FAQs for E-learning Orientation Tutorial

Overview

Who is this Orientation Tutorial designed to help?

How do I navigate through the Orientation?

What is e-learning?

What are the main characteristics of e-learning?
What are the challenges facing e-learners?
Virtual Campus 

How do I access the DAU virtual campus home page?

Who is eligible to get access to the DAU Virtual Campus?

Where can get information on course schedules and consortium schools?

Where can I get information on career development?
How can I get contact information for some other people with accounts on the DAU virtual campus?  

Get Ready
What hardware and software do I need to take a DAU course on-line?

What if I run into trouble and need additional technical assistance?
I will need assistive technology equipment (such as a text-to-speech reader or an alternative keyboard) in order to take a DAU course on-line.  How can I obtain such equipment?  

Where can I find additional information about Web Accessibility, Assistive Technology and Universally Designed Curriculum?
How do I know if I’m eligible to take DAU courses?

How do I register to take a DAU course?

Where can I find more detailed information about the on-line courses currently being offered by DAU?

Take a Course
I was able to access the course, but could not get into the lessons. What do I do?

How do I start the lessons?

Can I skip around to different sections?

There is a lot of good information in the course. Can I get to the course, to use as a reference, once I have graduated?

How do I make some suggestions to improve the course? 

Study Tips

How will I communicate with my instructor and with other students?

How do I read and take notes on my course material when I access it on-line?
When should I print out information?
How do I send my projects and assignments to other students and my instructor?
How can I complete my on-line course successfully while still juggling my work and personal responsibilities?

How can I set up an effective study environment for while I take an on-line course?

Overview

Who is this Orientation Tutorial designed to help?

This Orientation Tutorial  is designed for students are new to DAU’s virtual campus, as well as for students who are new to taking on-line courses.

How do I navigate through the Orientation?

If you wish, you can go through the Orientation linearly (starting with Section 1 Topic 1 and proceeding through each topic and section in order).  On the other hand, you can choose to use the interactive features of the Orientation to go through the sections and topics in a random fashion based on your individual learning needs.

What is e-learning?

E-learning is harnessing the power of the Internet to make learning accessible anytime, anywhere.  Instructors and students can take advantage of 21st century technology to create a new and dynamic learning community, no matter where in the world they are all physically located. 

What are the main characteristics of e-learning?
E-learning is dynamic, interactive, collaborative, comprehensive, authentic, individualized, non-intimidating and cost-effective. 

What are the challenges facing e-learners?
Some common pitfalls that e-learners experience are: lack of company and/or supervisor support; lack of social interaction; lack of instructor supervision; limitations of learners’ technical skills; technical difficulties; and limitations of course migration.

Virtual Campus 

How do I access the DAU virtual campus home page?

You can access the DAU virtual campus home page following these steps:

1. Log onto https://www.dau.fedworld.gov
2. Click on “Enter Virtual Campus.”

Who is eligible to get access to the DAU Virtual Campus?

DAU grants official access to its Virtual Campus to all DoD, Reserve, and National Guard employees. Enrollment in courses is managed by the Directors for Acquisition Career Management (DACMs). All other students may create accounts based on agreements with the University.

Where can get information on course schedules and consortium schools?

Click on the “About DAU” link on the  left hand toolbar on the DAU virtual campus homepage. From there, click on either “Schedules” to get information on course scheduling, or “Schools” to get information on the consortium schools.

Where can I get information on career development?
Click on the “Career Development: link on the toolbar on the left hand side of the DAU virtual campus homepage.  From there, you can click on links to get information about certification standards, assignment training, career management laws and regulations, Functional Board charters, and contact information.

How can I get contact information for some other people with accounts on the DAU virtual campus?  

You can search a user directory to find contact information for other people on the DAU virtual campus.  Once you log onto the DAU Virtual Campus, click on the “User Directory” link on the left hand toolbar.   You can then search by name, user type and organization.

Get Ready
What hardware and software do I need to take a DAU course on-line?

You should have as a minimum:

· A PC with an Internet connection  (56K or better)

· A web browser that supports Java & JavaScript (e.g. Netscape Navigator 4.0 or Internet Explorer 4.0 or later)

· A 256-color monitor capable of 800 X 600 pixel resolution

Some DAU courses require additional software or plug-ins.  Specific instructions and assistance for these courses is provided at the beginning of each course.

What if I run into trouble and need additional technical assistance?
If you have additional questions or concerns about this topic, you can contact the DAU Help Desk.  Help Desk staff can be reached by telephone at: 

· 1-888-432-8218 (toll free) 

· (703) 605-6583 (locally)

· or by e-mail at dauhelp@ntis.fedworld.gov. 

The hours of operation for the Help Desk are Monday to Friday, 8:30 a.m. to 5:30 p.m. Eastern Time. 

I will need assistive technology equipment (such as a text-to-speech reader or an alternative keyboard) in order to take a DAU course on-line.  How can I obtain such equipment?  

If you are a DoD employees, you may be eligible for assistance from the Computer/Electronic Accommodations Program (CAP).  CAP is a federally funded program designed to ensure that all DoD employees with disabilities get the equipment that best suits their needs, at no charge to the employer. CAP provides assistive technology and accommodations to enable people with disabilities to have equal access to the information environment and opportunities in DoD.  To find out more about CAP and the ways in which this program may be able to help you, click on the link below. 

CAP - http://www.tricare.osd.mil/cap/default.htm
If you are not a Government employee, there are a number of companies that sell or provide free access to assistive technology equipment.  For additional information and sources, see the Get Ready – Special Needs section of the course.  

Assistive Technology Equipment   (Link to screen C020010)

Where can I find additional information about Web Accessibility, Assistive Technology and Universally Designed Curriculum?
The Center for Applied Special Technology (CAST) is one of many excellent resources.  For links to additional resources, click on the link below.

Assistive Technology Resources    (Link to screen C020045)
How do I know if I’m eligible to take DAU courses?

Official access to Defense Acquisition University courses and performance support is available to all DoD employees.  Others may create accounts based on agreements with the University.

Non-DoD personnel or organizations should contact the DAU Registrar (insert email link?) for information on creating accounts or for establishing organizational agreements with DAU. 

How do I register to take a DAU course?

Before you can take a DAU course, you need to:

· Apply for a DAU student account 

· Register for the course you want to take

The DAU student account application & course registration process can now be completed on-line.

1. Simply go to the appropriate web site and follow all instructions to complete and submit your application form. Click on the link below for additional web site information. 

Course Registration Web Sites

2. After the course application process is successfully completed, you will receive notification and any necessary additional information by e-mail.   If the course you want to take is offered completely on-line, you will be automatically enrolled and can start the course as soon as you receive your email notification.  

If the course is a hybrid course (i.e. The course consists of both an on-line portion (Section A)  and a collaborative or resident portion (Section B), the enrollment process is a little different.  

To enroll in a hybrid course, you must first determine when and (for the resident sessions) where you would like to take Part B.  You will then be automatically enrolled in a Part A section.  This ensures that you’ll have a sufficient amount of time to complete the on-line materials before Part B starts. 

Where can I find more detailed information about the on-line courses currently being offered by DAU?

To see a current schedule of classes or to learn more about the specific courses offered by DAU, visit the Course Information section of the DAU web site:  

DAU Course Information  (Link to http://www.dau.mil/course/courseinfo.htm
  http://www.dau.mil/course/courseinfo.htm)
Take a Course
I was able to access the course, but could not get into the lessons. What do I do?

Make sure that you run the Course Set-up the first time that you access the course. This program lets your computer check for necessary hardware and takes you through the steps to install what may be needed.

If you are still unable to run the courseware after this, contact your system administrator or the DAU Help Desk at (703) 605-6583 or (888) 432-8218. Hours of operation are from 8:30 am to 5:30 pm, Eastern Standard Time.  At all other times, you will be connected to a voice mail system to leave a message.  

If you receive an error message while on the web site, please record the text of the message to assist the Help Desk staff in resolving the problem.

How do I start the lessons?

You can access lessons from the Course Desktop or main menu. Select “Take a Lesson” to go to a list of lessons. Select the lesson that you want to take.

Can I skip around to different sections?

You can go to any lesson that you have completed at any time. You must have finished a lesson and passed the lesson test to gain credit for having completed that lesson. You cannot skip ahead to lessons that are later in the sequence than the last lesson that you have completed.

There is a lot of good information in the course. Can I get to the course, to use as a reference, once I have graduated?

Once you have completed a course and passed all required tests, you will have access to the course (except for Test items) to use as a reference. To access a course you have completed, go to the Student Desktop and select “Training History.” The Training History screen will appear. Select the completed course that you wish to access.

How do I make some suggestions to improve the course? 

There are several ways that you can communicate suggestions to DAU. 

E-Mail:  
You can use the e-mail feature to communicate with your instructor, or use the Feedback feature to send comments to the Course Administrator.

On-line   
There are also two on-line student surveys that you 

Surveys:
should complete and submit.

End of Course
You can access the End of Course Evaluation in Evaluation:

two ways. 

· After successful completion of the course, a screen will appear offering you the option of two links. One will take you back to the desktop. The second will link you to the End of Course Student Feedback instrument.

· From the Student Desktop, click on E to fill-in or update the End of Course Evaluation. The End of Course Evaluation can be completed up to 14 days after the class has ended. 

Graduate Survey:
You can access the Graduate Survey by selecting the Training History icon on the Student Desktop page. This will take you to the Training History screen. You can complete the Graduate Survey after you have successfully completed a course and up to 14 days following the last e-mail notification regarding it. Click on G to access the Graduate Survey.

 Study Tips

How will I communicate with my instructor and with other students?

You will conduct much of your communication via e-mail.  In fact, you can expect to receive e-mail messages from your instructor and from the DAU registrar’s office as you progress through your on-line course.  You will also interact with others via electronic bulletin boards (for asynchronous communication) and chat rooms (for synchronous “real time” communication).
How do I read and take notes on my course material when I access it on-line?
If you already use a word processor, then you will be used to reading text on screen and be familiar with scrolling up and down pages.  Reading web pages is no different.  You can also use the page Next and Back icons as well as other interactive elements in the course to move from one screen to another.

You can use a word processing application to take notes and write down your ideas about course materials or other information that you access via the Internet.  While you are still on-line, open up your word processor so that it is running in the background.  When you have some notes to write, switch to the word processing system to record your ideas and then return to your on-line page when you want to continue reading.  You can also make use of the copy and paste functions to copy a section of on-line material into a new document in your word processing application.

When should I print out information?
You can print out section(s) of your on-line materials when you need to have a quick reference while you are working off-line.  

How do I send my projects and assignments to other students and my instructor?
You can collaborate on a project with other students by sending them your documents as attachments to e-mail messages.  When you are ready to  turn your assignments in to your instructor, you can also send the document(s) as attachments to e-mail messages.

How can I complete my on-line course successfully while still juggling my work and personal responsibilities?

Find out how many lesson and modules (both on-line and workshop) are required to complete the course that you wish to take.  Then,  set up your schedule for completing all lessons and assignments, noting important due dates, chat room session times, as well as your work and personal commitments.  Let your supervisor know that you will be taking a course, and ask for his/her support in managing your work load.  Let others know when you are in class by putting a message on your voice mail, and putting a sign on your office door.  Make sure that you take regular breaks during a long study session to avoid burn out.

How can I set up an effective study environment for while I take an on-line course?

It is important to find a place to study that is quiet and free from distractions (such as a television set) and is not in a common area frequented by many people.  You might consider moving your computer to another room or area if you find that your study space is becoming too noisy or does not allow you to concentrate on your studies.

It is also important to find a study area that has adequate lighting and ventilation.  Your desk should be large enough to accommodate your computer equipment and notebook.  You should also have a comfortable chair that is beneficial for correct posture.

