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NEW MEXICO  

HIGHLANDS UNIVERSITY 
 

 

The purpose of this section is to provide faculty members with a historical overview of 

New Mexico Highlands University (NMHU), which includes: 

V An Overview of the University; 

V Mission Statement; 

V Vision Statement; and 

V Strategic Goals 

 
 
 
 

New Mexico Highlands University was first established as a normal school in 1893, by the 

Territorial Legislature of New Mexico. Its purpose was to train teachers for the public schools in 

the towns and villages within the region.  In 1941, the institutionôs name was changed to New 

Mexico Highlands University (NMHU) to reflect expansion beyond teacher education.  The 

University offers undergraduate/graduate programs in arts and sciences, business, education, 

and social work.  Accreditation is acknowledged through the Higher Learning Commission of the 

North Central Association of Colleges and Schools.  Other specialty accreditations are obtained 

through: 

 The Association of Collegiate Business Schools and Programs (ACBSP) for the 

School of Business; 

 The National Council for Accreditation of Teacher Education (NCATE) for the School 

of Education; and 

 The Council on Social Work Education (CSWE) for the School of Social Work. 

 

New Mexico Highlands University offers traditional, face-to-face classes and distance education 

classes (in various formats) at the main campus (located in Las Vegas, NM), as well as at the 

following sites: 

Overview  
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 NMHU at Albuquerque, NM; 

 NMHU at Northern New Mexico College in Española, NM; 

 NMHU at Raton, NM; and 

 NMHU at Eastern New Mexico University in Roswell, NM 

 

and at the following centers: 

 NMHU at Rio Rancho, NM; 

 NMHU at Santa Fe Community College in Santa Fe, NM; and 

 NMHU at San Juan College in Farmington, NM. 

 

New Mexico Highlands Universityôs mission statement, vision statement, and strategic goals are 

as follows: 

 

Mission Statement 

New Mexico Highlands University is a diverse comprehensive quality university 

serving the global community by integrating education, research, public service, 

and economic development, while celebrating our distinctive Northern New 

Mexico cultures and traditions.  We achieve this through a university-wide 

commitment to quality student-centered education, recognition of the growing 

importance of the Spanish language to our nationôs interests, and an 

acknowledgement to our many responsibilities to residents of Northern New 

Mexico as the principal educational institution in the region. 

 

Vision Statement 

New Mexico Highlands University is the premier Hispanic Serving Institution in 

the country, welcoming students from all ethnic backgrounds, providing an 

unrivaled quality education, and nourishing hearts and minds in an innovative, 

technologically advanced, multicultural learning centered community. 

 

Strategic Goals 

For specific objectives related to each of the following goals, visit the following 

web-site:  http://its.nmhu.edu/IntranetUploads/000111-StrategicPla-

1216200492208.pdf/ 

 

http://its.nmhu.edu/IntranetUploads/000111-StrategicPla-1216200492208.pdf/
http://its.nmhu.edu/IntranetUploads/000111-StrategicPla-1216200492208.pdf/
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 Strategic Goal A:  Develop a learner-centered environment that 

promotes the improvement of learning and personal development of 

students from first-year courses through degree completion. 

 

 Strategic Goal B: Enhance the long term strategy for university 

engagements in community and regional partnerships. 

 

 Strategic Goal C:  Become the premier Hispanic Serving Institution (HSI) 

in the country. 

 

 Strategic Goal D:  Align NMHU technology with institutional priorities, be 

on the leading edge of technology developments in higher education, 

provide faculty, students, staff and administration, and the communities 

the University serves convenient access to information needed for 

learning, research, teaching, administration, and communication. 

 

 Strategic Goal E: Achieve a competitive position with peer institutions in 

research and scholarship in targeted areas that promote the achievement 

of the university mission. 

 

 Strategic Goal F: Maintain the adequacy and quality of the physical 

campus environment. 

 

 Strategic Goal G: Develop effective and efficient academic and 

administrative processes, systems and structures that support continuous 

improvement. 

 

 Strategic Goal H: Communicate the image and reputation of the 

University to the general public and to students with a focus on its high 

quality. 

 

For more information regarding NMHU, visit:  http://www.nmhu.edu/. 

  

http://www.nmhu.edu/
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EDUCATIONAL 

OUTREACH SERVICES 
 

 

The purpose of this section is to provide faculty members with an overview of the 

services provided by the Educational Outreach Services (EOS) unit at NMHU.  This 

includes: 

V An Overview of the Unit; 

V Mission Statement; 

V Vision Statement; and 

V Summary of Core Values 

 
 
 
 

Educational Outreach Services (EOS) is a support unit for NMHU, which is comprised of the 

following distinct divisions: 

 Advanced Placement New Mexico; 

 Distance Education; 

 Dual Credit & Concurrent Enrollment; and 

 Off-Campus Instruction 

 

Educational Outreach Servicesô mission statement, vision statement, and core values are as 

follows: 

 

Mission Statement 

The mission of EOS is to provide access to quality educational opportunities 

through distance education and off-campus instruction. 

 

The overarching mission of EOS is to meet student educational needs wherever 

the student may be.  This is a real departure from the traditional educational 

Overview  
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process where students come to the main campus.  EOS is committed to 

providing greater regional telecommunication access and educational 

opportunities to all students and communities through off-campus programs, and 

Distance Education. 

 

Vision Statement) 

Educational Outreach Services (EOS) will enhance technology, service, and 

retention, while advancing education through universal knowledge. 

 

Summary of Core Values 

 Accessible Education; 

 Responsive Support; 

 Quality Training and Service; 

 Professionalism; 

 Sustainable Practices; 

 Team Oriented Environment; 

 Maximization of Resources; 

 State of the Art Technology and Infrastructure; and 

 Diverse Populace 

 

Following is a description of each of EOSô divisions. 

 

Advanced Placement New Mexico 

Advanced Placement New Mexico (APNM), sponsored by the College Board and funded 

through the New Mexico Legislature and the New Mexico Public Education Department, offers 

professional development opportunities for educators in up to 30 courses across multiple 

subject areas.  Each Pre-Advanced Placement (Pre-AP) and Advanced Placement (AP) course 

and their respective materials are developed by a committee, comprised of college faculty and 

AP teachers.  Lead consultants, certified and endorsed by the College Board, provide week 

long training sessions (for educators nationwide) during annual Advanced Placement Summer 

Institutes (APSIôs).  The number of APSIôs and sessions offered annually is, however, subject to 

funding. 
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In addition to professional development opportunities, Advanced Placement New Mexico, 

through a federal flow through received from the United States Department of Education to the 

New Mexico Public Education Department, along with funding from the New Mexico Legislature, 

pays for Test Fee Reduction Waivers.  Students who meet any of the following criteria, as 

approved by the United States Department of education, may be eligible for an AP test fee 

reductions (also contingent upon availability of funding): 

 

1. The studentôs family income is at or below the Census Bureauôs ñpoverty threshold.ò 

The Census ñpoverty thresholdò varies by family size and the ages of family 

members, but it is not adjusted for differences in the cost of living, including the 

higher costs of living in Alaska and Hawaii. 

2. The studentôs family receives assistance under part A of Title IV of the Social 

Security Act. 

3. The student is eligible to receive medical assistance under the Medicaid program 

under title XIX of the Social Security Act. 

 

There are multiple benefits to students, teachers, and schools for participating in AP 

opportunities.  See the chart below for details pertaining to each stakeholder: 

Students Teachers Schools 

are challenged and 
stimulated by the 
enhanced rigor; 

focus on analytical 
thinking/disciplined 
study skills; 

benefit from teachers sharing with 
their colleagues, of the district, that 
which they learned during the 
APSIôs; 

are better prepared for 
college; 

enhance/improve their 
teaching methods; 

benefit from renewed teacher 
enthusiasm and vertical teaming; 

are more likely to be 
accepted by the college 
of their choice; 

strengthen curriculum 
and teaching quality at 
all levels; and 

strengthened curriculum across the 
district; and 

may earn college credit 
or advanced placement, 
(based on achieved  AP 
exam scores of 3-5 and 
contingent upon 
college/university 
policies); 

gain greater job 
satisfaction/pride. 

benefit from recognition of 
academic excellence, based on 
annual AP exam results. 

are more likely to complete 
college in four (4) years 
(often with a double 
major); 

  

are more likely to go into 
advanced studies; and 

are more likely to take on 
leadership roles. 



FACULTY ORIENTATION/TRAINING MANUAL FOR DISTANCE EDUCATION 

 

   9 

 

NEW MEXICO HIGHLANDS UNIVERSITYõS EDUCATIONAL OUTREACH SERVICES 

 

For questions regarding Advanced Placement New Mexico, contact: 

Vickie C. Sandoval, Director for Advanced Placement Summer Institutes 
New Mexico Highlands University ï Rio Rancho Center 

1700 Grande Court, SE 
Rio Rancho, New Mexico  87124 
E-mail:  vcsandoval@nmhu.edu 

Office:  (505) 891-6935 
Fax:  (505) 891-2972 

 

Distance Education 

Distance education is designed to provide students, who are unable to participate in traditional, 

face-to-face classes, with access to educational opportunities using one of the following 

mediums: 

 Video Conferencing (ITV) 

 Web-based (online) instruction; or 

 Some combination (hybrid instruction) 

 

In addition, faculty who teach traditional, face-to-face classes may also choose to web-enhance 

their courses or use a hybrid approach. 

 

Hybrid Courses 

Hybrid courses are defined as courses for which regularly scheduled classroom time is replaced 

by required synchronous and asynchronous activities that are completed via distance education 

mediums.  Faculty offer the following types of hybrid courses at NMHU: 

 

1. Traditional, face-to-face course that is web enhanced:  Students are required to attend the 

traditional-face-to-face sessions and are also required to login to Blackboard in order to 

obtain course content/materials, submit assignments, engage in asynchronous 

communications, amongst other things (contingent upon course requirements and instructor 

expectations). 

 

2. Traditional, face-to-face course enhanced with ITV:  Students can register either for the on-

site course, or the ITV course.  The class is comprised of students at the transmitting site 

and students at the receiving sites (for up to 25 sites during a given class).  Course 

content/materials are made available through Blackboard.  In addition, students use 

Blackboard to submit assignments, complete assessments, engage in asynchronous 

mailto:vcsandoval@nmhu.edu
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communications, amongst other things (contingent upon course requirements and instructor 

expectations). 

 

3. Traditional, face-to-face course enhanced with web-based (online) instruction:  Students 

can register either for the on-site course, or the web-based (online) course.  The class is 

comprised of students at campus/site/center and with students who are required to login to 

Elluminate Live. 

 

4. Traditional, face-to-face course enhanced with Instructional/Interactive Television and web 

based (online) instruction:  Students can register either for the on-site course, the ITV 

course, or the web-based (online) course.  The class is comprised of students at the 

transmitting site, students at the receiving sites (for up to 25 sites during a given class), and 

students who are required to login to Blackboard and Elluminate Live online.  Students use 

Blackboard to obtain course content/materials, submit assignments, complete 

assessments, engage in asynchronous communications, amongst other things (contingent 

upon course requirements and instructor expectations). 

 

5. Instructional/Interactive Television and Web Based (Online) Instruction:  Students can 

register either for the ITV course, or the web-based (online) course.  The class is comprised 

of students at the sites (for up to 25 sites during a given class) and students who are 

required to login to Blackboard and Elluminate Live online.  Students use Blackboard to 

obtain course content/materials, submit assignments, complete assessments, engage in 

asynchronous communications, amongst other things (contingent upon course 

requirements and instructor expectations). Example:  Glen Damian with History Course. 

 

6. Mixed Instruction (some face-to-face, some online, some ITV) 

 

 

 

Dual Credit & Concurrent Enrollment 

The dual credit program allows high school students attending public school districts, charter 

schools, and state-supported schools in New Mexico to enroll in college courses at NMHU prior 

to high school graduation.  This gives students enrichment opportunities and first-hand 

experience with the requirements of college level work.  Dual credit students receive both high 

Note:  Method of instruction cannot be changed, once approved by the Registrarôs Office, 

unless accompanied with a Schedule Change request form. 
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school and college credit, simultaneously.  (Note:  Remedial and developmental courses may 

not be taken as dual credit.)  To qualify for the dual credit program, students must: 

 Be a junior/senior in high school; 

 Have a grade point average of 3.0 for a junior, or a 2.0 for a senior; and 

 Complete or provide the following forms: 

 NMHU Dual Credit Request Form; 

 NMHU Application for Undergraduate Admission; 

 Academic Transcript(s); and 

 ACT, SAT, or COMPASS scores (NMHU offers COMPASS testing for admitted 

students). 

 

The concurrent enrollment program allows students attending non-accredited/non-approved 

high schools and home-schooled students to enroll in courses at NMHU to earn college credit 

while still in high school. 

 

For questions regarding the dual credit and concurrent enrollment programs, contact: 

Benito M. Pacheco, Dual Credit Coordinator/Student Support Coordinator 
New Mexico Highlands University 
Educational Outreach Services 

Box 9000 
Sininger Hall Room 115 

Las Vegas, New Mexico  87701 
E-mail:  bmpacheco@nmhu.edu 

Office:  (505) 426-2270 
Fax:  (505) 454-3066 

 

Off-Campus Instruction 

Off campus instruction is designed to assist students who need to complete a dual credit, 

undergraduate, graduate, licensure, or endorsement requirement(s).  Through off-campus 

instruction, on-site courses are offered at numerous locations throughout New Mexico.  

Selected topics courses can also be offered to fulfill professional development directives, as a 

requisite required by local school districts, and federal/state/local agencies. 

  

mailto:bmpacheco@nmhu.edu
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For questions regarding off-campus instruction, contact: 

Evonne Roybal-Tafoya 
Director for Educational Outreach Services 

New Mexico Highlands University 
Educational Outreach Services 

Box 9000 
Sininger Hall Room 108 

Las Vegas, New Mexico  87701 
E-mail:  roybal_ej@nmhu.edu 

Office:  (505) 454-3271 
Fax:  (505) 454-3066 

Benito M. Pacheco 
Dual Credit Coordinator/Student Support 

Coordinator 
New Mexico Highlands University 
Educational Outreach Services 

Box 9000 
Sininger Hall Room 115 

Las Vegas, New Mexico  87701 
E-mail:  bmpacheco@nmhu.edu 

Office:  (505) 426-2270 
Fax:  (505) 454-3066 

 

For questions concerning EOS services, contact: 

Sharen Maldonado, Administrative Assistant 
New Mexico Highlands University 
Educational Outreach Services 
Box 9000 
Sininger Hall Room 112 
Las Vegas, New Mexico  87701 
E-mail:  skmaldonado@nmhu.edu 
Office:  (505) 426-2058 
Fax:  (505) 454-3066 
  

-OR- 

mailto:roybal_ej@nmhu.edu
mailto:bmpacheco@nmhu.edu
mailto:skmaldonado@nmhu.edu
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DISTANCE EDUCATION 
 

 

The purpose of this section is to provide faculty members with an overview of distance 

education, which includes: 

V Overview of Distance Education; 

V Definitions; and 

V Distance Education Policies 

 
 
 
 

Distance education is a type of education, whereby the instructor and students are separated by 

space and/or time.  Using various distance education technologies, the instructor focuses on 

andragogy, instructional design, and pedagogy in order that they may deliver quality education 

to students.  For further details concerning the various distance educational technologies, refer 

to the next section of this manual, beginning on page 34. 

 

Definitions 
Following are a series of terms (listed in alphabetical order) and definitions that are commonly 

used in distance education. 

 

Andragogy:  refers to the methods or techniques used to teach adults. 
 

Asynchronous Communications:  refers to activities the learner may do independently 

with respect to the instructor and other class participants.  Asynchronous activities allow 

for the learner to accomplish the goals or assignments of the course, independently of 

course meeting times.  Posting to a discussion board would be an example of an 

asynchronous activity. 

 

Distance Education:  consists of all arrangements for providing instruction through 

technology-based instruction to persons in a place or at a time different from that of the 

Overview  
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instructor.  Examples of distance education include the usage of Interactive Video 

Conference (ITV), Blackboard, and Elluminate. 

 

Educational Outreach Services (EOS):  the unit at the university responsible for 

supporting distance education, as well as training faculty and students in the usage of 

distance education. 

 

Enhanced Course:  is used to describe a course that is taught traditionally course and 

utilizes Blackboard or Elluminate.  For example, a course may be taught traditionally, but 

have course content, syllabi, and/or tests online. 

 

Faculty Handbook:  a policy manual approved by the NMHU Board of Regents and 

NMHU Faculty which addresses information on governance and policies and procedures 

for non-Collective Bargaining Unit faculty. 

 

Hybrid Instruction:  is used to describe a course or program that combines an on-line 

segment with regularly scheduled face-to-face class meetings.  The regularly scheduled 

class meetings are reduced in number and are replaced by an on-line portion to 

calculate contact hours.   

 

Interactive Video Conferencing (ITV):  occurs in real time and allows the instructor to 

communicate with remote site sections of the class via two-way video and audio.  

Instructors and students speak to each other via microphones provided at each site.  An 

example of ITV would be an instructor teaching a course in Las Vegas that is beamed to 

Rio Rancho, Farmington, and Santa Fe. 

 

On-Line Instruction:  is defined as the delivery of education or training in which at least 

50% of the course content is delivered through a computer system to a student who is 

separated from the instructor.  NMHU requires that all on-line courses have synchronous 

components which may include scheduled chat times and/or on campus class time. 

 

Pedagogy:  refers to the art or science of teaching; education; and instructional methods. 
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Synchronous Communications:  refers to activities that the learner needs to do in real 

time with the course instructor or other students in the course.  Class chats are an 

example of synchronous activities.  NMHU requires that all on-line courses have 

synchronous components. 

 
Distance Education Policies 

The 2010 Distance Education Manual for NMHU contains information pertaining to: 

 Definitions 

 Distance Education; 

 Academic Policies; and 

 Student Services, amongst other issues related to Distance Education 

 

The manual was developed by the Distance Education Committee, which is a subcommittee of 

the Academic Affairs Committee of the Faculty Senate.  This committee is comprised of one (1) 

faculty member from each school and college, a representative from the EOS (ex-officio), a 

student accounts representative from the Business Office and Registrar or his/her designee (ex-

officio).  The committee is chaired by a faculty member, elected from the committee 

membership.  Committee members are elected for a two (2) year term and may serve two (2) 

consecutive terms. 

 

The Distance Education Committee has three (3) primary responsibilities: 

 Review and report on the effectiveness of distance education activities to the Academic 

Affairs Committee of the Faculty Senate; 

 Recommend procedures for quality assessment of distance education courses; and 

 Review Distance Education Policy, as needed. 

 

For more information and specific details concerning the 2010 Distance Education Manual for 

NMHU, you can obtain a copy from EOS or from the Distance Education Committee. 

 

Due to budgetary constraints, administration is working diligently to reduce costs where 

appropriate, while ensuring quality is not compromised.  By offering courses, using one of the 

aforementioned hybrid models, there are opportunities for faculty to achieve higher enrollments, 

while reaching a much larger and more diverse audience.  Such strategies also provide 
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students with greater flexibility, as they can register for the course section that best meets their 

needs. 

 

How does distance education differ from conventional education? 

In distance learning of any kind, the instructor will more than likely spend additional time 

developing instructional materials to engage the students, as opposed to in a 

conventional/traditional class.  Through distance education, there is a shift from ñknowledge 

disseminatorò to ñlearning facilitator,ò and this is likely to improve the potential for learning for 

both local and remote students.1 

 

Incorporating distance education technologies requires extensive planning.  It also requires that 

faculty acquire knowledge as it relates to operating video conferencing equipment, using course 

learning management software, and/or using web-conferencing tools. 

 

Who can teach with distance education technologies? 

Everyone, so long as they are willing to undergo the necessary training and mentoring.  

Incorporating such technologies can provide for a truly dynamic classroom.  The more practice, 

the more proficient faculty are in utilizing the various components of video conferencing 

equipment, course learning management software, and web-conferencing tools.  At NMHU, 

many departments have integrated distance education technologies into the curriculum, with 

obvious success.  This includes:  School of Business, School of Education, School of Social 

Work, and the College of Arts and Sciences. 

 

What are some benefits of using distance education technologies? 

Distance education technologies may facilitate greater interaction, during both synchronous and 

asynchronous class sessions.  Distance education technologies: 

 Bring a wider variety of regional, national and international issues into discussion 

(asynchronous & synchronous) due to the ability to involve a much larger, more diverse 

audience. 

 Enable students, who would otherwise be unable to participate (due to location), to achieve 

their educational goals and aspirations. 

 Offer flexibility for faculty and students alike, as it relates to asynchronous communications.  

  

1Jodi Reed and Merry Woodruff, Videoconferencing: Using Compressed Video for 

Distance Learning, Fall 1995,  (25 September 2002) 
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 Provide a learner-centered environment that promotes engagement, learning, and personal 

growth/ development of students. 

 Save faculty, students, and guest speakers time and money related to travel. 

Though distance education technology is constantly evolving, it can be exciting to add technical 

dimensions to the class.  It also enables faculty members to become part of a growing 

community of professionals who are expanding the horizons of teaching and learning. 

 

What does research say about distance education technologies? 

Research shows that student success rates in hybrid courses are "equivalent or slightly 

superior" to traditional, face-to-face and online courses, and that the hybrid courses have lower 

withdrawal rates.  Student learning is also enhanced: 

 Flexibility: Both students and instructors liked the greater convenience afforded by the 

hybrid course model. 

 Develops/enhances time management, critical thinking skills, and problem-solving skills. 

 Enhances computer skills, increasing opportunities for academic and professional success. 

 Promotes self-directed learning. 

 Because of the highly text-based nature of websites and e-mail, hybrid courses become de 

facto writing-intensive courses. 

 Instructors reported that the hybrid course model allows them to accomplish course learning 

objectives more successfully than traditional courses do. 

 Allows an instructor to teach to subject mastery, without traditional class time constraints. 

 Encourages integration of out-of-class activities with in-class activities to allow for more 

effective use of traditional class time. 

 Most faculty noted increased interaction and contact amongst their students and between 

the students and themselves. 

 Better able to approximate a "real world" writing environment, including collaboration. 

 Faculty participants almost universally believe their students learned more in the hybrid 

format than they did in the traditional class sections. 

 Instructors reported that students wrote better papers, performed better on exams, produced 

higher quality projects, and were capable of more meaningful discussions related to course 

material. 

 Additionally, by sequencing assignments so that they move students from significant 

discussion/responding online, through written reflections about their responses and the 

reading, to group or individual projects that are posted to a common learning space,  
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such as a web-site or discussion board, for discussion and elaboration, teachers can have 

students engaged in doing, rather than just experiencing or reading. 

 Students can view pre-recorded lectures and access course notes and other materials, such 

as course syllabus, assignments, assessments, grades, etc. 

 Students who rarely take part in classroom discussions are more likely to participate online, 

where they get time to think before they type and aren't put on the spot. 

 Presents materials in a range of formats can help make sure every student is fully engaged 

in at least some class activities. Allows for auditory, read/write, visual, and kinesthetic/tactile 

learners. 
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BEST PRACTICES 
 

 

The purpose of this section is to provide faculty members with an overview of the Best 

Practices for Electronically Offered Degree and Certificate Programs, that addresses the 

following five components: 

V Institutional Context and Commitment; 

V Curriculum and Instruction; 

V Faculty Support; 

V Student Support; and 

V Evaluation and Assessment 

 
 
 
 

In response to the emergence of technological mediated instruction, offered at a distance, eight 

regional accrediting commissions developed the Best Practices for Electronically Offered 

Degree and Certification Programs.  These best practices address the following five (5) 

components, taken directly from Supplements Guidelines for Distance Education: 

 

1. Institutional Context and Commitment:  Electronically offered programs both support and 

extend the roles of educational institutions.  Increasingly they are integral to academic 

organization, with growing implications for institutional infrastructure. 

 

1a. In its content, purposes, organization, and enrollment history, if applicable, the 

program is consistent with the institutionôs role and mission. 

 

1b. It is recognized that a healthy institutionôs purposes change over time.  The institution 

is aware of accreditation requirements and complies with them.  Each accrediting 

commission has established definitions of what activities constitute a substantive 

change that will trigger prior review and approval processes.  The appropriate 

accreditation commission should be notified and consulted whether an electronically 

offered program represents a major change.  The offering of distributed programs 

Overview  
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can affect the institutionôs educational goals, intended student population, curriculum, 

modes or venue of instruction, and can thus have an impact on both the institution 

and its accreditation status. 

 

1c. The institutionôs budgets and policy statements reflect its commitment to the students 

for whom its electronically offered programs are designed. 

 

1d. The institution assures adequacy of technical and physical plant facilities including 

appropriate staffing and technical assistance, to support its electronically offered 

programs. 

 

1e. The internal organizational structure, which enables the development, coordination, 

support, and oversight of electronically offered programs will vary from institution to 

institution.  Ordinarily, however, this will include the capability to: 

 Facilitate the associated instructional and technical support relationships. 

 Provide (or draw upon) the required information technologies and related support 

services. 

 Develop and implement a marketing plan that takes into account the target student 

population, the technologies available, and the factors required to meet institutional 

goals. 

 Provide training and support to participating instructors and students. 

 Assure compliance with copyright law. 

 Contract for products and outsourced services. 

 Assess and assign priorities to potential future projects. 

 Assure the electronically offered programs and courses meet institution-wide standards, 

both to provide consistent quality and to provide a coherent framework for students who 

may enroll in both electronically offered and traditional on-campus courses. 

 Maintain appropriate academic oversight. 

 Maintain consistency with the institutionôs academic planning and oversight functions, to 

assure congruence with the institutionôs mission and allocation of required resources. 

 Assure the integrity of student work and faculty instruction. 
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1f. In its articulation and transfer policies the institution judges courses and programs on 

their learning outcomes, and the resources brought to bear for their achievement, not 

on modes of delivery. 

 

1g. The institution strives to assure a consistent and coherent technical framework for 

students and faculty.  When a change in technologies is necessary, it is introduced in 

a way that minimizes the impact on students and faculty. 

 

1h. The institution provides students with reasonable technical support for each 

educational technology hardware, software, and delivery systems required in a 

program. 

 

1i. The selection of technologies is based on appropriateness for the students and the 

curriculum.  It is recognized that availability, cost, and other issues are often 

involved, but program documentation should include specific consideration of the 

match between technology and program. 

 

1j. The institution seeks to understand the legal and regulatory requirements of 

jurisdictions in which it operates, e.g. requirements for service to those with 

disabilities, copyright law, state and national requirements for institutions offering 

educational programs, international restrictions, such as export of sensitive 

information or technologies, etc. 

 

2. Curriculum and Instruction:  Methods change, but standards of quality endure.  The 

important issues are not technical but curriculum-driven and pedagogical.  Decisions about such 

matters are made by qualified professionals and focus on learning outcomes for an increasingly 

diverse student population. 

 

2a. As with all curriculum development and review, the institution assures that each 

program of study results in collegiate level learning outcomes appropriate to the rigor 

and breadth of the degree or certificate awarded by the institution, that the 

electronically offered degree or certificate program is coherent and complete, and 

that such programs leadings to undergraduate degrees include general education 

requirements. 
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2b. Academically qualified persons participate fully in the decisions concerning program 

curricula and program oversight.  It is recognized that traditional faculty roles may be 

unbundled and/or supplemented as electronically offered programs are developed 

and presented, but the substance of the program, including its presentation, 

management, and assessment are the responsibility of people with appropriate 

academic qualifications. 

 

2c. In designing an electronically offered degree or certificate program, the institution 

provides a coherent plan for the student to access all courses necessary to complete 

the program, or clearly notifies students of requirements not included in the 

electronic offering.  Hybrid programs or courses, mixing electronic and on-campus 

elements, are designed to assure that all students have access to appropriate 

services.  (See also 2d below, concerning program elements from consortia or 

contract services.) 

 

2d. Although important elements of a program may be supplied by consortial partners, or 

outsourced to other organizations, including contractors who may not be accredited, 

the responsibility for performance remains with the institution awarding the degree or 

certificate.  It is the institution in which the student is enrolled, not its suppliers or 

partners, that has a contract with the student.  Therefore, the criteria for selecting 

consortial partners and contractors, and the means to monitor and evaluate their 

work, are important aspects of the program plan.  In considering consortial 

agreements, attention is given to issues, such as assuring that enhancing service to 

students is a primary consideration and that incentives do not compromise the 

integrity of the institution or of the educational program.  Consideration is also given 

to the effect of administrative arrangements and cost-sharing on an institutionôs 

decision-making regarding curriculum. 

 

 Current examples of consortial and contractual relationships include: 

 Faculty qualifications and support. 

 Course material: 

 Courses or course elements acquired or licensed from other institutions. 

 Courses or course elements provided by partner institutions in a consortium. 
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 Curricular elements from recognized industry sources, e.g., Microsoft or 

Novell certification programs. 

 Commercially produced course materials ranging from textbook to packaged 

courses or course elements. 

 Course management and delivery: 

 Blackboard 

 Elluminate Live 

 Library-related services: 

 Remote access to library services, resources, and policies. 

 Provision of library resources and services, e.g. online reference services, 

document delivery, print resources, etc. 

 Bookstore services. 

 Services providing information to students concerning the institution and its programs 

and courses. 

 Technical services: 

 Server capacity. 

 Technical support services, including help desk services for students and 

faculty. 

 Administrative services: 

 Registration 

 Student Records 

 Etc. 

 Services related to orientation, advising, counseling, or tutoring. 

 Online payment arrangements. 

 Student privacy considerations. 

 

2e. The importance of appropriate interaction (synchronous or asynchronous) between 

instructor and students and among students is reflected in the design of the program 

and its courses, and in the technical facilities and services provided. 

 

3. Faculty Support:  As indicated above, faculty roles are becoming increasingly diverse and 

reorganized.  For example, the same person may not perform both the tasks of course 

development and direct instruction to students.  Regardless of who performs which of these 

tasks, important issues are involved. 
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3a. In the development of an electronically offered program, the institution and its 

participating faculty have considered issues of workload, compensation, ownership 

of intellectual property resulting from the program, and the implications of program 

participation for the faculty memberôs professional evaluation processes.  This 

mutual understanding is based on policies and agreements adopted by the parties. 

 

3b. The institution provides an ongoing program of appropriate technical, design, and 

production support for participating faculty members. 

 

3c. The institution provides those responsible for program development the orientation 

and training to help them become proficient in the uses of the programôs 

technologies, including potential changes in course design and management. 

 

3d. The institution provides to those responsible for working directly with students the 

orientation and training to help them become proficient in the users of the 

technologies for these purposes, including strategies for effective interaction. 

 

4. Student Support:  Colleges and universities have learned that the twenty-first century 

student is different, both demographically and geographically, from students of previous 

generations.  These differences affect everything from admissions policy to library services.  

Reaching these students, and serving them appropriately, are major challenges to todayôs 

institutions. 

 

4a. The institution has a commitment ï administrative, financial, and technical ï to 

continuation of the program for a period sufficient to enable all admitted student to 

complete a degree or certificate in a publicized timeframe. 

 

4b. Prior to admitting a student to the program, the institution: 

 Ascertains by a review of pertinent records and/or personal review that the student is 

qualified by prior education or equivalent experience to be admitted to that program, 

including in the case of international students, English language skills. 

 

 Informs the prospective student concerning required access to technologies used in the 

program. 
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 Informs the prospective student concerning technical competence required of students in 

the program. 

 Informs the prospective student concerning estimated or average program costs 

(including costs of information access) and associated payment and refund policies. 

 Informs the prospective student concerning curriculum design and the time frame in 

which courses are offered, and assists the students in understanding the nature of the 

learning objectives. 

 Informs the prospective student of library and other learning services available to 

support learning and the skills necessary to access them. 

 Informs the prospective student concerning the full array of other support services 

available from the institution. 

 Informs the prospective student about arrangements for interaction with the faculty and 

fellow students. 

 Assists the prospective student in understanding independent learning expectations as 

well as the nature and potential challenges of learning in the programôs technology 

based environment. 

 Informs the prospective student about the estimated time for program completion. 

 

4c. The institution recognizes that appropriate services must be available for students of 

electronically offered programs, using the working assumption that these student sill 

not be physically present on campus.  With variations for specific situations and 

programs, these services, which are possibly coordinated, may include: 

 Accurate and timely information about the institution, its programs, courses, costs, and 

related policies and requirements. 

 Pre-registration advising. 

 Application for admission. 

 Placement testing. 

 Enrollment/registration in programs and courses. 

 Financial aid, including information about policies and limitations, information about 

available scholarships, processing of applications, and administration of financial aid and 

scholarship awards. 

 Secure payment arrangements. 

 Academic advising. 

 Timely intervention regarding student progress. 
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 Tutoring. 

 Career counseling and placement. 

 Academic progress information, such as degree completion audits. 

 Library resources appropriate to the program, including reference and research 

assistance; remote access to databases, online journals and full-text resources; 

document delivery services; library user and information literacy instruction, reserve 

materials; and institutional agreements with local libraries. 

 Training information literacy including research techniques. 

 Bookstore services:  ordering, secure payment, and prompt delivery of books, course 

packs, course-related supplies and materials, and institutional memorabilia. 

 Ongoing technical support, preferably offered during evenings and weekends, as well as 

normal institutional working hours. 

 Referrals for student learning differences, physical challenges, and personal counseling. 

 Access to grievance procedures. 

 

4d. The institution recognizes that a sense of community is important to the success of 

many students, and that an ongoing, long-term relationship is beneficial to both 

student and institution.  The design and administration of the program takes this 

factor into account as appropriate, through such actions as encouraging study 

groups, providing student directories (with the permission of those listed), including 

off-campus students in institutional publications and events, including these students 

in definitions of the academic community through such mechanisms as student 

government representation, invitations to campus events, including graduation 

ceremonies, and similar strategies of inclusion. 

 

5.  Evaluation and Assessment:  Both the assessment of student achievement and 

evaluation of the overall program take on added importance as new techniques evolve.  For 

example, in asynchronous programs, the element of seat time is essentially removed from 

the equation.  For these reasons, the institution conducts sustained, evidence-based and 

participatory inquiry as to whether distance learning programs are achieving objectives.  The 

results of such inquiry are used to guide curriculum design and delivery, pedagogy, and 

educational processes, and may affect future policy and budgets and perhaps have 

implications for the institutionôs roles and mission. 
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5a. As a component of the institutionôs overall assessment activities, documented 

assessment of student achievement is conducted in each course and at the 

completion of the program, by comparing student performance to the intended 

learning outcomes. 

 

5b. When examinations are employed (paper, online demonstrations of competency, 

etc.), they take place in circumstances that include firm student identification.  The 

institution otherwise seeks to assure the integrity of student work. 

 

5c. Documented procedures assure that security of personal information is protected in 

the conduct of assessments and evaluations and in the dissemination of results. 

 

5d. Overall program effectiveness is determined by such measures as: 

 The extent to which student learning matches intended outcomes, including for degree 

programs both the goals of general education and the objectives of the major. 

 Student retention rates, including variations over time. 

 Student satisfaction rates, as measured by regular surveys. 

 Faculty satisfaction, as measured by regular surveys and by formal and informal peer 

review processes. 

 The extent to which access is provided to students not previously served. 

 Measures of the extent to which library and learning resources are used appropriately by 

the programôs students. 

 Measures of student competence in fundamental skills, such as communication, 

comprehension, and analysis. 

 Cost effectiveness of the program to its students, as compared to campus-based 

alternatives. 

 

5e. The institution conducts a program of continual self-evaluation directed toward 

program improvement, targeting more effective uses of technology to improve 

pedagogy, advances in student achievement of intended outcomes, improved 

retention rates, effective use of resources, and demonstrated improvements in the 

institutionôs service to its internal and external constituencies.  The program and its 

results are reflected in the institutionôs ongoing self-evaluation process and are used 
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to inform the further plans of the institution and those responsible for its academic 

programs. 

 

5f. Institutional evaluation of electronically offered programs takes place in the context of 

the regular evaluation of all academic programs. 
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COPYRIGHT 
 

 

The purpose of this section is to provide faculty members with an overview of the 

following: 

V Overview of the Copyright Process; 

V Copyright Rules; and 

V Copyright Resources 

 
 
 
 

Educational Outreach Services records all ITV classes using Codian, and makes back up 

files/archives of all course content/materials delivered inside of Blackboard (which may include 

Elluminate Live session activities) throughout and at the end of the semester.  Faculty members 

also have the ability to record individual class sessions using Elluminate Live.  For this reason, 

faculty members are required to request copyright permission from the publisher for use of the 

following: 

 articles, which are uploaded to Blackboard and/or shared via Elluminate Live, 

and/or displayed on the document camera for ITV purposes; 

 textbook page(s), which are displayed to students (at various sites) via the 

document camera; and 

 videos, which are uploaded to Blackboard, and/or shared with students via 

Elluminate Live and/or ITV. 

 
Faculty may use/modify the Copyright Sample Letter, on the following page, to request 

copyright permission from the respective publisher. 

Overview  
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Copyright Rules 

1. What exactly is copyright? 

Under U.S. copyright law, any work of authorship is immediately protected as soon as 

the work is fixed in a tangible medium, such as electronic and print media.  Ideas or facts 

cannot be copyrighted, only the expression of ideas and facts can be protected.  For 

instance, information in a phone book is public domain.  However, an essay you write 

about telephones is protected by copyright laws. 

 

You are free to copy any work that was first published in the U.S. more than 75 years 

ago, since these works are now in the public domain.  Copyrights in effect as of January 

1, 1978, have been extended to 75 years from the first date of copyright.  Works created 

on or after January 1, 1978 are protected for 50 years beyond the life of the author (75 

years for anonymous works).  Anything created since March 1, 1989, no longer needs a 

copyright notice - that little © followed by the year and author's name.  It is still a good 

idea, however, to include a copyright statement to remind people of the law. 

 

2. What does owning a copyright mean? 

It means that no one can copy, distribute, display, or adapt an expression without the 

permission of the author.  This consent may be given for free, for a fee, or on the 

condition that appropriate recognition is given to the author of the work.  It is best to 

contact the author of a work in order to obtain permission for its use.  Penalties for 

copyright infringement can range anywhere from $500 to $250,000. 

 

3. Are there instances where I can use portions of copyrighted material? 

The Copyright Act of 1976 limits the exclusive rights of copyright holders.  In order to 

promote free speech, learning, research, and discussion, it was decided to limit the 

rights of copyright holders through the concept of fair use.  Yes, as an educator there are 

times when you can use the fair use guidelines to determine if it is legal to use 

copyrighted material. 

 

4. What are the fair use guidelines? 

Fair use considers the purpose and character of use, including whether such use is of a 

commercial nature or is for nonprofit educational purposes.  Considerations should 

include the nature of the copyrighted work, as well as: 
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 Is the use for educational purposes? 

 Is the copy being made, as the result of poor planning or lack of preparation? 

 

5. Are there other methods or materials available that would satisfy this need? 

Factual materials get more leeway in copying than a work of fiction or a work of art.  

Considerations must be given to the amount and substantiality of the portion used in 

relation to the copyrighted work as a whole. 

 

6. Have you exceeded the portion limitations allowed for the work? 

A good Rule of Thumb is to copy no more than 10% of any given work. 

 

7. For its intended use, would fewer copies or a shorter version suffice? 

Considerations must include the effect of the use upon the potential market for or value 

of the copyrighted work.  Following are other questions to consider regarding intended 

use: 

 Is this copy being made to avoid purchase? 

 Is this item continually being copied? 

 Is the item copied to be kept for repeated use? 

 Will anyone be charged, in any way, for the use of this item? 

 Is the item to be copied considered a consumable item by its producer? 

 

If you can honestly answer NO to all the questions above, you have made every effort to 

comply with the fair use guidelines for copyrighted work.  These guidelines do not apply 

to works for which permission has been obtained or works in the public domain.  If, 

however, your answer is YES to any of the above questions, you have three options: 

1. Donôt copy the work, 

2. Consult with your building media specialist for alternatives, or 

3. Ask the author for permission. 

 

8. What are the portion limits for different media? 

These guidelines apply to the total amount of material from a single copyrighted work (in 

each alternative, it is the lesser of the two): 

 Images in a collection:  no more than 5 items by a single artist, or photographer. 

 Illustrations & Photographs:  a single illustration or photograph; 10% or 15% 
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 Motion Media:  10%, or 3 minutes 

 Music, Lyrics, Music Videos:  10% or 30 seconds 

 Numerical Data Sets:  10%, or 2,500 fields or cell entries 

 Poetry:  an entire poem of less than 250 words; no more than 3 poems by one 

 Poet or 5 poems from a single anthology: in poems of greater length, you can use 

up to 250 words 

 Text Material: 10%, or 1000 words 

 

9. What are some permitted uses by students? 

Following are some examples of permitted uses by students: 

 Students may incorporate portions of lawfully acquired copyrighted works when 

producing their own educational projects for a specific course. 

 They may perform and display their own projects in the course, for which they were 

created.  They are allowed to retain these projects indefinitely, in their own portfolios 

as examples of their academic work for later personal uses (such as job and school 

interviews). 

 

10. What are some permitted uses by educators? 

Following are some examples of permitted uses by educators: 

 Educators may incorporate portions of lawfully acquired copyrighted works, when 

producing projects to support their teaching needs. 

 They may present their own multimedia projects to their peers at 

conferences/workshops.  These projects can be retained for two years (for job 

interviews, portfolios, and reviews), after the first instructional use with a class.  After 

that time, permission must be obtained for each copyrighted portion, even if the 

intended use is for educational purposes. 

 

11. What can I legally copy from print material? 

You are allowed to make one (1) copy for research or use in teaching a chapter from a 

book; an article from a periodical or newspaper; a short essay, poem, or story; and a 

cartoon, chart, diagram, drawing, graph, or picture. 

 

You can also make multiple copies (not to exceed more than one copy per student) of 

print materials, provided that copying meets the test of brevity and spontaneity (meaning 
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time does not allow for purchasing the material, the material is used only once, and the 

copyright is printed on each copy of the material). 

 

12. What are some prohibited practices with print material? 

Following are some examples of prohibited practices with print materials: 

 Copying more than nine (9) instances, for one course during a term. 

 Copying of consumable material, such as workbooks and standardized tests. 

 Repeated copying of the same item, by the same staff member, from term to term. 

 Using copying as a substitute for purchasing materials. 

 

13. What about the new Frank Schaefer activity book I just purchased? 

You can make copies of activities for your students; however, other teachers in your 

building cannot make copies from this book. Each classroom teacher needs to purchase 

his/her own copy of the book. 

 

14. Can I rent a video or bring in a video from home to show in the classroom? 

The answer is Yes and No.  Yes, you can show a video, as long as it is used as part of 

an instructional lesson.  No, you cannot use videos licensed for Home Use Only in a 

classroom for entertainment or reward.  If you go to your local video rental store and rent 

a copy of ñWhere the Red Fern Grows,ò it must be connected to a unit of study in your 

classroom.  It cannot be shown during a classroom party or used as a reward. 

 

15. What else should I know about video recordings? 

Following are some things recommendations concerning video recordings: 

 Check the taping rights for instructional television programs (ITV) aired on Wisconsin 

Public Television.  The Parade of Programs Guide lists taping rights of ITV 

programs.  Most programs have Extended Use (programs may be taped and reused 

for the life of the series on Wisconsin Public Television) or School Year Use 

(programs may be taped for repeated use during the school year).  Some programs 

only allow Seven Day Use. 

 Only faculty may make requests for taping of ITV programs.  Media staff cannot 

regularly record ITV programs in anticipation of requests. 

 Taping programs on premium channels (Disney, HBO, etc.), non-broadcast channels 

(ESPN, MTV, etc.), or cable television at home for use in the classroom is prohibited. 
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 Duplicating copyrighted videos is illegal. 

 

16. What about computer software? 

Reproduction of computer software is outside the scope of fair use. Generally the 

purchaser is granted the right to make one (1) backup copy of the original program.  This 

copy is to be used only if the original is destroyed/lost. 

 

There are four (4) different categories of software:  commercial, freeware, public domain, 

and shareware.  Each type of software has different copyright implications.  Consult the 

technology resource person, or media specialist, or representative from Information 

Technology Services for more information concerning software licenses. 

 

Commercial software can be sold in different licensing agreements:  building, district, 

individual, lab packs, network, and site.  Be sure to read the accompanying license 

agreement that comes with commercial software. 

 Building licenses allow the program to be installed on all computers in the 

respective building. 

 District site licenses extend use to all computers in a school district. 

 Individual licenses allow the user to install the program on only one (1) 

computer at a time.  This means that the program purchased for a home 

computer cannot be installed on a computer in the classroom and/or office, 

unless the producer gives permission. 

 Lab packs usually allow installation on up to five (5) computers. 

 Network licensing allows all computers hooked up to the respective network to 

use the program. 

 Site licenses allow the program to be installed on all computers at a respective 

site. 

 

Freeware is just what it sounds like, software that is free for the user. The author retains 

the copyright, but encourages users to freely copy and distribute the program at no cost. 

 

Public domain software is not subject to any copyright restrictions.  It can be copied 

and redistributed freely. 
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Shareware is software that is distributed free of charge, but is still protected by 

copyright, even though no copyright notice is given.  Users can try the program for an 

evaluative period, after which time they may be asked to pay the author a specified fee 

to continue to use the program.  Those who register typically receive product support 

and upgrades. 

 

17. What about copyright and the Internet? 

The rapid growth of the Internet, along with its inherent traits of global access, 

transferability, and ease of use has created a copyright nightmare.  Audio, graphics, text 

and video can easily be copied from someone's web page without their permission. 

 

Many copyrighted works have been posted to the Internet without authorization of the 

creator.  Keep in mind that the same copyright guidelines for print materials also apply to 

materials available on the Internet.  Students who use information located on the Internet 

must credit sources (give full bibliographic descriptions, where available).  DO NOT 

download/save audio, images, text, or video clips from someone's web page without 

their permission.  Use reputable web sites, when downloading software.  If you design 

web pages, be sure that you have obtained permission for all items included on your 

page(s).  Be sure to display copyright information on your pages (i.e., Copyright © 1999 

School District of Beloit). 

 

18. When is permission required? 

 Permission is required when: 

 the purpose is for commercial distribution; 

 the purpose is non-educational; 

 duplication is beyond the listed limits; 

 portion limits for the medium would be exceeded. 

 

Requests for permission should include: 

1.  title of the work, 

2.  date of copyright, 

3.  specific material to be used, 

4.  number of copies, 

5.  manner of distribution, 
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6.  type of reproduction, and 

7.  purpose of use. 

 

19. When do I need to include a copyright notice? 

Be sure to credit the sources, and display the copyright notice/ownership for all 

incorporated works, including those prepared under fair use (i.e., Copyright © 1998 

Freedom Press).  Itôs also a good idea to copyright your individual/institutional work. 

 

Copyright Resources 

Following are a list of copyright resources, available on the World Wide Web: 

 10 Big Myths About Copyright Explained:  

http://www.templetons.com/brad/copymyths.html/ 

 A Brief Introduction to Copyright:  http://www.templetons.com/brad/copyright.html/ 

 Copyright Alliance:  http://www.copyrightalliance.org/ 

 Copyright & Fair Use Stanford University Libraries: http://fairuse.stanford.edu/ 

 Copyright Website:  http://www.benedict.com/ 

 The Copyright Society of the United States of America:  http://www.csusa.org/ 

 United States Copyright Office:  http://www.copyright.gov/, or 

http://www.loc.gov/copyright/ 

 

For additional information concerning copyright, contact: 

New Mexico Highlands University 
Thomas C. Donnelly Library 

Box 9000 
Las Vegas, NM  87701 
Phone:  (505) 454-3401 

Fax:  (505) 454-0026 
  

http://www.templetons.com/brad/copymyths.html
http://www.templetons.com/brad/copyright.html
http://www.copyrightalliance.org/
http://fairuse.stanford.edu/
http://www.benedict.com/
http://www.csusa.org/
http://www.copyright.gov/
http://www.loc.gov/copyright/
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DISTANCE EDUCATION 

TECHNOLOGIES 
 

The purpose of this section is to provide faculty members with an overview of the 

distance education technologies used by NMHU: 

V Blackboard (Course Learning Management System); 

V Document Camera (ELMO) Technologies; 

V Elluminate Live (Web Conferencing System); 

V I-Clickers; 

V SmartBoard & Smart Notebook Technologies; and 

V Video Conferencing (A/K/A ITV) 

 
 
 
 

On the following pages, are descriptions for each of the distance education technologies 

supported by EOS. 

  

Overview  
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Blackboard (Course Learning Management System) 

Blackboard is the course learning management system, used by NMHU.  It is used to: 

 enhance instruction for traditional classes, both on campus and at the respective 

sites/centers; 

 provide course content/materials for ITV classes; and/or 

 host online classes. 

 

Getting Started with Blackboard: 

In order to get started with Blackboard, you will need: 

 A computer with Internet access. 

 A supported and properly configured browser.  To view supported browsers and 

configurations go to http://www.webct.com/tuneup/. 

 Your NMHU username and password. 

NOTE:  Faculty must complete the Username Application for NMHU Faculty/Staff and submit 

the completed form to Information Technology Services, based upon the instructions on the 

form.  To obtain this form, go to:  http://www.nmhu.edu/.  Click on the Faculty and Staff link on 

the left side of the web-page.  Then the Online Documents link.  Then select the Click Here 

hyperlink if the online documents window did not open.  Select the drop down list arrow for the 

Source and select Information Technology Services (ITS).  Then click the Display command 

button.  Click the Next command button to navigate to the second page of documents.  View 

the Word Document titled Username Application for NMHU Faculty/Staff.  Complete, save, 

and e-mail the Username Application to the e-mail address indicated on the form. 

 

Once the Username Application has been processed by ITS, you will need to login to Self-

Service Banner to change your temporary password from your birthdate (MonDDYYYY) format 

to a password that contains a minimum of eight (8) characters, no recognizable words or 

names, at least one number, and a mix of upper and lower characters.  To do so, login to 

http://www.nmhu.edu/.  Select My NMHU at the top right hand corner of the NMHU homepage.  

Select Enter Secure Area.  Select the hyperlink titled Click here to change password.  You will 

be asked to enter your username, old password (which is your date of birth in the MonDDYYYY 

format), and your new password twice.  Once you have successfully changed your password, you 

may proceed with logging into Blackboard , the Donnelly Library, Self-Service Banner, and your 

Staff E-mail with this single sign-on account. 

http://www.webct.com/tuneup/
http://www.nmhu.edu/
http://www.nmhu.edu/
https://banweb.nmhu.edu/cgi-bin/AccountManagement.pl?name=PasswordChange;back=/pls/prod/twbkwbis.P_WWWLogin;message=Return%20to%20Banner%20Web%20User%20Login%20Page
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Students may login to the following web -site http://its.nmhu.edu/  to look up their Self -Service 

Banner ID and username, reset their password to their date of birth (MMDDYY format), and 

change their password using the same rules as the faculty above.  Once at the site, advise 

students to select the link titled Click here to reset your password.  .  Once the student has 

successfully changed his/her password, he/she may proceed with logging into Blackboard, the 

Donnelly Library, Self-Service Banner, and the Student E-Mail System with this single sign-on 

account. 

 

To login to Blackboard, navigate to the http://www.nmhu.edu/ homepage:  

 Click on Blackboard. 

 Click on the Login to Blackboard command button. 

 Enter your username and password. 

 Select your respective class. 

 

NOTE:  When working inside of Blackboard, NEVER use the back button in the browser.  Also, 

when exiting Blackboard, you MUST logout at the top right hand corner of the Blackboard 

environment.  This will help to ensure that the next login attempt does not produce an error 

message, stating that another instance of Blackboard is already running. 

 

Standardized Interface: 

Blackboard provides a standardized interface that may include the educational tools to facilitate 

learning, communication, and collaboration.  For more details, see the screen shot on the 

following page, followed by a description of each of the respective tools. 

http://its.nmhu.edu/
https://banweb.nmhu.edu/cgi-bin/AccountManagement.pl
http://www.nmhu.edu/
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 Organizational Tools:  allow the instructor and students to keep track of important 

events/deadlines and post/download the syllabus for the course. 

 
 Communication Tools:  allow the instructor and students to communicate using 

asynchronous and synchronous methods of communication.  Asynchronous tools 

include:  announcements, discussions, and mail; while synchronous, real-time tools 

include: chat and whoôs online. 

 
 Student Learning Activities:  allow the instructor to create surveys (to obtain feedback), 

self-tests (which are designed for students to test their comprehension, but grades are 

not posted), assessments (for a grade), as well as assignments (whereby students 

submit their assignments via an assignment drop box). 

 
 Content Tools:  allow the instructor to create and organize content. 
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 Student Tools:  when enabled, allow students to back-up their files to the Blackboard 

server; check their grades; see when they logged into the Blackboard environment, what 

they looked at, and for how long; and take notes. 

 

All content, inside of Blackboard, is backed-up on a scheduled basis by EOS.  Additionally, 

faculty members are strongly encouraged to back-up their courses regularly, as well as at the 

end of the semester.  Following are recommended steps for backing up a course: 

 

Backing up Your Course: 

The backup feature is designed to allow you to: 

1. Backup your course before making changes to restore the course to its original state, 

prior to making the changes. 

2. Backup your course to import content into a new course shell without having to rebuild 

the course. 

 

The following data is included in a course backup: 

¶ Enterprise data, including users, enrollments, and other meta-data (which includes file 

and course content attributes); 

¶ Course settings; 

¶ File and folder structures; 

¶ All content and any data it produces, such as assessments and their submission details; 

and 

¶ Selective release criteria applied to content. 

 

After you have created a course backup, you can convert it to a file to download for 

safekeeping.  Only the converted backup files contain tracking data.  If you choose to include 

tracking data, the last processed tracking information collected before the backup was created 

is used. 

 

NOTE:  Designers and instructors cannot restore backups.  If you need to restore your course, 

contact John DesChamps, Interim Online Administrator, at (505) 426-2074 or via e-mail at 

jldeschamps@nmhu.edu. 

 

 

mailto:jldeschamps@nmhu.edu


FACULTY ORIENTATION/TRAINING MANUAL FOR DISTANCE EDUCATION 

 

   43 

 

NEW MEXICO HIGHLANDS UNIVERSITYõS EDUCATIONAL OUTREACH SERVICES 

 

Step-by-Step Instructions for Backing up Your Course: 

You can make multiple course backups.  However, only three (3) can be listed in the queue at 

any given time.  Each course backup is time stamped and contains the date and time the 

backup was completed. 

 

To back up your course: 

1. From the Build or Teach tab, under Designer Tools or Instructor Tools, click Manage 

Course.  The Manage Course screen appears. 

 

2. Click Backup.  The Course Backups screen appears. 

 

 

3. Click the Back Up Course command button.  Your section or course is then added to the 

backup queue. 
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4. Click the OK command button.  The Course Backups screen appears and the backup is 

listed along with any other completed backups. 

 

 

You can save a course backup into an encrypted file, which will contain the extension .bak.  You 

can also download the file to your computer for future access. 

 

To save the course backup as a file: 

 

1. Locate the backupôs ActionLinks menu and select Save as File.  The Content Browser 

appears. 
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2. Select Class Files.  Leave the Tracking Data checkbox selected.  Click the OK command 

button. 

 

3. The backup file is created. 

 

4. Within the Build tab, go to File Manager and download the file to your local computer. 

 

 

5. Select Download.  The File Download screen appears and asks ñDo you want to save 

this file, or find a program online to open it?ò  Select the Save command button.  

Navigate to the appropriate storage media and save the file. 
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NOTE:  If you experience any problems creating or downloading the backup file, please contact 

Charlene M. Ortiz, Technology Trainer, at (505) 426-2249 or via e-mail at 

cmcordova@nmhu.edu.  You may also contact Steven Lovato, Help Desk Technician, at (505) 

454-3281 or via e-mail at sjlovato@nmhu.edu. 

 

Courses remain archived on the server.  To roll-content over from one course to another, if you 

no longer have access to the course, contact: 

Johnny L. DesChamps, Interim Online Administrator 
New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 117A 
Las Vegas, NM  87701 

E-mail:  jldeschamps@nmhu.edu 
Office:  (505) 426-2074 

Toll-Free:  1-877-248-9854 
Fax:  (505) 454-3066 

 

To access the Blackboard Learning System ï Vista Enterprise License (Release 8) Designer 

and Instructor Reference Manual, provided by IDEAL-New Mexico, amongst other faculty 

tutorials for Blackboard (developed by EOS staff) visit the Faculty Resource link at:  

http://www.nmhu.edu/statewidecenters/distancelearning/blackboard/facultytutorials.aspx/. 

 

If Blackboard is used, faculty members are encouraged to provide an orientation for students to 

the operating environment; or schedule an orientation session for their class with Charlene M. 

Ortiz, Technology Trainer, in advance of the scheduled class; and encourage students to visit 

the Student Resources link that contains tutorials for the Blackboard environment, which can be 

found at:  

http://www.nmhu.edu/statewidecenters/distancelearning/blackboard/studenttutorials.aspx/. 

 

mailto:cmcordova@nmhu.edu
mailto:jldeschamps@nmhu.edu
http://www.nmhu.edu/statewidecenters/distancelearning/blackboard/facultytutorials.aspx/
http://www.nmhu.edu/statewidecenters/distancelearning/blackboard/studenttutorials.aspx/
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To schedule Blackboard training and/or mentoring, contact: 

Charlene M. Ortiz, Technology Trainer 
New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 114 
Las Vegas, NM  87701 

E-mail:  cmcordova@nmhu.edu 
Office:  (505) 426-2249 

Toll-Free:  1-877-248-9854 
Fax:  (505) 454-3066 

 

For Blackboard technical assistance, contact the staff at the Online Services Help Desk during 

their normal business hours: 

Online Services Help Desk 
New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 117 
Las Vegas, NM  87701 

E-mail:  webcthelpdesk@nmhu.edu 
Office:  (505) 426-2215, or (505) 426-2276, or (505) 454-3388 

Toll-Free:  1-877-248-9854 
Fax:  (505) 454-3066 

 
During the Fall 2011 term, the Online Services Help Desk is open: 

Monday Tuesday Wednesday Thursday Friday Saturday 

8:00AMï9:00PM 8:00AMï9:00PM 8:00AMï9:00PM 8:00AMï9:00PM 8:00AMï5:00PM 9:00AMï2:00PM 

  

mailto:cmcordova@nmhu.edu
mailto:webcthelpdesk@nmhu.edu
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Ellulminate Live (Web Conferencing System) 

Elluminate Live is a real-time virtual web-conferencing system that is used to enhance online, in 

addition to Blackboard Vista. Elluminate Live supports web-cams and web tours; enables 

instructors and students to communicate via two-way audio and video (as appropriate); allows 

instructors to create breakout rooms so groups of students can collaborate on class 

projects/discussions; enables instructors to interactively share files on their computer system, 

PowerPoint presentations, and whiteboard files, as well as to share the userôs desktop with 

members of the session. 

 

Best of all, sessions may be recorded to enhance student retention. 

 

What do you need to participate in an Elluminate Live Session: 

You will need a computer, access to the Internet, and a microphone and speakers (or headset 

with a microphone). You can purchase the headset or speakers/microphone at New Mexico 

Highlands University Bookstore, Wal-Mart, Radio Shack, Office Depot, Office Max, or Best Buy. 

Prices vary from approximately $19 to $50. 

 

Where can I go to learn more about Elluminate Live?: 

Before you use Elluminate Live the first time:  It is important for you to visit the Elluminate Live 

configuration room at 

http://support.blackboardcollaborate.com/ics/support/default.asp?deptID=8336&task=knowledge

&questionID=1279/ to check your computer configurations and to configure the audio. 

 

It is also very useful for you to see how Elluminate Live works. Thus, it is recommended that you 

take time to view the Participant Orientation recording (5 minutes) at 

https://sas.elluminate.com/site/external/jwsdetect/playback.jnlp?psid=2010-06-

15.1031.M.D6CFA062B4EFBDFCC960D9A533CFAA.vcr/. If you can view the orientation, you 

probably wonôt experience any problems joining the class session. 

 

You can join most class sessions 15-60 minutes before the scheduled meeting time. This allows 

appropriate time to make sure that your computer is properly configured and to verify that your 

microphone and speakers or headset is/are working. 

 

 

http://support.blackboardcollaborate.com/ics/support/default.asp?deptID=8336&task=knowledge&questionID=1279/
http://support.blackboardcollaborate.com/ics/support/default.asp?deptID=8336&task=knowledge&questionID=1279/
https://sas.elluminate.com/site/external/jwsdetect/playback.jnlp?psid=2010-06-15.1031.M.D6CFA062B4EFBDFCC960D9A533CFAA.vcr/
https://sas.elluminate.com/site/external/jwsdetect/playback.jnlp?psid=2010-06-15.1031.M.D6CFA062B4EFBDFCC960D9A533CFAA.vcr/
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Before accessing Elluminate Live, make the following computer configuration changes: 

If you are using Internet Explorer as your primary internet browser, make the following 

configuration changes: 

 Select the ñToolsò menu. 

 Select ñInternet Optionsò from the drop down menu. 

 Within the ñGeneralò tab and within the ñBrowsing Historyò or ñTemporary Internet Filesò 

section, select the ñSettingsò command button. 

 Check for newer versions of stored pages ñEvery time I visit the webpage.ò 

 Click the ñOkò command button to accept changes. 

 Select the ñPrivacyò tab. Click the ñsitesò command button. 

 Enter the following site: http://www.nmhu.edu/ or https://www.nmhu.edu/ (if you are 

using Windows Vista as your operating system) and click the ñAllowò command button. 

 Enter the following additional site: http://www.elluminate.com/ or 

https://www.elluminate.com (if you are using Windows Vista as your operating system) 

and click the ñAllowò command button. 

 Enter the following additional site: http://www.nmhu.blackboard.com/  or 

https://www.nmhu.blackboard.com/ (if you are using Windows Vista as your operating 

system) and click the ñAllowò command button. 

 Click the ñOkò command button to accept changes. 

 Within the ñPop-up Blockerò section, remove the check mark within the checkbox to the 

left of ñTurn-on Pop-up Blocker.ò 

 Still within the ñPrivacyò tab, select the ñAdvancedò command button. 

 Select the radio dial to ñOverride automatic cookie handling.ò 

 Select the radio dial to ñacceptò first and third party cookies. 

 Select the radio dial to ñalways allow session cookies.ò 

 Click the ñOkò command button to accept changes. 

 Select the ñContentò tab. 

 Within the ñCertificatesò section, click the ñClear SSL Stateò command button to clear the 

cache. 

 A separate dialog box will open indicating that ñThe SSL cache was successfully 

cleared.ò Click the ñOKò command button twice to accept all changes. 

 

http://www.nmhu.edu/
https://www.nmhu.edu/
http://www.elluminate.com/
http://www.nmhu.blackboard.com/
https://www.nmhu.blackboard.com/
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For other browser settings, please contact the Help Desk. The Help Desk contact information 

can be found at the bottom of the last page of this document and at the bottom of the homepage 

inside of this course in Blackboard. 

 

Accessing Elluminate Live through the powerlink on your course homepage: 

To access Elluminate Live within Blackboard, instructors need to first build the powerlink. 

 

To access Elluminate Live, instructors MUST be in the Teach tab.  Click on the power link titled 

Elluminate Live to see a list of scheduled class meetings (after the sessions have been 

created).  Make sure that you have selected the correct date on the calendar or that you are 

looking at the correct date below the session names. 

 

To join an Elluminate Live class meeting: 

The meeting ònameò will turn blue 15-60 minutes before the scheduled meeting time. 

click on the meeting name (which is displayed as a blue, underlined hyperlink) to join the 

session ï Note: you will not have to enter a username or password, unless the instructor has 

password protected the session.  Then click ñmanually start the session.ò After manually starting 

the session, be sure to watch the top of the browser page for a yellow bar, which may require 

you to download java or run either a java or active x application. If this yellow bar appears, click 

inside of it and select download or run. 

 

What to expect the first time you login to Elluminate Live: 

The first time you join a meeting, Elluminate Live will download and configure software that your 

computer needs in order to participate in the meetings.  The download and configuration can 

take approximately 5-15 minutes (depending on your connection speed). Elluminate Live should 

only have to download the client once, assuming you access Elluminate Live Live using the 

same computer, and same profile for each session. 

 

You will also be required to review/accept the licensing agreement and identify what connection 

speed you are connecting at to Elluminate Live (ie. DSL, cable, wireless, etc.). 

 

Following are diagrams of the moderators (instructors) and participants (students) operating 

environment.  These quick reference guides can be downloaded from the following web-site, 

along with additional manuals/tutorials:  http://www.elluminate.com/Services/Training/?id=70/. 

http://www.elluminate.com/Services/Training/?id=70


FACULTY ORIENTATION/TRAINING MANUAL FOR DISTANCE EDUCATION 

 

   51 

 

NEW MEXICO HIGHLANDS UNIVERSITYõS EDUCATIONAL OUTREACH SERVICES 
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To configure audio: 

 Connect your headset to the computer tower (central processing unit). 

 When inside the Elluminate Live environment, select the ñToolsò menu option. 

 Then select ñAudio.ò 

 Followed by ñAudio Setup Wizard.ò 

 The system will ask which input device you are using for the speakers. Normally, the 

appropriate option is highlighted. Click ñOK.ò 

 The wizard will then ask you to play the recorded message, following which it will ask 

you if you heard it at an audible level. Select ñYesò if you heard the message or ñNoò and 

ñTry Again.ò If not, be sure to turn up the volume on the headset and/or in the audio 

wizard. 

 The next step is to identify which input device you are using for the microphone. 

Normally, the appropriate option is highlighted. Click ñOK.ò 
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 Following the selection of your microphone input, you will be asked to click the record 

button, speak into the microphone, then play back your recording. 

 After completing the recording, play back the recorded message. Select ñYesò if you 

heard the recording or ñNoò and ñTry Again.ò If not, be sure that your microphone is not 

muted and/or make sure the volume is turned up on both the headset and in the audio 

wizard. 

 

To view recorded class meetings: 

 Click on the recordings tab on the Elluminate Live Manager page. 

 Select the date of the recorded class session and click on the session link or select the 

ñthis yearò hyperlink to show all recordings for this class. 

 

Who do I contact if I have questions/technical problems? 

If: 

 you receive an ñinvalid username or passwordò error message; 

 you receive a ñproxyò error message, chances are there are additional computer 

configuration changes to be made to your computer to include clearing the cache, 

enabling cookies, turning off the pop-up blockers; and/or installing an appropriate 

version of Java; 

 you can login, but the session wonôt open, chances are there is a problem with the 

version of Java (the recommended version is Java 6, Update 23) you are running or you 

have pop-up blockers set on the computer you are using; and 

 you canôt configure your audio correctly as you are experiencing problems with sound or 

recording 

then, contact the Online Services Help Desk during their normal business hours at: 

New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 117 
Las Vegas, NM  87701 

E-mail:  webcthelpdesk@nmhu.edu 
Office:  (505) 426-2215, or (505) 426-2276, or (505) 454-3388 

Toll-Free:  1-877-248-9854 
Fax:  (505) 454-3066 

 

During the Fall 2011 term, the Online Services Help Desk is open: 

Monday Tuesday Wednesday Thursday Friday Saturday 

8:00AMï9:00PM 8:00AMï9:00PM 8:00AMï9:00PM 8:00AMï9:00PM 8:00AMï5:00PM 9:00AMï2:00PM 

mailto:webcthelpdesk@nmhu.edu
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To schedule Elluminate Live training and/or mentoring, contact: 

Charlene M. Ortiz, Technology Trainer 
New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 114 
Las Vegas, NM  87701 

E-mail:  cmcordova@nmhu.edu 
Office:  (505) 426-2249 

Toll-Free:  1-877-248-9854 
Fax:  (505) 454-3066 

  

mailto:cmcordova@nmhu.edu
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ELMO (Document Camera) Technologies 

The ELMO (Document Camera) technologies are image/visual presenters.  Document cameras 

have the ability to magnify and project images of actual, three-dimensional objects, documents, 

texts, and transparencies.  The ELMO interfaces with the LCD projector in the classroom to 

display contents to the intended audience. 

 

Following are pictures of the three models currently used by EOS: 

ELMO ELMO P30S Visual Presenter 

  

 

To schedule ELMO (Document Camera) technology training and/or mentoring, contact: 

Charlene M. Ortiz, Technology Trainer 
New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 114 
Las Vegas, NM  87701 

E-mail:  cmcordova@nmhu.edu 
Office:  (505) 426-2249 

Toll-Free:  1-877-248-9854 
Fax:  (505) 454-3066 

 

mailto:cmcordova@nmhu.edu
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For technical issues related to ELMO (Document Camera) technologies, contact: 
ITV Services 

New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 121 
Las Vegas, NM  87701 

E-mail:  eddie@nmhu.edu; or lmmaddux@nmhu.edu; or rcsanchez@nmhu.edu; or 
sarahaley@nmhu.edu;  

Office:  (505) 426-2060, (505) 454-3034, (505) 454-3131, (505) 454-3391, or (505) 454-3589 
Toll-Free:  1-877-248-9854 

Fax:  (505) 454-3066 
  

mailto:eddie@nmhu.edu
mailto:lmmaddux@nmhu.edu
mailto:rcsanchez@nmhu.edu
mailto:sarahaley@nmhu.edu
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i-Clickers 

i-Clickers are used in the classroom to promote student engagement and peer learning.  Faculty 

use i-clickers to take attendance, post pre- and post-tests, poll students, and ensure students 

are understanding course content/materials.  On the following page are sample pictures of the i-

clicker remote controls that have evolved since 2003, following the initial evolution of the i-

clicker concept in 1997.

 

In order to incorporate i-clicker technology into your classroom, you will need the following 

instructor package, which contains: 

 I-Clicker Software:  is used to set up your classes and class rosters.  Using the i>clicker 

software, you can initiate polling.  Using i>grader software, you can compile results and 

run reports. 

 

 Receiver:  which has an LCD screen to preview student responses by vote count and 

percentages, so that adjustments may be made to the course lecture accordingly, 

without revealing the answers. 

 

 Two (2) Instructor Remote Controls:  the instructor remote controls, using i>clicker 

software, allows the instructor to control the PowerPoint slides from anywhere in the 

classroom.  Also, the instructor remote controls may be lent/assigned to students for the 

class session, in the event that the student failed to bring his/her i-clicker to class. 

 



FACULTY ORIENTATION/TRAINING MANUAL FOR DISTANCE EDUCATION 

 

   58 

 

NEW MEXICO HIGHLANDS UNIVERSITYõS EDUCATIONAL OUTREACH SERVICES 

 

 Student i-Clickers:  students can purchase i-clicker remote controls from the NMHU 

bookstore or online at:  http://www.iclicker.com/purchase/. 

 

For more information regarding i-clickers, visit the following web-site:  http://www.iclicker.com/. 

For up-dated training guides, provided directly by the vendor, visit the following site:  

http://www.iclicker.com/support/userguides/. 

 

To schedule i-Clicker training and/or mentoring, contact: 

Charlene M. Ortiz, Technology Trainer 
New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 114 
Las Vegas, NM  87701 

E-mail:  cmcordova@nmhu.edu 
Office:  (505) 426-2249 

Toll-Free:  1-877-248-9854 
Fax:  (505) 454-3066 

  

http://www.iclicker.com/purchase/
http://www.iclicker.com/
http://www.iclicker.com/support/userguides/
mailto:cmcordova@nmhu.edu
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ITV/Video Conferencing 

Instructional/Interactive Television (ITV), also known as video conferencing, brings the professor 

and the student into an interactive environment through electronic communication technology.  

The ITV system at NMHU can be characterized as being either ñpoint-to-point,ò linking one site 

to another site, or ñmulti-point,ò linking the transmitting site to multiple sites simultaneously.  

When more than two sites wish to communicate together via video, a video bridge is used to 

bridge the sites together.  Using computer networks, audio and video data is transmitted.  ITV 

can be used to connect up to 25 sites, per class. 

 

In addition to the main campus, each site/center is equipped with a videoconferencing unit(s); 

thus allowing courses to be transmitted from the main campus to each site/center. 

[Include Diagram from Eddie concerning the various rooms at the respective sites/centers] 

 

Following is a list of the New Mexico public education school districts that EOS has the 

capability of connecting to: 

 Carlsbad Municipal Schools; 

 Chama High School; 

 Cimarron Public Schools; 

 Clayton Municipal Schools; 

 Cuba Independent Schools; 

 Des Moines Municipal Schools; 

 Dulce Independent Schools; 

 Escalante High School; 

 Grants-Cibola County Schools; 

 Las Vegas City Public Schools; 

 Magdalena Municipal School District; 

 Maxwell Municipal Schools; 

 Mora Independent Schools; 

 Mosquero Municipal Schools; 

 Pecos Independent School District; 

 Peñasco Independent School; 

 Questa Independent Schools; 

 Raton Public Schools; 

 Roy Municipal Schools; 
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 Santa Rosa Consolidated School District; 

 Springer Municipal Schools; 

 Taos Municipal Schools; 

 Tucumcari Public Schools; 

 Wagon Mound Public Schools; and 

 West Las Vegas Public Schools 

 

Following is a list of the institutions of higher education that EOS connects to for ITV/Video 

Conferencing purposes: 

 Clovis Community College; 

 Mesalands Community College; 

 New Mexico Junior College; 

 Southwestern Indian Polytechnic Institute; and 

 University of New Mexico 

 

Of the 19 pueblos in the State of New Mexico, EOS has the capability of connecting to: 

 Alamo Navajo Band; 

 Isleta Pueblo; 

 Ohkay Owingeh Pueblo; 

 San Felipe Pueblo; and 

 Santo Domingo Pueblo 

 

Following is a list of the participating agencies, within the State of New Mexico, that EOS 

currently serves: 

 Advanced Placement New Mexico; 

 Armand Hammer United World College of the American West; 

 City of Las Vegas; 

 Comcast; 

 The Department of Health; 

 Eastern New Mexico Medical Center in Roswell, NM; 

 High Plains Regional Education Cooperative in Raton, NM; 

 Kessleman and Jones, Inc.; 

 Kirtland Air Force Base; 

 New Mexico LEND Program; 
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 New Mexico National Guard; 

 Northeastern Education Foundation in Raton; 

 Northeastern Regional Education Cooperative (NREC); and 

 Santa Fe National Guard 

 

Video Conferencing events take various forms.  Depicted in the following figures are three (3) 

modes of operation: small group, point-to-point system, and multi-point system. 

Small Group Video 

Conferencing 

System 

Point -to -Point Video Conf erencing 

System 

Multi -Point Video 

Conferencing System  

This system allows 

the instructor to 

interact 

simultaneously with 

local students and 

those at the remote 

sites. 

The point-to-point system links two 

systems, as illustrated below. 

The multipoint system is where 

more than two (2) sites are 

linked simultaneously, and 

video/audio is routed through a 

bridge or Multipoint conference 

unit (MCU). 

   
 

The far sites can be brought together into one screen with the audio and video shared in real 

time.  Thus, video conferencing can be used very effectively for teaching and meetings.  The 

participants at the far sites are accommodated in one virtual group that is interactive and live. 

 

Video conferencing supports quality audio and video, as well recording functions.  During an ITV 

class, faculty have access to an instructor workstation, a document camera (to display 
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documents), a SmartBoard and SMART Notebook software, and may also have access to a 

traditional white board and/or chalk board. 

 

Video Conferencing Equipment 

 

Chalk board and white board uses are discouraged for ITV 

courses, as they often create an obscure view of information 

when transmitted. 

 

 

 

The Document Camera is used to transmit images and written material or other objects.  

Documents that are not in electronic format can be transmitted using the document camera.  

For more information regarding the document camera, refer to page [ENTER] of this manual. 

 

The Instructor Workstation can be used to deliver electronic files 

(including PowerPoint presentations, word processed documents, 

computer software applications, Internet URLôs 

and other instructional materials). 

 

 

The LCD Projector is used in conjunction with the Instructor 

work-station, the document camera, and the SmartBoard.  It 

projects images from the document camera, instructor 

workstation, and video conferencing unit onto the SmartBoard. 
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Many of the classrooms have a built in microphone 

mounted in the ceiling of the classrooms.  Other classrooms, 

however, have a similar microphone (as displayed in the 

image to the left) that must be turned on and off.  The green 

indicator signifies the microphone is on, while a red indicator 

signifies the microphone is muted.  Classes are encouraged 

to mute the microphone when it is not in use. 

 

The Remote Control enables a user to control many aspects of the videoconferencing session.  

The remote control, as displayed below, is primarily used by our crew technician to manage the 

two (2) cameras in the room (front and back). 
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The Smart Board, interfaced with 

SMART Notebook software, enables 

users to use it as an interactive 

whiteboard that uses touch detection for 

user input.  Faculty can prepare lecture 

materials, free of space limitations, using 

thumbnail slides to engage students in 

various interactive lessons.  The thumbnail 

slides allow faculty to review previous 

writings at any time during the lecture.  For 

more information regarding the SmartBoard, 

refer to page [ENTER] of this manual. 

 

Some suggestions before you start a teaching session: 

It is important that first time users learn about the video conferencing system.  They further need 

to practice, experiment, and become comfortable with the technology in the classroom.  It may 

also prove to be beneficial for the first time user to arrange to observe an ITV class/meeting. 

 

ITV Logistics 

 The course syllabus MUST be posted to Blackboard, along with other relevant course 

materials.  It is recommended that course/content materials be posted two (2) weeks prior to 

the start of the class. 

 Faculty must arrive to the classroom 10-15 minutes prior to the scheduled class time.  This 

should allow for ample preparation time, time to turn on the equipment, and calibrate the 

SmartBoard. 

 Please turn off cell phones, pagers and any other distracting devices upon entering the 

classroom. 

 Conduct a sound/audio check with all the sites to make sure the students can hear/see 

you. This should be completed when taking roll. 

 Advise students of microphone etiquette and how to move the camera at the respective 

sites. 

 Remember to write on the whiteboard using print, rather than cursive, approximately the size 

of your hand.  This will transmit better.  Light colors do NOT transmit well, therefore, it is 

recommended that you use blue or black. 
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 Use at least a 24 point font size when using the document camera or Smart Board. 

 If using videos, please ensure that copyright has been complete (see Copyright section 

of this manual for further details). 

 It is important that faculty communicate the following with the Crew Technician. 

1. From Document Camera to Me (Professor) or vice versa. 

2. From Smart Board to Document Camera or vice versa. 

3. From Video to Me (Professor) or vice versa. 

4. From Video to Requested Equipment or vice versa. 

5. From Computer to Me (Professor) or vice versa. 

6. From Me (Professor) to Document Camera or vice versa. 

7. From Me (Professor) to Smart Board or vice versa. 

8. As well as any changes regarding the use of equipment or class schedule prior 

to class starting. 

 If having difficulty, concerns or suggestions, please inform the crew technician or ITV 

Engineer team as soon as possible. 

 

What teaching strategies enhance learning in a videoconference class? 

Setting Expectations:  Most students are all too familiar with the passive role of television 

viewers.  One way to overcome the television pre-conception is to carefully explain the 

qualities of interactive video, stressing ñinteractive.ò  A tip sheet can be distributed (Handout 

A), noting the main differences between TV and video conferencing.  This can keep frustration 

to a minimum and help establish classroom behavior guidelines that will keep distractions to a 

minimum. 

 

If an expectation of involvement and regular response is established early in the class, learners 

will begin to understand what is expected of them in a two-way video vs. broadcast TV, and will 

replace passive and active responses. 

 

Encourage students to communicate with, not watch ITV:  It is recommended that you 

include the participants at all sites in the conference.  Involve them early so they donôt turn 

away.  It is further recommended that you devote 30% - 65% of each hour to student activity.  

For group work, select individuals at each site to participate on inter-site teams.  To encourage 

interactivity, remember the rule; no more than 10-15 minutes of instructor talk without some 

learning-centered response.  This will enable you to put the responsibility of learning back in the 
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learnerôs hands.  Using a pre-obtained roster, call on students at all sites by name.  Encourage 

discussion among sites. Be sure to take as many questions from the distant site as you take 

from the local site.  To answer questions:  repeat the question before answering it to make sure 

everyone heard the question.  Look into the camera and answer the person who asked the 

question by name.  See if the question can be answered by that student or another. 

 

Dealing with Technical Difficulties 

Before the first class, itôs a good idea to reserve a time to visit the room from which youôll be 

teaching.  Become familiar with the equipment and, with the help of a technician, experiment 

with controls.  It might also be helpful to sit in on another class that is already in session.  Utilize 

an opportunity to guest lecture during a videoconference class, if possible. 

 

Even with the best preparation, itôs almost inevitable that your class will experience technical 

difficulties.  The technology used in interactive video conferencing is far from perfect and is 

constantly improving and advancing.  In addition to the normal delays, ghost images, and 

microphone sensitivity, you can expect to have a few more serious difficulties, such as frozen 

images on the screen, echoing sound, or even a lost image from one or more sites.  If youôre 

prepared for these delays, they are less likely to create a barrier to learning.  Work with the 

technical staff at your site to make sure to: 

 Know where to get help. 

 Have a phone in the room at the distant sites. 

 Work with your team to inform students at the remote sites about the equipment; they can 

help make sure the equipment runs smoothly. 

 Make sure they know where to get help on site. 

 Have telephone numbers of your team contacts in remote sites readily available in case you 

lose the connection.  Give your number to all your remote sites. 

 Discuss contingency plans ahead of time with facilitators at all sites.  These can include, 

continuing on audio if such is available; posting to Blackboard for download at the remote 

sites; and using Blackboard chat, as an interactive tool if students have to view the live 

streaming via Codian; moving to group activities until audio/video is restored; or re-

scheduling class. 
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Recording of Classes 

Course lectures and interactions are recorded onto Codian IP VCR, as a back up mechanism.  

The Codian IP VCR is an innovative, high-performance, IP-based videoconference recording, 

playback and streaming system (http://www.tandberg.com/video-conferencing-network-

infrastructure/ip-videoconference-recorder.jsp).  With the approval from the instructor, 

Dean/Chair, and Director for EOS, the student can access the recording.  Upon approval, 

instructions for Codian IP VCR access will be provided. 

 

ITV, in combination with Codian IP VCR, can also be used as a medium for which to deliver pre-

recorded lectures/demonstrations to students. 

 

Other uses for Video Conferencing 

Through videoconferencing, colleagues at different locations can conduct orientations, 

interviews, meetings, seminars, departmental meetings, training, tutoring sessions, etc.  

Videoconferencing saves time and money, and provides individuals with an alternative to travel. 

 

Video conferencing services are provided for students, staff, faculty and administration free of 

charge for university relations.  EOS is video conferencing bi-weekly meetings for the School of 

Business, the School of Social Work, and the School of Education.  EOS also televises monthly 

meetings for the universities Board of Regents.  In addition, EOS uses the system for staff and 

faculty development, departmental meetings, academic advisement, and special events. 

 

Local businesses and the community are also welcome to schedule videoconferencing services, 

for a fee.  For more information, refer to the attached Video Conferencing Request Form in the 

Appendix in the section titled ñForms.ò 

  

http://www.tandberg.com/video-conferencing-network-infrastructure/ip-videoconference-recorder.jsp
http://www.tandberg.com/video-conferencing-network-infrastructure/ip-videoconference-recorder.jsp
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Respondus 

Respondus is a tool that is used to import questions from plain text, rich text, Microsoft Word 

(.doc and .docx), tab/comma delimited (.csv), and StudyMate class formats (.zip and .xml) files 

into the Respondus Software program and publishes the assessment(s) to Blackboard.  This 

product can save faculty members hours of assessment development, granted the assessment 

file is coded/formatted appropriately. 

 

For detailed and updated user guides, visit the following web-site:  

http://www.respondus.com/products/userguide.shtml/. 

 

There is also a Respondus Lock Down Browser that can be used when setting the assessment 

properties, to ensure students canôt copy, paste, print, or open other applications on the desktop 

when taking an assessment. 

 

To schedule Respondus and/or Respondus Lock Down Browser training and/or mentoring, 

contact: 

Charlene M. Ortiz, Technology Trainer 
New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 114 
Las Vegas, NM  87701 

E-mail:  cmcordova@nmhu.edu 
Office:  (505) 426-2249 

Toll-Free:  1-877-248-9854 
Fax:  (505) 454-3066 

 

Once training has been achieved, faculty can request that Respondus be installed on their 

instructor workstations.  To do so, an e-mail request must be sent to Shay Bassett with 

Information Technology Services at shay@nmhu.edu, along with a copy to Johnny L. 

DesChamps, Interim Online Administrator at jldeschamps@nmhu.edu. 

 

Otherwise, faculty can prepare the assessment file and properly code/format it and e-mail the 

file to the following three e-mail addresses, at least 24 hours prior to the scheduled assessment: 

 cmcordova@nmhu.edu; 

 jldeschamps@nmhu.edu; 

 sjlovato@nmhu.edu 

 

http://www.respondus.com/products/userguide.shtml/
mailto:cmcordova@nmhu.edu
mailto:shay@nmhu.edu
mailto:jldeschamps@nmhu.edu
mailto:cmcordova@nmhu.edu
mailto:jldeschamps@nmhu.edu
mailto:sjlovato@nmhu.edu
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After receiving the file, EOS staff will import the questions to Respondus and publish the 

assessment to Blackboard.  Once published, EOS staff will send the respective faculty an e-mail 

indicating that the assessment resides in Blackboard.  It is up to the faculty member to change 

the number of points per question, edit the properties of the exam, show it to the students, and 

take the exam as ñDemo Studentò to ensure issues do not exist. 
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SmartBoard & SMART Notebook Technologies 

The SmartBoard is an interactive whiteboard that uses touch detection for user input, making it 

appear as a large touch screen computer.  It is also an electronic device, which is the equivalent 

of a chalk board, or whiteboard in the classroom.  The SmartBoard interfaces with SMART 

Notebook software, which is a collaborative learning software program that includes:  images, 

animations, templates, manipulatives, and other tools for building lesson activities and 

presentations. 

 

Orient/Calibrate the SmartBoard: 

If you walk into the classroom, turn on the project and the instructor work station, then touch the 

SmartBoard to find that the mouse pointer is not aligned with where you touched the board with 

your finger, then you will need to launch Notebook Software to orient the SmartBoard.  Once 

the software loads, the screen on the following page will appear: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Orient. 
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To orient/calibrate the SmartBoard, tap the yellow dot inside each red X (dependent upon the 

size of the SmartBoard, there could be 9 or 12 points).  The SmartBoard is oriented/calibrated 

when you RELEASE each tap. 

 

Other helpful tips: 

1. Do NOT press any other portion of your body up against the SmartBoard as you are 

attempting to orient/calibrate the board. 

2. Do NOT write on the SmartBoard with Dry Erase Markers or any other writing device, 

other than the plastic pens located in the pen tray holders (beneath the SmartBoard). 

 

Following is a diagram of the pen tray that allows you to interact with the SmartBoard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Four different colored pens (Black, Red, 
Green, Blue)  Note:  Red/Green not 
recommended for Distance Education 
Classes, as colors are light and donôt transmit 
well.. 

Floating 
keyboard 

Help 

Eraser 

Right Mouse Button 
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Following is a diagram of the SMART Notebook interface: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Go back to being a mouse 
 

Pen Tool 
 
 

Highlighter Tool 
 

Eraser 

 
Line Tool 

 
Shape Tool 

 
Right Click 

 
Floating Keyboard 

 
Open Notebook Software 

 
Undo 

 
Customize Floating Tools 

 

The Digital Ink Layer  is a floating toolbar that is 

located on the desktop at all times.   

Gallery:   contains backgrounds, images, animation, etc. 

SMART Notebook Slide Thumbnails :  contains slide images. 

File Links:  contains links to files. 

Font Attributes/Recording Functions:   allows the user to 

modify the font typeface and style and to record all interactions, 

step-by-step. 



FACULTY ORIENTATION/TRAINING MANUAL FOR DISTANCE EDUCATION 

 

   73 

 

NEW MEXICO HIGHLANDS UNIVERSITYõS EDUCATIONAL OUTREACH SERVICES 

 

Following is a list of the tools available within SMART Notebook:

 

 

To obtain the quick reference guide for SMART Notebook, visit the following web-site:  

http://downloads01.smarttech.com/media/services/quickreferences/pdf/english/95notebook%20t

oolbars%2095.pdf/.  For additional information about SmartBoard training and professional 

development, visit the following web-site:  http://www.smarttech.com/, then navigate to Support, 

followed by Training and Professional Development (PD). 

 

To schedule SmartBoard & SMART Notebook training and/or mentoring, contact: 

Charlene M. Ortiz, Technology Trainer 
New Mexico Highlands University 
Educational Outreach Services 

Sininger Hall Room 114 
Las Vegas, NM  87701 

E-mail:  cmcordova@nmhu.edu 
Office:  (505) 426-2249 

Toll-Free:  1-877-248-9854 
Fax:  (505) 454-3066 

  

http://downloads01.smarttech.com/media/services/quickreferences/pdf/english/95notebook%20toolbars%2095.pdf/
http://downloads01.smarttech.com/media/services/quickreferences/pdf/english/95notebook%20toolbars%2095.pdf/
http://www.smarttech.com/
mailto:cmcordova@nmhu.edu
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FORMS 
 

The purpose of this section is to provide faculty members with the necessary forms for 

submission to EOS: 

V Photos/Videos/Audio Recordings Release Form; 

V Test Proctoring Request Form; and 

V Video Conferencing Request Form 

 
 
 
 

The Photos/Videos/Audio Recordings Release Form can be viewed on the right hand side of 

the NMHU Blackboard login page.  By logging into Blackboard, course designers and 

instructors, graduate/teaching assistants, and students are accepting the terms of the 

Photos/Videos/Audio Release Form and are providing a digital signature of such.  See the 

diagram below regarding the location of the electronic form. 

 

 
 

Overview  
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The document below contains the language concerning the Photos/Videos/Audio Recordings 

Release Form. 

 

 
  


