
LIB 5, 6, 7 Orientation 
 

Welcome to the online Information Competency Class! Unlike traditional classes, 
the lectures, tutorials and assignments for this class are offered entirely online. 
Each week you will log onto the e-College class website, http://www.hartnell.org, 
and click the week’s link to access the class materials. You will have a reading 
assignment from the course textbook, Information Literacy & Technology by 
Carla List-Handley (copies on reserve at the Library circulation desk and for sale 
in the Hartnell Bookstore). In addition, there will be a web page with interactive 
links to help provide supplementary information. Each week you will be expected 
to complete a short assignment to demonstrate what you learned from the 
week’s lecture and tutorials. Assignments will be submitted as postings to the 
weekly online discussion boards or by submitting word processing documents 
through the e-College online drop box. Since this is a nine week course, the pace 
will be brisk. To successfully complete the class, you will need to keep up with 
your reading and homework assignments. 
 
A copy of the course syllabus is available in e-College. 
 
There will be reading and homework assignments for each week of the class. If 
you have any questions about an assignment or run into problems, you may 
contact me by telephone (759-6063) or by e-mail, jfellguth@hartnell.edu. My 
office is in the Hartnell Library on the second floor, next to the Information 
Competency Center; I am more than happy to meet with you by appointment. It is 
important that you contact me as soon as possible if you are having difficulty with 
an assignment. This is a fast-paced class, so I want to make sure you aren’t 
falling behind with your work. 
 
You may work from your home computer or use one of the computers in the 
Hartnell Library media center. The media center computers have all the software 
applications required for the class. 
 
Logging Onto e-College: 
 
Course materials may be accessed from e-College. The web address is 
http://www.hartnell.org 
 

http://www.hartnell.org/
mailto:jfellguth@hartnell.edu
http://www.hartnell.org/


 
 

In order to log into your online class you need to do the following: 

1. Enroll in the class through Hartnell College Admissions. 



            It takes 24 hours, once enrolled in an online class, to gain access to eCollege 

2. Use your Hartnell College Gmail address. You will be expected to check your 
Gmail account for messages on a daily basis. 

 

The first day the semester starts, if you have done all of the above, you will be 
able to access your class: 

1. In the "User ID" box enter your Hartnell Student ID (no begining zeros - ID# 
0012345 = 12345) 

You can Find your ID by 
1. Looking on the back of your CatCard 
2. Logging into PAWS and clicking on “My Profile” it is under your name  
3. On a printed registration receipt 

2. In the "Password" box enter the default password of "student"  

If you have taken online courses with Hartnell before, you may have 
changed your password.  In this case the word “student” will no longer 
work.  Use the last password you entered into the “my profile” section of 
the course.   If you cannot remember your password, please check here . 

If you have trouble logging in, please contact helpdesk@hartnell.org or call 
877-740-2213 (toll free). Also, email me at jfellguth@hartnell.edu to inform me 
you are having trouble logging in. 

Accessing Your Course Materials: 

Once you log in to e-College, you will see a screen similar to this: 

http://www.hartnell.org/index.learn?action=errors&subaction=problems
mailto:jfellguth@hartnell.edu


 

Click the link for the Information Competency Course in which you have enrolled. 
You will see a screen similar to this: 



 

To access the online syllabus, click the link to Syllabus under the Course Home 
button on the left hand side of the screen. To access each week’s lectures, 
tutorials, assignments and discussions, click the button for that week on the left 
hand side of the screen. This will open up a display to show you the additional 
links under the navigation button for each week. Clicking the buttons and links 



will display more information on the right hand side of the screen. If you are 
having difficulty getting the display windows to open up when you click the links 
and buttons, you may have a pop-up blocker enabled on your browser. Try 
holding down the Control key on your keyboard while clicking the button or link. 

 



You may view the web page lectures by clicking each link on the right hand side 
of the screen. To access the assignment and online discussion boards, click the 
links on the left hand side of the screen that appear once you have expanded the 
listings by clicking the button for that week. 

 



To view the web page that contains instructions for completing that week’s 
assignment, click the assignment link on the right hand side of the screen. 

Online Discussion Boards: 

To access the online discussion boards, click the discussion board link on the left 
hand side of the screen. For example, here is what you would see when you click 
the Week One Discussion 1 link: 



 

To post your comments, click the Respond link. You will see a screen that looks 
like this: 



 

Type your response into the Response box. You may also copy and paste text 
from a word processing document into this box. Once you have typed or pasted 
text into the Response box, click the Check Spelling button to run a spell check, 
and then click the Post Response button. 



Submitting Work Using the eCollege Drop Box: 

To submit files through the online class drop box, click the Drop box tab at the 
top of the screen: 

 



Once you have clicked the Drop Box tab, you will see a screen similar to this: 

 

Click the Submit Assignment link as shown above. You may then select the 
correct assignment basket by clicking the little down arrow and selecting the 
correct basket as shown below. 



 

To submit a file attachment, click the Add/Remove link next to the Attachments 
icon.  



 

Click the browse button to locate your assignment file on your hard drive or flash 
drive. Select the correct file. 



 

Once you have located your assignment file, highlight the file name and click 
Open.  



 

Click the Attach File button.  



 

You will see the name of your attached file appear as shown above. To actually 
submit your assignment, click the Submit Assignment button. 

eCollege Online Gradebook: 



To view your grades, click the Gradebook tab as shown below. 

 

Clicking the Gradebook tab will open up a display similar to this one: 



 

If an assignment has been reviewed and scored, you will see a numerical score 
or letter grade. Asterisks is the Grade column mean that the instructor has not 
yet graded your work. 



To view comments the instructor may have made about your work, click the 
numerical or letter score. This will open up a display similar to this: 

 

How to Send E-mail From Within eCollege: 

To send an e-mail to your instructor or to another class member, click the Email 
tab as shown below: 



 

This will open up a display similar to the one shown below: 



 

From the Select recipients listing, click to select the name of the individual to 
whom you wish to send an email. Click the arrow pointing to the Recipient box as 
shown above to address your email. Enter the subject of your email in the 
Subject box. Type in the text of your message. Run a spell check, then click the 
Send Message button (see below). 



 

I will check the e-College logs on a weekly basis to make sure each student is 
logging on and viewing the lectures, tutorials and assignments. I will also send 
out weekly emails reminding students of the due dates for each assignment. 



I encourage you to call, email, or drop in to see me if you have any questions or if 
any of the course content is unclear. My job is to help you succeed.  

 Welcome to the class! 

  


