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Palm Beach State College Faculty Development Course

As part of Palm Beach State College's efforts to improve student learning, an online faculty development
course has been developed. This manual provides all the information needed about this course,
including who is required to participate, information on registration and completion of the course, and
compensation for participants required to participate.

The Faculty Development Course is taken completely online through the Blackboard Course
Management system. Any Windows or Macintosh-based computer should be able to access to course
site. You may use your own computer at home, or you may use a computer in one of the College's
computer labs, or in the Professional Teaching and Learning Centers at the campuses.

If you have never taken a class online, this is also your opportunity to learn about online learning. It is
understood that faculty required to take this class will start at different levels of readiness for distance
learning. This manual is designed to make this process as simple as possible, and provide you the
flexibility of taking the course at a place and time that best suits your schedule. Once you have signed on
to the Blackboard system, you will find many tools and documents to help you navigate through
Blackboard. You may find that online learning is very effective and convenient, and decide to pursue
teaching online.

Who Must Participate and When?

All adjunct faculty currently employed by Palm Beach State College, or adjunct faculty hired in
subsequent terms who are assigned as primary instructors on a credit, college preparatory or PSAV class
must participate. If you are not sure if you need to participate, please email Clarisse May at
maym@palmbeachstate.edu.

Others who teach Continuing Education classes, avocational classes, full-time faculty, or those who were
not primary instructors on a class may participate, but will not be paid for participation.

New adjunct instructors must complete the course in their first term teaching at the College as a
primary instructor.
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Steps to Participate in the Online Course
Step 1 - Register in the Online Course

1. Click on the following link to use the online tool for course registration:

https://www.palmbeachstate.edu/forms/AdjunctDevelopment/login.aspx?ReturnUrl=%2fforms%2fadju
nctdevelopment%2f

Sign in to the registration tool using your Palm Beach State User Name, but attach @pbcc.edu
to your username, as in smithj@pbcc.edu if you are using your computer from home. Some
part of the Palm Beach State Computer system are still programmed to recognize the old web
name. If you are using a computer on campus, then you need just use your username and
password such as smithj.

| =

PALM BEACH STATE
COLLEGE

HOME = Adjunct and Instructor Davelopment Registration Fo

Adjunct and Instructor Dev
Summer 2017 session begins on Thursday, #ne 15, 2017

Use your Palm Beach State College ne -email ID and password to login.

Email Id:

Password:

Palm Beach State College
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PALM BEACH STATE
COLLEGE

HOME > Adjunct and Instructor Development Registration Form

Adjunct and Instructor Development
Summer 2017 session begins on Thursday, June 15, 2017

If you are an adjunct or instructor at Palm Beach State College, select from one of the dates below to register. Click on the
title to view more information for that session.

Start Date End Date  Event Title Location Seats
Register 06/15/2017 08/1/2017 Faculty and Instructor Development 001 - Summer 2017 Cnline 50 Details

Palm Beach State College

When you click on a register link, the screen confirms your registration and an email will be sent
to your Palm Beach State College email account.
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PALM BEACH STATE
COLLEGE

HOME > Adjunct and Instructor Development Registration Form

Adjunct and Instructor Development

Summer 2017 session begins on Thursday, June 15, 2017
You have successfully registered for this course.

Important information was sent to your email regarding your registration.

Palm Beach State College

This part of the registration process alerts Academic Services to add you to the Blackboard
Course Management System. You will receive a confirmation email from your course moderator
once you have been activated in the Blackboard system, typically within 24 business hours.
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Thu 6/8/2017 1:11 PM

albertiv@palmbeachstate.edu

Palm Beach State Adjunct & Instructor Development Confirmation

To May, Clarissa P

Dear Clarissa May

You have successfully sent a notice to register in the Adjunct and Instructor
Development session for:

Course: Faculty and Instructor Development 001 - Summer 2017
Start Date: 6/15/2017

End Date: 8/1/2017

Location: Online h
When you are granted access to the Blackboard course, you will receive an
email from an Academic Services staff member indicating that you have access

to the course.

Please see the web page Faculty Development Online Course for more
information.

Thank you
Palm Beach State College
Academic Affairs
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Step 2 - Access the Blackboard Website

Once you have been notified by your course moderator that you have been provided access to
Blackboard system, please access the Palm Beach State Blackboard web site at
https://palmbeachstate.blackboard.com.

1. Click the “Browser Check” button to make sure you have the needed system software

and plug-ins to run Blackboard.

’ PALM BEACH STATE Blackboard
v COLLEGE Login

Logat WD yout PHAC LU0t IO GF e s

[ |
[ ]

LOogin

Operating System  Windoms T 6d.be
Browser | Owomre S5
System Status OFISS

Javascrpe Qnsa

View Full Systern Chech i ¢
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2. Enter the same user-ID and password that you use for accessing your College email and

the EmployeeWeb system. If you do not know or have forgotten your user-id or
password, please contact the Palm Beach State College Service Desk at 561-868-3100 or
via email - helpdesk@palmbeachstate.edu.

{5 PALM BEACH STATE | Blackboard
¥  COLLEGE Login

LI with yons PISC Stucent 10 or eiioyee Usemame

SERMAME

Operating Systemn | ‘Windoss 7 03-tet
Browser | Crwome 5%
System Status | OMSI

Javascript Onss

View Full System Chech 4, ' ~d

jy

On the Course List Screen, you will see a course entitled "Faculty Development — 001" with the
current term you registered -click on that link.

You now should be within the Blackboard course.

COLLEGE

y Need Help with Blackboa
Click on the blue Support tablfm

PRSC Library My Announcements

r Baach Stats sLdurary

Courses whers you are: PRSC Instructor

Fait078 Faculty and instrucrar Developnent 001 (1
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My Dashboard
Spring2en? Faculty and

Instrucior Developenent

001

My Desnioartd

e Need Help with Blackboard' A
Click on the blue Support tab £
My Announcements To Do
s Adndattoneris Ae et teet iy e M L e T
What's Past Dus e A
b AN Sorrs
Aty Taska

Acaes
What's Due

Step 3 - Participate in the Online Course

1. The online faculty development course is divided into learning modules. Click on the
Lessons bar on the left side of the computer screen. Each course is moderated by an
Academic Affairs staff member, who can answer any questions you may have through
the course's built-in email system. The staff member will also monitor your completion
of the needed assignments within the course.

Spring2017 Faculty and
Instructor Development
001

My Daxshtoard

Syl

Need Help with Blackboard?"'\'\
Click on the blue Support tab .

Lessons - START HERE
£t Mothianios Sentings
ourse Mall

~ Acooms »
My Grades o wrcement What's Past Due ——

» All ltem
My Tasks

Acsen «
What's Due
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Faculty Development Course

2. You will see that the course is divided into four Units. You should start with the Course

Orientation and Overview item, which will provide you with an overview on taking
courses online and navigating the course.

SPrng0TT Facudty ana
Inwtrisser Develogenent
oo

Lessons - START HERE

START MERE - Course Dricntation and Overyiew
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Unit 2 - Assessment at Palm Beach State Callege
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3. Once you have completed the Course Orientation, you may proceed to Unit 1, which
provides information about Palm Beach State College, its programs and students.

SPANgITT Faculty asd
MO e Dwvwbaparon e
0

Table of Contenty
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Inthis unit, you will find four mogules each contaninga
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subject. After yiewing the four modifes and taking notes
pleasetake the online quz The quiz has 20 questions
rolated Lo the sikle presoriations. You may Iake the guiz
up fo thvee times, and the highest score will pravad

Description af your task
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4. Asyou work through the units, there are specific assignments and activities that you will
need to complete. The syllabus is available within the course.

SpringdoV7 Faculty and
lestructor Devedopmer
not

My Dashboar

Syvabus

Lewsons - STANT MRS

Course Mal

My Grades

ac of Contents
Syllabus - Spring 2017

(e Pagedfd

If this itom does not open automatically you can opon Syllabus - Spring 2017 here
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Step 4 - Complete the Course

Pistance Lasering Clans inoemation

Once you have been placed within a course, you have until the end date listed in the syllabus to

complete all quizzes and assignments. You may check the grade book to see your progress.

PALM BEACH STA
COLLEGE

# My Grades

- (.

Summer2013 Facuity and
Instructor Development 001
My Dashboard

Syllabus

Lessons - START HERE

Student Resources

Course Mail

My Grades

Online Tutoring

¢

A
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Palm Beach State College Faculty Development Course

Once you have finished all assignments and quizzes, you will receive an email confirming your
completion of the course and if eligible for payment ($150.00), the completion will be sent to Human
Resources and Payroll for payment processing.

Questions? Please email Clarisse May at maym@palmbeachstate.edu
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