻ ǿƘƛŎƘ ƘŜ ǘƘƛƴƪǎ ŘŜǘŜǊƳƛƴŜǎ ǘƘŜ ŘŜƎǊŜŜ ǘƻ ǿƘƛŎƘ ƘŜΩƭƭ 
ǊƛǎŜΦέ      ----Ayn Rand 

 

 Recognize that learning is a process that is ongoing 
and lifelong. 

 Recognize that learning is an active construction (or 
building up) of knowledge and understanding, not 
just memorization of facts. 

 Actively connect new information with prior 
knowledge and previous experiences. 

 Are aware that the learning process requires 
intention and effort. 

 Take responsibility for their learning rather than 
expecting their teachers to do it for them. 

 Understand their preferred learning styles. 
 Understand how to self-manage their learning. 
 Have a range of strategies they can apply to any 

learning situation - at work or in their lives 
generally. 

 Think critically about what they are learning. 
 Take time out to reflect on and monitor their 

learning. 
 Are confident, independent and prepared to take 

risks. 
 Aren't afraid to ask questions and seek help when 

they need it. 
 



 

IŜƭǇŦǳƭ [ƛƴƪǎΧΦ 
 
άtǊŜǇŀǊƛƴƎ ŦƻǊ 5ƛǎǘŀƴŎŜ [ŜŀǊƴƛƴƎέ ς http://dl.ph.vccs.edu  
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 Netiquette and online behavior - www.albion.com/netiquette 

 Spam (fight spam on the Internet) -  www.spam.abuse.net  

 How Email Works - www.learnthenet.com/english/section/email.html  
 

¢ƛǇǎ ƻƴ ¦ǎƛƴƎ ǘƘŜ LƴǘŜǊƴŜǘΧΦΦ 
- www.lc-link.org/help  
- www.learnthenet.com/english/animate/animate.htm   
(for a basic tutorial) 
 

Wonderful site for all sorts of virus protection information 
http://antivirus.about.com/mbody.htm   

 

 
Quick Reference: 

 

BlackBoard & Email Support:  
276.656.0357  
276.656.0227 
bbsupport@ph.vccs.edu 

 
Tutoring Support: 
 Writing ς 276.656.5498 
   awilliams@ph.vccs.edu  
 Math ς  276.638.8777, Ext. 0466 
   aneblett@ph.vccs.edu or 
   mathlab@ph.vccs.edu 
 
Library or Virtual Reference Support: 

o 276.656.0228 or 
o breynolds@ph.vccs.edu or 
o Chat with a librarian @ LRC Live: 

 http://library.vccs.edu/reference/lol.htm 
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 What To Consider 
 
 

Although distance learning requires greater self-discipline, it also can give 
you more freedom to "attend" class at times that is more convenient to 
you.  Many people think that taking a distance learning course will be 
easier or take less time than a face-to-face class. However, expect to 
spend just as much time or more as you would in a traditional class. 
 
Å Online courses use written discussion and interaction. Face-to-face 

contact with professors or classmates usually does not occur.  
 
Å Online courses are technology-based and require you to possess a 

certain comfort level with computers, software, and online service 
providers.  

 
Å It is NOT necessary to have a high level of computer proficiency, but 

you should have some computer experience navigating the Internet 
and using e-mail. The ability to use a word-processing program is very 
important in an online course. 

 
Å PHCC distance courses are NOT independent study or self- paced 

courses. These courses are highly structured and involve frequent 
interactions with the instructor and with other students enrolled in the 
course. Distance courses also have deadlines. 

 
Å Students use the Internet for communicating with the instructor and 

other students, accessing course materials, conducting research, and 
submitting assignments. 

 
Å Some courses are more self-paced and tutorial in nature.  

 
Å Online courses offer the benefit of being able to attend lectures or 

review discussions multiple times, thus increasing your ability to 
achieve course goals.  

 
Å Online courses offer the ability to be on an even playing field with your 

classmates.  

Distance Learning courses are best suited for self-motivated students who 
are comfortable with independent learning. Before signing up for a 
Distance Learning course, you should ask yourself the following questions: 

 Do I have strong reading and writing skills?  

 Do I feel comfortable expressing my ideas, comments, and questions in 
writing?  

 Do I feel that I can learn without face-to-face interaction with my 
instructor?  

 Can I dedicate the same amount of time to this course as I would a 
classroom-based course?  

 Do I have the time management skills to balance the workload?  

 Do I feel comfortable using technology (web browser, e-mail, word 
processor, etc.) to complete my coursework?  

If you can comfortably answer yes to each of these questions, and 
can use a web browser, send and receive attachments with your 
VCCS email account, and use a word processor, then a Distance 
Learning course may be right for you! 
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WHAT DO I NEED TO  
TAKE AN ONLINE COURSE? 

 

SYSTEM/HARDWARE REQUIREMENT - (system must be at least...) 
Pentium class computer   33.6 Modem 
64 megabytes of RAM   Mouse 
200 mb of Available Hard Drive Space   101-Key Keyboard 
Sound Card with speakers or earphones Super VGA Monitor 
Removable Storage (24X CD-Rom Drive, 
Storage medium (jump drive,) 

 

SOFTWARE REQUIREMENTS 

 Internet Connection 

 Windows 98/ME/2000/XP/Vista 

 Internet Browser: Microsoft Internet Explorer 6 or higher 

 A Word Processor (WordPad, Word 2003/2007)  
Using a computer with word processing software  to create, edit, 
and print documents. A word processor enables you to create a 
document, store it electronically on a disk, display it on a screen, 
modify it by entering commands and characters from the 
keyboard, and print it on a printer 
 

RECOMMENDED SOFTWARE 

 AntiVirus Software 
P www.symantec.com  - information for Norton programs  
P www.mcafee.com/ - information for McAfee programs  

 Adobe Acrobat Reader ς this program is used for files with the 
extension .pdf (which a lot of instructors will use) and may be 
downloaded free from 
http://www.adobe.com/products/acrobat/readstep2.html 

 Microsoft Office (may be required for some courses) 

 Multimedia Player (such as Windows Media Player, QuickTime or 
Real Player) 

 

WORKING WITH FILES 
¢ You need to know how to save and store items on your computer.   

¢ You need to know what type of file format to use (Word, Excel, PowerPoint, 
Access, etc.).  

¢ You need to know how to send the file to others (attachments)  

¢ You need to know how to open and use files you receive from others. 

¢ Download means to go to a web site, click on a link that starts the download 
process of transferring a file over the Internet to your computer. You can 
always choose where on your computer the file is placed.  

¢ All files have a file extension which indicates the program in which the file was 
created:  (i.e., .doc for Word documents, .xls for Excel, .ppt for PowerPoint, 
.mdb for Access).   

 

EMAIL ς Email serves as the common link between the student and the 
instructor.  Students are provided a student email address and a web-based 
email system.  Students must use their PHCC email account when 
communicating with their instructors.  Your email account is your 
[username]@email.vccs.edu.  You need to check your email regularly in order 
to stay up-to-date in your course.   
 

DISTANCE LEARNING Orientation   ALL students must pass a quiz on Distance 
Learning, BlackBoard and the Student Email System PRIOR to being given 
access to their BlackBoard courses. If the student does not pass the quiz they 
will be given a list of tutorials which must be completed. Once the tutorials 
have been completed the student MUST re-take the quiz. This process will 
continue until the point when the student passes the quiz. Once the student 
account has been cleared students will not need to retake the quiz for 
subsequent terms. 
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Support Services - Distance study can be very convenient if you live a 
long way from a university campus, or if you need a flexible study 
schedule to accommodate work and family commitments.  However, 
distance students face different challenges than on-campus students.  
 
 

 
 

DON'T BE AFRAID TO ASK FOR HELP BEFORE IT'S TOO LATE - Students are 
often unaware of the help and support that's available.  Many distance 
students try to solve problems on their own, or don't ask for help until 
the last minute. If you're feeling unsure about something, seek help 
early. 
 

The following support services ŀǊŜ ŀǾŀƛƭŀōƭŜ ǘƻ ȅƻǳΧΧΦ 
 

BLACKBOARD & EMAIL SUPPORT ς by phone, call 276.656.0357 or 
276.656.0227; you may also send an email to http://support.vccs.edu   
(Remember to include your name in the subject line of the email 
message and whether it is an email or BlackBoard issue). 
 

LIBRARY OR VIRTUAL REFERENCE SUPPORT - contact Barry Reynolds 
breynolds@ph.vccs.edu or go to http://library.vccs.edu/reference/lol.htm 

 
 

TUTORIAL SUPPORT ς  
 
WRITING CENTER - The Writing Center, located on the second 
floor of the Learning Resource Center, offers individual 

tutoring sessions for students seeking guidance in their writing skills.  
Trained tutors are available during lab hours.  This service is offered at 
no cost to the student.  Appointments may be made by calling Angela 
Williams at 276.656.5497 or 5498, or by email to 
awilliams@ph.vccs.edu. 

 

MATH LAB - A PLACE TO GO FOR FREE HELP WITH ANY MATH 

CLASS. Walk-ins during Math Lab hours (no appointment 
necessary) are the primary means of receiving math tutoring and are 
always welcomed.  Scheduled appointments may be available for 
certain math classes.  

 

If you have a question about the Math Lab or want to ask about 
an appointment with a tutor, please call April Neblett, Math Lab 
Manager, at 638-8777, ext. 0466 (aneblett@ph.vccs.edu) or e-
mail the Math Lab at mathlab@ph.vccs.edu.  Please start your e-
mail subject line with the word "math lab." 

 
On-line Tutoring available 24/7ς FREE to all 
PHCC Students.  Smarthinking can be accessed 
through BlackBoard.  After logging in, scroll and 
click the Smarthinking logo.  A  copy of the 

Smarthinking Student Handbook may be downloaded from either the 
Writing Center or Math Lab web pages. 
 

Atomic Learning provides a large, online 
library of short, easy-to-understand 

tutorials. How do you cut and paste in Word? How do you crop photos 
in Photoshop , How do I navigate BlackBoard? Just ask AL.  Atomic 
Learning is also accessed from your BlackBoard account.  After logging 
in, just scroll and click the Atomic Learning logo. 
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COMMUNICATE WITH OTHER STUDENTS - Other students can 
be a great source of information and inspiration. If any of 
your courses have online discussion boards or live chat 

rooms, take advantage of this opportunity to share ideas and 
information with other students. 
 

GETTING STARTED 
You have registered and paid for your courses, you have located your 
¦{9wb!a9 ŀƴŘ ǎŜǘ ǳǇ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ƴƻǿ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ begin.   
 

BLACKBOARD ς All distance learning courses are accessed through a 
course delivery system called BlackBoard.  By using BlackBoard you are 
given access to your course materials (syllabus, textbook information, 
instructor information, assignments and deadlines). 
 

LΩM IN BLACKBOARD, BUT WHERE ARE MY COURSES?   
Under the section titled MY BLACKBOARD COURSES you will see the 
courses in which you are enrolled.  If you do not see your courses it 
may be for one of the following reasons: 

Å You have not completed the Distance Learning Quiz.  If you 
took the quiz in the previous semester, you do not have to 
retake. 

Å The semester hasn't started yet. Unless it has been specifically 
requested by your instructor, you will not be able to see your 
Blackboard course until the semester begins.  

 Your instructor has not yet made the course available. If it is 
past the start of the semester and you still do not see your 
course, your instructor may not be ready for you to have 
access to it. Please check with your instructor about the 
availability of the course before contacting the Distance 
Learning Office.  

 You have not yet been enrolled in the course. If it is past the 
start of the semester and your instructor says the course is 
available, yet you still do not see it on your list, contact the 
Distance Learning Office.  

NOW MY COURSES ARE LISTEDΧΧ 
To begin working on your course, click the name of the course in My 
BlackBoard Courses.  You will be directed to the Announcements page, 
Course Information (syllabus, textbook info, etc.), Instructor info, 

Assignments, deadlines and other helpful information.   
 
 
 
 
 
 
 

 

 

 

 

 
 

  TAKING TESTS ON BLACKBOARDΧΧΧΧΧΧΧ      
 

All courses require at least two proctored activities (a proctored activity is 
one that is overseen by an impartial individual who monitors or supervises 
a student while taking an exam or completing an activity).  PHCC LRC 
Testing Center provides proctoring services for distance learning courses, 
which does not require a Student-Proctor Agreement form. 
 

OFF-CAMPUS TESTING - Students wishing to take a test at a site other than 
on campus at PHCC, a ά{ǘǳŘŜƴǘ-tǊƻŎǘƻǊ !ƎǊŜŜƳŜƴǘέ ŦƻǊƳ Ƴǳǎǘ ōŜ 
completed and submitted to the Testing Center.  Tests will not be sent off-
campus without a Student-Proctor Agreement Form on file in the Testing 
Center.  ¢ƘŜ ŦƻǊƳ Ƴŀȅ ōŜ ŘƻǿƴƭƻŀŘŜŘ ŦǊƻƳ tI//Ωǎ IƻƳŜǇŀƎŜΣ ŎƭƛŎƪ 
Student Info then Student Forms. 
 

NOTE:  It is highly recommend that this should be done at the 
beginning of the semester in order to ensure delivery of the tests to 
the proctor in a timely manner.  Tests WILL NOT be sent without a 
form on file; DO NOT wait until you are ready to take the test before 
submitting the form. 

 

In your BlackBoard course, the buttons (links) at the 
left side of your screen will give access to your 
course information when you click the button. The 
names and color schemes will vary from course to 
course.   
P Take time to explore each area to become 

familiar with the layout of your course material.   

P ALWAYS read the Announcements page. 

P Login to your course frequently.   

P Know your deadlines 

P Stay in touch with your instructor 
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After reading the requirements, the form must be completed by the 
student and the proctor and then mailed or faxed to the Testing 
Center.   

 

Prior to ǘŀƪƛƴƎ ŀ ǘŜǎǘΣ ǎǘǳŘŜƴǘǎ ƳǳǎǘΧΦΦ 
 ǎǳōƳƛǘ ǇƛŎǘǳǊŜ ǇǊƻƻŦ ƻŦ ƛŘŜƴǘƛǘȅ όƛΦŜΦ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜύΦ 

 ǇǊƻǾƛŘŜ ǘƘŜƛǊ ǎǘǳŘŜƴǘ 9at[L5Σ  /ƻǳǊǎŜ ІΣ LƴǎǘǊǳŎǘƻǊΩǎ ƴŀƳŜΣ ŀƴŘ ¢Ŝǎǘ 
information (test #, web course, etc.). 

 allow adequate time to take the test (the LRC Testing Center will not 
give out tests 45 minutes prior to closing). 

 verify hours of operation of approved testing site. 

TIPS FOR ONLINE TESTS/QUIZZES TAKEN AT HOME 

 Read the instructions! It is important to read the instructions 
before taking any test.  

 Make sure you have enough time to complete the test before you 
start it. 

 Be ready to take the test when you click on it! If it is a Forced 
Completion test, you will not be able to click on the link again. 

 Minimize interruptions. Turn off anything that may distract you 
from the test or interrupt your internet connection, such as pop-
up blockers, instant messengers, and email notifications 

 Some tests are completed differently than others. "Force 
Completion" tests require that you finish the test in one sitting. 
Once you leave the test, your score is recorded and you are not 
allowed to take it again. "Multiple Attempt" tests allow you to 
enter and leave the test as often as you want, but you need to be 
sure to submit your answers once you are finished.  

 Assessments can time out after 3 hours of inactivity. Clicking 
answers and typing do not count as activity. If you plan to spend 
several hours on your exam, you should use the Save button (if the 
instructor has made this available to you) at the bottom of the page 
to save often.  

 If you have essay questions, you may want to write up your 
answers in Word so you have a back-up. Don't use any fancy 
formatting, because you will lose it when you copy and paste 
your answers into the test.  

 If you use AOL, you must minimize your AOL browser and use 
another browser such as Internet Explorer or Netscape to take your 
test. Before taking your test, you should set your AOL browser to a 
page such as http://www.sector101.fsnet.co.uk/keepalive/ or 
http://www.cnn.com that occasionally refreshes so your AOL 
connection does not time out.  

 If you use a dial-up ISP, make sure you have turned off your call 
waiting, which may interrupt your connection and make 
Blackboard think you are finished with the test. Also, if your ISP 
tends to timeout, you should set another browser window to a 
page such as http://www.sector101.fsnet.co.uk/keepalive/ or 
http://www.cnn.com that occasionally refreshes. Also, if you know 
that your ISP is unreliable during certain times of day, take your 
test at a different time.  

 Consider taking the test on-campus. If you are having difficulties 
taking online tests from home, you can come to campus to take 
your exams. You may especially want to consider this if your home 
computer or internet connection is unreliable.  

 

SUBMITTING YOUR TEST AND CONFIRMING THE SUBMISSION 
 Make sure you click the Submit button when you finish your 

test, or your results will not be recorded.  
 When you click Submit, you should get a confirmation page that 

may include feedback for your test.  

 You can confirm your submission if your instructor allows you to 
view your grades. In the Tools section of your course, click the 
My Grades link and find the test you have just completed. You 
will see one of three things:  

o a score for your exam  
o an !, which means your test need to be graded, but it 

was correctly submitted  
o a ? or a padlock, which means your test did not submit 

correctly  

WHAT IF IT DOESN'T WORK?  - If you see a lock in your grades or otherwise 
feel that your exam did not submit correctly, first contact your instructor. 
They can reset your test and allow you to take it again. If you cannot reach 
your instructor, you can contact the Distance Learning office, but we 
generally do not reset exams without the permission of the instructor. 
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REPLYING TO A DISCUSSION BOARD STATEMENT - Discussion boards are used 
to foster communication and discussion between an instructor and 
students as well as between students. 

P Click the Discussion Board button (or the Communication 
button then the Discussion Board link) 

P Click the title of the discussion topic 
P Click the Add Thread button to enter your reply to the 

discussion topic. 

 
Frequently ask Questions 

 

HOW DO I LOCATE MY USERNAME & PASSWORD? - Go to www.ph.vccs.edu , 
click MYPHCC and MYPHCC again.  Click the Look Up your Username and 
Reset Password link.   
 

How do I login? 
 

Á Click myPHCC 
Á Click myPHCC again 
Á Enter your Username and Password  

Your Username is the same for BlackBoard & student email  

Á Click Log In 
 

Why has my instructor not replied to my emails?  If you are emailing 
your instructor from your student email account and if your instructor 
has not notified you that they will be away from the computer for a 
while, ǘƘŜƴΧΧ 

1. Make sure you have their correct email address and that you have 
typed it correctly in the TO box.   

2. It could be that you are unable to receive messages; each student is 
allocated a quota for their email and once you have exceeded your 
email quota you will be able to send but not receive.  To free up some 
ǎǇŀŎŜΧΦΦ 
P delete old messages from your Inbox and those in your Sent 

folder, then  
P Empty the Trash 

3. If you still are having problems, contact the BlackBoard Support Line at 
bbsupport@ph.vccs.edu.  

 

My computer keeps timing out (kicks me off), what do I do? 
Some Internet Service Providers (ISP) set limits as to the amount of time 
you can be logged on, even though you may have "unlimited" internet 
service with them.  You should contact your ISP to verify that you do not 
have such limits on your account.   

 
For many of the Web-Based courses you can only open On-Line Tests one 
time and if your ISP logs you off you will not be allowed to finish your test 
without contacting your instructor.  If you use a connection service such as 
America OnLine, you should be aware that many features of the Distance 
Learning Courses will not be available through the default browser.  

 
HOW DO I SEND A FILE AS AN ATTACHMENT? 
1.  Login to your student email account 

 Go to PH's homepage, www.ph.vccs.edu ; click MYPHCC and MYPHCC 
again; log in using your assigned student USERNAME & password; 
Click the email link. 

 Click the Compose link at left 

 In the subject line be sure to include the course name and assignment 
(i.e., ITE 141, Chp. 1, Assign. 1) 

2.   When ready to attach your file click the attachment button below the 
message area. 

 Click the Browse button, select the file from the location from which it 
was saved, then click OPEN. 

 Click the ADD button. 

 Follow these same steps for each file you wish to attach. 

3.   Click Send (To verify the file was sent, click the Folders link at left 
and click the Sent folder.) 

 

TIPS:   
P when sending a file attachment, do not use any spaces or symbols 

(#$%^, etc.) in the file name.  
P Always check directly with your instructor to find out what file types 

are accepted.  
P If you are not sure, send word processing files as rich text format 

(*.rtf) 
 

HOW DO I SAVE A WORD FILE AS RICH TEXT FORMAT (.RFT)?  
P Click File/Save As 
P Click the Save As Type check button, scroll and select Rich Text 

Format (.rft) 
P Click Save 

z12{ 
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WHERE CAN I PURCHASE MY TEXTBOOKS? - Books can be purchased in the 
college bookstore (276.656.0319) or on-line at 
http://www.patrickhenry.bkstr.com. 
 

WHY CANΩT I GET INTO SMARTHINKING? ς In your BlackBoard account, 

located Under the Smarthinking logo, you will find a link for help.   Also, 
you may encounter a problem if you are or have been registered at 
another VCCS school.  You will need to change your User Preferences in 
your VCCSSIS account.   If you still encounter problems, call 
276.656.0227. 
 

13 

http://www.patrickhenry.bkstr.com/

