
 

10 Tips for Success in Your Online Course - Action Plan 

Part 1:  Determine if online learning is right for you. 
Indicate whether or not each statement is true for you by typing yes or no after each one.  Based on 

your answers, think about whether or not you believe online learning is right for you.  Briefly 

describe your thoughts. 
I have use of a computer with Internet access at home. 

 

 

 

 

I am self-motivated. I like to be prepared and get things done ahead of time.

When it comes to being responsible, I am good at completing and turning in homework without being 
told.

I plan ahead and have my work completed on time. It is my responsibility to schedule my school day 
and complete my school work.

I feel I am independent. I can set up my own work schedule and complete my studies without having to 
be told by someone.

I would describe my reading skills as above average. I know how to figure out the meaning of what I am 
reading without help. 

 I consider myself a good writer. I like to write in my free time.

 

 

 

 

 

 

 



I am very comfortable with typing and can type fairly quickly. 

If my computer system has problems, I can solve them by myself or with the help of someone close to 
me. 

 

 

I send, receive, and read email almost every day.

I have downloaded software and plug-ins from the Internet before.

I consider my ability to work with multiple windows, resizing, minimizing, moving and closing windows 
as excellent. 

 

 

Based on your answers, do you think online learning is right for you?

Part 2:  Know where to get help with technology & have a backup plan. 
Find the telephone number of the department or office at your school that provides technical support 

for online students.  Write that number here:

You should also put this number in your cell phone and/or post it where you study. Briefly describe 
what you will do if your technology fails. What is your backup plan? 

Part 3:  Define a weekly study schedule. 
Do an Internet search for a weekly study schedule template or create one of your own.  For each day of 

the week, write down how you spend every hour of the day. Include studying, sleeping, commuting, 

exercise, socializing, meal preparation time, household chores, etc.  Then, jot down some notes using 

the following questions as a guide. 

 

 

 

 

 

 

 

 



Did anything surprise you?  Please explain. 

Do you need to change the number of hours you spend on a particular activity? 

Do you feel that you have a good balance between work/school/family responsibilities and activities 
that allow you to take care of yourself (e.g., exercise, sleep)? 

Part 4:  Know the course. 
It is extremely important that you understand the course policies and what is expected of you.  As soon 

as the course starts, read the syllabus and all other information your instructor provides.  Make sure 

you can answer the following questions.  If you cannot find the answer to any of these questions, 

contact your instructor immediately and ask.  

 What technology is required?   

 What are the minimum computer skills required?  (e.g., navigate the Internet using a web 

browser, download plug-ins, create files and folders, use a word-processing program, etc.) 

 How do I get my books and course materials? 

 Is the class self-paced or are there specific start and stop dates and due dates for assignments? 

 If it is not self-paced, are there assignments due each week, every other week, etc.? 

 How much time should I expect to spend on this class every week? 

 How does my instructor prefer to be contacted? 

 How quickly does my instructor respond to emails? 

 How often do I need to login to the course? 

 How often do I need to participate in discussions/forums? 

 What are the requirements for discussion/forum postings regarding length and content? 

 How is the course-content delivered?  Will there be online readings, a physical textbook, audio 

files to listen to, videos to watch, etc.? 

 Do I ever have to be online at a specific day and time to interact with classmates and/or my 

instructor?  If so, does this fit with my schedule? 

 If there is a lab, do I have to go to campus to complete lab assignments? 

 How do I check my grades and progress? 

 Are online library and tutorial services available if I need them?   

 

 

 



Part 5:  Before your first test. 
Make sure you can answer these questions.  If you cannot find the answer to any of these questions, 

contact your instructor and ask before you take the test.   

 When will the test be available?   

 What is the due date?  (date, time, time zone) 

 Is the test open book/notes?  

 Will the questions be multiple choice, fill in the blank, essay, etc.? 

 How many questions will be on the test? 

 Do I have to answer the questions in sequence or can I skip a question and go back? 

 Is the test timed?  If so, how much time is allowed? 

 How many attempts am I allowed?  If I am allowed more than one attempt, is there a penalty 

after the first attempt? 

 Once I finish a certain section of the test, can I return to that section later? 

 What is my instructor’s policy if I have technical problems? 

 Are any sections of the exam auto-graded? 

 How can I access my grade and the instructor’s feedback after the test? 
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