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Distance Learning & Center for Academic Excellence 

Prepare for Online Learning: Resources, Tools & Information for Your Success! 
This short self-assessment survey will help you determine your readiness for online learning. It will also 

provide you with resources and information to get ready for your online experience and success. 

Personal Skills 

•	 What type of course should I take? Face-to-Face, Blended, or Online 

•	 Using Search Engines from GCFGlobal 

•	 Study Space from the University of Southern Queensland 

•	 Computer Requirements & more at QCC Time Management & Effective Reading 

▪ Effective Reading from UNC Learning Center 
▪ Time Management Tips from Purdue Global 
▪ Time Management worksheet adapted from Think Plan Launch 

•	 Online Communication and Connections 

▪ Email Basics from GCFGlobal 
▪ Beyond Email, all about online communication from GCFGlobal 
▪ Text, Chat & Email Etiquette from GCFGlobal 

Technical/Computing Skills 

•	 Attaching files and images to an email 

▪ Using Microsoft M365 from Microsoft 
▪ Using Google  from GCFGlobal 

•	 How to Use common software like Word Processing & PowerPoint 

▪ Microsoft M365 QuickStart Guides (Word, Excel, PowerPoint & more) 

▪ Microsoft M365 Office Cheat Sheets 

•	 How to Install Software (or updates) on your Computer and Learning New Skills & Applications 

▪ Install Software on Your PC  from GCFGlobal 
▪ Install Software on Your Mac  from GCFGlobal 

•	 Using Your Phone for Photos & Videos and uploading to your computer 

▪ Transfer Photos (or videos) from your Phone to Your Computer from Lifewire 

Academic Skills 

•	 Finding Help at QCC and beyond 

▪ QCC Help website, self-service with contact information for the QCC IT Service Desk 

▪ Student Guide with a list of focused resources (pdf view or download) 

•	 Keeping Yourself Organized and Submitting Assignments On Time 

▪ Using the Calendar Feature in Blackboard Learn (Anthology video, 01:51) 

▪ Review the Time Management Plan information in the Personal Skills section for great 

information and resources 

https://edu.gcfglobal.org/en/internetbasics/using-search-engines/1/
https://usq.pressbooks.pub/academicsuccess/chapter/study-space/
https://www.qcc.edu/help/information-technology-service-desk/computer-technical-recommendations
https://learningcenter.unc.edu/tips-and-tools/reading-textbooks-effectively/
https://www.purdueglobal.edu/blog/student-life/time-management-busy-college-students/
https://edu.gcfglobal.org/en/email101/
https://edu.gcfglobal.org/en/beyondemail/
https://edu.gcfglobal.org/en/business-communication/instant-messaging-etiquette/1/
https://support.microsoft.com/en-us/office/send-and-receive-attachments-d32cd5ad-c7c5-49df-814d-4c17a5d3beb0
https://edu.gcfglobal.org/en/googledocuments/email-a-doc-as-an-attachment/1/
https://support.microsoft.com/en-us/office/microsoft-365-quick-starts-25f909da-3e76-443d-94f4-6cdf7dedc51e
https://support.microsoft.com/en-us/office/office-cheat-sheets-61abfe7b-1c43-483c-b82b-3806d80e027e
https://edu.gcfglobal.org/en/basic-computer-skills/installing-software-on-your-windows-pc/1/
https://edu.gcfglobal.org/en/basic-computer-skills/installing-software-on-your-mac/1/
https://www.lifewire.com/how-to-transfer-photos-from-phone-to-computer-4173057
https://www.qcc.edu/help
https://www.qcc.edu/files/help/where_to_get_help.pdf
https://youtu.be/jH00QcfccPw
https://qccmass-my.sharepoint.com/:b:/g/personal/mgiacobbe_qcc_mass_edu/ERQozaNi4cBPq6KbKr5hou8BL4FrOyTEXUvNIbk5N3gMmQ?e=Y1LTft
https://qccmass-my.sharepoint.com/:w:/g/personal/mgiacobbe_qcc_mass_edu/EeMAfGmnJQ5FteI2mAgBOHEBIdFgdxyrCvcP1VUfjWCqhA?e=geWFbe
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Academic Skills (cont.) 

•	 Attention to Details 

▪ Review the Time Management Plan information in the Personal Skills section for great 

information and resources 

▪ Leverage your online community of classmates by introducing yourself online in Discussion 

Boards (posted by Blackboard/Anthology). These classmates can be a valuable resource 

when verifying information, preparing for exams, or asking for feedback on assignments. 

•	 Professional and Respectful Communication with Colleagues from Indeed.com 
Enrolling in a course, whether face-to-face, online, or blended, is joining a community of colleagues 

who are also seeking a similar goal of skills or knowledge. Being respectful of one another in this 

shared community is essential to everyone’s success. Your colleagues will become part of your 

future network or in future classes and sometimes throughout your career! 

https://help.blackboard.com/Learn/Student/Ultra/Interact/Discussions
https://help.blackboard.com/Learn/Student/Ultra/Interact/Discussions
https://www.indeed.com/career-advice/career-development/why-is-professionalism-important
https://www.indeed.com/career-advice/career-development/why-is-professionalism-important
https://www.indeed.com/career-advice/career-development/why-is-professionalism-important
http:Indeed.com



