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Welcome to Online Learning at Arkansas Northeastern College!
Thinking about Online Classes?
Before you enroll in an online class, we want to help you decide if online classes are a good fit for you.
Online classes are typically more flexible than traditional classes. This is one of the most popular features of online
classes, especially for students who may have the following concerns:
*Work rotating shifts
*Transportation issues
*Childcare problems
*Other commitments during normal class hours
To be successful in online courses you need to have access and be willingly to do the following:
*Have a reliable computer with Internet access
*Check into your online course often, several times each week
*Check your email regularly
*Meet deadlines responsibly
*Be a self-motivating learner

What is an Online Course like?
You will be expected to read the textbook/content as directed by your instructor. You may have weekly discussion
topics that you are asked to participate in. Sometimes there are ungraded quizzes to help you self-evaluate your
understanding of the subject. There could also be graded quizzes and online tests. Some tests might require a
proctor and you will be asked to come to main campus, one of our centers, or make other proctoring arrangements.
Your instructor carefully plans the progression of your course to assist you in learning the material. Some
activities may not count for a grade. Skipping some of these activities, whether graded or not, will rob you
of important learning opportunities. I hope that the information contained within this Online Information
Packet will be of assistance to you as you begin your online course(s).
Need Flexibility?
In general, online courses provide flexibility within limits. You can do class work in your pajamas at 2 am (if that is
the best time for you). But your class will still start and end within set semester dates, have deadlines for assignments,
discussion postings and exams, and have required readings by certain dates.

Does this still sound like you?
Talk to your advisor about taking online courses before you enroll. Your advisor can help you understand some of the
challenges of online courses and help you avoid some of the pitfalls. Do not think that online courses are easier just
because they are online. They are not.
Good luck and I hope that you have a great online semester!
Carol Mills
Academic Technology/Distance Education Coordinator
cmills@smail.anc.edu
870-762-1020 ext 1207

1

Tips from the eLearning Administrator
The eLearning orientation is a requirement
We want you to know what to expect and how to perform some of the most common functions required in
an online course. The eLearning Orientation does just that. Orientation completion is only required one
time, not once each semester. If you have previously successfully completed the orientation you will have a
Y showing in your Campus Connect demographic information next to “Internet Orientation?” If you do
not have a Y showing, you must complete the orientation prior to enrolling in an online course.

A reliable computer/Internet access with a pre-decided backup plan is a must
Online courses are intense and require your presence. Do not try to take an online course without a reliable
computer with reliable Internet that you can access often.
A computer at home is best. The ANC labs are available 6 days a week on main campus, less hours at our
extended centers. Planning to use a computer at work is not a good idea. Don't think an occasional log in
will "get you through".
Make a "plan B" in case your "plan A" computer access fails. Letting your instructor know that you
can't log in for a couple of weeks is not a reasonable excuse. It is your responsibility to have reliable
computer/internet access if you expect to be successful in an online course.

Time spent on your online course is usually reflected in your grade
Remember, a minimum expectation for time spent on an online course is 6-9 hours per week for a three
credit-hour course during a Fall or Spring semester. Four-credit hour courses and courses with associated
labs will require several more hours per week than a typical three-credit hour course. You will need to
double those estimates for classes of shortened duration and for online courses during the Summer
semester.
The server occasionally does unexpected things. Log in early in the week to get your assignment and get it
turned in as soon as you can. This prevents you from missing an assignment if technology goes awry.

Proper netiquette gets you far
The term “netiquette” refers to a set of rules for behaving properly online. Be polite and respectful of
others when emailing or posting online. Facial expressions are non-existent; therefore, the person at the
other end of the computer might not know if a comment is made in a “joking” manner. Generally, text
language should be used only for text messages between friends, not student to instructor. When
emailing an instructor, be sure to include your full name and the course name you are inquiring about.

You are not alone - We are here to help




Your advisor can help you understand how INET courses work and whether or not they are a good
fit for you.





The Resources tab on myANC has a Student Page where we put information designed to answer
some of your questions.











Your instructor has assignments planned to assist you in learning your subject. Be sure to take
advantage of all resources provided by your instructor.
The Advising Center has tutoring available. Contact Mr. Butler at tbutler@smail.anc.edu as
soon as you think you need help. (870.762.1020 ext 1242)
The ANC Helpdesk can be reached by email at ANCHelp@smail.anc.edu. Although the help
desk cannot answer specific questions about your course or fix your computer, it is a valuable
resource when you just don't know who to contact in your particular situation.
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Computer Requirements for Online Courses
In order to take an online course, computer equipment must meet the following requirements. Check with
your course instructor for any additional requirements.

Operating System
As of 2010, PCs can use Windows 2000 SP4 or Windows XP SP2 or Windows Vista or Windows 7 or 8.
Most Macs will also work well with eLearning.

Web Browser
Our course management system works using most current web browsers - students have been successful
using Internet Explorer, FireFox, Opera, Safari and Google Chrome.

Internet Connection
Cable Modem or DSL or Satellite Internet Connection preferred. You will have difficulty watching videos
using a dial-up connection.

Word Processor
If you do not have Microsoft Word, version 2003 or higher, please be sure you know how to save a file as
Rich-Text format, Plain Text or as a Word document. For example, the free software suite, Open Office
http://www.openoffice.org/, has a choice to save your file type as a Microsoft Word document. If you send
an Open Office document, your instructor may not be able to open your file. Google Docs is a word
processor embedded in your school email account. Try it!

Adobe Acrobat Reader
Many instructors will post handouts in pdf format. To be sure you can read these documents, download the
free Acrobat Reader at http://get.adobe.com/reader/ Note: You do not need the Google Toolbar that often
is checkmarked to download with Acrobat Reader. You can just click the Google Toolbar box to remove
the checkmark.

Java
Javascript is often used in some of the additional online resources your instructor may use. Why not
download the free Java software now so you’re ready! http://www.java.com/en/download/index.jsp

Word and PowerPoint Viewers
Your instructor might upload Word documents or PowerPoint presentations for you to view. Download the
free viewers if you do not have a copy of Microsoft Office installed on your computer.
http://www.microsoft.com/downloads

Virus and Spyware Checkers
If you don’t have an active virus and spyware checker on your system, consider the free AVG or AVAST
anti-virus systems found at http://free.avg.com and http://www.avast.com

Pop-up Blockers
Be sure you know if you have pop-up blockers active on your computer and how to disable them if need be.
On Internet Explorer, check under the Tools Menu. For other toolbars you may have installed in your
browser (Yahoo or Google Toolbars for example) hover your mouse over each icon until you see the words
“Pop up blocker” and then learn how to disable them, at least temporarily.
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How to Set Up Your ANC Student Email Account
Arkansas Northeastern College creates a College email account for each enrolled
student. These

accounts are created approximately 24-72 hours after you have

registered.

Email Address
Your student email login
user name is your
followed
first
initialby the last four
digits of your Student ID
followed by your last name
followed by the last four
digits
your Student
ID you
Whenoflogging
into email
must add the @smail.anc.edu
to your username.

Email
Password
Student
Email
Login Info rmationExample
Your student email password
is your Student ID. Do not use
any hyphens, just all 9 digits
that make up your Student ID.

As an example, a student with
the name Mary Jane Smith and
student ID of 1234-56789
would have an email address
that of

msmith6789@smail.anc.edu.
Her initial password would
be 123456789.

What if you use the above information and still can’t access your new school email
account?
1) First think about when your registration was completed. Be sure the setup

period has passed before you try again. It can take 24 – 72 hours for email
addresses to be completed and updated through all parts of the system.
2) Did you register a few years ago but never accessed your school email? If so, your

email might be set up under the previous default style. The previous default username
was first name followed by a period followed by your last name. The above user, Mary
Jane Smith, would have had an initial setup of mary.smith@smail.anc.edu for her
username and either the full Student ID as a password, 123456789, or only the last six
digits of her student ID for her password – 456789.
3) If the setup period has passed and none of the above possibilities work for you, call

the help desk at 870-762-1020 ext 1207 or the IT department at 870-762-1020 ext
1150 or send an email from a different email account to ANCHelp@smail.anc.edu. Be
sure to include your full name and a method of contact so we can get your issue
resolved quickly.
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How to Access Your ANC Student Email Account
Arkansas Northeastern College uses Google Apps for Education as its email provider.
A simple way to access school email is from the myANC page. Go to the myANC login page
but you don’t need to log in to get your school email. Look for the ANC Mail link in the Quick
Links section on the lower left of the screen.
To directly access school email accounts , go to Gmail or
Google Mail. Search for it on the Internet or type in
http://mail.google.com and you will be routed to the login page.
The page can take on many looks.

In this first snapshot, no one on this computer is currently using google mail so just log in to your
school mail as explained below.
In the second snapshot, someone else is logged in so you need to click the words “Sign in
with a different account” and then log in as explained below.
In the last snapshot shown above, click the words Add account and then log in as explained below.
To Log in:
In the Email box - type in your entire email address, including the smail.anc.edu, Let’s use
our example, msmith1234@smail.anc.edu Mary will be asked to change her
Password from the default password during setup. To get to this step she used her Student ID as
her password. ( She must choose a password with at least 8 characters.) After that initial setup,
Mary uses the new password she chose. Her Student ID no longer works as her password and
she must use her new password.
For help with the student email system, call the Arkansas Northeastern College Help Desk
at 870-762-1020 ext 1207 or email ANCHelp@smail.anc.edu from another email account. Be
sure to include your first and last names in the body of your message.
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Your Online Classroom
All Arkansas Northeastern College classes have an online classroom automatically created in our
portal, myANC. This online classroom is essential for INET courses but also used extensively by
classroom instructors. Know how to find your online classroom.
How to Log in to myANC


Go to myANC by typing https://myanc.anc.edu or
going to our ANC Homepage (www.anc.edu) and
clicking the quick access button. Either method will get
you to the myANC portal.



Log in using your Student ID as your username and the
last four digits of your SSN as your password.
If the last four digits of your SSN begin with a zero, do
not use the leading zero (or zeroes if there is more than
one) when typing your myANC password.
If you have forgotten your Student ID, it can be found on the statement you received from the
Business Office when you completed the registration process. It is the nine-digit number
underneath the date – do not use the hyphen. Your instructor can also provide you with your
Student ID from their myANC class roster if you show them a photo ID.
If none of these methods are successful for you, contact Student Services at 870-762-1020 ext 1103.

How to Find Your Classroom on myANC

 Log in to myANC as explained above
 Click on the My Courses link on the left side of screen.


Click on the appropriate class link .

Click this to see your
course list

Click the course title you want
to enter from the list that
drops down.

6

Campus Connect
Campus Connect is your student information database. Find it by logging in to myANC and clicking
the Campus Connect tab at the top of the screen

The first time you log in to Campus Connect in any academic year you may be presented
with a mandatory survey. Complete it and then you'll see the dashboard.
Student Dashboard – the default page
The first thing you will probably notice is your Demographic Information. Review and update this
important contact information whenever your mailing address or phone number changes.
Other headings on this page by default include Student Holds, Account Balance Information,
Financial Aid Information, Degree Audit, Academic Transcript, and the Quick Links section
which provides easy access to items like your 1098-T information and the College Scheduler.

Along the top of the Campus Connect screen are three drop down menus that provide you the tools you
need to be an informed ANC Student. Some of these menu items are also on the Student Dashboard.
They are repeated here because the dashboard can be customized and you might accidentally remove a
section you want to review at a later time. Your advisor will guide you through the registration
process. Some of the registration selections are time-sensitive and will not always be available.
Each of the other main sections has a drop down menu

Don’t overlook the tabs resting on top of the main dashboard screen. Review the test scores we have
for you along with your cumulative grade point average using these tabs.
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Testing Information for Online Students
All online courses require students to complete at least one learning activity under the supervision of
a test proctor. Usually this will be an exam with your online instructor present who will verify your
identify with a photo ID.

You must coordiate testing with your online instructor. Your instructor will generally set a
time and place where he/she will administer proctored activities. However, if he/she
approves and alternate testing site for you, you may need to coordiate testing times directly
with the approved testing location and then get back to your online instructor.
Remember to always coordinate with your ONLINE INSTRUCTOR FIRST. Your
instructor must “get the test” to the correct facility for you to take so if you leave him/her
out of the loop, your test will not be available when you arrive at the testing location.
ANC has partnered with an online proctoring service to provide students an opportunity to
take some proctored tests online. Students wanting to take advantage of this service must have
a quiet space and a computer with a working webcam and microphone. There is a nominal fee
for proctoring, paid by the student by credit card at the time of testing. Contact your
instructor or the Distance Education Coordinator for specific details.
Testing Center – Main Campus (Statehouse Hall) Osceola Center
Distance Ed Coordinator
Jaye Tipton – Testing Contact Carol Mills
Tachmonite Butler – Testing Counselor and Data
870-762-1020, ext 1301
Specialist 870.762.1020, ext 1161
870-780-1262
tbutler@smail.anc.edu

jtipton@smail.anc.edu

cmills@smail.anc.edu

Advising Services
Every student has an advisor. The Academic & Career Enrichment (ACE) Advising Center is located
in Statehouse Hall in Room S145. The ACE Advising Center advises all new ANC students. Once a
student is progressing through his/her major program of study the student will be assigned an advisor
in the field of study. If you forget who your advisor is, check Campus Connect under Demographic
Information. The ACE Advising Center also houses a Virtual Career Center, as well as academic
tutoring services for all non-developmental coursework.

Bookstore

Campus bookstore chain offering new, used & digital textbooks, plus school-branded merchandise.
Visit Online: https://anc.textbooktech.com/
Call for hours and information: 870-762- 0510.

Disability Services
Recognizing its responsibilities regarding Section 504 of the Rehabilitation Act of 1973 and
American Disabilities Act, ANC is committed to providing all students equal access to its
educational opportunities. If you have a disability, contact Blythe Gillen, Admissions
Office, at 870-762-3180 for assistance.
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Grades
Assignment grades are generally available in your myANC online classroom. These grades are
unofficial grades and are intended to keep you aware of your progress but are not official course
grades. Students may view their temporary mid-term progress and their official final semester grades
using Campus Connect, the student information system used by Arkansas Northeastern College. To
use the system, log in to myANC and click on the Campus Connect tab.

Library
Library facilities are located on the main Arkansas Northeastern College campus. This facility is open
to all Arkansas Northeastern College students and may be accessed by online students through the
myANC Resources tab, Library page. You must be logged in to myANC to access the research
databases. The library’s online card catalog is available on the same Library page of the Resources
tab but can also be accessed without log in at . http://anec.polarislibrary.com/
myANC
myANC is Arkansas Northeastern College’s web portal and course management system. myANC is
essentially an online web tool that allows faculty, students and staff to collaborate and communicate in
a variety of ways for courses and other approved campus groups. myANC houses Campus Connect for
students and faculty and course level, forums, announcements, online quizzes, tests and other
coursework and assignments, and online grading as part of eLearning. The school’s calendar of events
and emergency notification system are part of myANC. Although some of myANC’s information is
available to the public, a UserID and password are required to access most of the portal. myANC can
be found at http://myanc.anc.edu or accessed using the link on our homepage, www.anc.edu

No Show Policy

Students who do not attend class(es) by the 4th day of a fall or spring semester or by the 2nd day of a
summer term will be reported by the instructor to the Registrar’s Office as a “No Show.” These students
will be administratively dropped from the roster. Students who are dropped as a “No Show” will receive a
100% refund of tuition and fees. Students will only be dropped from the classes in which they are
reported as having never attended. Students who attend ONE class meeting will NOT be considered a
“No Show” for that class and will be responsible for all tuition and fees. Online “attendance” is indicated
by completion of any assignment in the online course. NOTE: Financial aid funds will be calculated
based upon the student’s official 11th day enrollment status for the fall and spring semesters, and 5th day
for the summer semester.

Student Services
Questions or concerns regarding all policies and/or procedures not addressed here are located in the
current ANC catalog https://ancdata.anc.edu/resources/current-catalog.pdf and the Arkansas
Northeastern College Student Handbook that can be found online at
http://www.anc.edu/admissions/student_handbook.htm or available upon request from Student Services
in Statehouse Hall.
Tutoring
The ACE advising center provides tutoring for students in credit-bearing courses. The Academic &
Career Enrichment (ACE) Advising Center is located in Statehouse Hall in Room S145.
Online students seeking tutorial help should contact their instructor first and ask for any supplemental
instruction he/she may provide. If additional help is needed after that, contact the ACE Advising Center
and ask what online resources are available for your subject. The help desk can also guide you to
additional ANC contacts or resources.
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Withdrawing from College
If a student finds it necessary to withdraw from all courses, it is important that the proper procedures be
followed by beginning with the academic advisor and notifying the Student Financial Aid Office, the
Registrar’s Office, the Business Office, and the Veterans Aid Assistant (if attending on the G.I. Bill).
Failure to complete the withdrawal procedure will result in failing grades being placed on the student’s
permanent academic record. Students may withdraw from the College within the deadline date specified
in the official college calendar for that semester.
Pages that are commonly used in ANC eLearning Courses
A Course Calendar page provides a calendar of events, assignment due dates, etc.
from your instructor. Not all instructors use the calendar so don’t panic if your
instructor does not. There are other ways to keep up with your due dates and the
Overview page is a good alternative if your instructor does not keep a course calendar.
A Discussion Forum page gives you a chance to enter into a robust threaded
discussion with your instructor and classmates. Many instructors will assign regular
discussion topics to involve you in a stimulating “back and forth” discussion with your
peers. Do not consider the Discussion Forum as an assignment to be completed, but
rather as a chance to provide opinions, reflections, additional content derived by
research, and stimulating discussion on the topic at hand. It is always a good idea to
cite sources in your discussion rather than simply say “I think…” Be polite when you
disagree, never rude or derogatory just because your discussion is online and not in
person. Be sure to return to a discussion forum after you have posted – remember, a
lively discussion that extends learning is the goal, not just an assignment to be
completed for a grade.
A News and Announcements page lets you post text and images, blog-style. It's one
of the most versatile page types, and instructors often use it for blogs, course
announcements, or assignments.
An Overview page “gathers” up the calendar events, assignments, blog and forum
postings, handouts, and bookmarks that you need during a particular period in the
course. Although all these items are available on each of their specific pages in the left
sidebar, the Overview page provides a handy way to view these relative to a particular
unit, topic of timeframe in the course. In addition, your current grade-to-date and
attendance record is shown along with a course message from the instructor. This is a
great page to get used to and will be the first page you see when you enter an
eLearning course.
A Resources page contains a collection of handouts and bookmarks (internet links)
that your instructor has provided for you.
A Roster and Email page shows the names and pictures of everyone enrolled in the
class. It provides an easy way to email anyone or everyone in the class. Your
instructor’s profile with be highlighted with a yellow box so you can quickly find and
email him/her.
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I Am An Online Student!
Therefore, I must . . . .
1. have current contact information listed in Campus Connect;
2. have basic computer knowledge;
3. be proficient in sending and receiving email messages with/without attachments;
4. realize that online course work will require as much, if not more of my time, as face to face
classes;
5. be aware of the reading/writing aspects of an online class;
6. purchase my textbooks/materials as soon as possible;
7. understand our learning management system as demonstrated by completion of the
eLearning orientation course.
8. and last but not least – remember to log in to my online class and my school email several

My success in an online class depends on my ability
to manage my time wisely.

My success in an online class depends on my ability
to work independently but within prescribed time limits.

My success in an online class depends on my willingness
to seek help when I need clarification.

Stay Connected!
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Video Links
How to navigate inside your class
How to change units on the Overview Page

https://youtu.be/gPlbb1NgC9o
https://youtu.be/Cklmv2lL65I

How to use the Discussion Forum
REPLY to posts
Add a Post

https://youtu.be/_dquDAhyViU
https://youtu.be/O7jiehDUZH8

How to take an Online Test
General information
Question Types

https://youtu.be/gLNmsA_8kVc
https://youtu.be/a5zUqqqYqtM

Office 365 – free to ANC students
Link to download Office 365 https://www.microsoft.com/en-us/education/students/default.aspx
Video demonstration
https://www.youtube.com/watch?v=Vw2Gd1ocWuM&feature=youtu.be

Handout Links
How to save and upload files
How to save a file as another type
http://ancdata.anc.edu/resources/elearning/SavingFilesasAnotherType.pdf

How to save a Google Document as a Word Document
http://ancdata.anc.edu/resources/elearning/SavingGoogleDocs_as_Wordtype.pdf

How to use Moxie Manager
http://ancdata.anc.edu/resources/elearning/Using_Moxie_Manager.pdf

