
Index
• Symbols and Numerics •
529 savings account, explained, 111

• A •
Abiator’s Learning Styles Inventory, 37

academic advisor

creating plan with, 117–118

talking to, 95–97, 108, 122

academic background, including in profi le, 

155

academic career, planning with advisor, 

117–118

academic support, assistance with writing, 

161–162

academic work, discussing with 

instructors, 170

academic writing, performing, 235–236

accelerated courses. See also courses

benefi ts and challenges, 81–82

completing successfully, 82

considering, 81

acceptance, receiving notifi cation of, 

115–117

accessibility. See also assistive technology; 

disabilities

accommodations, 300

privacy concerns, 303–304

resources, 295–296

standards guidelines, 297–298

testing courses for, 299

W3C standards, 297–298

WCAG (Web Content Accessibility 

Guidelines), 297

accessibility examples

auditory descriptions, 298–299

captions for videos, 298–299

heading styles in documents, 298

transcripts for audio fi les, 298

transcripts for videos, 298–299

accommodations. See also disabilities

archive links, 307

availability of, 300

closed captioning, 307

requesting, 302

screen readers, 305–306

for synchronous sessions, 307

telephone bridge, 307

transcripts, 307

accreditation

benefi ts of, 92

determining, 92–93

institutional, 90

programmatic, 90

specialized, 90

accrediting agencies, 90–91

checking for private online schools, 277

ADA (Americans with Disabilities Act), 295

defi nition of “disability,” 297

state and local government Web sites, 

298

adjunct instructor, defi ned, 150

administrative staff, presence in virtual 

classroom, 157–158

Adobe Connect Web site, 27

Advanced Placement (AP) courses, 34

advisor

creating plan with, 117–118

talking to, 95–97, 108, 122

agencies, consulting for online programs, 

72

agendas, creating for group meetings, 208

AMA (American Medical Association) style, 

227

American culture. See U.S.-based online 

schools

Angel, home page for course on, 137

announcements

fi nding, 190

receiving from instructors, 166–167

antivirus software, considering, 49
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AP (Advanced Placement) courses, 34

APA (American Psychological Association) 

style, 226

application components

demographic info, 102

fees, 103

fi nancial aid paperwork, 103

personal essay, 103–106

recommendations, 106–107

resume, 103

test scores, 107

transcripts, 103

applications

receiving acceptances, 115–116

receiving rejections, 116

submitting on time, 107–108

archive links, using for accessibility, 307

Arizona, outsourced instruction in, 275

articles

fi nding, 198

saving information about, 193

articulation agreements, checking, 280

artifacts, including in ePortfolio, 249–250

assignment delivery

discussion posts, 244–245

drop-boxes, 244–245

e-mail attachments, 244–245

Submit button, 245–246

tips, 246

assignment types

papers, 240

projects, 241

assignments. See also rubrics; writing 

assignments

checking originality, 19

completing, 19–20

keeping copies of, 246

late policy for, 144

listing in calendar view, 141

prep time required for, 183–184

relating to grading scale, 142

repurposing, 223

research time required for, 184

spending time on, 183

time required for editing of, 184

turning in, 19–20

types of, 237

typing, 201

assistive technology. See also accessibility; 

disabilities

captions for audio fi les, 306–307

captions for videos, 306–307

screen readers, 305–306

associate’s degree

credit requirements, 66

hours required for, 68

pursuing, 73

associate’s program, writing essay for, 104

asynchronous learning

benefi t of, 40

explained, 26

following schedule for, 311

versus synchronous, 80, 312

attachments

including in e-mail, 56

opening, 56

sending assignments as, 244

audio fi les

captioning, 306–307

compressing, 258

including in ePortfolio, 249

auditory learner, characteristics of, 38

• B •
bachelor’s degree

credit requirements, 66

hours required for, 68

bachelor’s program, writing essay for, 104

blended coursework, considering, 31–32, 

76–77

blind students, resources for, 31

blog, defi ned, 39

book fees, traditional versus online, 110

bookmarking tools, using, 188–189, 193

books

buying, 128–130

costs of, 97

digital, 130

doing needs assessment of, 127–128

new versus used, 129–130

renting, 130
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boundaries

establishing for online reputation, 173

establishing for studying, 164

Britain, IELTS (International English 

Language Testing System), 284

broken links, notifying instructors about, 

187

browser windows. See also Internet; 

windows

keeping open, 185–187

refreshing, 54

settings in Windows XP, 134

browsers

increasing font size in, 192

zooming text in, 51

• C •
calendar, using, 140–141

California Sate University, Chico, 317–318

Capella University, 93, 318

career services

counseling, 259

internship fairs, 259

internship listings, 259

job fairs, 259

job listings, 259

on-campus recruiting, 260

resource Webinars, 259

CareerBuilder job search site, 260

certifi cations

versus degrees, 68

obtaining, 68

charter schools, 273, 275–276

chat, defi ned, 40

cheating online, preventing, 316

Chicago style, 227

children. See also parental involvement; 

teens

appeal of online education to, 266–267

blocking bullies, 269

confi rming credits, 279

curricula, 274

monitoring social networking, 268

necessity of online education for, 266–267

online supervision of, 268

password-protection concerns, 268

private online schools, 277–278

protecting from cyber-bullying, 268

qualifi cations of educators, 268

real-time opportunities, 270

reporting inappropriate activity, 268–269

research for teens, 74–75

researching for children, 74–75

researching online schools for, 271

researching virtual schools for, 74–75

special needs of, 21

state-funded virtual schools, 272–276

state mandates, 274

synchronous class interface, 270–271

working offl ine, 271

chronological posts, 176

citations

components of, 225–226

determining quality for research, 199–200

formats, 226–227

rules for, 226

class size, considering, 14–15, 85–86, 97

class structures, types of, 119–120

classes. See also online courses

availability of, 95

beginning, 97

instructor-led, 77–78

self-paced, 78–80

traditional versus cohort model, 118–119

classmates. See online classmates

classroom. See virtual classroom

closed captioning, using, 307

cohort groups

bonds formed in, 174

use of, 67

cohort model

advantage of, 121

following, 119

collaborative tools, documents, 208–210

college students. See also online students; 

students

supplementing coursework, 31–32

taking extra credits, 32
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CollegeBookRenter.com, 130

colleges. See also institutions; online 

institutions

four-year, 71–73

terminology, 73

two-year, 73

comments, writing online, 156

communication. See also instructor 

communication; netiquette; student 

communication in discussions

instructor-to-student, 168–169, 190

one-to-one, 168

between students, 170

student-to-instructor, 169–170

warming up, 172

community college

attending, 73

tuition fees, 109

compliance training, 70

computer issues, dealing with, 173

computer requirements

hard drive, 45

memory, 44–45

microphone, 45–46

monitor, 45

processor speed, 43–44

speakers, 45–46

computer skills, requirements for, 313

computers

availability to students, 274

displaying details about, 43–44

role in online eduction, 312

confi dentiality, respecting, 222–223

confl icts

dealing with offensive submissions, 213

disagreeing on subject matter, 213

notifying instructors about, 215–216

with slackers, 214–215

contact information

guarding, 60–61

providing in group forum, 205

conversations. See discussions

copyright, defi ned, 224

costs of education, 110. See also fees; 

tuition

counselor, working with, 108

course components

content, 76

evaluation, 76

course management systems, features of, 

194–195

course term, determining, 120

course title, determining, 120

courses. See also accelerated courses; 

online courses

availability of, 95

beginning, 97

instructor-led, 77–78

self-paced, 78–80

traditional versus cohort model, 118–119

CourseSmart.com, 130

coursework

calculating time spent on, 86–87

requirements, 87

credit recovery, pursuing, 75

credits

confi rming before taking classes, 279

high school, 67–68

toward degrees, 66–67

transferring, 88–89

transferring from schools abroad, 

286–287

critical thinking, demonstrating, 238–239

critique, explained, 237

CRN (Course Reference Number), 

determining, 120

curricula, considering for children, 274

cyber harrassment, defi ned, 268

cyber stalking, defi ned, 268

cyber-bullying, protecting children from, 

268

• D •
databases, accessing in online libraries, 

198

dates, coordinating on calendars, 141

deaf students, resources for, 31

degree programs, models for, 119

degrees

versus certifi cations, 68

earning online, 66–67

30_536209-bindex.indd   32630_536209-bindex.indd   326 11/23/09   11:56 PM11/23/09   11:56 PM



327327 Index

Delicious social bookmarking tool, 189

Department of Education Web site, 90

desktop computers, availability to 

students, 274

dictation programs, availability of, 52

digital textbooks, availability of, 130

Diigo social bookmarking tool, 189, 

193–194

diploma

earning, 272

earning online, 280

mills, 92–93

disabilities. See also accessibility; 

accommodations; assistive technology

defi ned, 297

disclosing to online schools, 301–304

handling in groups, 304

students with, 22

discipline, assessing one’s, 36–37

discussions. See also posts

avoiding overposting, 178

content of, 219

disagreeing in, 219

instructions, 177

netiquette, 219

organizing, 175–177

participating in, 241–242, 314

postings, 190–191

purpose of, 175

quality versus quality, 241–242

reading and following, 242

requirements, 177–178

student participation in, 167

tone of, 219

distance education

advantages of, 11–12

assessing discipline, 36–37

asynchronous learning, 26

asynchronous nature of, 35–36

challenges, 35

ethics, 19

instructor-facilitated, 24

instructor-led, 24

interaction in, 314–315

learning style, 37–39

manners, 19

measuring learning, 10

origin of, 25

preparing to register for, 279

in publicly funded schools, 273

quality of, 314

self-paced courses, 25–26

skill requirements, 12–13

student audience for, 11

synchronous learning, 26–27

task requirements, 13

technology requirements, 12–13

versus traditional education, 23–27, 

313–315

doctorate degree, credit requirements, 66

document collaboration, implementing in 

groups, 208–210

documents

calendar, 140–141

converting to HTML, 258

including in ePortfolio, 249

password-protecting, 59–60

resending as attachments, 56

syllabus, 139

domain name, using with ePortfolio, 255

downloaded fi les

locating, 54

opening, 54

Dragon NaturallySpeaking program, 52

drop-boxes, delivering assignments to, 

244–245

due dates, tracking, 142

• E •
EarnMyDegree agency, consulting, 72

EdD versus PhD, 152

editor, establishing in group forum, 206

education, online versus traditional, 23–27, 

313–315

educational requirements, using ePortfolio 

with, 248

Educational Testing Service (ETS), 284

EIKEN language profi ciency, 284

electronic books, availability of, 130
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Elluminate synchronous tool

using, 211–212

Web site, 27

e-mail

adhering to netiquette, 218–220

disagreeing in, 219

using, 56–57, 170

e-mail access, considering, 47–48

e-mail attachments, sending assignments 

as, 244–245

emoticons, using, 171

English

American versus British, 285

learning online, 285

English profi ciency, proving, 283–285

ePortfolio. See also portfolio

authenticity of, 257

features of, 247–248

including address on business card, 261

keeping up-to-date, 257

knowing audience for, 257

navigating, 256–257

overview page, 256

using, 248–249

using Web service for, 255

welcome page, 256

ePortfolio artifacts

audio fi les, 249

documents, 249

images, 249

PowerPoint presentations, 250

video fi les, 250

ePortfolio components

faculty recommendations, 252

GPA (grade point average), 251

informal transcripts, 251–252

refl ection statements, 251

resource links, 253

resume, 252–253

work history, 252–253

ePortfolio methods

creating from ground up, 255–256

institutional resources, 254

subscribing to service, 255

essay, including in application, 103–106

ethical behavior

respecting confi dentiality, 222–223

respecting privacy, 222–223

showing integrity, 222

in written communication, 221–222

ethics, importance of, 19

ETS (Educational Testing Service), 284

evaluation plan, rubric as, 143–144

exams

taking, 243

using Submit button with, 245–246

• F •
Facebook Web site, 179, 261

facilitators. See also instructors

defi ned, 150

online teachers as, 24

faculty. See also instructors

asking students about, 100

background and training, 14–15

consulting about programs, 98–99

determining qualifi cations of, 96

faculty recommendations, including in 

ePortfolio, 252

FAFSA (Free Application for Federal 

Student Aid), 113–114

federal fi nancial aid, applying for, 112–114

fees, determining, 97. See also costs of 

education; tuition

FERPA (Family Education Rights and 

Privacy), 296, 303

fi les, saving and organizing, 52–54

fi nancial aid

applying for federal, 112–114

considering, 111–112

deadline, 114

grants, 112

loans, 112

scholarships, 112

fi nancial options, 15

fl ash drive, placing fi les on, 53

Florida State University Online, 319–320
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FLVS (Florida Virtual School), 275, 319

folders, organizing, 52–54

font size, increasing in browser, 192

foreign students, needs of, 21–22

forums, introducing oneself in, 204–205

four-year colleges

attending, 71–72

brick-and-mortar, 71–72

online schools, 72–73

Free Application for Federal Student Aid 

(FAFSA), 113–114

• G •
geographical location, including in profi le, 

155

Gimp program Web site, 258

Gmail account, setting up, 47–48, 56

Google

conducting Web search with, 54

setting up e-mail account with, 47

GoogleDocs Wiki application, 210–211

GoToMeeting Web site, 27

GPA (grade point average), including in 

ePortfolio, 251

grading scale

determining, 142–143

placement of, 178

graduate courses, costs of, 109

graduate level credit, obtaining, 67

graduate program, writing essay for, 104

graduates, determining placement rate for, 

96

graduation

getting help after, 179

time line for, 97

grammar, guidelines for academic papers, 

236

grants

applying for, 15

considering, 112

group forum

establishing roles in, 205–206

introducing oneself in, 204–205

meeting in real time, 207–208

setting up schedule for, 206–207

group meetings

creating agendas for, 208

recording, 208

group projects

participating in, 315

schedules, 207

groups

being patient with, 212

communicating with consistently, 214

document collaboration in, 208–212

handling disabilities in, 304

organizing, 212

resolving confl icts in, 213–216

using Wiki technology in, 209

Web conferencing in, 210–212

working in, 18–19

guests, presence in virtual classroom, 

157–158

Guide to Grammar and Writing, 162

• H •
hard drive

considering, 45

minimum requirement, 42

hardware requirements, meeting minimum, 

42–43

high school, attending as adult, 280

high school credit, obtaining, 67–68

high school students

appeal of online education to, 33–34

meeting needs of, 21

home page

fi nding, 136–138

module organization, 146

homeschooled students

appeal of online education to, 266

application to college, 272

benefi ts for, 33–34

documenting progress of, 272

honesty, in written communication, 221–

222

HotJobs job search site, 260
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HTML, converting word processing 

documents to, 258

HTTP address, typing, 54

https security, checking, 57

hybrid coursework, considering, 31–32, 

76–77

hyperlinks, opening, 54

• I •
IDEA (Individuals with Disabilities 

Education), 296

ideas

communicating to class, 174

presenting, 222

identifi cation name, using online, 154

IELTS (International English Language 

Testing System), 284

IM (instant messaging)

defi ned, 40

disagreeing in, 219

netiquette, 218–220

image fi le types, 258

image size, reducing for portfolio, 258

images, including in ePortfolio, 249

Indeed job search site, 260

Insight Schools Web site, 277

installing software, 55

instant messaging (IM), defi ned, 40

institutional credibility

consortium membership, 94

leading research efforts, 94

national awards and recognition, 93–94

institutions. See also colleges; online 

institutions; schools

community colleges, 109

evaluating, 100

getting accepted at, 16

private, 109

public, 109

researching, 74

instruction, outsourcing, 275–276

instructor communication. See also 

communication; instructors

in announcements, 166–167

in news, 166–167

instructor-led online education, 24, 77–78

instructors. See also facilitators; faculty; 

online teachers

addressing, 152

certifi cation for virtual schools, 274

communicating with, 151–154

communication with students, 168–169

correcting, 220

credentials required of, 150

defi ned, 150

disagreeing with, 220

discussing academic work with, 170

getting feedback from, 220

inviting to synchronous meetings, 208

meeting, 17

notifying about confl icts in groups, 

215–216

online presence of, 151–152

private communication with, 153

public communication with, 153

reading feedback from, 152

training required of, 150

using netiquette with, 220

for virtual schools, 274

intellectual property, defi ned, 224

International English Language Testing 

System (IELTS), 284

International Society for Technology in 

Education (ISTE), 274

international students. See also college 

students; students; U.S.-based students

addressing instructors, 290

assignment due dates, 292

costs of online education, 287

differences in time zones, 291–292

handling synchronous class meetings, 

291–292

Internet connection, 287–290

joining study groups, 292–293

needs of, 21–22

payments for online education, 287

taking classes in U.S., 290–291

textbooks for online education, 287

Internet. See also browser windows; Web

instructor-facilitated connection, 24

instructor-led connection, 24
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Internet browser, considering, 47

Internet connections

at cafés, 289

at community centers, 289

establishing, 49–50

international, 288–289

international restrictions, 290

residential expenses, 288

at universities, 289

at work, 288–289

Internet option, setting for virtual 

classroom, 134–135

Internet resources, bookmarking, 193

internships

fairs, 259

listing, 259

ISTE (International Society for Technology 

in Education), 274

• J •
Japan, EIKEN language profi ciency test, 284

Jing Web site, 241

job search

sites, 260

using career services, 259–260

using ePortfolio in, 249

journal articles, fi nding, 198

journal entry, explained, 237

junior college

attending, 73

tuition fees, 109

• K •
K12 company outsourced instruction, 275

K-12 virtual schools. See also children; 

virtual schools

articulation agreements, 280

confi rming credits, 279

fi nding classes, 278–279

online course, 276

researching, 74–75

synchronous interface, 270–271

Kaplan University, 319–320

keyword, conducting online searches by, 

199–200

kids. See also parental involvement; teens

appeal of online education to, 266–267

blocking bullies, 269

confi rming credits, 279

curricula, 274

monitoring social networking, 268

necessity of online education for, 266–267

online supervision of, 268

password-protection concerns, 268

private online schools, 277–278

protecting from cyber-bullying, 268

qualifi cations of educators, 268

real-time opportunities, 270

reporting inappropriate activity, 268–269

research for teens, 74–75

researching for children, 74–75

researching online schools for, 271

researching virtual schools for, 74–75

special needs of, 21

state-funded virtual schools, 272–276

state mandates, 274

synchronous class interface, 270–271

working offl ine, 271

kinesthetic learner, characteristics of, 

38–39

Kumon Web site, 162

• L •
language profi ciency

EIKEN, 284

IELTS (International English Language 

Testing System), 284

providing, 283–285

TOEFL (Test of English as a Foreign 

Language), 283–284

TOEIC (Test of English for International 

Communication), 284

TSE (Test of Spoken English), 283–284

languages, learning, 285

laptops, availability to students, 274

late policy, determining, 144
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leader

establishing in group forum, 205–206

showing off qualities of, 173

learning, measuring, 10

learning curve, considering for technology, 

184

learning disabilities, students with, 31

learning methods, trying, 39–40

Learning Style Inventory, 37

learning styles

auditory, 38

inventories, 37

kinesthetic, 38–39

preferences, 37

tactile, 38–39

visual, 37–38

Learnthat.com, 161

leave of absence, taking, 97

lecturers, presence in virtual classroom, 

157

letters of recommendation, including in 

application, 106–107

librarians, presence in virtual classroom, 

157

libraries

accessing, 196–197

watching online tutorials, 200

LinkedIn Web site, 179, 261

links, avoiding chasing, 187–188

literature review, explained, 237

Live Text ePortfolio service, 255

loans

applying for, 15

considering, 112

logging in, setting aside time for, 182

logging into and out of portal, 135–136

• M •
Macs, creating folders in, 54

MacSpeech Dictate program, 52

manners, importance of, 19. See also 

netiquette

master’s degree, credit requirements, 66

Mavis Beacon Teaches Typing, 52

memory, considering for computer, 44–45

messages. See e-mail

microphone

considering, 45–46

minimum requirement, 42

Microsoft Training home page, 161

MLA (Modern Language Association) style, 

227

monitor

considering, 45

resolution, 42

Monster job search site, 260

Moodle

home page for course on, 137–138

quiz page in, 246

The Morningstar Academy Web site, 278

mouse, right-clicking, 55

.mp3 fi les, using with portfolio, 258

multi-modal tools, Elluminate as, 211

MySpace Web site, 179, 261

• N •
netiquette. See also communication; 

manners

adhering to, 40, 217

avoiding stereotyping, 221

respecting instructors, 220

respecting students, 219–220

networking, 261

news

fi nding, 190

receiving from instructors, 166–167

Norton AntiVirus software, downloading, 

49

notebook, starting for online courses, 138

notes, taking on reading assignments, 193

Nova Southeastern University, 320

• O •
observers, presence in virtual classroom, 

157–158

offi ce hours. See virtual offi ce

offl ine, working, 201
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online classmates

meeting in person, 61

recognizing, 40

online classroom

communicating outside of, 179

confi rming address for, 134–135

entering, 17

fi nding home page, 136–138

guests in, 157–158

instructors in, 149

logging into portal, 135–136

logging out of portal, 135–136

observers in, 157–158

people behind the scenes in, 149

setting Internet options, 134–135

students in, 149

online courses. See also courses

asynchronous, 312

compliance training, 70

costs of, 109–110

dealing with full status of, 121

explained, 76

fi nding, 13–14

logging into, 27

organization of, 145–146

personal interest, 69

planning, 117–118

professional development, 69–70

self-paced, 25–26

starting notebooks for, 138

synchronous, 312

tuition, 15

using casual conversation in, 236–237

online education

advantages of, 11–12

assessing discipline, 36–37

asynchronous learning, 26

asynchronous nature of, 35–36

challenges, 35

ethics, 19

instructor-facilitated, 24

instructor-led, 24

interaction in, 314–315

learning style, 37–39

manners, 19

measuring learning, 10

origin of, 25

preparing to register for, 279

in publicly funded schools, 273

quality of, 314

self-paced courses, 25–26

skill requirements, 12–13

student audience for, 11

synchronous learning, 26–27

task requirements, 13

technology requirements, 12–13

versus traditional education, 23–27, 

313–315

online ethics, honesty, 221–222

online institutions. See also colleges; 

institutions

being accepted to, 115–117

receiving rejection from, 115–117

online learner, average age of, 312

online library portal, 196–197

online payments, making securely, 57–58

online persona

depicting positive personality, 171–173

presenting honestly, 222

online presence, establishing, 172

online programs

affordability, 85

class size, 85–86

considering, 84–85

consulting agencies for, 72

consulting faculty about, 98–99

determining accreditation of, 92–93

real-time meetings, 87

time commitment, 86–87

online relationships, developing, 174

online reputation, developing, 174

online schools. See also state-funded 

schools; U.S.-based online schools

attending, 72–73

instructors for, 274

outsourcing, 276

private, 277–278

researching, 74–75, 271

state-funded, 272–276

switching, 88
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online students. See also college students; 

international students; students

communication, 17–18

with disabilities, 30–31

entering virtual classroom, 17

evaluating schools, 14–15

fi nding available courses, 13–14

in high school, 33–34

homeschooled, 33–34

with learning disabilities, 31

meeting, 17

parents, 29–31

professionals enhancing careers, 28–29

retirees, 32–33

seniors, 32–33

study habits, 18

support services, 15

transportation restrictions, 30

working in groups, 18–19

online teachers. See also instructors

defi ned, 150

online teachers as, 24

Online Writing Lab (OWL) Web site, 236

on-screen information, reading, 51

Open Offi ce, downloading, 48

orientation

availability of, 122–123

face-to-face, 124

instructor-led, 125

online, 124–125

registering for, 125–126

requirement of, 123

self-paced, 124

synchronous Web conference, 125

virtual tour, 126–127

OWL (Online Writing Lab) Web site, 236

• P •
PALCS (Pennsylvania’s Leadership Charter 

School), 276

papers. See writing assignments

counting words in, 237–238

defi ning, 237

formatting correctly, 238

including in ePortfolio, 249–250

quality of, 240

rubric for, 232–234

submitting, 244

writing, 240

parental involvement, enhancing, 269–270. 

See also children

parents, benefi ts for, 29–31

passwords

protecting, 58–60

remembering, 58–60

patience, importance of, 39–40

peers

communicating with, 155–156

introducing oneself to, 154–155

Penn State Online, 320

Pennsylvania’s Leadership Charter School 

(PALCS), 276

personal essay, including in application, 

103–106

personal information, including in profi le, 

155

personal support system, developing, 

163–164

personality traits, depicting online, 171–173

PhD versus EdD, 152

Phillips, Caleb, 25

photos

impact of, 171

resizing for portfolio, 258

sharing online, 155

pictures, sharing online, 155

placement rate, determining, 96

plagiarism

advice to international students, 290

avoiding, 223

consulting libraries about, 225

defi ning, 224

online tutorials about, 224–225

penalties for, 228–229

tools related to, 228

Plagiarism Checker Web site, 228

plug-ins, considering, 48

podcast, explained, 38, 40

portal

logging in to, 135–136, 168

logging out of, 135–136
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portfolio. See also ePortfolio

defi ned, 247

reducing image size for, 258

transferring to Web, 258

posts. See also discussions

checking responses to, 191

chronological, 176

discussions, 190–191

netiquette, 218–220

responding to, 178, 191

submitting, 244–245

threaded, 176

tracking, 194

Power Typing tutorial, 52

PowerPoint presentations, including in 

ePortfolio, 250

prerequisites, determining, 95

presentations

fi nding online, 241

including in ePortfolio, 250

printed materials, using, 201

printing, considering for reading material, 

192

privacy, respecting, 222–223

private online schools, evaluating, 277–278

processor

minimum requirement, 42

speed, 43–44

proctoring methods, 243

productivity, maximizing, 182

professional background, including in 

profi le, 155

professional development, 69–70

professionals, benefi ts for, 29–31

professor, defi ned, 150

profi le, writing, 155

programs

affordability, 85

class size, 85–86

considering, 84–85

consulting agencies for, 72

consulting faculty about, 98–99

determining accreditation of, 92–93

real-time meetings, 87

time commitment, 86–87

projects

including in ePortfolio, 249–250

meeting requirements of, 241

submitting, 244

Pupil Pages ePortfolio service, 255

Purdue University OWL (Online Writing 

Lab), 236

• Q •
Quality Matters Web site, 93

quizzes

taking, 242–244

using Submit button with, 245–246

quotes

components of, 225–226

determining quality for research, 199–200

formats, 226–227

rules for, 226

• R •
RAM (random access memory), minimum 

requirement, 42

readability, enhancing in browser, 192

reading assignments

deciding to print, 192

highlighting sections of, 193–194

placement of, 191–192

taking notes on, 193

tracking, 194–195

reading offl ine, 201

recommendations, including in application, 

106–107

record option, using in Web conferencing 

tool, 208

recruiter, working with, 108

reference information, tracking, 193

references, supplying in academic papers, 

236

refl ection statements, including in 

ePortfolio, 251

registration process

gathering information for, 120

getting guidance on, 117–118
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registration process (continued)

overview of, 120–121

preparing for, 279

timing, 96

Rehabilitation Act Section 504, 296

rejection, receiving notifi cation of, 115–117

relationships, developing online, 174

reputation, developing online, 174

research

allowing time for, 184

doing online, 197–200

resume, including in ePortfolio, 252–253

retention rates, considering, 14–15

retirees, benefi ts for, 32–33

right-clicking, 55

room and board fees, traditional versus 

online, 110

rubrics. See also assignments

on assignment page, 232

guidelines for, 234–235

on home page, 232

for paper, 232–234

placement of, 178

reading, 234

use of, 143–144

• S •
schedule

following for asynchronous courses, 311

planning on weekly basis, 185

setting up for group forum, 206–207

scholarly journals, researching, 198

scholarly writing, performing, 235–236

scholarships

benefi ts of, 15

considering, 112

schools. See also institutions

getting accepted at, 16

taking leave of absence from, 97

schools abroad, transferring credits from, 

286–287

schoolwork, getting support for, 179

scoring tool, rubric as, 143–144

screen

maximizing, 51

refreshing, 54

screen readers, availability of, 305–306

scrollbars, using, 51

search engines, using, 54

searches, conducting, 199

Section 508 Information Technology 

Accessibility Standards, 297

security

of online payments, 57–58

password management, 58–60

personal, 60–61

self-paced courses, considering, 78–80

semester course, credit hours awarded, 67

seniors, benefi ts for, 32–33

skill requirements, 12–13

Skype synchronous tool, using, 210–211

slackers, resolving confl icts related to, 

214–215

SlideShare Web site, 241

social bookmarking tools, using, 188–189

social networks

limiting distraction of, 180

monitoring for children, 268

sites, 261

using academically, 179–180

social-constructivist format, explained, 167

software

downloading, 55

installing, 55

software requirements

e-mail access, 47–48

Internet browser, 47

plug-ins, 48

speech-recognition, 52

virus protection, 48–49

word processing, 48

sources

components of, 225–226

determining quality for research, 199–200

formats, 226–227

rules for, 226

Spam box, checking, 56

speakers

considering, 45–46

minimum requirement, 42

speech-recognition software, 52

state mandates, considering for children, 

274
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state-funded schools. See also virtual 

schools

charter schools, 275–276

FLVS (Florida Virtual School), 275

outsourced instruction, 275–276

types of, 272–273

stereotyping, avoiding, 221

streaming, defi ned, 258

student communication in discussions, 

167. See also communication

student retention rate, determining, 96

student services, availability of, 96, 98–99

student skills, getting help with, 162–163

students. See also college students; 

international students; online students

from abroad, 21–22

candidates for online education, 11

communicating with instructors, 169–170

communicating with other students, 

155–156, 170

with disabilities, 22

introducing oneself to, 154–155

talking with peers, 99–100

using netiquette with, 219–220

study groups, participating in, 222

study habits

rewarding, 184

strengthening, 18

study skills, developing, 243–244

study time

blocking off, 185

estimating, 183–184

studying, establishing boundaries for, 164

subject, conducting online searches by, 

199

subject matter, disagreeing with, 213

submissions, offensive, 213–214

Submit button

using with quizzes, 245–246

using with tests, 245–246

submitter, establishing in group forum, 206

support system, developing, 163–164

syllabus

discussion element of, 177

information on, 139

Sylvan Learning Web site, 162

synchronous learning, versus 

asynchronous, 80, 312

synchronous meetings

for children, 270–271

for international students, 291–292

inviting instructors to, 208

scheduling for groups, 207–208

synchronous sessions, accommodation 

options for, 307

synchronous tools

Elluminate, 211–212

Skype, 210–211

using for Web conferencing, 210

• T •
tabs, switching between, 54

tactile learner, characteristics of, 38–39

tasks

setting time line for completion of, 183–185

tracking, 214

TaskStream ePortfolio service, 255

teachers, See instructors; facilitators; 

faculty; online teachers

TeacherTube Web site, 38

teaching assistants, presence in virtual 

classroom, 157

technical diffi culties, dealing with, 153

technical support

focus of, 158

limitations of, 160–161

purpose of, 158

requesting, 159–160

seeking, 159

technologies

learning curve, 86–87, 184

requirements, 12–13

trying, 39–40

teens

private online schools, 277–278

researching virtual schools for, 74–75

state-funded virtual schools, 272–276

telephone bridge, using for accessibility, 

307

terms, determining length of, 96–97

test scores, including in application, 107
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tests

taking, 242–244

using Submit button with, 245–246

text size, increasing in browser, 192

textbooks

buying, 128–130

costs of, 97

digital, 130

doing needs assessment of, 127–128

new versus used, 129–130

renting, 130

threaded posts, 176

time, managing, 222

time zones, adjusting for differences in, 

291–292

TOEFL (Test of English as a Foreign 

Language), 283–284

TOEIC (Test of English for International 

Communication), 284

tolerance, importance of, 39–40

transcripts

including in ePortfolio, 251–252

providing from schools abroad, 286

supplying, 103

using for accessibility, 306–307

transportation restrictions, 30

travel fees, traditional versus online, 110

TSE (Test of Spoken English), 283–284

tuition. See also costs of education; fees

considering, 15

fee increases, 108–109

traditional versus online, 110

Turabian style, 227

Turnitin service Web site, 228

tutor, fi nding, 162–163

tutorials, watching on library site, 200

two-year colleges, attending, 73

typing skills, developing, 51–52

• U •
undergraduate credit, obtaining, 67

universities, tuition fees, 109

University of Phoenix, 321

URLs, navigating, 54

U.S. Department of Education Web site, 90

USA Jobs search site, 260

U.S.-based online schools. See also 

international students; online schools

benefi ts of, 282

providing language profi ciency, 283–285

usernames, matching to peers, 154

• V •
Vark learning style inventory, 37

video fi les

captioning, 306–307

including in ePortfolio, 250

streaming for portfolio, 258

View option, using in browsers, 192

virtual classroom

communicating outside of, 179

confi rming address for, 134–135

entering, 17

fi nding home page, 136–138

guests in, 157–158

instructors in, 149

logging in to portal, 135–136

logging out of portal, 135–136

observers in, 157–158

people behind the scenes in, 149

setting Internet options, 134–135

students in, 149

virtual high school, completing program 

in, 272

virtual offi ce

accessing, 148

hours, 147

virtual schools. See also state-funded 

schools; U.S.-based online schools

attending, 72–73

instructors for, 274

outsourcing, 276

private, 277–278

researching, 74–75, 271

state-funded, 272–276

switching, 88

virtual tour, taking, 126–127

viruses, protecting against, 49

visual learner, characteristics of, 37–38

vodcast, explained, 38
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• W •
W3C accessibility standards, 297

Walden University, 321

WCAG (Web Content Accessibility 

Guidelines), 297

Web, navigating, 54. See also Internet

Web browsers

increasing font size in, 192

zooming text in, 51

Web conferencing software, 27

using in groups, 210–212

using record option in, 208

using with children, 270

Web fi les, recommended size of, 258

Web hosting service, using for ePortfolio, 

255

Web searches, communicating success of, 

188

Web sites

Abiator’s Learning Styles Inventory, 37

accessibility standards guidelines, 297

accrediting agencies, 90–91

ADA (Americans with Disabilities Act), 

295

ADA state and local government Web 

sites, 298

Adobe Connect, 27

AMA (American Medical Association) 

style, 227

APA (American Psychological 

Association) style, 226

California State University, Chico, 317

Capella University, 318

Chicago style, 227

CollegeBookRenter.com, 130

CourseSmart.com, 130

Delicious social bookmarking tool, 189

Diigo social bookmarking tool, 189, 

193–194

Dragon NaturallySpeaking, 52

EarnMyDegree, 72

Elluminate synchronous tool, 27, 211

English Online Classes, 285

English skills, 285

ePortfolio services, 255

ETS (Educational Testing Service), 284

Facebook, 261

FERPA (Family Education Rights and 

Privacy), 296

Florida State University Online, 318

FLVS (Florida Virtual School), 275, 319

Gimp program, 258

Gmail account, 56

GoogleDocs Wiki application, 210

GoToMeeting, 27

Guide to Grammar and Writing, 162

IDEA (Individuals with Disabilities 

Education), 296

Insight Schools, 277

Jing, 241

job search, 260

K12 company outsourced instruction, 275

Kaplan University, 319

Kumon, 162

Learning Style Inventory, 37

Learnthat.com, 161

LinkedIn, 261

Live Text ePortfolio service, 255

MacSpeech Dictate program, 52

Mavis Beacon Teaches Typing, 52

Microsoft Training home page, 161

MLA (Modern Language Association), 227

The Morningstar Academy, 278

MySpace, 261

Norton AntiVirus software, 49

Nova Southeastern University, 320

One Language, 285

Open Offi ce, 48

OWL (Online Writing Lab), 236

PALCS (Pennsylvania’s Leadership 

Charter School), 276

Penn State Online, 320

plagiarism, 225

Plagiarism Checker, 228

Plagiarism.org, 224

Power Typing tutorial, 52

ProctorU, 243

Pupil Pages ePortfolio service, 255

Quality Matters, 93

Rehabilitation Act Section 504, 296

Rio Salado College English program, 285
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Web sites (continued)

screen reader, 306

secure versus insecure, 57–58

Skype, 210–211

SlideShare, 241

social networks, 179, 261

Sylvan Learning, 162

TaskStream ePortfolio service, 255

TeacherTube, 38

Turabian style, 227

Turnitin service, 228

University of Phoenix, 321

U.S. Department of Education, 90

Vark, 37

virus protection software, 48–49

Walden University, 321

WebEx, 27

Western Governors University, 322

World Clock, 292

WriteCheck service, 228

Webcam

considering, 46

minimum requirement, 42

use of, 315

Web-enhanced coursework, considering, 

31–32

WebEx Web site, 27

Webinars

availability of, 161

defi ned, 39

weekly schedule, planning, 185

Western Governors University, 322

Wiki technology

explained, 39

using in groups, 209

windows. See also browser windows

maximizing, 51

opening, 186

switching between, 54

Windows, creating folders in, 54

Windows XP, settings for, 135

word processing documents, converting to 

HTML, 258

word processor, considering, 48

work history, including in ePortfolio, 

252–253

workload, expectations, 98

World Clock Web site, 292

WriteCheck service Web site, 228

writing

miscommunication, 19

obtaining assistance with, 161–162

standards, 18

writing assignments. See also assignments

counting words in, 237–238

creating, 240

defi ning, 237

formatting correctly, 238

including in ePortfolio, 249–250

quality of, 240

rubric for, 232–234

submitting, 244

writing conventions, following for 

netiquette, 218

writing offl ine, 201

writing sample for essay, 105–106

writing styles

academic, 235–236

casual conversation, 236–237

scholarly, 235–236

• Z •
Zoom option, using in browsers, 192

zooming text, 51
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