Payne Theological Seminary
Minimum Online Student Requirements and Covenant
Students must have the following skills and resources in order to successfully pursue their Master of Divinity degree through the online program.  Please read this through to determine whether this modality is appropriate for you.
Required Skills:
· Ability to use email (compose, send, save, open, reply, and forward email messages; attach files, open, view, and save attachments).
· Ability to use Microsoft Word (cut, copy, paste, minimize and maximize windows, save and access files). Note: MS Word is the ONLY word processing software that will be accepted for assignments, no exceptions). 
· Ability to use the Internet/surf the web (use a browser, i.e. Internet Explorer, to navigate to Web sites; download files from Web sites; use search engines to locate Web sites; download and install plug-ins for multimedia capability.
· Ability to start a computer; create new folders and directories on the hard drive; move and copy files from one folder or directory to another; save information to the hard drive or other storage devices, i.e. floppy disk, flash drive, or CD.  

Required Equipment & Resources:

· You will attend classes via the internet through a learning management system called Blackboard.  Therefore, a functional computer with internet access and Microsoft Word (2003 version is recommended) installed is required.  
· IF YOU ARE USING THE LATEST VERSION OF WORD YOU MUST CLICK “save as” and SUBMIT YOUR WORK AS A WORD 2003 DOCUMENT OR INSTRUCTORS WILL NOT BE ABLE TO ACCESS YOUR WORK!
· You may purchase Microsoft Word/Microsoft Office Suite at a computer retailer in your area, such as CompUSA, Best Buy, or you may order the software online.  To compare prices and shipping costs, go to www.google.com and do a search on “Buy Microsoft Word”.  
· A functional email address.  
· You may obtain a free email address at www.hotmail.com or www.yahoo.com.  Go to the site and follow the instructions to sign up for free email accounts.  
· Inform the online program coordinator of any changes to your email address and this will be the primary communication method between you and the school.  CHECK your email.  

· Please ensure that messages from Payne Theological Seminary, your professors, and your online program coordinator are not being blocked by your SPAM filter.

· Anti-virus and firewall protection software


	All Learners
	Minimum Specifications: 
	Recommended Specifications: 

	Internet Connection 
	56K Modem 
	Broadband (Cable or DSL) 

	Email 
	E-mail client (Hotmail, Yahoo)
Unique email address and password
(not shared by others in a family or company) 
	
5+ MB of e-mail storage 
 

	Hardware


	20GB of hard disk space
	30GB of hard disk space

	Software* 


	Macintosh®: MS Word 98 or higher 

PC: MS Word 2000 or higher 
AntiVirus Software 
	Macintosh: MS Office 98 or higher 

PC: MS Office 2000 or higher ,
Anti-Virus Software 

	Plug-ins** 
(free downloads) 
	Windows Media Player 9
(free downloads) 

Adobe Acrobat® Reader 7 

Flash Player 7 


	Windows Media Player 10 

Adobe Acrobat® Reader 7 

Flash Player 7 



	Peripherals 
	Video card and monitor display capable of 800x600 pixel resolution 

Speakers 
Sound card 
	Video card and monitor display capable of 1024x768 pixel resolution 


 

	PC+ 
	Minimum: 
	Recommended: 

	Processor 


	1GHz 
	2 GHz 

	Operating System 


	Windows® 2000/ Windows ME 
	Windows XP 

	RAM 


	256 MB 
	512 MB 

	Browser ++ 
(only 1 needed) 


	Microsoft Internet Explorer 6.0 
Netscape 7.0 
	Microsoft Internet Explorer 6.0
Netscape 7.2


 

	Macintosh + 
	Minimum: 
	Recommended: 

	Processor 


	G3 800 MHz 
	G4 1.25 GHz 

	Operating System 


	OSX (10.3) 
	OS X (10.4) 

	RAM 


	256 MB 
	512 MB 

	Browser ++ 
(only 1 needed) 


	Microsoft Internet Explorer 5.1 (OS 9) 
and 5.2 (OS X 10.2) 
	Microsoft Internet Explorer 5.1 (OS 9, OS X 10.1) 
and 5.2 (OS X 10.3) 


Adobe Acrobat is a registered trademark of Adobe Systems Incorporated in the United States and/or other countries. 
Macintosh is a trademark of Apple Computer, Inc. 
Microsoft, PowerPoint, and Windows are registered trademarks of Microsoft Corporation in the United States and/or other countries. 
NortonAntiVirus software is a registered trademark of Symantec corporation.

McAfee AntiVirus software is a registered trademark of McAfee corporation. 

Admission:

· Apply online at www.payne.edu, click on “Online Classes/Enrollment” in the third column.  You will be able to complete your application, write your essay, pay your application fee, and download recommendation forms and financial aid forms.  Students residing at or within a 50 mile radius from campus will be considered for campus admission only.
· You may also call the Online Program Coordinator toll free at 888-816-8933 x202 for information, or email: aling@payne.edu.
Registration:  

· Register online at www.payne.edu, click “Online Classes/Enrollment” in the third column > “Click Here to Get Started” >    “Step 2 Register for Classes.”
· Registration opens approximately five weeks before the start of term and closes one week before classes begin.
· Each online credit hour is $290.00  In compliance with the Association for Theological Schools accreditation regulations, Master of Divinity candidates may take 2/3, or 60, of the 90 required credit hours online.  The remaining 1/3, or 30 credit hours, must be taken in residency credits which can be earned not only by being in residence, but through intensives and selected conferences.  Each residency credit hour is $240.00.
Fees:  
· Full payment of all fees and tuition is required at the time of registration.  Personal checks not accepted.  Payment may be made through credit card, money order, or bank check.  Contact the Business Office at 888-816-8933 x205, email: epeyroux@payne.edu
· Transcripts will not be sent out for students with outstanding balances and students will not be permitted to enroll for any subsequent classes.  
· Financial Aid applications must be made prior to the start of term.  Payne code is 010017 for Federal Gov. FAFSA loans: www.fafsa.ed.gov
Financial Aid:  Financial Aid forms may be downloaded from www.Payne.edu.  Please direct all inquiries to the Financial Aid Officer, Pat Copely toll-free: 888-816-8933 x207, after 5:30 p.m. M-F, or email pcopely@payne.edu and financialaid@payne.edu, fax: 937-376-3330.  Please phone to confirm fax has been received.  
Business Office:  For financial issues regarding student invoices, tuition fees, housing, etc., please direct all inquiries to the Business Officer, Elise Peyroux, toll-free: 888-816-8933 x205 or email epeyroux@payne.edu.  Requests for campus housing during intensives must be made in writing (email).  

Books:  
· Required texts will be posted along with syllabi at www.Payne.edu before classes start.  
· Books may be purchased locally or via the internet.  Some sites you may find useful are www.campusi.com, www.half.com, www.amazon.com, www.barnesandnoble.com.

Classes:  Classes are held at the following internet location:  http://blackboard.btsr.edu
Approximately one week before the start of classes your login ID and password will be mailed to new students.  Currently matriculating students will retain their login ID and password from previous term(s).  Once you login in you will see your class(es).  Click on the class name to enter your classroom.

Required Software:
· Operating System - Windows XP
· Microsoft Office Suite which includes MS Word, MS PowerPoint, and MS Excel.
· Antivirus software and firewall protection software

· Additional free software downloaded from Internet

· Email

· Adobe Acrobat Reader 7

· Macromedia Flash Player 7

· Windows Media Player 10
Tutorials:  The delivery system for online classes is through a program called Blackboard.  Blackboard will be your virtual classroom, where you meet with your professor and classmates.  All students should login to the tutorial and work through it until comfortable and familiar with its functionality.

http://blackboard.btsr.edu  
Login ID: guest  
PW: guest1
Please contact your Online Program Coordinator if you are unable to login to the tutorial.  For security reasons, ID’s and PW’s may change.

Academic Responsibilities

Online classes are given in ten week modules – the time goes very swiftly.  Those who fall behind may have difficulty completing the class.
We ask you to be mindful of your commitment.  Participate in online discussions; dialogue with your professors and classmates.  Spend time regularly with your classes and classmates online.  Do not procrastinate and expect to “catch-up” all at once.  Your professors will be monitoring participation. Contribution to the discussion board in your classroom is mandatory.  If extenuating circumstances cause you to fall behind, notify your professor(s), academic advisor, and online program coordinator immediately.

· Think now about your current schedule, and how you may need to rearrange it to get your study time in.  
· The classes will move quickly, and it is in your own best interest to never fall behind.

For Help:  Audrey Ling, Online Program Coordinator:  888-816-8933 x202 

email: aling@payne.edu, mail: Payne Theological Seminary, P.O. Box 474, 1230 Wilberforce-Clifton Road, Wilberforce, OH  45384.
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