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The Norfolk State University Handbook for Online Learning is designed to acquaint you with NSU Online
and provide you with the information you will need to be successful in your online courses and in your
program. You can find additional information on the NSU Online website.

As a distance education student, you are entitled to the same support services available to on-campus
students. There are several ways to contact us if you have questions or would like additional information.

Office of Extended Learning

E-mail:
Toll-Free Telephone:
In-Person Visit:

NSU Online Degree Programs and Certificates:
General Information
NSU Operator:

Departments:
Frequently Asked Questions:

nsuonline@nsu.edu
(844) 266-4990

Monday — Friday, 8:00 am — 5:00 pm

Lyman Beecher Brooks Library

Suite 3003B
(757) 823-8066

Request Information

(757) 823-8600

University Contact Information

Quick Reference Guide

. NsuonlineTeam

General Information NSU Online
Executive Director Dorothy Jones
Program Coordinator Jose Sanchez
Learning Management

System Administrator / Monique Cabiness

Compliance Coordinator
Instructional Technology
Director

Senior Instructional
Creative Designer
Senior Faculty and
Student Trainer/ICD and Lee Grandison
QM Assistant Coordinator
Instructional Creative
Designer

Program Analyst /
Assistant Learning
Management System
Administrator

NSU Online Student
Advisor

Courtney Mitchell

David Sanchez

Laura Czerniak

Arlene Michael

Dr. Darlene Colson

nsuonline@nsu.edu

dljones@nsu.edu

ilsanchez@nsu.edu

mdcabiness@nsu.edu

cmitchell@nsu.edu

dfsanchez@nsu.edu

Igrandison@nsu.edu

laczerniak@nsu.edu

ramichael@nsu.edu

dgcolson@nsu.edu
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CAMPUS DIRECTORY

Academic Units

College of LIDEral Arts........ccvcieiieeecece ettt st s erenans J. Hugo Madison Hall, Suite 239
(757) 823-8991, www.nsu.edu/liberal-arts

College of Science, Engineering and Technology.................... P. Robinson Technology Center, Suite 400-W
(757) 823-8180, www.nsu.edu/cset

SChOOl Of BUSINESS...ccoeiiieeeeeeeeeeeeeeeeeeeeeeeeeeee G.W.C. Brown Memorial Hall, Room 304
(757) 823-8920, www.nsu.edu/business

Yol gloTo] e} il o [N o=} o] o ISR Bozeman Education Building, Room 137
(757) 823-8701, www.nsu.edu/education

School of Social Work ....coooviviiiiiiii G.W.C. Brown Memorial Hall, Room 335
(757) 823-8668, www.nsu.edu/social-work

Graduate School........ccceecveiivcciiiceee e, McDemmond Center for Applied Research (MCAR), Suite 602
(757) 823-8015, www.nsu.edu/graduate-studies

Administrative Services

AdMISSIONS oo Students Services Center, Suite 208
(757) 823-8396

27001 o) (=T Student Center
(757) 823-2037

(07 T =TT G <] R A ol S Student Services Center, Room 318
(757) 823-8462

Cashier’ s OffiCe covivieieieeeee e Student Services Center, Room 209
(757) 823-8545

(01010 o =1 o V-SSR Student Services Center, Room 312
(757) 823-8173

(O (o]0 1= g O I O] 0} =] SR Student Services Center, Room 307
(757) 823-8673
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Office of Accessibility Services/International Student Services............. James A Bowser Building, Suite 121
(757) 823-8325, www.nsu.edu/oasis

Administrative Services (continued)

Educational Opportunity Center.......cccoceeeveieeeeecieee e, 861 Glenrock Road, Suite 135, Norfolk, VA 23502
(757) 683-2312
Enrollment Management........coocuveeiiciiie et Student Services Center, Suite 208
(757) 823-8679
FINGNCIAI AT c.oeeiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee ettt eeeeeeeeeeeeeeeeeeeees Student Services Center, Suite 211
(757) 823-8381
] o] = o SR Lyman B. Brooks Library

(757) 823-2418

Military and Veterans Affairs .......coooccviveeee e Student Services Center, Room 110
(757) 823-2586, www.nsu.edu/msva

Office of the RegIStrar.....c..ueiiciiii i Student Services Center, Suite 212
(757) 823-8377

Spartan SUCCess CeNLEN....cccvvvvvuiiiieeeeiee et Nursing and General Education Building, Suite 100
(757) 823-8507, www.nsu.edu/provost/ssc

{00 =T o) Yol o0 1] o £ Student Services Center, Suite 209
(757)823-9293
STUAENT ACTIVITIES .. e e e e e e e e e e e eaaa e eeaens Student Center, Suite 323

(757) 823-8200

UNIVEISITY POIICE....eiiiiiiiee ettt ettt e et e e e e bt e e e e ebae e e e eabaaeeeeans University Police Building
(757) 823-8102

Veterans Affairs.. ... Student Services Center, Room 110
(757) 823-2586
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ABOUT NORFOLK STATE UNIVERSITY

Norfolk State University was founded in 1935. The college, brought to life during the Great Depression,
provided a setting in which the youth of the region could give expression to their hopes and aspirations.
At its founding, it was named the Norfolk Unit of the Virginia Union University. In 1942, the college became
the independent Norfolk Polytechnic College, and two years later an Act of the Virginia Legislature
mandated that it become a part of the Virginia State College.

The College was able to pursue an expanded mission with even greater emphasis in 1956 when another
Act of the Legislature enabled the institution to offer its first baccalaureate degree. The College separated
from Virginia State College and became fully independent in 1969. Subsequent legislative acts designated
the institution as a university in 1979 and authorized the granting of graduate degrees.

UNIVERSITY MISSION

Mission Statement — Norfolk State University’s Office of Extended Learning will be the non-academic unit
uniquely positioned to innovate in and support the development of infrastructure and service related to
Online, Blended, and technology-enhanced teaching and learning.

Vision Statement — Norfolk State University’s Office of Extended Learning will create an environment of
innovation and become a catalyst for change in the region for non-traditional teaching and learning.

STUDENT RIGHTS AND RESPONSIBILITIES

Norfolk State University is committed to equality of educational opportunity and does not discriminate
against applicants, students, or employees based on race, color, national origin, religion, gender, age, or
disability; moreover, Norfolk State University is an equal opportunity/affirmative action employer.
Information pertaining to the Student-Right-to-Know Act is available in the Office of Enrollment
Management or online at https://www.nsu.edu/enrollment-management/student-right-to-know.

Your Privacy and Consent to Disclose Information: The Family Educational Rights and Privacy Action of
1974 (FERPA), also known as the Buckley Amendment, provides students with the right to inspect and
review his/her educational records and, with certain exceptions, to limit disclosure of information from
that record. Student conduct proceedings are considered educational records. Find information about
FERPA on the Student Right to Know page (link in paragraph above).

Students may choose to grant NSU permission to disclose educational records to certain individuals in
accordance with FERPA. The student must complete a release form. This release represents written
consent to disclose information from their educational records maintained by Student Conduct to a
specific individual(s) identified on the form. If a student decides to cancel this release, he/she must submit
a letter withdrawing the consent, indicating the person(s) affected. The letter must be sent via e-mail to
imwalker@nsu.edu. Only requests sent from the student’s NSU-issued e-mail account
(@spartans.nsu.edu) will be processed.
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HONOR CODE

Students will conduct themselves ethically and responsibly, safeguarding their own integrity and that of
the community. In fairness to themselves and in justice to others, students will not lie, cheat, or steal
others’ ideas, nor will they tolerate egregious behavior in others. Students will avoid deception and
collusion whenever they engage in academic activities offered under the auspices of NSU. As scholars,
students will scrupulously avoid plagiarism, learning to select high-quality research sources and to cite

them correctly.

An excellent source for writing, formatting, and citations: OWL — Perdue Writing Lab

ACCREDITATIONS AND AFFILIATIONS

Regional Accreditation

Norfolk State University is accredited by the Southern Association of Colleges and Schools Commission on

Colleges (SACSCOC)

to award associate, baccalaureate, master’s, and doctoral degrees. Contact the

Commission on Colleges at 1866 Southern Lane, Decatur, GA 30033-4097, or call (404) 679-4500 for
guestions about the accreditation of Norfolk State University.

Specialized Accreditations

Ler

An NCATE Accredited
Institution

QUALITY MATTERS

M

Revise September 2026

Norfolk State University School of Education is accredited by the National Council for
Accreditation of Teacher Education (NCATE). This accreditation covers initial teacher
preparation programs and advanced educator preparation programs. As a recognized
standard of excellence in professional education for the preparation of teachers,
administrators, and other preK-12 school professionals, NCATE accreditation ensures that
the university has met rigorous national standards set by the profession and members of
the public.

Norfolk State University School of Business is accredited by AACSB International — The
Association to Advance Collegiate Schools of Business. Founded in 1916, AACSB
International is recognized as the sole accrediting agency for baccalaureate, master’s and
Ph.D. degree programs in business administration and accounting by the U.S. Department
of Education and by the Council on Post-Secondary Accreditation.

Quality Matters (QM) is an inter-institutional organization that sets baseline research-based
standards to ensure quality design for online and hybrid courses. Norfolk State University is
committed to implementing the Quality Matters Standards for the design of online and/or
hybrid courses. To maintain quality assurance, all online and hybrid courses will be
evaluated using the Quality Matters (QM) Rubric.
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State Authorization

Norfolk State University is approved as an institutional participant in the National Council State
Authorization Reciprocity Agreement (NC-SARA). By signing this agreement, institutions offer a good-faith
acknowledgment that compliance is being pursued with the intent to meet all guidelines.

The State Authorization Reciprocity Agreement is an agreement among member states, districts, and
territories that establishes comparable national standards for interstate offering of postsecondary
distance education courses and programs. It is intended to make it easier for students to take online
courses offered by postsecondary institutions based in another state. SARA is overseen by a National
Council and administered by four regional education compacts.

Being an institutional participant in the National Council for State Authorization Reciprocity Agreements
(NC-SARA) benefits Norfolk State University students because the university can:

e Expand access to educational offerings
e Provide better resolution of complaints from students in SARA states
e Enhance overall quality of distance education

Learn more about student benefits on the NC-SARA site.

SARA Student Complaints - Provisions of the SARA Policy Manual, including those for consumer
protection and the resolution of complaints, apply to interstate distance education offered by
participating SARA institutions to students in other SARA states. As a critical element of transparency
and student consumer protections afforded through SARA policy, NC-SARA collects and shares data on
SARA student complaints from SARA-member states on a quarterly basis.

Only those complaints resulting from distance education courses, activities, and operations provided by
SARA-participating institutions to students in other SARA states come under the scope of

SARA. Complaints about a SARA institution’s in-state operations are to be resolved under the state’s
normal provisions, not those of SARA.

PREPARING FOR DISTANCE EDUCATION COURSES

The list of online programs and courses is being updated on an ongoing basis. Check back often.

Technical Requirements

Ensure you may satisfy computer hardware and software system requirements prior to enrolling in an
online course. Without the proper computer hardware and software, you will have trouble with
completing the assignments required for the online course. For the best online learning experience, you
will need:

e Macintosh OS X (10.13 or higher) or Windows 10 (version 1809 or higher)
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e 4 GBRAM (8GB RAM or more is strongly recommended)

e 20GB of available hard-drive space and Screen resolution set to 1280 x 1024

e Dedicated broadband/high-speed Internet access (If web conferencing or online exams will be
used, a hard-wired Ethernet connection is preferred over the wireless network for the best
experience.)

e  Webcam, sound card with microphone, headphones, and speakers (a wearable headset is
strongly recommended if web conferencing will be used.).

e Ability to install and update software. Some exams require the use of Respondus Lockdown
Browser and Respondus Monitor. This browser is used for exam purposes only.

e Disable Pop-up as they may conflict with some online exams and assignments.

e Chrome

e Firefox

NOTE: Google Chromebook computers are NOT supported on some applications.

NOTE: While mobile devices, especially smartphones, are convenient and may be utilized for some course
functions, they cannot be the primary device for completing your online coursework.

Log in to MyNSU, then choose the Blackboard icon. Click the Courses link in the green menu on the left
to see your courses.

Blackboard Mobile App

Blackboard Mobile App is the mobile learning app for Blackboard. You can access your courses, and
organizations, review the activity stream and course timeline, view your grades, and engage in learning
in real time. Visit your mobile device’s respective app store to download and install the Blackboard
Application. Log in using your MyNSU username and password.

COURSE SYLLABUS AND PURPOSE

This is the first document to review in any course. Read the course syllabus carefully. The syllabus provides
a guide to the course, its objectives, requirements, assessments, and procedures. It is important that you
have a thorough understanding of the course outline and how your learning will be assessed. Note that
the required readings are essential for the course! Once you have familiarized yourself with the syllabus
and readings, click the Course Modules button for courses with presentation slides. In Course Modules,
read the slide presentations, following any links to pop-up boxes. Some links may require your pop-up
blockers to be disabled. It is useful to have your readings at hand as you review each module. Note that
you are expected to pace yourself according to the course outline listed in the syllabus.

BLACKBOARD LEARNING MANAGEMENT SYSTEM

Blackboard Login Instructions

1. Go to MyNSU.
2. Type your username.
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3. Type your password.
4, Select the Blackboard link to access the learning management system.
Academic Calendar Blackboard / Cardinal
View Academic Calendar Access Blackboard Access Cardinal
Course Catalog Course Evaluations Dining Services
Access Course Catalog Access Course Evaluations Dining menus and locations
Housing Portal Lyman Beecher Brooks Office 365 Email
Access Housing portal Library Access your NSU email
Library Front Page
Spartan Self-Service Spartan Card University Bookstore
Access Self-Service Access Spartan Card Access University Bookstore

What do | do if | don’t see my enrolled course listed under My Courses?

Contact your instructor to make sure the course has been made available. If the course has been made
available, you should be able to see and access newly registered courses 24 hours after registering.

If you are a first-time freshman or new to Blackboard, NSU Spartan scholars are automatically enrolled in
the Student Blackboard orientation course. In addition, there will be Blackboard Orientation Sessions
during the first week of the Fall and Spring semesters during the New Student Orientation Workshop.
Please check the announcements in Blackboard and/or Campus Announcements for specific dates and
times

Getting Technical Help and Support

If you need Blackboard technical assistance, e-mail BbTechSupport@nsu.edu, or call toll-free 844. 266.
4990, university phone number 757.823. 8678 (opt 1 for Backboard Support, opt 3 for Client Services), or
submit a ticket. You may also access Blackboard assistance by visiting the Blackboard Help website or the
NSU Online Support website.

When seeking Blackboard technical assistance via e-mail or ticket, be prepared to provide the following
information:

e First and last name

e Username

e Contact information — NSU e-mail address AND phone number

e Course ID w/section and semester number

e Brief description of issue — provide detailed and descriptive information (screenshots if needed)
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NOTE: Blackboard may experience service outages between the hours of 2 am and 6 am on Fridays, for
scheduled system maintenance.

Supported File Names and Extensions

Although Blackboard may allow you to upload files with a variety of characters, your instructor or
classmates’ web browsers/operating systems may prevent the file from opening. For this reason,
Blackboard file names should contain ONLY letters, numbers, and the underscore. The length of file names
should be fewer than 125 characters, including the file extension. Special characters like % & ##<>=/\ +
L7012 @ | [1{}will prevent your instructor and classmates from being able to open the file. Also, be sure
your file has a file extension, such as .doc or .txt. Some Mac programs don’t add file extensions, so you
must add the extension when you name the file. If you upload a file to Blackboard that doesn’t contain a
file extension, your instructor and classmates may not be able to open the file.

NOTE: Your instructor will not be able to read Mac files such as Pages, Numbers, or Keynote when
reviewing assignments submitted within Blackboard. Please use Word of PDF for all assignments.

NOTE: Close any open files prior to uploading files.

SPARTAN CARD

You will need your Spartan Card ID number to purchase books online through the campus bookstore. It is
required that your NSU ID# be listed on all documents submitted to the Spartan Card office and be sent
from your NSU e-mail account with the subject line NSU ONLINE. If you encounter any issues, contact the
Spartan Card Office at (757) 823-9479 or by e-mail at spartancard@nsu.edu. The Distance Education
Student Agreement must be completed and returned to the Spartan Card Office to receive your NSU
identification card.

POLICIES AND PROCEDURES

Distance learning students must comply with all University policies and procedures. The delineated
policies and procedures are intended to provide guidance on the application of university policies,
practices, and procedures that affect you as a distance education student.

Policy Library

The Policy Library is the official online repository of all policies from the Board of Visitors, President, and
Administration. As policies are updated, revised, and approved, the latest version will be posted on the
Policy Library site. Individual colleges, schools, and academic support units may have specific policies,
procedures, and guidelines for administering their areas of responsibility. If so, these will be published on
each respective unit’s website.

Distance and Correspondence Education Policy
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NSU Online is commitment to academic excellence includes consistency between on-campus classroom
instruction and distance education instruction. The purpose of the Distance and Correspondence
Education Policy is to provide a framework for the development, implementation, and maintenance of
degree and certificate programs and courses offered via distance education for academic credit.

Attendance Policy

Regular class attendance is vital to your academic success. Students in online courses are expected to
attend by actively participating in the course on a weekly basis.

Students enrolled in online courses who never actively participate in a course during the enrollment
verification period will be dropped from the course. Examples of active participation include, but are not
limited to, submitting an assignment; participating in a discussion, wiki, or journaling activity; completing
quizzes or exams; completing a tutorial; or participating in a computer-assisted activity.

To comply with federal mandates for universities’ handling of student aid, certain kinds of student activity
may or may not count as participation sufficient to qualify as “attendance” in online courses. For more
information, view the Federal Student Aid Handbook. Please review the University Policy on Class
Attendance.

Student Complaint Process

Student concerns will be addressed according to the published protocol. For academic concerns,
students must begin by interacting directly with the instructor in a respectful, professional manner.
Nearly all concerns can be resolved at the level of the instructor in a collegial conversation.

The official process for addressing student concerns is located at the link below. Student Complaint
Process

Statement on the Use of Generative Al Technology

Generative Al may be used only as permitted by the instructor. Any Al-assisted work must be properly
disclosed and cited. Unauthorized or undisclosed Al use may constitute academic misconduct.

Netiquette

Effective communication is key to success in online education, and that’s where the term “netiquette”
comes in. Netiquette (Online Etiquette) is a set of rules that encourages appropriate and courteous online
behavior. These rules are important as they promote communication skills, prevent miscommunications,
and help you understand what is socially acceptable when working and collaborating online.

Best Practices for an Online Environment
Be Careful with Your Tone

1.
2. Be Accurate and Factual
3. Don'’t Use Sarcasm Freely
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Be as Polite as You Are in Person

Use Proper Grammar and Punctuation

Stay on Topic

Remember that Nothing is Private Online

Respect People’s Privacy

. Use Your Professors’ Proper Titles

10. Respect Other’s Opinions

11. Don’t Overuse the Chat Box during Live Virtual Class Meetings
12. Submit Assignments Carefully

©ooNo U e

For more information, view this document on Netiquette.

Code of Student Conduct

Each member of the University community shares in the responsibility for their personal conduct and in
some cases may assume reasonable responsibility for the behavior of others. Students and student
organizations are required to engage in responsible conduct that positively reflects the University
community. When members of the community violate the rules and standards below, student conduct
proceedings are used to uphold the Code of Student Conduct.

The university encourages the reporting of violations of the Code of Student Conduct and crimes to
Campus Police and the Dean of Students Office. The university realizes that students are sometimes
hesitant to report such conduct.

The statement of rules and regulations governing student conduct as established by the Board of
Visitors. The Code of Student Conduct Policy may be applied to behavior conducted online or via the
internet through various electronic mediums. This includes but is not limited to, social networking
websites, blogs, and electronic mail. Visit the NSU Office of the Dean of Students website for more
information on the University Student Code of Conduct. The code of conduct website also lists the
procedure for students’ complaints and conduct violation procedures.

FERPA

The Family Educational Rights and Privacy Act (FERPA) affords eligible students certain rights with
respect to their educational records. The university protects the privacy of all students, including
distance education students. FERPA provides students with the right to inspect and review his/her
educational record and, with certain exceptions, to limit disclosure of information from that record.
Student conduct proceedings are considered educational records.

Any parent requesting information pertaining to his/her dependent child’s educational record based on
dependency status must provide a written request to the Office of the Registrar with the following
information:

¢ Date of Request
¢ Student Name
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* Copy of most recent year’s tax return listing the student as a dependent
¢ Copy of valid government-issued identification card or passport

* Specific records requested, and

e Signature

Upon receipt of the parent’s written request, the Office of the Registrar must notify the student of the
request and the intent to disclose the records to the parent. Notifications are made via students’
electronic email account. If the student has not signed a Release of Information Agreement listing the
parent as someone the university has permission to disclose his/her educational record to, a reasonable
amount of time must be given for the notification to reach the student and for the student to respond.

Currently enrolled students will be required to accept or decline FERPA release of information
notifications in MyNSU at the beginning of each fall semester. The request for the Release of Student
Information is taken very seriously by the Office of the Registrar, this office will ensure that all provisions
are followed as well as, require that all requestors understand the implications of non-compliance to
securing all student information. This involves, but is not limited to paper copies, email attachments and
all forms of electronic data. Please view the University Policy for the Release of Educational Records to
Parents of Dependent Students.

Statement on Class Recordings

We will use technology for virtual meetings and recordings in this course. Our use of such technology is
governed by FERPA, NSU Policy on the Acceptable Use of Technological Resources, and the Code of
Student Conduct. A record of all meetings and recordings is kept and stored by the instructor in
accordance with the Acceptable Use of Technological Resources Policy and FERPA. Your instructor will
not share recordings of your class activities except with course participants, including your fellow
students, teaching assistants, mentors, and any guest faculty or community-based learning partners that
we may engage with. You may not share recordings outside of this course. Doing so may result in
disciplinary action.

Accessibility Services

0.A.S.1.S.

The mission of O.A.S.l.S. (Office of Accessibility Services/International Student Services) & Assistive
Technology Laboratory (AT Lab) is to promote the academic success of students with disabilities and
international students through high-quality educational assistance, leveling the playing field, and
providing services and accommodations. O.A.S.1.S. & the AT Lab contributes to our ethnically and
culturally diverse campus while eliminating barriers and minimizing legal risks to ensure compliance with
requirements for access to the students and the university. 0.A.S.1.S. & the AT Lab provides leadership
and guidance to enhance understanding and support; and promote academic and personal growth and
development as a daily functionality.

OASIS Student Resource Guide

JAWS Software Information - video
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Assistive Technology Laboratory

The AT Lab exists to support the enhancement of student outcomes through the delivery of information,
training, and technology support utilizing assistive technologies. Services: Educational Aids, Training Lab
Assistance, Educational Videos, Assistive Technology Software, Adaptive Hardware.

Students currently enrolled with a documented disability in our program will receive access to the AT Lab.
They will be able to use the specialized hardware and software that level the playing field in their endeavor
to excel. Each student qualifies for an assistive technology evaluation. An assistive technology evaluation
is the process of determining which device best facilitates the student’s efforts to achieve. Assistive
technology is any device or process to assist a student with a disability in his or her efforts to accomplish
a task that would otherwise be difficult or impossible without the assistive technology. In that vein,
Norfolk State University has established an Assistive Technology Laboratory located in the library.

Website Accessibility Statement

Norfolk State University is committed to ensuring that its websites are accessible to people with
disabilities.

All the pages on our websites are measured according to the W3C's Web Content Accessibility
Guidelines (WCAG) 2.0, Level AA, and the Web Accessibility Initiative Accessible Rich Internet
Applications Suite (WAI-ARIA) 1.0 for web content.

If you have encountered accessibility issues with the NSU Website or have recommendations, please
send them to Debbie Jones, Norfolk State University Webmaster, in the Office of Communications and
Marketing.

Title IX

Title IX of the Educational Amendments of 1972 protects people from sex discrimination in educational
programs and activities at institutions that receive federal financial assistance. The Title IX prohibition on
sex discrimination is not limited to sexual harassment and violence. Inquiries concerning the application
of Title IX may be made to the Office of Civil Rights in addition to or instead of such other campus and
non-campus resources.

NSU fosters a safe learning and working environment that supports academic and professional growth of
students, staff, and faculty and does not tolerate sexual harassment, including violence in its community
and is obligated to address incidents of which it has notice.

Title XI Handbook for Students and Employees

SAFEASSIGN

SafeAssign is a tool used to detect potential plagiarism. The SafeAssign originality report provides detailed
information about the matches found between the student’s submitted paper and existing sources. It also
creates opportunities to identify how to properly attribute sources rather than paraphrase. The instructor
will determine if the student can view the results of the report.
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PLAGIARISM

Plagiarism is the reproduction of someone else’s work without acknowledging its source or citing a source
that has not been used. Plagiarism is a serious offense with serious consequences. It is a form of academic
dishonestly, along with cheating, and is considered a violation of the Code of Conduct (Student Conduct
Process page, scroll down about halfway to Academic Matters > Academic Dishonesty).

An excellent source for writing, formatting, and citations: OWL — Perdue Writing Lab

EMERGENCY NOTIFICATION SYSTEM

NSU uses a mass notification system to disseminate pertinent information quickly and widely during an
emergency. Sign up to receive alerts through NSU’s mass notification system. When the university deems
it necessary for mass communication, it will send official alerts to faculty, staff, and students who
voluntarily opt-in to participate. To sign up, send an e-mail from your NSU e-mail account to Regina
Lightfoot at rllightfoot@nsu.edu. Include your name, e-mail address, and phone number. She will respond
by sending you an invitation to sign up for the notification system. Students are also encouraged to
download the Everbridge Mobile Application for continuous on all emergency activities on and off NSU
campuses.

DIGITAL CITIZENSHIP

When using social media, be cognizant of privacy with material that you choose to place online or send
through resources provided by Norfolk State University. Each student is responsible for anything written
or printed online.

ONLINE STUDENT SERVICES AND SUPPORT

Our goal is to assist students in achieving their goals. We have resources and information available to help
you with your academic objectives, personal and career goals, tutoring, and much more. Click on the
service’s contact page below for up-to-date contact information. There is access to all of the Student
Academic and Support Services on the Assist tab on the NSU Blackboard Home page.

e The Counseling Center provides a range of free professional services to assist students with their
personal concerns. We provide crisis, individual, and group counseling services. Students come to the
Counseling Center for a variety of reasons, such as adjusting to college, sexual assault, stress
management, relationship issues, depression, and other concerns.

e The university also has partnered with Timely MD to deliver TimelyCare. a new virtual health and well-
being platform for students. The service provides 24/7/365 access to virtual care at no cost! Remind
students to take advantage of the TimelyCare services when they feel stressed or overwhelmed.
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e The Office of Career Services provides a comprehensive career development and assistance program
to students and alumni, enhancing their capability for successful careers as productive citizens
contributing to society.

e The Dr. Patricia Lynch Stith Student Success Center offers services designed to improve student
achievement, increase retention, and reduce time to degree completion. Students are encouraged to
take advantage of tutoring (including Smarthinking free online tutoring service), advising, mentoring,
Sophomore Year Experience, and Examination of Writing Competency assistance.

e Smarthinking is a 24/7 academic support program that provides you with online access to live, one-
to-one assistance from over 1,500 trained and qualified tutors in math, biology, chemistry, physics,
economics, accounting, statistics, Spanish, writing, and more. With online academic tutoring services
from Smarthinking, you get on-demand, individual instruction and support from expert tutors. You
can access it from within your Blackboard courses in the Learner Tools.

e The Lyman Beecher Brooks Library (Distance and Online Learning Services) supports all NSU students,
regardless of location. Most of your research needs can be found on the Library’s website, including
your ability to e-mail a Librarian, search the Library’s catalog, and search over a hundred online
resources.

e LibGuides provide quick access to the best resources in many subject areas. These resources help you
navigate the library to find books, articles, media, and more. You can browse by subject, course, A-Z
Guides, and by Library Liaison.

e Military Services and Veterans Affairs proudly serves the military and their families. The mission is to
provide an affordable and high-quality education to a diverse group of active-duty military, ready
reservists, veterans, military family members, DoD civilians, and other non-DoD civilians in the
Hampton Roads area and worldwide.

e The Office of Accessibility Services / International Student Services (OASIS) is committed to complying
with the law as designated in the Americans with Disabilities Act (ADAO, 1990, and Section 504 of the
Rehabilitation Act of 1973. The program assists currently enrolled students with documented
disabilities, including physical, psychological, traumatic head injury, learning disabilities, and other
health concerns. NSU is dedicated to assisting persons with disabilities to reach their fullest academic
potential in higher education. Reasonable accommodations and services are provided to help equalize
their opportunities and meet the individual needs of the student. Any student or applicant with a
disability who wishes to request academic accommodations under Section 504 should contact the
Office of Accessibility Services to begin the accommodation request process.

e University Bookstore — Textbooks are usually mandatory, so shop for your course materials and
textbooks via the official University bookstore. You can also purchase NSU apparel, gifts, accessories,
and supplies from the bookstore.

GO MOBILE
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There are various mobile apps to keep you connected with the university, accessing Blackboard, tutoring
on the go, and participating in your course’s online meetings, class discussions, and more. Visit your
mobile device’s app store to install the mobile apps of your choosing.

e Microsoft Office 365 — Give NSU Spartan learners access Office 365 suite of applications using the
email credentials.

e Blackboard Learn App — Blackboard is Blackboard’s first mobile app centered around one type of
user: students. Get ready for a completely new experience and look for your mobile learning! The
app provides an intuitive way for you to interact with courses, content, instructors, and other
students. Use it throughout your academic journey to stay on top of coursework and plan ahead.
The application is available on all mobile platforms.

e Canva — Media production software free with NSU email credentials.

e  Yuzu —The application for Barnes and Nobles NSU Bookstore. Books associated with SAIL can also
be accessed with the application.

BLACKBOARD MOBILE APP INSTALL INSTRUCTIONS

The Blackboard mobile app allows you to access Blackboard on your mobile device. You can view course
content, view your grades, collaborate, and submit assignments. Follow the steps below to install and sign
into Blackboard Mobile. Your mobile device needs to have one of the following operating systems to run
Blackboard Mobile: iOS8+, Android 4.0+, or Windows 8.1+.

During Summer 2022, the Office of Information Security implemented a new authentication system,
DUO, which has changed the way we access the Blackboard app. Please follow these instructions. You'll

need to perform them on all your mobile devices upon which you will be accessing the app.

Before you complete this procedure, ensure that you are able to access MyNSU. If you are not, call
(757) 823-8678, and choose option 3. Once the issue is resolved and you can access, start here:

1. Uninstall/delete the app from your mobile device(s).

2. Re-install the app on your mobile device(s). Be sure to choose the app that has a blue
background and a yellow pencil on the icon.

A

3. Once the app is installed, open it, and choose whether you want to receive notifications.

4. Enter Norfolk State University where it says Type your school/workspace... and tap Norfolk
State University to choose it when it pops up.
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Blackboard

norfi X

Norfolk State University

5. You'll see a message that says “Your university requires web login. Tap the button below to
continue.” Tap the Continue with Web-Login button.

Blackboard

Let's Advance Learning

Norfolk State University

@ Your university requires web
login. Tap the button below
to continue,

Continue with Web-Login

Blackboard Inc. All Rights.. @ Help

6. Next you’ll see the NSU login screen. Note that it may ask for your username or your e-mail
address. Check the text on the line to see which it wants and enter that information. For example, your
username may be “j.a.smith”, and your e-mail address would be “j.a.smith@spartans.nsu.edu”. Click the
Next button. NOTE: If you are a student, you may be asked to authenticate (provide user credentials)
twice. Again, check the text on the line to see if it wants your username or your e-mail address.

all Mint = 34 PM

X Web Login

| norFoLk sTaTE
| S
K UNN

Sign in

j.doe@spartans.nsu.edu

8. Enter your MyNSU password, NOT your Blackboard password. Click the Sign In button.
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9. Click the Yes or No button to indicate whether you want to stay signed in.
10. Tap Agree to agree with the Blackboard Terms of Use. (This may not appear on subsequent
logins.)
11. You will land on the Institution page. The menu for other pages is across the bottom.

Next time you log into the app:

If you chose step 9 above to stay logged in, you may be taken directly to the Institution page. From there
you can move to your Blackboard tasks. If not, when you open the app, you’ll be taken to step 5 above.
Continue through the steps to log in.

TIPS FOR TAKING AN ONLINE ASSESSMENT

Before you are required to take an online assessment

1. Become familiar with how to complete an online assessment.
2. Review the course syllabus to determine if there is a deadline for your test or assignment.
3. For essay examinations, if permitted, compose your response to the essay questions or

assignments offline prior to pasting them within the content editor.

While you are taking an online assessment

1. Read the test directions carefully, including the timing, availability of the test, the number of
attempts allowed, whether the test will be submitted automatically when time expires, whether the test
can be resumed or must completed in one sitting, and if you are able to backtrack, etc.

2. Read each question carefully and double-check answers.

3. Wait for the server to finish processing a request before clicking another button, e.g., wait until
the test has loaded fully before you start answering questions.

4. Save your answers periodically.

5. Be aware of the time allocated for the assessment.

6. Make sure to click the Save and Submit button to submit your assessment at the end. If you click

Save All Answers, your test is not submitted. After taking an online test, you should see the Test Submitted
page if the submission was successful. NOTE: Click Using the Assessment Tool-Student to see how to
submit tests and confirm test submissions.
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7.

Do not close your browser or exit the test until you receive a confirmation from Blackboard.

Your submission was successfull X

Course: Faculty Certification - Ultra Learn Essentials
(BBFT-101-V1.0U-FA2023)

Assessment: Try it - Edit Profile Proof

date: 6/12/24, 3:14 PM

Close

Depending on the question types and test options your instructor chooses, you may see your score,
submitted answers, and correct answers immediately. If you are not certain that your test submission was
successful at the end, contact your professor immediately. If a test requires that Respondus LockDown
Browser be used, you will be asked to provide feedback at the end.

8.

Please visit the Testing Service website for information concerning remote assessment proctoring.

If you encounter technical issues while taking an online test, contact your instructor first and then call
Blackboard Technical Support at (844)266-4990 as soon as possible. Remember, only your professor can
reset a test attempt so that you can retake a test. If your instructor resets the test for you to take again,

you

must start from the beginning.

Don’ts for taking an online assessment

Double-click the Begin button on a test while waiting for it to load

Double-click on any buttons — Next, arrow keys, submit (single click should work)

Alter (shrink or resize) the test window. Make sure to set the window size the way you want it before

you start the test.

Click outside the test window or leave the test environment.

Select any pages from the Favorites/Bookmarks list in the assessment’s browser menu

Enter new URLs in the Address or Location fields of the browser or open a new tab or window to visit

any other websites.

Click the Tab key on the keyboard to move between questions or buttons.

Close the window of the test.

Leave the browser idle for an extended period. Instead, periodically answer questions or at the very

least, interact with the browser (e.g., click the Save button) to minimize any problems that might be

caused by browser inactivity. Note that typing is not recognized as activity.

Click the Back, Forward, Home, or Refresh/Reload buttons.

o Do NOT click the Back button on your browser to go to a previous question. If backtracking is
allowed, the test window will provide a button to go back to the previous question(s).

o Use buttons within the exam window instead of using any buttons on the browser window.
However, when your screen goes blank (white) or freezes in Blackboard while taking a test or just
working in Blackboard, click the back arrow in the upper left corner of your screen. Your test may
be restored. Do not click the refresh button.

Make screen adjustments after the exam starts. If you push the screen back, this will result in only the

top portion of your face being recorded.
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Lie down on a couch or bed while taking an exam. You may move out of the video frame or change

your relative position to the webcam.
Take an exam in a dark room or with backlight (your back to a window or light source). If the details
of your face don’t show clearly during the webcam check, the automated video analysis may flag you

as missing.
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