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CHELSEA CAILE
SOUTHEAST ONLINE

(573) 651-2766

Not everything could be included 
in this guidebook but we hope 
what is included helps you in your 
online courses. 

If you ever have questions  don’t 
hesitate to contact us at 
(573) 651-2766 (573) 651-2766 
southeastonline@semo.edu 

We wish you every success in your 
coursework!

MY NAME IS CHELSEA AND I WORK FOR SOUTHEAST ONLINE.  HAVING WORKED 
WITH LOTS OF STUDENTS, AND HAVING TAKING ONLINE COURSES MYSELF, I 
UNDERSTAND THE CHALLENGES ONLINE LEARNING PRESENTS FOR STUDENTS.

THE SOUTHEAST ONLINE TEAM AND I HAVE CREATED THIS GUIDEBOOK FOR 
YOU TO USE AS A RESOURCE WHEN COMPLETING AN ONLINE CLASS AT 
SOUTHEAST.  

IN THE BOOK, WE’LL HELP YOU

  Get prepared for the first day of your online class
 Better understand our learning management system, Moodle
 Ensure that online learning is a good fit for you
 Understand the resources that are available

WELCOME TO
SOUTHEAST 
ONLINE
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We laugh at that now because almost everyone knows about the internet.  
Still, we think there are some basic principles of online learning that are worth 
sharing.

You don’t have to come to campus
Some students complete their degrees entirely online from all over the world.  
Thus, online courses do not require that you come to campus.

Scheduling and pacingScheduling and pacing
Online courses at Southeast are generally not self-paced courses.  Typically,  
Online courses have materials and assignments provided on a weekly basis, or 
even smaller chunks of time.

Compared to F2F classes
Online courses are the same courses that are taught in the face-to-face (F2F) Online courses are the same courses that are taught in the face-to-face (F2F) 
classroom.  For the most part, the content, materials, and the professors are 
the same as you would get in the F2F class.

Be organized and timely
Online courses are time intensive.  Plan on spending as much time in your 
online course as you would spend sitting in a classroom listening to a lecture 
and doing your homework outside of the classroom. 

Same material, shorter timeSame material, shorter time
If you are taking a class in a summer session, keep in mind that you will cover 
the same amount of material as you would in a sixteen-week course, but the 
timeframe is more condensed.  In essence, one day in a four-week summer 
course will cover the same material covered in one week of a sixteen-week 
course. 

Online and Blended
Southeast offers online courses that can be completed off campus.  Blended Southeast offers online courses that can be completed off campus.  Blended 
courses offer elements of online and in-class instruction.

Earlier versions of this guidebook started with the sentence,  
          “An online course is a class taught via the World Wide Web.”    

ONLINE COURSE BASICS



IS ONLINE LEARNING RIGHT FOR YOU?

In a traditional course, you go to class at a specific time. The instructor 
facilitates your learning by lecturing, leading discussions, using a PowerPoint, 
etc.  The instructor is in charge of the pace and timing.  In an online course, 
you as a student take on a more active role in your learning.  This level of 
responsibility for learning will require you to be motivated, organized, and 
have a routine set for when you will complete your coursework.

An online course favors different learning 
styles than a traditional face to face course.  
Visual learning is supported very well by an 
online course but oral learners may find online 
courses a bit more challenging. Since most of 
the material is in written form, you can go 
through it at your own pace, and can go back 
over it as many times as you need to. over it as many times as you need to. 

Before signing up for a course, consider 
your time commitments.  Plan to spend on 
average 9 hours a week for a sixteen-week 
course.  Shorter courses like 8 week or 4 week 
classes are condensed and require even more 
time.

Online courses will be much easier for you if you have:

 1. A basic understanding of how to use a computer 
 2. Regular access to a computer and an internet connection 
 3. The ability to type quickly and accurately 
 4. A good understanding of the resources available to you. Check out the    
   Resource Index for sites that can help with these items. 

YOU
CAN
DO
IT
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HOW IT WORKS
THE BEST WAY TO LEARN HOW MOODLE WORKS IS TO COMPLETE THE MOODLE 
DEMO CLASS.  INSTRUCTIONS FOR COMPLETING THE CLASS ARE LOCATED AT:  

 HTTP://ONLINE.SEMO.EDU > STUDENT RESOURCES >   DEMO CLASS

OUR CRAFTY TECHIES HAVE ALSO CREATED HOW-TO VIDEO TUTORIALS THAT 
YOU CAN ACCESS FROM: 

  HTTP://ONLINE.SEMO.EDU > STUDENT RESOURCES >  MOODLE VIDEOS

YOU MAY ALSO FIND THAT SOME COURSES USE EBOOKS, WHICH 
ARE TEXTBOOKS THAT YOU ACCESS ELECTRONICALLY.  FOR
QUESTIONS CONCERNING TEXTBOOKS, VISIT, 

HTTP://WWW2.SEMO.EDU/BOOKSTORE/TEXTBOOKS.HTM.  



COMMUNICATING
ONLINE
One of the biggest differences between an online course and the traditional 
classroom course is that most of the conversation that takes place in an 
online course is in writing.  

WRITING YOUR THOUGHTS DOWN CAN 
HELP ORGANIZE WHAT YOU WANT TO 
SAY AND ALLOW OTHERS TIME TO 
RESPOND.

NETIQUETTE

Be polite and respectful – It is sometimes tempting to say things you wouldn’t 
say in person because online is more anonymous, but remember there are real 
people reading and responding to your messages.

Be tolerant of other views – Keep in mind that you will encounter views and 
backgrounds that are different from your own.

Be careful when using sarcasm or humorBe careful when using sarcasm or humor – Without seeing facial expressions 
or hearing the tone in your voice, people may take your humor personally in 
ways that were not intended.

Double check to whom you're sending an email. It can be embarrassing when 
an email that you meant for one person ends up being read by others. 

Using all capital letters in email is equivalent to SHOUTING.  Avoid it whenever 
possible.

UUse a meaningful subject line so that your readers will have a clear idea of 
what your message contains. 
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IF YOU NEED TO ACCESS YOUR 
EMAIL WHEN PORTAL IS 
UNAVAILABLE, VISIT 
HTTP://STUDENT.SEMO.EDU

CONTACTING YOUR INSTRUCTOR

It is important to know how to contact your instructor. Instructor email 
addresses can be found under the “My Courses” tab in the portal at 
http://portal.semo.edu or through the “People Search” found at 
http://www.semo.edu. 

EMAIL IS YOUR CONNECTION TO YOUR 
INSTRUCTOR.  IT IS IMPORTANT TO MAINTAIN 
OPEN COMMUNICATION AND TO CHECK YOUR 

SOUTHEAST EMAIL FREQUENTLY.  WHEN CONTACTING YOUR 
INSTRUCTOR, ALWAYS USE YOUR SOUTHEAST EMAIL.  AN 
INSTRUCTOR’S EMAIL PROGRAM MAY NOT RECOGNIZE 
OUTSIDE ADDRESSES AND YOU RISK THE CHANCE OF YOUR 
EMAIL BEING DELETED AS SPAM. BE SURE TO ALSO ADD YOUR 
NAME, COURSE, & ID WHEN EMAILING AN INSTRUCTOR.
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GETTING
HELP

MANY RECEIVE ADVICE,
ONLY THE WISE PROFIT BY IT.

- PUBLILIUS SYRUS

You can also use fellow classmates 
for advice.  Your course in Moodle 
should allow for forum discussions 
where you can share ideas with 
other students and get feedback.  

ADVICE
Your advisor on campus should be a great resource to you.  They can help you 
choose the best major for you and schedule classes within that major.  Advisors 
can also help direct you to resources that will benefit you.  For a list of advising 
centers, please visit http://www.semo.edu/advising/.  

COMPLETING COURSEWORK AND ASSIGNMENTS
If you are struggling with completing your coursework or specific assignments, 
we recommend you contact your professor and/or your advisor.  You may also 
want to contact :

Learning Assistance Programs
Disability Services 

http://www.semo.edu/lap
http://www.semo.edu/ds

WE ALL NEED HELP AT ONE POINT OR ANOTHER, SO 
DON’T BE AFRAID TO ASK.  THE RESOURCE INDEX IN 
THE BACK OF THIS GUIDE PROVIDES LINKS TO MANY 
HELPFUL RESOURCES.  HERE ARE A FEW THAT WE’D 
LIKE TO DISCUSS IN DETAIL.
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TECHNICAL
SUPPORT

THE I.T. HELP DESK CAN HELP WITH GENERAL COMPUTER QUESTIONS, 
PORTAL, EMAIL, AND BASIC QUESTIONS REGARDING YOUR ONLINE COURSES 
(WE RECOMMEND YOU CONTACT YOUR PROFESSOR FIRST FOR HELP 
REGARDING YOUR ONLINE CLASS).  YOU CAN CONTACT THE HELP DESK AT 
helpdesk@semo.edu OR (573) 651-HELP.  

Visit http://www6.semo.edu/helpdesk/Resources/pcrec.asp for computer 
requirements.

OTHER PEOPLE AND PLACES

Department

Financial Services

Judicial Affairs

Library

Military & Veterans Services

Southeast Bookstore

Southeast OnlineSoutheast Online

Student Support Services

Testing Services

Writing Center

Website

http://www.semo.edu/sfs/

http://www6.semo.edu/stuconduct/

http://library.semo.edu/

http://www.semo.edu/veterans

http://www.southeastbookstore.com/home.aspx

http://online.semo.edu/http://online.semo.edu/

http://www4.semo.edu/sss/

http://www.semo.edu/testing/

http://semo.edu/cs/services/writingcenter.htm



SETTING
YOURSELF

 UP
FOR

 SUCCESS
CREATE A LEARNING ENVIRONMENT
To help with your routine, we recommend you designate a specific area in your 
apartment, dorm, home or somewhere on campus where you can go to 
complete coursework.  We recommend the area be free of noise, visual 
distractions and electronics (even cell phones and Facebook).  

OSHAOSHA provides a workstation checklist to help you ensure your area is 
work-friendly – http://www.osha.gov/SLTC/etools/computerworkstations

KNOW YOUR LEARNING STYLE
We recommend you complete a personal assessment to determine your 
learning styles http://www.engr.ncsu.edu/learningstyles/ilsweb.html.  

For advice on bringing your learning styles into balance, visit 

http://mindtools.com/mnemlsty.html.

11
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CREATE A SCHEDULE
Since you won’t have a required time to meet each week, it’s important that Since you won’t have a required time to meet each week, it’s important that 
you designate times yourself to ensure you have time to complete your 
coursework.  We recommend you block out at least 9 hours per week for a 
16-week course.  We used a tool located at http://www.studygs.net/schedule 
to get a wake-up call about how many “free” hours we had in our day.  Try it 
and see how much time you typically have available for coursework.  

BE STUDIOUS
To make the most out of your online experience and to be successful in them, 
we recommend that you:

1
Check you email frequently.

3
Keep in contact with your 
instructor.

5
Interact with your classmates as
much as possible.

7
Apply what you learn.

2
Log on to your course every single 
day.

4
Allow a reasonable amount of time 
for instructor responses (min 24hr).

6
Contact the instructor by email for 
help if you have trouble 
understanding a unit of study.



RESOURCE
INDEX
150 Resources to Help you Write Better, Faster and More Persuasively
 http://oedb.org/library/features/150-writing-resources

Improve Typing Skills and Speed 
 http://www.nchsoftware.com/typingtutor

Study Guides and Strategies – http://www.studygs.net

Motivating Yourself –  http://www.studygs.net/motivation

Reading Comprehension Lessons  - Reading Comprehension Lessons  - http://www.readtheory.org/

How to Study –  http://www.howtostudy.org

Basic Computer Tutorial - http://www.comptechdoc.org/basic/basictut

Microsoft Office Guides - 
 http://www6.semo.edu/helpdesk/Resources/Office.asp

PC Best Practices - 
 http://www6.semo.edu/helpdesk/Resources/pc.asp

Moodle Demo Course -Moodle Demo Course -
 http://online.semo.edu/content/StudentResources/DemoClass.asp

Moodle Video Tutorials -
 http://online.semo.edu/content/StudentResources/MoodleVideos.asp

Style Guide for Citing Your Sources -
 http://library.semo.edu/learn/citing.shtml

Online Tutorial for Citing Your Sources -
  http://library.semo.edu/searchpath/mod6

Computer Basics  - http://www.gcflearnfree.org/computerbasics
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Read the entire course syllabus.  The syllabus contains the course 
description, objectives, requirements for completing the course, assignments, 
and instructor contact information.  

Keep up with your course.  Online courses are time consuming, and it is up to 
you to keep up with the coursework. Letting your coursework pile up can leave 
you with an overwhelming task and added stress.

Keep in touch with your instructor.Keep in touch with your instructor.  If you do not understand an assignment, 
have problems downloading information, or have problems taking a quiz or 
test, contact your instructor immediately. 

Schedule regular study periods.Schedule regular study periods.  If you don’t set aside a specific time each 
day to work on your online course, you are more likely to fall behind.  It’s 
better to study more often for shorter periods of time, than to try and cram a 
lot of information during long study sessions.  Decide what your best time of 
day is (morning, afternoon, late night) and try to schedule your study time 
accordingly.  You’ll accomplish a lot more if you are awake and alert. 

Learn about library resources.Learn about library resources.  As a Southeast student, you have access to a 
wealth of electronic resources offered by Kent Library.  Make yourself familiar 
with the library subscription databases and electronic books available to online 
students.  

See Help and Information for Distance Students from Kent Library 
http://library.semo.edu/get/distancehttp://library.semo.edu/get/distance for details. Take advantage of the 
Library’s online tutorial Searchpath http://library.semo.edu/searchpath to 
build your information skills.  

Check out http://www.howtostudy.org and http://www.studygs.net.  

STUDYING
TIPS
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STUDENT CODE OF CONDUCT

All online students are required to abide by the Southeast Missouri State 
University Student Code of Conduct.  You can find the complete code at 
http://www6.semo.edu/stuconduct/.  Here you’ll find information on pla-
giarism, academic honesty, civil policies, and the student judicial affairs 
process

According to Stephen Wilhoit, author of "Helping Students Avoid 
Plagiarism," each of the following activities constitutes an instance of 
plagiarism:

Submitting a paper purchased from a research service or term paper mill.
  
Submitting another student's work with or without that student's knowledge.
  
Submitting a paper written by a peer.  

Copying a paper from a source text without proper acknowledgment.  

Copying materials from a source text, supplying proper documentation, but Copying materials from a source text, supplying proper documentation, but 
leaving out quotation marks.  

Paraphrasing or summarizing materials from a source without appropriate 
documentation.  

Turning in one paper for two or more different classes without the express 
permission of all the instructors involved.

Kent Library also provides useful resources including a Style Guide for Citing 
Your Sources at http://library.semo.edu/learn/citing.shtml 

Online Tutorial for Citing Your Sources at   
http://library.semo.edu/searchpath/mod6
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Advisor– provides academic counseling and registration information, refers 
students to resources on campus

Alternate Pin– four digit pin that is required for registration on portal 
(changes every semester)

Blended class - a course offered with online & on campus components

Browser-  an application used to view websites (examples include Internet 
Explorer and Mozillla Firefox)

Career Linkages– Career Linkages– source to contact for future jobs and helpful tips for 
interviews and resumes

DegreeWorks- located on your portal under the student tab, allows you to 
keep track of the classes you have already taken and classes you still need. 
http://www6.semo.edu/dwprod/DG_Help_Stu.pdf is a link for help

Drop box-located in Moodle where you can submit class homework

Forum-  Forum-  teachers use this to encourage students to interact with other 
students online

GPA Calculator- helps you calculate your GPA 

Moodle- website learning.semo.edu where students can access classes that 
have an online component

Portal- Portal- portal.semo.edu is the website where students can access class 
websites, calendar, and DegreeWorks; register for classes; email 
professors, and more

Priority registration date- date of registration, determined by how many 
completed hours (not including the semester hours currently enrolled in)
Dates found here: http://www.semo.edu/registrar/priority.htm

Transcript- Transcript- formal record of all classes taken at Southeast and all 
transferred classes

Unsatisfactory academic progress- failure to complete enough coursework 
to satisfy financial aid requirements

GLOSSARY OF TERMS
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CHECKLIST
We recommend you complete this checklist approximately 2 weeks before 
your course starts.

Accessed My Southeast Portal to see my schedule and class listings.

Have completed the demonstration course at http://online.semo.edu 
and am familiar with Moodle.

Know how to contact my instructors.

Have met the technical requirements for Southeast Online and 
specific requirements for my individual online classes.

Have contacted Disability Services  to complete the registration Have contacted Disability Services  to complete the registration 
process if I am a student with a disability seeking academic 
accommodations (http://www.semo.edu/ds)

Have requested or made a plan to pick up textbooks

Have determined the best time to work on my classes each day.
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NOTES



Southeast Online Programs
Southeast Missouri State University

Kent Library, Room 305
http://online.semo.edu
southeastonline@semo.edu

(573) 651-2766
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