INSTRUCTIONS FOR USING  CYBER WORKBOOKS’
ADMIN LAW  MODULE
Note: Read carefully before starting the program
1. GETTING STARTED: Each person should be assigned a password to

 access  the  Administrative Law program on Government Oversight of Federal Agencies, located at www.cyberworkbooks.com . Click on Subscriber to access the log-in page of the  program. There is also a link from the Administrative Law website.  You will need a user name and password, which will be given to you. The user name and password are case sensitive. You should access the site, log in and  begin going through the various lessons within each part. If you do not have a password, contact Professor Johnson.  You need to have on your computer Window 98 or higher,  Internet Explorer 6.0, or Netscape 4.0. If you use Opera browser, you need to disable your Cache. See instructions in troubleshooting for instructions. 


2. GOING THROUGH THE LESSONS AND QUESTIONS: It will take about 6-8 hours  to go through the program. You will have about  5-6 weeks to complete the program. You will go through a series of lessons within each part, followed by multiple choice  and short answer questions. You should try to follow the syllabus for keeping up with the lessons. It is intended that you will be going through material that has already been discussed in class. You should keep good notes on the case studies, because you will be asked questions on the case studies in the program.  You will have to answer the questions following each lesson in succession beginning with Part 1, Lesson 1, although you may skip between the lessons at will.  You can take your time going through the lessons, can refer back to the lessons, and can exit and resume the lessons. 


You should answer the questions, individually, regardless of what the instructions may suggest to the contrary. You should insert your responses to short answer questions  in the window provided in the program. There may be short answer questions that follow each set of multiple choice questions.  Short answer questions are not timed or graded. You should answer short answer questions individually, regardless of what the instructions in the program state.   Answers should be created in MS Word and then cut and pasted into the answer box provided. Keep a copy of your responses for your records.    The program will automatically send you feedback on your answers, so make sure you identify your name in the box provided before submitting your answer. 


NOTE: Do not answer the questions  in  a group or share your answers with anyone.  Violation of this provision will result in a reduction in grade and may result in disciplinary action being taken.   


The questions are timed and points are given for answering the questions within the time allotted.  Your responses will be recorded and graded.  You can exit and resume the program after completing a set of questions following each lesson.   However, you should plan to go through the set of questions in one sitting. The number of questions will be listed at the end of the lesson.  


3. GOAL: Your goal is to go through the lessons and answer the questions correctly in the fewest tries possible.   You are generally given more than enough time to respond.  The time points are much less than the points for the right answer so don’t be overly concerned about the timing function.  You will be graded on selecting the correct answer within the fewest number of tries and within the time allotted.  

4. TECHNICAL ISSUES: The program uses text, graphics, audio and video so optimally,   you should use  a computer with a sound card.  Transcripts of the videotapes are provided. There are minimum technical requirements to access the program: IBM-compatible, Windows 1998  or better, and Internet Explorer 6.0 or Netscape 4.0    The computers in the lab have been set up so absence network problems, you should be able to access from the Computer Lab. There is a Cyber Workbooks Troubleshooting file posted on the class website that will help you initially if you run into any problems.  

 Please report any technical problems to Professor Johnson by email or to the person in the lab. While the program has been tested, there may be some minor bugs in the system, so we appreciate your patience and will work to respond promptly.   If you experience technical problems, such as being kicked out of the system, or the program not accepting your answers or giving you feedback, do the following:

a) Check the Website Tips on Troubleshooting to see if there is solution to the problem you are having with the program.

b) If that does not work, make a copy of the computer screen error message by clicking on PrintScrn (usually in the upper right hand corner of the keyboard), and then paste in a MS Word document, and send via email to ajohnson@cwsl.edu with a cc: helpcwb@sbcglobal.net . There is a form for  technical support on the course website, which should be completed.    You will need to provide the type of computer such as IBM, operating system such as Windows 98, or  2000; the version of the browser that you are using, such as Internet Explorer 6.0.  and a screen shot of the error message (see above).       There is an evaluation form at the end that you should complete. The feedback is appreciated. 

5. CONTACT:  For a  User name and password, technical problems contact Professor Johnson at  <ajohnson@cwsl.edu> or the technical support person identified during class.   

Thank you for participating in this new way of learning. 

