Resources for Your First Term
Welcome First Term Students!
Being a new student in the College of Arts and Sciences at Kaplan University is an exciting time in your life!  You’ve just committed to a goal that can have a profound impact, not only in your life, but in the lives of your family and those around you!  Did you know that college graduates tend to earn more and have better career opportunities than others?   This also can lead to your ability to provide a better life for your children and being role model for those who see you pursuing your education!  
But first things first…in order to earn your degree, you need to get through your first term here at Kaplan University, and sometimes it can be a challenge to organize yourself, manage your time and step back into the role of a student.  This Resource Guide is designed especially for our first term students to teach them some “tricks of the trade” as well as offer some shortcuts to help jumpstart this first term.  Refer to this document when you need assistance getting started on your projects, finding resources for your work, have computer issues or aren’t sure where to go for more info.  And, as always, don’t hesitate to contact your instructors, advisors or program directors if you ever feel overwhelmed or have a problem.  We are here to help and want so much to help you succeed!

Who Helps With What?
The “Faculty Support Directory” also located in the Document Sharing area of your classes lists contacts for each of the Academic Program Directors, Assistant Academic Program Directors as well as advisors.  You can reach any one of these individuals through email and advisors can also be accessed by calling the Kaplan line at 866.522.7747 (option 2)   You can also use this line to get technical/navigational support, reach your financial aid officer,  access student accounts, or any other issue.   Remember, your first line of communication for any issues pertaining to your classwork should be your instructor.  First term instructors are specially trained to help you with classroom issues, so don’t be afraid to ask them questions! They also want to be sure that you succeed!
Financial Aid Info:

You can call 1.866.458.2008 to hear any outstanding financial aid documents as well as your recent balance and transaction information.  You can also be routed directly to the appropriate departments to make payments or received assistance.  

How Does the Course Work, Again?

The first week of classes can be a little daunting, but rest assured after you get through the first week, you’ll see a pattern emerge and you’ll find your own process for completing your work.  In summary, most classes work like this:

· Each new unit starts on Wednesday and all work for that unit is due the following Tuesday evening (at midnight)

· Each week start by reading your readings/learning activities (click on the unit and you’ll see the assignments appear below)

· Respond to the Discussion Thread Questions (usually 2-3 questions based on your readings/learning activities)

· Complete any projects (not all units have projects)

· Complete any quizzes (not all units/classes have quizzes)

· Attend seminar OR complete the alternate assignment (ask your instructor if you don’t know where to find this)

Remember!  If you are lost or confused, don’t hesitate to ask your instructor, or call the student support number (866.522.7747, option 2, then option 1) if you need some help!
Starting Your Projects

Getting started on your first project can seem daunting, especially if you haven’t had to do some focused writing in some time, but there are some tricks to help get the creative juices flowing.  First of all, be sure to review the format for your project.  Most project assignments in your classes are formatted in the same way and you can see a sample of how your project should be set up in the Kaplan Writing Center.
Your projects usually require that you refer to the week’s readings or activities, so you may want to review them before you begin your project.  If you are stumped or don’t know where to start, don’t hesitate to contact your instructor.  S/he may have some suggestions or be able to provide you with some additional resources.  Remember, your instructor wants to see you succeed!

Additional Resource For Your Projects
Want a quick and easy way to properly use APA format for citing your references (readings)?  Check out the Landmark Citation Machine at http://citationmachine.net/.  All you have to do is click on “APA” in the left column, and then select the type of work you are citing (a book, a web page, etc.).  Then you simply plug in the information and the site will put it in the proper format so you can see how it should look on your paper!
Also, check out the APA Quick Reference on the Course Home Page for another opportunity to see what citations should look like. 
Help! My Computer Isn’t Cooperating!
If you should run into any technical problems, don’t fear—there’s a lot of support in this area, too!  Basic troubleshooting or navigating issues can be resolved by calling tech support at the student support number (866.522.7747, option 2, and then option 1).  The support reps have answers to a variety of issues from helping you log into your seminars, figuring out how to shut off pop-up blockers that might be interfering with your ability to access some of the course material or even how to help you save a document in Microsoft Word.  Again, don’t hesitate to contact them…they may have a quick fix to a frustrating problem!
Study Tips and Tools 

It may have been a while since you last had to write an essay or take an exam.  There are a number of resources available from your student website: http://kucampus.kaplan.edu/Platform/AcademicSupport/AcademicSuccess/Resources/WebResources.aspx
Use the sites included on the page to get writing tips or brush up on test-taking and time management skills. You will also find links to online dictionaries and academic search engines that will save you time when doing research.
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Any Other Problems?

We can’t say it enough…your instructors want to help you!  If you have any other issues that you need help or advice with, don’t hesitate to reach out to them.  Likewise, your advisor and program directors are here for you as well! We all recognize that the first term online can often be the most challenging one, but with a little time and patience you will join the thousands of brand new students before you…who are now getting closer and closer to graduation!  Stay focused on your reasons for starting college and remind yourself that you CAN DO IT!  A college education is a goal well worth striving for.  It can make a big difference in your life, and by enrolling and registering you have overcome the biggest hurdles already!

Good luck to you, and have a GREAT first term experience!
Computer Resources: Tutorial from basic computer skills to HTML





From your main KU Campus page, Click on the Academic Support tab








