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Welcome to Distance Education!

.. Fromour ChancellorHelen Cox

Whether you are taking a course via distance for the first time or are coming

back for another, you join aever growing number of students nationally who

want to take courses via distance. This may be out of necessity, convenience

or preference. No matter the reason, we want to make sure you have all the
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learning center faculty and staff here at KCC to help. Make use of them! And
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Not only can your colleagues help you learn course content, they can also

support your experience as a student. This is particularly important for you if

you are a new distance learner who may need to find confidence in your new

learning environment. Even when you are learning via distance you can still

AA OET AT 1 | ehbntbé i nissioh ib ydur Success! | wish you a great experience this

semester and a great journey towards your goal.

Aloha Students,

Welcome to distance learning! Education today is all about choices and
are here to create more choicdar the island we serve. Together with KC(
the University Center provides more educational opportunities for Kaua’'i
residents such as unique courses from other UH community colleges,
baccalaureatedegrees from UH Hilo or West O ahu and graduate
programs from UH Manoa. We offer these in several distance learning
modes, through cable, interactive TV, and online. We also provide many
services that will help you succeed in yattucational goals. Call siat 245 ;
- 8330, we are here for you. Ramona Kincaid
University Center Director
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ACADEMIC SUPPORT PLAYS A KEY ROLE
IN THE SUCCESS OF DISTANCE LEARNING STUDENTS

e We know that access to library resources, assistance in using computers,
opportunity to explore learning resources, arrangements for test proctoring,
and writing assistance are vital adjuncts to your effective performance in
your distance learning course. Please ask for our help.

Assistant Dean of
Instruction and University
Center Director

Ramona Kincaid
245-8336
rkincaid@hawaii.edu

University Center

Pua Larson, Educational
Specialist

245-8330
marlapua@hawaii.edu

Library Resources and
Services

Anne McKenna, Distance
Learning Librarian
mckenna@hawaii.edu

Exams
Esther Miller
245-8342

estherm@hawaii.edu

Writing, Reading, and
Grammar Assistance

Kimo Perry, Interim Writing
Lab Coordinator

245-8341
kperry@hawaii.edu

Laulima, Email, and Other
Technical Assistance

Ed Coll, Instructional
Technologist

245-8215
edcoll@hawaii.edu

Other Academic Support Staff Who Can Help You

Leah Lei Agustin, Secretary
245-8238
agustinl@hawaii.edu

245-8238

Clarice Kali, Clerk-Steno

ckali@hawaii.edu

Bob Kajiwara, Head Librarian
245-8236
kajiwara@hawaii.edu

245-8357

Patrick Watase, Electronics Engineer - ITV

pwatase@hawaii.edu
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FREQUENTLY ASKED QUESTIONS

1. Q: What computer services and resources are available for distance learning
students?

A: Computer labs are available, when classes are not being conducted, in The Learning

Center (LRC 124), the Computer Resource Center (LRC 123), and Business Education

Labs 110 and 111. Computers in the Libraryobs
student use. For lab hours, refer to website
http://info.kauai.hawaii.edu/resources/Ic/Ichours.html.

If you have a MyUH account, you can use campus computers in the Learning Center Lab
and the Library.

A limited amount and variety of computer program training and support are available at the
various computer labs. However, several basic workshops on the use of email, the
Internet, and word processing programs are provided by The Learning Center. In addition,
the Office of Continuing Education and Training regularly offers non-credit computer
workshops for a fee.

Laulima Support for Students

Where do | go to log into Laulima?
You can log into Laulima by going to https://laulima.hawaii.edu, select the "Login" link in the
upper right corner of the screen and enter your UH username and associated password.

If you are a "Guest" and have been invited to log into a Laulima course, log in using your
full email address (example: happyface@yahoo.com) and the password that should have
been sent to you by either the instructor or automatically to your email account.

How do | access my courses?

Once you log into Laulima (https://laulima.hawaii.edu) you are inside your "My Workspace"
which is a private for you to upload materials (Resources), set up a profile (Profiles) and
alter default course information settings (Preferences).

There will be a blue bar running across the screen, this is the Course Tabs area where all
your registered courses should be listed. If you have multiple courses (more than 4) you
should see a -more- link which will give you access to ALL your courses. Click on a course
title to enter.
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https://laulima.hawaii.edu/
mailto:happyface@yahoo.com
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What browsers/versions are recommended for working with Laulima?
To access Laulima (2.4) use one of the following browsers, note that Mozilla Firefox
appears to be the most stable and consistent when working with Laulima:

Windowslnternet Explorer 7.0 and newer
Mozilla Firefox 2.0 and newer

Macintosh Mozilla Firefox 2.0 and newer

Other platforms
Mozilla Firefox 2.0 and newer

Why doesn't the spell checker work with some browsers like Firefox?

Some browser's built-in spell check system is incompatible with the rich text editor
(FCKeditor) in Laulima, like Firefox. So, if you need spell checking while using the rich text
editor, your only option at this point is to use Internet Explorer and install the free ieSpell
tool.

When | log into Laulima | don't see any tabs for my courses.

Most likely the cause for this is due to having your browser set to use reduced text size.
You can resolve this issue by increasing your browsers text site until the tabs become
visible.

To increase text size in Internet Explorer, from the View menu, click Text Size, and then
select Medium, Larger, or Largest.

In Firefox, from the View menu, click Text Size, and then select Increase. Depending on
how tiny your text size setting is, you may have to repeat this step once or twice.

My instructor said | can upload my homework to the Drop Box and even download files
she has put into our course Resources area using something called Internet Connections.
How do | do that?

Please review the following Tutorial Uploading Files with WebDAV (NOTE: connecting
using WebDAYV on Vista you MUST download and install the following Windows Update
from Microsoft and then proceed with the tutorial:
http://support.microsoft.com/?kbid=907306)

What happens when | can't log in or SEE any of my registered classes?

Send us a Request Assistance report detailing all information (be as specific as possible)
about the issues you are having. If it is a technical problem, tell us what errors you are
seeing or what you see on the screen.

I can log in fine, but | see some courses | haven't registered for, how do | delete them?
Students do not have the ability to remove a course so you will need to submit a Request
Assistance report telling us what courses are showing up that you would like to have
removed.


http://support.microsoft.com/?kbid=907306

My instructor says | should be able to view my test score, where are they?
This really depends on how the instructor set up the exam or if they added some sort of
grading tool for you to view course scores.

If the instructor has allowed students to return to an exam to view their scores, go to your
course test area, scroll down to the bottom of the screen and under "Submitted
Assessments" you should be able to view your score in the "Score" column or click on the
quiz title (which will be a link) to enter the submitted exam to review scores and any
feedback.

If the instructor has added a grading tool, either the Gradebook or Post 'Em, then click on
that tool in the Course Menu to your review scores.

| am trying to use the HTML editor to write email and discussion messages but | only see
a white box, what's wrong?

Your browser may not support the HTML editor's full functionality. One of the most stable,
supported browsers for working with Laulima is Mozilla Firefox (for Mac and PC), | suggest
you download this browser and see if that will make a difference when using the editor.

Go to this URL for Laulima Orientation:
http://www.hawaii.edu/talent/webctfacultysupport/laulimastudentorientation/

2. Q: Whatdo I need in order to take an ITV course?

A-You need to be able to attend cl ass at t he Kaltl

3. Q: What do I need in order to take a cable TV course?

A: You must be a cable subscriber and have a VCR to tape broadcasts that you may want
to view at a later time. Courses are broadcasted on Channel 55. You will communicate
with your instructor through email, phone, or FAX. Some courses may require access to
the World Wide Web. URL: http://www.hawaii.edu/dlitt UHTV/

4. Q: What can I do if | missed a cable course broadcast and did not tape it?

A: Some instructors of cable courses make their course videotapes available to students.
Check with the Library Circulation Desk at 245-8233 to see if tapes are available for your
class. If they are, you may view the tapes in the Library; tapes cannot be removed from the
Library.

5. Q: What do I need in order to take an Internet course?


http://www.hawaii.edu/dlit/UHTV/

A You need a computer connected t oUHHavami Wor |l d W
DLO we b shitpt//ewwehawaii.edu/dl/ for specific computer requirements for your
course.

6. Q: What are the requirements for online courses?

A: Requirements may include:

a) A home computer with access to the Internet is highly recommended. You

may use Kauadi CC campus computers, but a ~h
flexibility. The use of campus computers is restricted to the open lab hours. To

get access to the Internet you must use an Internet Service Provider such as

America Online, Aloha.Net, GTE, Hawaiian.Net, etc.

b) Proficiency in using a web browser such as Netscape or Internet Explorer.
c¢) Capability to send and receive electronic mail.

d) Capability to send and retrieve attachments via email.

e) Knowledge of a word processing program.

f) Ability to download files.

7. Q: What do I need to succeed in a cable or an online course?
A: These tips should help you start on the right track:

¢ You should be motivated, able to exercise self-discipline to learn in a non-
traditional setting, and willing to tackle required tasks independently.

e If you have questions or are unsure about how to begin, ask your instructor
immediately to avoid getting behind in class.

e You need to plan how you will manage your time. Good time management
and the ability to set and follow priorities are important skills for success.

e You need to prepare for alternate ways of handling the course in case of
technical problems.

¢ You might want to ask your instructor for tips that may apply
specifically to the course in which you are enrolled.

8. Q: How do I get started in my online course?



A: The first thing is to contact your instructor (refer to question 9 below). All students
registered in the University of Hawaii system have a Laulima account. Laulima is a
learning and collaborative web server for the University of Hawaii community. Students
may login to their Laulima account at https://laulima.hawaii.edu with their UH username
and password. After logging in students will see a menu bar listing all the classes they
are currently registered in and a "My Workspace" area for student usage. Please check
with your instructor for further information regarding Laulima usage in any specific
course. You should also visit the Laulima orientation.
http://www.hawaii.edu/talent/webctfacultysupport/laulimastudentorientation/

9. Q: How will communicate with my instructor?

A: Refer to the class listing in the schedule of classes at: http://www.hawaii.edu/dl/ for
instructor web and/or email addresses. Course outlines and syllabi should also contain
information on how to get in touch with your instructor. Instructors usually list their office
phone numbers, fax numbers, email addresses and mailing addresses in their course
outlines. You must contact your instructor immediately after you register for your course.

You should check your UH email account daily as important course and other UH-
related information will be communicated via your UH account.

10. Q: My instructor asked me to read a book that he put on reserve. Where
would it be?

A: In the Library at the Circulation Desk 245-8233. Ask the staff on duty to get the book
for you. A notebook that lists all the reserved materials is also available if you need it.

11. Q: How will I complete exams? If | have access to the Internet at home, can |
take my exams at home?

A: Your instructor will let you know when and where quizzes and exams are available for
you to take. During fall and spring semesters, on-campus exams are usually taken in
The Testing Center, call 245-8342 to schedule appointments for testing.

12. Q: Where can | find out what distance ¢
CC?

A:Di stance |l earning courses available each seme
Schedule of Courses. You may also refer to the following websites:

http://www.hawaii.edu/d| For further information, please contact the University Center

at 245-8330.

13. Q: Where do I get help if | need it?

A:If you have trouble reaching your instructor and have not received any information
from the campus that is offering the course, go to the University Centerat Kauadi ccC.
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You may phone the University Center Advisor at 245-8330 or emall

marlapua@hawaii.edu. If you need help locating library or online resources for class

assignments and research papers, gotothe Kau a 6 i C Cor ¢all 245-8253 pr 245-

8374. You can reach the Distance Librarian by email at mckenna@hawaii.edu.If you

need help with writing or editing a paper, go to the Writing Lab located in The Learning

Center. You can call the Writing Lab Coordinator at 245-8341 or email

kperry@hawaii.edu. One of the |l abés goals is to help
and writing skills. Sign up for tutoring with a writing tutor.If you need access to a

computer, need tutorial assistance, go to The Learning Center, Room 124 in the

Learning Resource Center. You may call the Center at 245-8346.

14. Q: What other departments may be of help?
A:  Admissions and Records

http://info.kauaicc.hawaii.edu/admissions/ar/admrec.htm

245-8225 or 245-8224
Counseling and Guidance

http://info.kauaicc.hawaii.edu/admissions/ar/counsvcs.htm

245-8212
Financial Aid

http://info.kauaicc.hawaii.edu/admissions/fa/finaid.htm

245-8256
University Center

http://info.kauaicc.hawaii.edu/uckauai/

245-8330
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DISTANCE LEARNING

UNI VERSI TY OF HAWAI 61 COMMUNI TY COLLEC

ADMISSIONS AND REGISTRATION

I f you are a new student, you wil/ need to submit
Application Form to the home campus you select. Your home campus provides you with the full

range of student and academic support services including advising, registration, financial aid,

library and computer support, etc.

Before registration, you wil!/ need to establish a
http://www.hawaii.edu/account.

You have the option of registering via the web at MyUH Portal http://www.hawaii.edu/myuh or in
person at your home campus.

COURSE INFORMATION

Refer to the DL website for information such as course description, instructor email address and
phone/fax number, course URL (if applicable), requirements, restrictions, textbook and class
materials, etc. The web address is http://www.hawaii.edu/dl/

Textbook Information

How do | know what textbooks to order?
Booklist information is available three weeks before classes begin at the host campus bookstore
website.

Where do | buy my books?
Books may be purchased through the host campus bookstore by one of the following options:

e In person at the host campus bookstore

¢ Order online at the host campus bookstore website. When you order online, you will
have the option of having the books mailed to your home or book pick-up at the host
campus bookstore. Book pick-up available only during the weeks the book list is posted.
Pick-up option will be removed from the website the Wednesday before school starts.

11
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e Order your books by phone at 1-800-UHBOOKS (1-800-842-6657) through the UH
Manoa Bookstore Ecommerce Department. This option is for those unable to purchase
online or travel to the host campus bookstore. Orders received will be forwarded on to
therespect i ve campusd bookst orPleasdhaveyoarrcalrse pr ocessi
information and your credit card available when you call.

What are the costs?

¢ New and used textbooks are priced as listed on the home campus bookstore website.
Used textbooks (when available) are priced 25% less than new textbooks.

e No sales tax is added to your order

e Shipping policies are listed on the home campus bookstore.

e Additional shipping charges will incur if you are taking classes from more than one
campus.

e Special Shipping Discount (effective 12/22/08 i 12/31/08): The UH Bookstores
will offer 50% shipping discount for textbook orders placed in the first week of
the list going up.

What if | need to return a book?

e Return books will be sent back to the appropriate home campus bookstore for refund.
Normal refund policies (found on the home campus website) will apply.

Can | sell books at buyback?

e Yes, and because al/l UH bookstores wutilize a ¢
your used books at a campus bookstore nearest you.

Each bookstore has varying dates and times for Buyback so be sure to check what the

dates and times are for the store that is most convenientforyou. (For Kauaodilf student
UPS delivery to your residence is difficult, you may instruct the UH Bookstore to deliver

your order in care of the Kauabdi CC Bookstore.
upon receipt of your materials.)

Hawai'i Community College

1-800-UHBOOKS (1-800-842-6657)
http://www.bookstore.hawaii.edu/MANOA/StoreMsg.aspx?msg=2
Honolulu Community College

845-9105

http://www.bookstore.hawaii.edu/hcc/

Kapi‘olani Community College

12



734-9589
http://www.bookstore.hawaii.edu/uhkcc/
Kaua'i Community College
245-8273
http://www.bookstore.hawaii.edu/kauai/
Leeward Community College
455-0205
http://www.bookstore.hawaii.edu/lcc/
Maui Community College

984-3246
http://www.bookstore.hawaii.edu/maui/
UH Center West Hawai'i
1-800-UHBOOKS (1-800-842-6657)
http://www.bookstore.hawaii.edu/MANOA/StoreMsg.aspx?msg=2
Windward Community College
235-7418
http://lwww.bookstore.hawaii.edu/wcc/
UH Manoa Outreach
1-800-UHBOOKS (1-800-842-6657)

http://www.bookstore.hawaii.edu/MANOA/StoreMsg.aspx?msg=2

EXAMS

Your instructor will let you know how, when, and where exams are to be taken. For University
of Hawai 0i campus htpe/smw.haveinedwgdi/students @héck for test aenter
contacts and hours. Some centers require you to schedule appointments.

COMPUTER ACCESS
13
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If you do not have a computer at home, check with the Distance Learning Coordinator at your
local campus for information on computer use on campus. Email is highly recommended for
communication with your instructor. All students registered in the University of Hawaii system
have a Laulima account. Laulima is a learning and collaborative web server for the University of
Hawaii community. Students may login to their Laulima account at https://laulima.hawaii.edu
with their UH username and password. After logging in students will see a menu bar listing all
the classes they are currently registered in and a "My Workspace" area for student usage.
Please check with your instructor for further information regarding Laulima usage in any specific
course.

TUTORING

Contact the Learning Center at your local campus if you need tutorial assistance.

Ha wa i 0 ihttg3@/Bawaii.hawaii.edu/learningresources/ 974-7532
Honolulu CC http://honolulu.hawaii.edu/skillscenter/index.html 845-9217
Kapi 6 o Ihaprd/kapioladi.hawaii.edu/object/learningcenters.html 734-9343
Kauaoi h@w/info.kauaicc.hawaii.edu/resources/Ic/tutor.html 245-8346
Leeward CC http://emedia.leeward.hawaii.edu/lrc/tutoring.html 455-0412

Maui CC http://maui.hawaii.eduf/tlc/ 984-3240
Windward CC http://www.wcc.hawaii.edu/tlc/ 235-7498

DROPPING A COURSE

All campuses have the same withdrawal deadlines for semester-length classes. A $5.00
change of registration fee will be charged for in-person transactions. However, no fee will be
charged if you initiate the change of registration via MyUH Portal. NOTE: After the first day of
instruction you need to drop in person at the home campus of your course.

TRANSFER OF CREDITS
Check with your home campus on procedures to have your transcripts evaluated and credits
counted toward your degree.

14
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FINANCIAL ATD and
NCE LEARNING STUDENTS

You can only receive financial aid from one college per term.
You can receive financial aid from the degree granting college.

I f Kauadi CC is your degree grantanecgurseatl | kagwea diy ou
CC to receive financial aid.

PROCEDURES
Determine your major and plan to take only courses required for your program.

See an academic advisor. Financial aid does not pay for classes that you are auditing or if you
are repeating a class in which you already receiyv

PAY for your distance learning class (e s ) . Tuition cannot be held or v
campus. Please contact our office if you cannot meet your tuition payment by the other UH
campusd deadline.

POST REGISTRATION

Your financial aid refund check will reimburse you for your distance class payment. Federal
student aid is released no earlier than ten (10) days before the start of a term. Please check
your myuhportal for expected disbursement dates and award information.

You are required to attend all of your classes even if it is a distance class. Please be sure to
maintain contact with your distance learning instructor. If you stop checking in with your
instructor, you may be obligated to return federal funds that you did not earn.

CONTACT: FINANCIAL AID OFFICE, 245-8256 or EMAIL at: kauccfao@hawaii.edu
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CcOMPUTER USE ON CAMPUS

A

Computer use is a privlegethat i s extended to students for acade
students are guided by the Use and Management of Information Technology Resources Policy
(E2.210) which is |l ocated on the University of Ha
http://www.hawaii.edu/infotech/policies/itpolicy.html . Some basic policy points to remember:

Respect the rights of others

Dondét | oan out your password
Observe copyright laws

Dondét abuse the system

Generally, labs have computer usage priorities that require you to relinquish your computer at
busy times if you arendét doing academic wor k.

LABS

There are several labs that are available for student use. Labs are sometimes used for classes
so | ook f or #f o pneicate gemdradstudemtwses Lalh sScheedulesi are posted
outside lab doors. Learning Resource Center computer areas:

The Learning Center: PC full service workstations; subject to class use,

Computer Resource Center: PC full service workstations; subject to class use.

Library Computer Lab in Microfilm Room: PC full service workstations; open lab all of the time.
Business Education Building computer areas:

BUS 110: PC full service workstations; subject to class use.

BUS 111: PC full service workstations; subject to class use.

LOGGING ON

Your UH username and password will be used to access computer lab systems. This is the
same username/password used to register and access the MyUH Portal. You will have
immediate access to the computer labs and internet.

LOGGING OFF

When you are finished, select the AStarto button

16
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Free writing, reading, and grammar assistance is available for all students enrolled in distance
learning. We are located in the Learning Center, Room 124.

Faculty and student tutors are available to help students understand how to:
Get started with writing assignments

Organize thoughts

Stay on the assigned topic

Write a research paper

Cite sources

Revise the content

Edit for grammar

Effectively read textbooks

The Writing Labs offers individual and group tutoring, as well as a variety of writing software and
reference materials. Special seminars in English grammar and vocabulary also are available for
foreign-language students.

Students can make appointments by signing the tutor sign-up sheet posted in the Learning
Center or by walking in to see if a tutor is available. Arrangements can also be made to discuss
papers by email or to send them as attachments. Students may have assistance as often as
they want. One can also phone the office for an appointment at 245-8341 or contact Kimo
Perry, Writing Lab Coordinator, by email at kperry@hawaii.edu

17



LIBRARY DISTANCE LEARNING RESOURCES

At the KCC Library, we offer a variety of resources and services for distance education
students. The following information is provided to give you an overview of our library, our
reference staff, and the wealth of resources (electronic and print) available to you, right here on
Kauaoi

ELECTRONIC RESOURCES
The UH Voyager online library catalog provides access to locate books, videos, DVDs, journal
titles, and government documents in the libraries of the UH System including the libraries of UH
Manoa, UH Hilo, UH West Oahu, and the UH Community Colleges.

UH journal subscription databases provide access to online indexes and to full-text journal

articles. Examples of databases include: EBSCO Host databases (multi-subject coverage of

magazine and journal articles with 75 percent of the journals available in full text), CQ

Researcher(s oci al and political i ssues) , ERI C (educat i
Direct, CINAHL (nursing), Psychinfo (psychology), and many more electronic full-text journals

and newspapers. Note: some UH campuses, such as UH Manoa, UH Hilo, and UH West Oahu

offer students registered at their respective campuses access to restricted databases that are

available through their library websites by entering current student I.D. numbers.

N REMOTE ACCESS

Search for books, full text articles, and academic websites from home by going to the KCC
Library Home page:

http://kauai.hawaii.edu/library/

Cl i c IDistanoe Léarning Library Servicesd f or | inks to the Voyager boc
journal databases, to other UH system libraries, and to websites organized by academic
subjects.

Or go to the other UH System Libraries through the UH Portal main page by using your mouse
to highlight ALibrariesd under the ALIinksd menu t

To search the subscription journal databases from off-campus, such as the EBSCO Host
databases, you will need to enter your student |.D. number at the prompt (located on your tuition
receipt and also available online: http://www.hawaii.edu/account), in order to gain access. If you
have any questions on accessing journal databases, please call or email the library using the
contact information listed below.

INTERLIBRARY LOAN SERVICES

You can request books and articles (under 50 pages) that are available at other UH campuses
free of charge. Students can initiate interlibrary loans through email, phone, FAX, or in person.
This service takes approximately 5-7 days, so please plan accordingly.
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REFERENCE SERVICES

You can reach the distance education librarian, Anne McKenna, by phone or in person during
the hours the Library is open, or you can reach her by email, voice-mail, or FAX anytime. Anne
is located at the Reference Desk behind the bank of computer terminals on the first floor of the
library.

Phone:245-8253 or 245-8374
Email: mckenna@hawaii.edu
FAX: 245-8294

LIBRARY/INTERNET RESEARCH INSTRUCTION

Librarians are available to offer individual or group instruction. Please call the
reference desk (245-8253) to schedule an appointment, or drop by the desk for an
impromptu one-on-one tutorial session, or call us for help from your home or office.

You can also learn at your own pace by linking to our Online Tutorials for Learning Research
Skills:

http://kauai.hawaii.edu/library/DLWeb/rsrch tutorials.html

The LILO (Learning Information Literacy Online) tutorial will take you through the entire process
of researching and writing about a topic and includes an assignment calculator, an online
journal, and a citation program that formats resources in either MLA or APA style.

http://www.hawaii.edu/lilo/

COMPUTER LAB

Type your papers, search the Internet, or check your email on one of the eight workstations in
our PC Lab. Applications include: Microsoft Word (word processing), Microsoft Excel
(spreadsheet program), Microsoft Access (database program), PowerPoint (presentation
software), Publisher (desktop publishing), and Internet Explorer (Web browser).

Library Hours: Monday 7:30 a.m. - 7:00 p.m.
Tuesday 7:30 a.m. - 7:00 p.m.
Wednesday 7:30 a.m. - 4:00 p.m.
Thursday 7:30 a.m. - 4:00 p.m.
Friday 7:30 a.m. - 4:00 p.m.
Saturday Closed

Sunday Closed
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TESTING

GENERAL RULES FOR TESTING
Tests are proctored during regular lab hours.

Distance learning students are required to schedule an appointment for testing at least one day
in advance by calling 245-8342. Appointments will only be scheduled if there is adequate time
for the student to complete the test during normal lab hours. Students are asked to present a
photo ID and sign the LC testing log before taking a test.

Proctors will follow the specific written instructions provided by each instructor. The proctor will
electronically time tests if instructor has set a time limit. No materials may be taken to the
testing area other than those allowed by the instructors. Books, notes, maps, CD and cassette
tape players, electronic devices, and calculators will not be allowed during the exam (unless
instructor provides specific written instruction granting permission).

Honesty is the centerés policy. Anyone caught <ch

reportedtothestudent 6 s i nstructor and may al so be reporte
Student Conduct Committee.

Students taking tests are not allowed to communicate with one another or talk to other students
during the test period. Once the test material is given out, students remain in the testing area
until they are finished.

Students with special needs will be accommodated. Test proctors need to know of the specific
accommodation request prior to the test.

The noise level must be kept down. Headphones designed for noise reduction are provided to
students upon request.

Pets, food, and drinks are not allowed in the Learning Center.
Non-UH colleges will be assessed a proctoring fee of $25 per hour.

Contact the Testing Center well in advance to coordinate these tests:
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Kauadéi Community
31901 Kaumuali 6i
Lihudée, Hawai o0i

Phone: (808) 245-8342
Fax: (808) 245-8232

Email: estherm@hawaii.edu

Co |l | e g e]| Distance learning contact:

Hi g h wa y| Pua Larson

96766 331901 Kaumuali éi Hi ghway
Li hude, Hawai 0i 96766

Email:

Phone: (808) 245-8330

Fax: (808) 245-8232

marlapua@hawaii.edu

UH DL Proctoring Office Information

ETC  M-F:800500 Lesle Lyum 847-9832
Hana Education  M-F: 9:00 a.m. - 5:00 p.m. Brenda Pua 248-7380
Center
5101 Uakea, Rm.  Note: Students must
10 and Rm. 12 complete exams a half

hour before closing
Hawai'i CC M-F: Leanne Urasaki 933-3219
Hale Kea 8:00 a.m. - 4:30 p.m. by
Advancement & appointment
Testing Center
Honolulu CC Call or e-mail for Hanwell 845-9130
Bldg. 4 Rm. 28 current hours Kaakimaka
(due to
renovations to
Bldg. 7)
Kapi“olani CC M-F: 9:00 a.m. - 5:00 p.m. Arnie Reyes 734-9165,
Computing Center, 734-9144
lliahi 127 *Please note: Students

must take exams 2-3

hours before closing.
Kaua'i CC M, T, F: 8:00 a.m. - 4:30 Clarice Kali 245-8238
University Center, p.m.
LRC 124 W,Th: 8:00 a.m. - 7:00 p.m.
Lana’i Education M-F: 9:00 a.m. - 5:00 p.m. Pam Alconcel 565-7266

Citr.

844-
2305

248-
7392

933-
0643

844-
2307

734-
9453

245-
8232

565-

um hawau edu

bpua@hawaii.edu

hawccdet@hawaii.edu

honccdet@hcc.hawaii.edu

arnie@hawaii.edu,
kcctest@hawaii.edu

ckali@hawaii.edu

palconce@hawaii.edu
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329 7th Str. 7269
Leeward CC M - F: 8:00 a.m. - 4:00 p.m. Testing Center 455- N/A  lcctestcenter@I|cc.hawaii.edu
Online (WebCT) Staff/Penny 0273/455-
tests and We will not administer Uyehara 0272
combination tests 1 hour before
WebCT & paper- closing
based tests
Testing Lab, BE-
227
After Hours: M - Th: 3:00 p.m. - 8:00 Testing Center  455- N/A  lcctestcenter@Icc.hawaii.edu
College Computing p.m. Staff/Penny 0273/455-
Lab, BS-109 F: 2:00 p.m. - 4:00 p.m. Uehara 0272
Sa: 9:00 a.m. - 1:00 p.m.
We will not administer
tests 1 hour before
closing
Testcenter, BE-227 M - F: 8:00 a.m. - 4:00 p.m. Testing Center 455-0273 455- |cctestcenter@I|cc.hawaii.edu
Staff/Penny /455-0272 0507
Uyehara
We will not administer
tests 1 hour before
closing.
LCC at Waianae  N/A Emi Chang 696-6378 696- emic@hawaii.edu
Kaneshiro x123 4024
Scott Kuraoka  696-6378 skuraoka@hawaii.edu
x122
Maui CC Call for current hours Debbie 984-3240 244- dwinkler@hawaii.edu
Learning Ctr. of operation Hasegawa 1009
Winkler
Melissa 984-3589 mayoshio@hawaii.edu
Yoshioka
Maui CC West - Julie Daliva 661-7900 661- jdaliva@hawaii.edu
Maui Education 7908
Center
60 Kenui Street
Moloka’i By appointment only. Sue Hasegawa 553-4490 553- molokai@hawaii.edu
Education Ctr. M - F: 9:00 a.m. - 4:00 p.m. ext. 25 4495
Corner,

Kamehameha V
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Hwy & Alanui

Ka'imi Ike Rd.
UH Ctr., West
Hawai’i

Library & Learning
Ctr., West Hawaii
81-964 Halekii St.,

Bldg 2

UH Hilo

North Hawaii

Education and

Research Center

(NHERC)

45-539 Plumeria St.

Honoka'a, HI

UH Ctr Maui

UH Manoa

Student Success

Center

Sinclair Library

Room 129

UH West Oahu

Student Services
Office A-108

Windward CC
The Testing Center

Hal e

Al

a k

Note: We will not
administer tests 1 hour
before closing.

M-Th: 7:45 a.m. - 6:45 p.m. Michael Hopson 322-4862 322- hopson@hawaii.edu

F: 7:45 a.m. - 4:30 p.m. 4859

Sat: 10:00 a.m. - 4:30 p.m.

by appointment

Laurel Gregory 322-4858 322- Igregory@hawaii.edu
4859
Karen Au 322-4858 322- karenau@hawaii.edu

4859

Please call for Candace 775-8890 775- nherc-proctoring@hawaii.edu

available days and Wheeler 1294

times.

N/A Karen Muraoka 984-3525 984- kmuraoka@hawaii.edu
3201

Exam proctoring by Dominick Takis 956-8308 956- gohere@hawaii.edu

appointment only. 5952

Please submit a Exam

Proctoring Reservation

Form to schedule your

appointment.

Please call the UH LeeAnne Santos 454-4700 453- leeanne@uhwo.hawaii.edu

West Oahu Student 6075

Services Office for

available days and

times

M, T: 8:00 a.m. - 6:00 p.m. Jerry Levinson 235-7498 247- wccdet@hawaii.edu

W, Th: 8:00 a.m. - 8:00 p.m. 5362

F: 8:00 a.m. - 4:00 p.m.

Summer Session/Break
Period
M-F: 8:00 a.m. - 4:00 p.m.
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CONTACT THE UNIVERSITY CENTER

" Phone: (808) 245-8330 or (808) 245-8336
A

Address: University Center

Kauaodi Community Coll ege
One Stop Center #206 G

31901 Kaumual i oi Hi ghway
Li huodoe, 96MGEwWa i O i

E-mail: marlapua@hawaii.edu or rkincaid@hawaii.edu

Other Contact Information

ITV/Cable Support
(Classroom/Technical support, material distribution)

Pat WALASE. .....eeeiiiieiie it Phone: (808) 245-8357
EleCtronic TECHNICIAN. .......c.uviii e FAX: (808) 245-8232
................................................................................................................................ Cell: (808) 651-9393
.................................................................................................................... Email: pwatase@hawaii.edu
ITV Classrooms

Learning Resource Center Room 121 (Studio).......cccceeevveiiiiieeeeeneeeenn. Control Room: (808) 651-9393
Learning Resource Center ROOM 122 ..........cvvvviiiiiiiiiiniiinieieeeeeeeeeeeenns Control Room: (808) 651-9393
L ] http://www.hawaii.edu/dl/location/kauaicc/
Library Support

ANN MCKENNGL ..t e e e e e Phone: (808) 245-8374
LIDFAITAN e FAX: (808) 245-8294
................................................................................................................... Email: mckenna@hawaii.edu
Online Support

EAWAIT COll....eeiiiiiiiiie e Phone: (808) 245-8215
Instructional TECANOIOQY........uuuuiiiiiiiiii e s FAX: (808) 245-8232
........................................................................................................................ Email: edcoll@hawaii.edu
Proctoring Support

Clarice Kali (ONliNE ClaSSES).....uuuuiuiiiiiiiiiiiiiiiiiiiieieieieeeeeaeaaaeeaseeseeeeeeeessanessrnnnnes Phone: (808) 245-8238
(O[T 1 (=] T PSPPSRI FAX: (808) 245-8232
.......................................................................................................................... Email: ckali@hawaii.edu
Pat Watase (ITV ClaSSES) ...cciiuuiiiiiiiiiiiee ittt Phone: (808) 245-8357
EleCtronic TECHNICIAN. .......c.viiii e FAX: (808) 245-8232
................................................................................................................................ Cell: (808) 651-9393
.................................................................................................................... Email: pwatase@hawaii.edu
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UNIVERSITY OF HAWAII COLLEGES CAMPUS DISTANCE LEARNING COORDINATORS

Name Campus Phone Fax Email

Baptiste, David UHH 933-8896 933-0566 |dbaptist@hawaii.edu
Coberly, Margaret CDC, WinCC 235-7416 247-5362 |mcoberly@hawaii.edu
Larson, Marla Pua CDC, KAUCC 245-8330 245-8232 |marlapua@hawaii.edu
Okuma, Ellen CDC, HAW CC 974-7483 974-7785 |okuma@hawaii.edu
Petersen, Jan CDC, HON CC 845-9437 845-2679 |janp@hcc.hawaii.edu
Santos, LeeAnne UHWO 454-4700 453-6075 |leeanne@uhwo.hawaii.edu
Shirokane, Joy CDC, KAPCC 734-9857 734-9287 |joy@hawaii.edu
Wakayama, Lei UHM Outreach 956-0835 956-9422 |leiw@hawaii.edu

Walker, Greg CDC, LEE CC 455-0551 455-0473 |gmwalker@hawaii.edu

UNIVERSITY OF HAWAI® COLLEGES ADMISSIONS

University of Hawai’i at Manoa
2600 Campus Rd. Rm 001
Honolulu, HI 96822-2385
808-956-8975

800-823-9771

Graduate Division

2540 Maile Way, Spalding 354
Honolulu, HI 96822
808-956-8544
admissions@hawaii.edu

University of Hawai’i West O"ahu
96-129 Ala Ike
Pearl City, HI 96782

email admissions@uhwo.hawaii.edu

(808) 454-4700

toll-free from the neighbor islands (866)

299-8656

Kaua'i Community College
3-1901 Kaumuali'i Highway
Lihue, HI 96766

email arkauai@hawaii.edu
(808) 245-8311

Windward Community College
45-720 Kea’ahala Rd.
Kane'ohe, HI 96744

email wccinfo@hawaii.edu

(808) 235-7400

Kapi‘olani Community College
4303 Diamond Head Road
Honolulu, HI 96816

email kapinfo@hawaii.edu

(808) 734-9000 or (808) 734-9555

Leeward Community College
96-045 Ala lke

Pearl City, HI 96782-3393
email leeward@hawaii.edu
(808) 455-0011

Honolulu Community College
874 Dillingham Blvd.

Honolulu, HI 96817

email admissions@hcc.hawaii.edu

(808) 845-9211

Outreach College
2440 Campus Road Box 447
Honolulu, HI 96822-2385

Phone 808-956-5666
Toll Free in US 800-862-6628
help@outreach.hawaii.edu

Maui Community College
310 Kaahumanu Ave.
Kahului, HI 96732

808-984-3267
800-479-6692
808-984-3517

skameda@hawaii.edu
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UNIVERSITY OF H A WA IS¥STEM

DISABILITY STUDENT SERVICES PROVIDERS

Kauadi Community Col | ¢University of Hawaii at Manoa
Sandy Magnussen, MA., NBCC Ann Ito, Director

Counselor, Students with Disabilities KOKUA Program

Kauai Community College Queen Lili'uokalani Center for Student
3-1901 Kaumualii Highway Services 013

Lihue, HI 96766 2600 Campus Road

Phone: (808) 245-8314 Honolulu, Hawaii 96822

Fax: (808) 245-8297 Phone Numbers (voice/text):

Email: smagnuss@hawaii.edu (808) 956-7511

(808) 956-7612

Fax: (808) 956-8093

Email: kokua@hawaii.edu

Web: http://www.hawaii.edu/kokua/

Kapi 60l ani Communi ty |UHCenter, West Hawaii
Willow Aureala, Ph.D., M.S.S.W.
M.J. Haverly, Disability Services Coordinator Haoawi Kokua Coordinalt
Disability Support Services Office 81964 Hal eki 6] St
llima Building, Room 103 Kealakekua, HI 96750
Kapi 6ol ani Community (808) 322-4856 (V/TTY)
4303 Diamond Head Road (808) 322-4839 (fax)

Honolulu, HI 96816-4421

Phone: (808) 734-9552 (V/TTY)

Fax: (808) 734-9456

Email: kapdss@hawaii.edu
Kapi'olani Deaf Center and Gallaudet
University Regional Center

Dr. Judith Coryell, Director

Manono Building, Room 102

AUREALA@HAWAII.EDU

Kapi 6ol ani Community (Windward Community College

4303 Diamond Head Road Ann Lemke, Ph.D.

Honolulu, HI 96816-4421 Disabilities/Admissions Counselor
Phone: (808) 734-9210 (V/ITTY/VP) Student Services

Fax: (808) 734-9238 45-720 Keabahal a Rd.
Email: coryell@hawaii.edu Al akaodi 107 A

NOTE: PLEASE CONTACT: Kaneohe, HI 96744

Layce Reed, Counselor to Deaf/HH & EI/EA Phone: (808) 235-7448

Students Fax: (808) 247-5362

Email: anareed@hawaii.edu Email: lemke@hawaii.edu

Mona Fung, Educational Specialist,
Support Services for Deaf/HH students, staff &
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faculty at KCC

Email: mfung@hawaii.edu
Phone:(808) 734-9210 (V/TTY)
VP: (808) 734-9797

Hawai 6i Community Col
Karen Kane, M.Ed.

Counselor, Disability Service Provider

Ha awi Kokua Program

Services to Students with Disabilities and
Academic Challenges

Program Office - Manono Campus - Bldg 388 -
Room 106

200 West Kawili Street

Hilo, HI 96720

KOKUA Technology Lab - Manono Campus -
Bldg 388 - Room 104

VITTY (808) 933-0702

Fax (808) 974-7692

Email: kkane@hawaii.edu

Maui Community College

UH Center Maui

Lisa Deneen, Disabilities
Coordinator/Counselor
Hob6okipa Buil di
(Room 119)

310 Kaahumanu Ave.

Kahului, HI 96732

Lanai Education Center

329 7th St.

Lanai City, HI 96763

Molokai Education Center

375 Kamehameha V. Highway
Kaunakakai, HI 97648

Phone: (808) 984-3227
E-mail: Ideneen@hawaii.edu

ng,
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