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Weloome to Moody Distance Learning!

Undergraduate Handbook

We are pleased that you have belkeal to study with us at Moody Distance Learning!
TheDistance Learning Student Handbdwas been compiled to diyou in your time as a student.

We look forward to the opportunity of serving you during your time as student at Distance Learning. It is our
prayer that you will be enhanced in your knowledge and ministry skills during your time with us. However, our
ultimate goal for your Distance Learning experience is that you develop a deeper walk with Christ.

This handbook has been developed kdoody Bble Institutestudents stalying in distance venues. MDffers
college credit and CEU courses through a variety of formats and venues. You may take courses through Regional
Classrooms, Online Studiésdependent Studyand Graduate Modular CoursédDL dfers the following
certificates/degrees:

Bachelor of Science in Biblical Studies (120 hours)

Bachelor of Science in Ministry Leadership (122 hours)

Associateof Biblical Studies (60 hours)

Certificate in Biblical Studies (30 hours)

Graduate Certificat (30 hours)
Note: Continuing Education Units (CEU) are also offered for those who wish to study in an inforreadrishlhg
SRdzOF G A2y ardM® Bitblagecredio ! Qa

Student Responsibility

As a Moody student taking coursissoughdistance learning, it is your responsibility to read and apply the
information in this handbook. Please note that different procedures and information may apply depending on
whether you are taking Oinle, Independent StudyRegional Classrooms, or GraduBtodular courses. If you have
questions, please contact MDL at 80586352.

Distance Learning Leadership:

Division Manager of Distance Learning Manager of Operations
John Knight John Engelkemier

Director of Operations and Production Call CentefSales Coordinator
Kevin Mahaffy Kerwin Rodriguez

Assistant Dean of Non Traditional Education CRM Manager
James Spencer Tracey Harris

Marketing Manager
Jeff Hayes



Distance Learnin@ptions

Online Option

Onlinecourses followeither asemester based format, which includes eigigek or sixteerweek
coursespr aselfpaced format These courses co$265* per credit hour. You may choose to enroll in a
single course or participate in several courses attime. The courses are on our Blackboard gitech
servesasouit A Nlidzl £ Of F AaNR2YDE

Semester Base®ption

Each semester based course has a waglveek schedule that you will follow that will consist of
reading assignments, projects, and discussioard posts. You will be able to interact with other
students in your course through the discussion board and also have more interaction with the professor.

You will never have an exact time that you need to be in your course on Blackboard. The assigoments
weekby-6 SS1 FTYR | a4SS1¢ Nizya FNRBY. & dsSARRIRE (1 RN KX
class work must be completeBor example: for week one you might have to read a chapter of the
assigned text, complete one discussion board post,doah assigned projedty Monday night at 11:59

PM.

8 Week Courses

Online 8week courses provide the same higbality education as traditional }week course formats,

but in half the time. Moody online-eek courses have been spigzally designed to be &eekslong
without overwhelming the student.

16 Week Courses

Online 16weekcoursesoperate similarly tdraditional semester courses. The timeline is consistent with
a tradtional semester course but is more flexible as you will have assignmentssteffjuizzes that
Oty 6S GF1Sy G Fye GAYS GgAGKAY GKS agSS| o¢

Textbooks for online courses can be foundhdtp://www.moody.edu/booksand will need to be
purchased by the student.

Online SeHKPacedOption

Onlineselfpacedcourses combine the flexibility of a six month time period with the convenience of an
online format.Online seHpaced courses are designed to achieve the same, or equivalent, learning
outcomes as our current online courses using the same t®ktb and materialOnline selpaced

courses cos$265* per credit hour.

* Please notePrices are subject to change. For the mostaxglate tuition costs, please visitdoody Distance
Learning Websiter contact us at 8007586352
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All assignments, quizzes and tests wilcbenpletedand turned in online using Blackboard. These
coursesare not run weekby-week like online semester based courses, et six monthdong,and
assignmets can be completed at any time withihe six month time frame.

Textbooks for onlinselfpacedcourses can be found atttp://www.moody.edu/booksand will need to
be purchased by the student.

Currently the folleving courses are available througte online selfpaced format:

Old Testament Survey Major Prophets 1 Introduction to Literature

New Testament Survey Romans College Writing

Elements of Bible Study Biblical Studies Capstone Research Writing
BibleIntroduction Educational Foundations Intermediate Computer Skills
Genesis People Helping Skills Physical Sciences

Life Sciences Math for Liberal Arts Quantitative Reasoning

Christian Missions Christian Worship Developing a Social Outreach Mir

TheChurch and Its Doctrines
Look for more online seffacedcourses to come througho@012

PostEnrollment Checklist for Online Semester Based Courses

o Pay for your course
o Itis recommended that you pay for your course at least one week before thedstit

o Findout whichtextbooks are required and purchase them.

o Familiarize yourself with Blackboard.

0 Read the syllabus and the course schedule.

o ! YRSNEGOlIYR GKIG GKS a2SS1¢ Nizya FNBY ¢dzSaRl @
week must be completeih that timeframe.

0 Read the staff informatioto meet your professoandto learn how to contact him dner.

o In order to keep up with announcements and assignmdotsjnto Backboard at least twice a
week.

o Discussion Board postings are a weekly assggnnOnce you miss posting, youwcannotmake
it up.

0 Most quizzes, tests, and reading reports are only available for the assignedYoeaekill be
unable to access them after the assigned dads passed

0 Look for an email for your SRA (Student Resoufssistant). They can be reached by phone or
e-mail with any questions.

0 Questions regarding course content, assignments, aadeg should be directed toward your
professor.

0 Questions regarding technical issues or general Distance Learning questionst&hduktted
to Distance Learning Office at800-758-6352

PostEnrollment Checklist for Online SdKaced Courses

o Pay for the course

[:.I
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0 You will need to pay for the course withimo weeksof enrollment or you will be
dropped from the course

0 Purchasehe necessary textbooks for the coutse

o Familarize yourself with Blackboard.

0 Read the staff informatioipo meet your professoandto learn how to contact him dner.

0 Look over the syllabus.

o Organize your time so that you are able to complete your courigeisixmonth time frame.

0 Questions regarding course content, assignments, and grades should be directed towards
LannaMarie Ennsour Independent Study Instruction Administrator.

0 Questions regarding technical issues or general Distance Learning quesibanhd be directed
to Distance Learning Office at800-758-6352

Independent Stug Option

Independent Study coursedlow students to take undergraduat®murses on their own time and at their
own pace. Courses are available for registration at any tindedannot operate on the traditional

semester format. Students have six months to work through the course matedastessfully

complete a course. Thayay choose to enroll in a single course or participate in several courses at one
time. These coursexost$185* per credit hour and there is a charge&if2 for shipping and handling.

You will receive course materials in the mail and will need to mail all assignments and tdstsdyp
Distance Learning320 N LaSalle, Chicago, IL 60&idwever, you wilheed topurchase the textbooks
required for the course. Textbook information can be foundhétp://www.moody.edu/books

You will receive aupplement that includes the syllabus, notes, sg#ieck quizzes angliestions and
Proctor Approval Forms/ou will also receive envelopes that can be used to mail your assignments and
tests.

For the tests you will need a proctor to supervise you while you are taking the test. They will sit with you
and then sign off thayou took the test in their presenagithout using notes or any unapproved
support material

PostEnroliment Checklist fomdependent StudyCourses

o Pay for the course
0 Your course materials will not be shipped until you have paid for the course. If you do
not pay withintwo weeksof enrollment, you will be dropped from the course.

0 Visithttp://www.moody.edu/books to find outthe required textbooks for the course

o Check to verify that you have received all coursserials: correctoursesupplement,
envelopesand Student Information Sheet (this may come a few weeks after the other
materials).

0 Look over the paperwork that you received including the Instructor Information form.

o Fill out the Student InformatioSheet so that the Distance Learning Office can keep track of
your paperwork and get to know you better.

0 Look over the syllabus to see what the course will entail.

Please notePrices are subject to change. For the mostaoqglate tuition costs, please visMoody Distance
Learning Websiter contact us at 800-758-6352.
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o Organize your time so that you are able to complete your course in thaaith time frame

0 Selecta Proctor andnail the Prator Approval Fornto the Distance Learning Office so that they
can be processed and tests can be sent out in a timely manner.

0 Questions regarding course content, assignments, and grades should be directed towards
LannaMarie Enns our Independent Stutlystruction Administrator.

0 Questions regarding technical issues or general Distance Learning questions should be directed
to Distance Learning Office at8D0-758-6352

Regional Classroom Option

Regional Classrooms are an extension of Moody Bible Institheecourses aresuwally held once a

week in the eveninglhe courses are-®eeks in lengthCourses are located lllinois, Wisconsin,
Florida,and WashingtonThe courses offered at each location differ for each semester, but are offered
in a sequentiborder so that students have the option to complete their degree in a timely manner.
Regional Classroom courses cé&85* per credit hour.

Locations for Regional Classrooms include:

Florida: Boynton Beach, Boca Ratéh Lauderdale, Miami, Orlando, Tamp
lllinois: Chicago (Moody Bible Institute Campus), Aurora, Peoria
Wisconsin: Milwaukee

Washington: Spokane

PostEnroliment Checklist foRegional ClassroonfSourses

o0 Contact the Region&lassrooms Officat (800) 7586352for textbook informationor e-mail
rc@moody.edu
0 Purchaseahe necessary textbooks for the course
Familiarize yourself with the locatiat whichyou will be taking tk course
o0 Arrive early orthe first day of classes to get situated andake care of angutstandingissues.
o Example: @ the Chicago Campus you will need to get a parking pass, an ID and a FOB
to get into the building

o

* Please notePrices are subject to change. For the mostaxglate tuition costs, please visitdoody Distance
Learning Websiter contact us at 800-7586352
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UndergraduatePrograms

Bachelor of Science in Biblical Studie$20 credit hours

Bachelor of Sciece in MinistryLeadershipg 120-122 Credit hours

Associate of Biblicabtudiegs 60 credit hours

Certificate inBiblical Studies 30 credit hours

Degree/Certificate | # Courses | Independent Online Online Regional
Required Study Studies | SelfPaced | Classroom
BSBS 38 23 38 11 38
BSML 38 19 38 6 35
ABS 19 11 19 7 19
CBS 9 9 9 6 9

Time Limits

You havelENyears from the time you register for your first class to complete any of these

**This information is as of this writing and is subject to change**

Undergraduate Degrees.

Grading System

NP
IP

WP
WF

02

Incomplete*
Pass in a graded course

Not passing in a graded course
In progress
Withdrew by the end of third week
Withdrew passing
Withdrew failing
Failed class repeated

SEGSyaizy Ay 2NRSNI (2

GKS wS3IAaidN NDa
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Required Coursefor Degree Programs
Applies to students admitted after August 1, 2010

Bachelor of Science in Biblical Studid20 Credit Hours

Bible and Theological Studies 37
BF1111 Old Testament Survey 4
BF1112 New Testament Survey 4
BF2230 Bible Introduction 3
BF2280 Hermeneutics/Bible Study Methods 3
BF3312 Genesis 3
BL4410 Romans 3
BF4495 Biblical Studies Capstone Course* 3
TH1110 The Church and Its Doctrines 3
TH2270 Church History 3
TH3321 Survey of Theology 4
TH3331 Survey of Theology Il 4
Ministry Studies 25
ED3366 People Helping Skills 3
EV3302 Life-on-Life Discipleship 3
FE4400 Ministry Internship 3
MS1100 Spiritual Life and Community 3
MS1102 Studying and Teaching the Bible** 4
MS1103 Christian Missions 3
MU-2267 Christian Worship 3
PS3330 Communication of Biblical Truth 3
General Studies 38
GSu1101 Introductory English 3
or GSuU1110 College Writing 3
GSU1109 Introduction to Literature 3
Gsu1111 GlobalCulture 3
GSuU1112 Research Writing 3
GSuU1113 Intermediate Computer Skills 3
GSU1120 Speech Communication 3
GSuU1131 Physical Science 3
GSU1132 Life Science 3
GSUW2210 Introduction to Psychology 3
GSUW2230 Math for Liberal Arts 3
GSWR2231 Quantitative Reasoning 2
GSU2250 Introduction to Philosophy 3
GSU3320 Developmental Psychology 3
Open Electives 21

This program requires Binistry Internship See page 14 for more information.

*Class must be taken as last course before graduation

**Course substitution for BL120 Elements of Bible Study and DO Educational Foundationsquirements, effective July 1, 2010

10
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Bachelor of Science in Ministry Leadershif20-122 Credit Hours

Bible and Theological Studies 34
Bl 1111 Old Testament Survey 4
Bl 1112 New Testament Survey 4
Bl 2280 Hermeneutics 3
Bl 3312 Genesis 3
BL4410 Romans 3
Bl xxxx Bible Elective 3
TH 2270 Church History 3
TH 3321 Survey of Theology | 4
TH 3331 Survey of Theology Il 4
TH 4450 Analyzing and Engaging Worldviews 3
Ministry Studies ol
MS 1100 Spiritual Life and Community 3
MS1102 Studying and Teaching the Bible 4
MS 1103 Christian Missions 3
MU 2267 Christian Worship 3
General Studies 32/33
GSU 1109 Introduction to Literature 3
GSU 1110 College Writing 3
GSU 1111 Global Culture 3
GSU 1112 Research Writing 3
GSU 1113 Intermediate Computer Skills 3
GSU 1120 Speech Communication 3
GSU 1131 Physical Science 3
GSU 1132 Life Science 3
GSU 2210 Introduction to Psychology 3
GSU 2213 Introduction to Sociology 3
GSU 2230 Math for Liberal Arts 3
or GSU xxxx Principles of Accounting 3
GSU 2231 Quantitative Reasoning 2
GSU 2250 Introduction to Philosophy 3
GSU 3320 Developmental Psychology 3
Ministry Leadership Core 24
PS 3xxx The Church and its Ministries
PS 3330 Communicatiorof Biblical Truth
PS 3382 /' FNB 2F GKS aAyAaidNE |
ED 3340 Marriage and Family Systems
PS 3342 Ministry Leadership and Staff Relationship
PS 4463 Cultural Dynamics of Congregational Ministry
PS 4xxx; The Church and the Community
FE 4400 Ministry Internship

11



Ministry Field Concentrations 12
(Choose one of the following three concentrations)
22YSyQa aAyAAadNE /2y OSyiaNI GA

PS 2253 Theology and Philosophy of Ministry to Women
PS 2264 Contemporary Strategiesf Ministry to Women
PS 3321 Mentoring and Discipling Women

PS 3322 Ministry to Women in Pain

Preaching Concentration

PS 3340 Theological Exposition

PS 4430 Development and Delivery of Narrative Message:
PS 4433 Evangelistic Messages

PS 4440 Structure and Style in Biblical Exposition

Leadership Concentration

ED 3350 People Helping Skills

ED 3314 Principles of Administration

ED 4422 TheoriesPrinciples of Leadership

ED 4424 Practices of Leadership

OpenElectives 12

This program requires Ministry Internship See page 14 for more information.

Associateof Biblical Studies60 Credit Hours

Bible and Theological Studies 23
Br1111 Old Testament Survey 4
BF1112 New Testament Survey 4
BF2230 Bible Introduction 3
BI2280 Hermeneutics/Bible Study Methods 3
TH1110 The Church and Its Doctrines 3
Bl and TH Open Electives 6
Ministry Studies 13
EV3302 Life-on-Life Discipleship 3
MS1100 Spiritual Life and Community 3
MS1102 Studying and Teaching the Bible** 4
Ml Ministry Electivé 3
General Studies 18
GSuU1101 Introductory English 3
or GSU1110 College Writing 3
GSU1109 Introduction toLiterature 3
GSuU1111 Global Culture 3
GSU1112 Research Writing 3
GSU1113 Intermediate Computer Skills 3
GSU1120 Speech Communication 3
Open Electives 6

*Ministry elective = Any ED, EV, MS, MU or PS courses may be usedigistan elective.

**Course substitution for BL120 Elements of Bible Study and DO Educational Foundations requirements, effective July
2010

12
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Certificate inBiblical Studies30 Credit Hours

Required Courses

Bible and Theological Studies 20
Br1111 Old Testament Survey 4
BF1112 New Testament Survey 4
BI2230 Bible Introduction 3
BI2280 Hermeneutics/Bible Study Methods 3
TH1110 The Church and Its Doctrines 3
Bl and TH Open Electives 3
Ministry Studies 13
EV3302 Life-on-Life Discipleship 3
MS1100 Spiritual Life and Community 3
MS1102 Studying and Teaching the Bible** 4

** Course substitution for BI120 Elements of Bible Study requirement, effective July 1, 2010

Please NoteYour Student Resourdsssistant will be
contacting you soon afteroy are accepted as a student to
assist you in determining the best way to complete your dec
in the time that you desire.

Please begin to consider the degree you are interested in
pursuing and the time framin which you would like to
complete your chosen degree.

If you have not heard from your Student Resource Assistant and you have ques
please feel free to contact us at800-7586352.

13



Ministry Internship Information

For Bachelor of Sciende Biblical Studies and Bachelor of Science in Ministry Leadership

Ministry Internship Course Syllabus

Requirements of an internship:

1.

N

w

Unique to the Student

The internship needs to be something new and unique to you as the student, som#taingpu are not
currently involved in.

You cannot receive credit for work already cdeipd orfor work for which you areemployed(i.e. If you are
a pastor, you can not use any current responsibilities to count towardsigtemnship; it needs to be a new
activity, perhaps a ministry or program you have been eager to start dngelvedwith in your church.)

. Christian Organization

The internship must be with a Christian organization such as a church or other paraohgauolzation that
professes Christianity.

. OnSite Supervisor

Students will need to have an €Bite Supervisor toversee their internship progress.

Your onsite supervisor must be someone who is a professional in the field of studwlamevould easily be a
part of or oversee your activities. (i.e. If you are a pastor, you can draather pastor be the supervisdf.
there are no other pastors, you may have an elder of your church bsupervisor.)

Your OnrSite Supervisor will need to meet twice a month with the student for evaluation.

4. Required number of credit hours:

Need the 3 credit hour Ministry Internshgourse
The internship needs to have at le#& contact hoursspread out for a0 to 20 weekiime period (minimum
of 6 weeks, maximum of 20 weeks).

Follow this process to register:

1.

When you are within a month of the actual time you wobkhin this ministry, please fill othe
"Ministry Proposal Forthbelow to let us know what you would like to do for your

ministry. Academic Records and Administration will then approve it (or contact ybari are any
concerns).

At the beginning of theemester you will be given access to Blackboard in which you can download
all appropriate documents for the coursghen read through the syllabus completely and follow the
instructions. If you have further questions, please contact uméhehelp@moody.edu

To request an internship for this course, students must compléigngstry Proposal Form

14
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Course Equivalency Chart

ACADEMIC Approved Course Equivalencies from
RECORDS Bachelor of Science (BS)
to BA/BMus

BACHELOR OF SCIENCE (BS) COURSES

BA/BMUS COURSE EQUIVALENCIES

Course # BIBLICAL & THEOLOGICAL STUDIES Hours Course # BIBLICAL & THEOLOGICAL STUDIES Hours
BI-1111 Old Testament Survey 4 BI-1111 Old Testament Survey 4
BI-1112 New Testament Survey 4 BI-1112 New Testament Survey 4
MS-1102 Studying & Teaching the Bible 4 MS-1102 Studying & Teaching the Bible 4
BlI-2211 John 3 Bl-2211 NT Bible Elective 3
Bl-2214 Acts 3 Bl-2214 NT Bible Elective 3
BI-2230 Bible Introduction 3 BI-2230 Bible Introduction 3
BI-2280 Hermeneutics/Bible Study Methods 3 BI-2280 Hermeneutics/Bible Study 3
Methods**
Bl-2281 NT Greek Grammar | 4 BI-2281 NT Greek Grammar | 4
BI-2282 NT Greek Grammar I 4 BI-2282 NT Greek Grammar Il 4
Bl-4410 Romans 3 Bl-4410 Romans 3
TH-1110 The Ch urch and its Doctrines 3 TH-1110 The Ch urch and its Doctrines 3
TH-2270 Church History 3 No Course Equivalent
Bl - Bible Electives 6 Bl - Bible Electives 6
(300 -400 level needs approval from
Bible Department Chair)
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MINISTRY STUDIES MINISTRY STUDIES
EV-1101 Personal Evangelism 3 MS-1101 Introduction to Disciplemaking 2
OR OR OR
EV-2210 Principles of Discipleship 3
OR OR OR
EV-3302 Life -on - Life Discipleship 3
MS-1100 Spiritual Life and Community 3 MS-1100 Spiritual Life and Community 3
MS-1103 Christian Missions 3 MS-1103 Christian Missions 3
GENERAL STUDIES GENERAL STUDIES
GSU-1101 Introductory English 3 GSU-1110 College Writing 2
OR OR OR
GSU-1110 College Writing 3
GSU-1109 Introduction to Literature 3 GSU-1109 **Literature Elective 3
GSU-1111 Global Culture 3 GSU-1111 **Social Science Elective 3
GSU-1112 Research Writing 3 GSU-1112 Research Writing 3
GSU-1120 Speech Communication 3 GSU-1120 Speech Communication 3
GSU-2231 Quantitative Reasoning 2 GSU-2231 **Quantitative Reasoning 2
GSU-1131 Physical Sciences 3 GSU-4400 *Contemporary Issues in Science 3
OR OR OR OR OR
GSU-1132 Life Sciences GSU-2231 **Quantitative Reasoning 2
GSU-2210 Introduction to Psychology 3 GSU-2210 **Social Science Elective 3
GSU-2250 Introduction to Philosophy 3 GSU-2250 Introduction to Philosophy 3
TOTAL 82 76 -
77
Note: Only one Social Science Elective is required for BA majors
**Hermeneutics, Literature Elective, Social Science Elective, Quantitative Reasoning, and

Contemporary Issues in Science are not required for Bachelor of Music majors (5

16

-year program)




CLEP Exam Information

The CollegeLevel Examination Programd / [ 9t 0 2FFSNB | aSNAS&a 2F SEI YA
knowledge of the materials typically covered in colldgeel general education courses. The exams are
administered by national testing centers, usually located at major colleges or univerbibie$urther

information about CLEP, call8D0-257-9558 (Eastern Standard Time). You may also check out their
website at www.collegeboard.com.

Please note that the CLEP code for MBI is 1486. Indicate this on your test registration so that a free
official score report will automatically be sent to MBI.

MOODY BIBLE INSTITUTE POLICIES REGARDING CLERFSWIATE OF BIBLICAL STUDIES
AND BACHELOR OF SCIENCE IN BIBLICAL STUDIES DEGREES
By taking these exams, an MBI student who scores sufficieatigs credit to satisfy MBI general
education requirements.
e Academic/test credits that exceed ten years from the date of completion are not applicable
toward current degree curricula.
o | ff I [ 9t SEIFY &a02NB&a Ydzad oS & daluaton daefas 6 ST 2 NJ
follows: September 15 for December graduation, January 15 for May graduation, and June 1 for
July graduation.
¢ MBI does not require the essay portion of any test.
e MBI requires a score of 50 for all exams to receive credits.
o We will accept CEP credits for the following program requirements as well as electives:

a.LQa Credits
MDLC REQUIREMENTS CLEP EXAM Required Applied to
Score Curriculum
Introductory English or College | English Composition (no essay) 50 3
Writing
Introduction toPsychology Introductory Psychology 50 3
Developmental Psychology Human Growth and Development 50 3
Math for Liberal ArtéAND College Mathematics 50 5
Quantitative Reasoning
Math for Liberal Arts Algebra or Trigonometry or Calculug 50 3
(alternatives)
Life SciencAND Natural Sciences 50 6
Physical Science
Life Science Biology (alternative) 50 3
Physical Science Chemistry (alternative) 50 3
Intro to Literature English Literature 50 3
OR American Literature
Intermediate Computer Skills Information Systems & Computer 50 3
Applications

17



Enrollment Procedures

It can beconfusingtrying toregister for classes on our my.moody.edu web#itethe first time Here
are step ly step directions on how to registésr a Distance Learning course.

PN PE

oo

13.

Log into my.moody.edu
Underthe Students Tablickinto your Student Center
Under Academics chooslee link that say&ENROLL
Choose the desired semester
a. For Independent Study cours@sid Online SelPaced coursegou will need to choose
the Fallsemester until January, the Spring semester until May &nd the Summer
semester until July 3Example: If yowant to sign up for an Independent $iyiclass
on December 12, 201¥ouwould choose Fall 201fbr the semester even though the
class will mstly bedone in Spring 2012
b. For Regional Classrooms and Online Semester Based courses you will choose the
semestelin which the class beginExample: choose Spring 20fb2 classes that begin
January 2012
Click the greeiSEARCHutton
At the top of the screen choose the corr«eeAMPUS
a. For Online Instruction choose Online
b. For Online SelPaced choose OnliAeP
c. For Independent Study choose Independent Study
d. For Regional Classroom choose tlerect location
Click the greeiSEARCHutton at the bottom of the page
Scroll through the search results and find the course you would like to register for.
Click the greeiSELECT CLAf®O0N

. If this is the course you would like to register for click the gmd&XToutton
. The class is now in youn@pping cart
. To register for additional courses, you will need to repeat these same steps or if you would like

to finish registering at this time click the greBROCEED TO STEP 2mit®n
Click the greefrINISH ENROLLIKNGton and you are enrolled ithe course

Note: Soon after you enroll, your school bill will be charged for the new course. For Independent Study
and Online SelPaced Courses, you will need to pay for the course in full or arrange a payment plan (see
page23) within 14 daysof registaing for the course. You will not receive the necessary comegerials

for Independent StudgZourses or be allowed access to Blackboard for Onlind*8edfd courses until

Moody Bible Instituteseceivesyour paymentn full.

For Online Semester Based Courses, you will need to pay for your course before gmemigccess to
the course on BlackboariiVe recommend paying for the course soon after enrollment or at least one
week before the class is scheduled to begin.
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Creditand Drop Policy for Moody Bible Institute

To drop a class, go tay.moody.edwand thendStudent Centek ClickdEnrolE and then chooseédropé
from the tabs at the toplf you have an issue dropping your course, youaariact Academic Records
at 312329-2087.

The following chart listthe tuition credit you are given for dropping classes. If you drop gtass and

NEOSAOPS I ONBRAGI @&2dz Oy O2y il Ol MNdl adzNBE hLISNI i
Amount ofCredit Independent
to Students Study and Seff 16-Week Class 8-Week Class
Account PacedCourse
100%| Week 1 Week 1 [t Faa {1
75%| -- Week 2 Day 57
50%| Weeks 24* Week 3 Week 2
0%| Week 4+ Week 4+ Week 3+

*An additional credit of 50% will badded if Independent Study materials are return in sellable condition.

Students may drop a class at any time through the student portal. Grades will be assigned based on the
date thecourse is dropped according to the schedule below. Courses droppedtadtaalfway point
of the class will be assigned a grade of Withdraw Fail (WF), which will negatively affect GPA.

Independent
Grade Given Study and Seff 16-Week Class 8-Week Class
PacedCourse
5NR LInb2 |/ flFaa { {|Week13 Week 12
2 AUKRNJ 6151 & omm5 | Week48 Week 34
g;?]gl‘;‘;”(‘v\%eater Month 3+ Week 9+ Week 5+**

*If a course must be dropped during the Greater Penalty period due to an Emergency, student may submit an
official appeal to the Academic Standa@smmittee. If approved, the grade of Withdraw Fail (WF) will be
changed to Withdraw Pass (WP). Appeal forms may be obtained from the Academic Records office.

**You must emaikcademicrecords@moody.eda request a drop during this time.
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Extension Information

Online Semester Based Courses

To request an extension for your Online Semester Based course, you will need to go into Blackboard and
into your course. The extension form is un@@urse Resourcasdis in theGeneral Moody Documents
folder. A processing fee for this extension may applyis form will need to be filled out andmeailed to

your instructor THREE weeks before the end course. Extensions are only given in unusual or rare
circumstances. fou are given the extension, you will be givBARE®eeks from the course end date

to complete the assignments.

Online SeHlPaced Courses

For an extension for your Online SEHiced course, you will need to log into your my.moody.edu portal.
Click into theMDLtab and undediMPORTANTFORMShere is a form called thindependent Studies
ExtensionFill this form oubnlineand it will be subritted to our Academic Records Department for
consideration. It is recommended that you fill this out at least one month before the end of your course.
An extension fee may applif.you are given an extension, you will be notified viaal and will be

given an additional SIX months to complete your course. Your grade for the course will show as |
(Incomplete) and will be adjusted once all of your assignments are submitted and graded.

Independent Study

See instructions for Online Sélaced extensiorequest

Important Resources

Email

My.moody.edu Email Account

Upon being accepted as a student, a Moodyail address will be created for you. To access tnsé
account, go to my.moody.ed&rom here clickMessenger Expresandlog-in using the same user name
and password that you used fgour my.moody.ed@ccount You can also go to the website
http://femail. moody.edu/. Be sure to check your Moodyreail frequently as information from Moody
will be sent to this account.

If you would like to forward your Moody-mail to your home amail account, click o@ptionsat the
top. Then cliclSettingson the left side of the screen. There will be a heading that B&jsForwarding
Check the box tenable forwarding and type the-mail addresso whichyouwould like the mail
forwarded

For an instructional video on how to set up mail forwarding, please Esitil Forwarding Irtsuctional
Video
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Student Resource Assistants

Student Resource AssistaniSRA) areesvice workers at Moody Distance Learning velaoe for the
needs of an assigned group of current students.

¢tKS {w! Qa 220 AyOfdzRSay

¢ Introducingstudents to Blackboardnd educatinghem on how to be successful in their
courses)

e Assising students towardcompleting theirdegree

e Trackngstudent participation irBlackboard courses

¢ If needed, interveningo further asist students with their course

¢ Providinga consistenpoint of contact forstudents

e Assisingstudents in determining the beslistance learning option® obtain their degree

When you first register with Moody expect antroductione-mail from yourSRAThe SRA will also ask
you questions about yoursdike your educational and ministry goals. Please respond to tigieso
your SRA can better serve you in the future.

Througtout the year, expect phone calls aneails from your SRA checking up on your classes and
giving you information about new cleas andlistance learningptions. Also, a few months before each

semester, your SRA will call you to assist you in registering for your next semester and helping you
choose your classes adistance learning options

Library Services

As a distancéearning sudent, you have access to a variety of Library Resources from the Crowell
Library located on the Moody Campus.

To access these resources vislbody Bible Institute Library Website

If you are ever on campus, you are more than welcome to check out books from the.lNmanjiso
have access to a variety of databases where you can find articles and documents on various subjects.

Document Delivery Interlibrary Loan (ILL)
Distance Learning students may request books and/or journal matésids sent directliyto them from
the Crowell Librgy. These items will be sent either as soon as the request is processed or the material

becomes available.

For items not available in the Crowell Library, distance learning students may initiate an Interlibrary
Loan (ILL) request through their local public or college libReguest formare available online and
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materials generally take two to three weeks for delivery. Books are loaned for up to one month and may
be renewable. Photocopies are free for up to 10 maged are .10 cents per page thereafter.

CareerDevelopment Services

The services of the Career Development Center, a department within the Student Services Division, are
available to all MDL students and graduates. Pleasd-&f0-DL-MOODY ad ask fo Career
Development, email careerdev@moody.edwor visit them online ahttp://careerdev.moody.edu

Career Developmer8ervices include:

¢ Assessments thelp you deviseareer goalsThe following assessments are availaklareer
Match, Personality Inventory, and a Spiritual Gifts Inventory. There is gecfaradministering
assessments.

e Ministry Search resources include the Referral Service for graduates and The tib. Bath
are accessible on the internet atvw.moody.eduor e-mail careerdev@moody.edu

e Counseling by the Career Development Center staffailable in the Career Office. Requas
appointment by phoner email. Counselinghayinclude ministry search, further education,
and career interests. ContaBatrick.Friedline @moody.edor further assistance

Social Media

Moody Distancelearning Facebook

Search for Moody Distance Learning on Facebook, or click thibtlipK/bit.ly/91Irfw . Following us on
Facebook will help you keep up to date with the latest opportunities andrmition about disance
learning and will provide you with an opriunity to connect with other distancearning students.

Follow Moody Distance Learning on Twitter

Follow us atvww.twitter.com/MoodyDL

Moody Distance Learnig Blog

You candllow along with our blog atttp://moodydistancelearning.wordpress.comRead posts from
the faculty of MDL.

Moody Distance Learning on YouTube

There are tutorial videoavailable on YouTube that Wilelp students navigatdhe my.moody.edu
student portal These videos are also hosted on our Facebook. Please visit:
http://www.youtube.com/moodydicto view these tutorial videos.
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Financial Aid Options

Moody can defer federal loans acquired by transfer students while studying at other institutions.
Contact your lender for a deferment form. Please direct any student aid questions to the Office of
Student Aid via email at finaradaid@moody.edu.

As of this writing, the Financial Aid available is as follows:

Federal Aid

Moody has applied to participate in Title IV grant programst the federal loan programs, which is
consistent with its mission to encourage students to gradwate begin their ministry debiree.

Under the Title IV grant programs, tuiti-paying studentsnay qualify for up to $5,550 in Pell Grants,
significantly offsetting the cost of your tuition.

To recievd-ederal Pell Grants, each student will need to compldteca Application for Federal
Student AidFAFSA).

For more information, please vighe Financial Aid FAQmge and=inancial Aid Glossary

Moody Payment Plan

Moody has recenyl changed the payment plan for distaneaining students. It is nowfave part
payment plan. In order to enroll in the payment plan, you need to have a minimum charge on your
account of$1,000

The payment plan runs on a senmsbasis, so to enroll in the payment plan for the fall semester you
will need to sign up by July. The first payment will be due by Audustd then four subsequent
payments will follow.

To sign up for the payment plan:
1. Log intoMy.moody.edu
2. Click theChicago Campusb
3. UnderStudent Formsfill out the Payment Plan Enrollment Form

Note: If you are signg up for an Independent Study Online SelPaced course you can still utilize the

payment plan. If you sign up for your course at the beginningetemester then see the instructions

above. However, if you register for the class during the semester, you can still get on the payment plan

odzi @2dzNJ FANRG LI &YSyid ¢gAff ySSR (2 O20SN) GKS Y2y

e Examplelf you sig up for two Independent Studyourses in September, you will have a
balance of $1,027. If you enroll in the payment plan, you will need to pay July, August, and
{SLWISYOSNRA LI e&YySyilia 6KAOK ¢g2dzZ R Sljdz2rf bPcmc ®Hn
November you would pay $205.40.
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Tuition Assistance

Available to: Active duty military, those currently in the militarrfmy, Coast Guard\ir Force, Navy,

Marines, and National Guareétc)

How it works:Students must contact their education officer who sends in their Tuition Assistance (TA)

Form (via email, fax, or maijloody Distance LearninigA f t G KSy O2YLIX SGS GKS & dzf

Gl Bill

Available to: Nonractive duty military, those not ctently in the military.

How it works: Students pay upfront and are reimbursed once paper work is submitted to the military.

Vocational Rehabilitation
Available to: Students that have their classes paid for by either military or government rehabilitation.

How it works:Students do not have to pay upfront but let their rehabilitation officer know what classes
they will be taking. The rehabilitation officer sends fiteper forms to Treasury Operations.

Company Voucher
Available to: Students who have their company pay their tuition

How it works:Student senda form from their company stating what classes they will be taking and the
amount the company will be payg. The students do not have to pay upfront; the companies will be
billed by Moody.

Scholarships

Mary Burton Scholarship

Annual scholarshipsaarded to students enrolled in distance learning, undergraduate, aadugate

schools, are funded fromay R2 6 YSy 4 3IAGBSY o6& | fdzyydza al NB . dzNI 2y
faithfulness, His guidance, and enablement throughout more than four decades of serving Christ, His

church, and advancing His cause in her community. Scholarships will be awarded to studemtisigre

to serve Christ vocationally in the urban context.

Ross and Gladys Campbell Memorial Scholarghip
Annual scholarships are given in memory of Ross and Gladys Campbell to quiadifegtaduate,
graduate, or distance learnirgjudentswho are prepang for ministry.

Moody Distance Learning Female Student Grant Fiund
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A grant will be awarded to a female student who isaled in distance learning at Moody Bible
Institute. ! AaGNBYy 3 LINBFSNBYyOS gAft 06S FAGSYy (2 LI ad2NBRQ

For a full list of avifable Scholarships and other Financial Aid information, please visit
http://www.moody.edu/financialaid/

Moody Distance Learning Discounts

FulFTime Moody Employees

Fulitime Moody employees, along witheir spouse and dependas, receive a 50% discount on

distance ¢arning collegeredit courses. This includes Regional Classrooms, Online Courses, Online Self
Paced Courses, Independent Stydyraduate Online Courses, and Graduate Modular Courses.

FulkTime Missionaries

Fulktime missionaries receive a 25% discount on Regional Classrooms, Online Courses (Undergraduate
and Graduate), Online Séteced Courses, Independent Stualyd Graduate Modular Courses

Note: Missionaries much provide documetiten that they are fultime missionaries. This is usually
provided by their mission organization.

NOTE: Students cannot receive double discounts. Only one discount can apply at a time.

Graduation Information

When you find that you are close to finisbigour degree (usually two or three semesters before your
projected graduation date)-enail Academic Records atlvising@moody.edwio begin the graduation
process.

Note: It is gorocess You cannot complete your last course and assume you will be on the list to
graduate or will receive your degree. You needhitiate the graduation process bymailing Academic
Records.

Distance Learning students pursuing the Bachelor of ScienchkliteBStudie®r Bachelor of Science in
Ministry Leadershiare allowed toparticipate in the graduation ceremony
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Gontact Information

Moody Distance Learning

Toll-Free Number 1-800-758-6352 Email: mdic@moody.edu
e Call this number for general information about Moody Distance Learning or for questions
regarding courses. This will take you to the Service Depant at Moody Distance Learning

Independent.Studies@moody.edu
e For questions atut ordering Independent Studyourses andor questions abouyour shipment

Mdlc-proctors@moody.edu
e For gquestions aboytroctors for Independent Studyourses andubmission oforms via email

RegionalClassrooms Office1l-800-758-6352 Email: rc@moody.edu
e For Regional Classroom questions and to requestabsiland textbook list

Admissions

Main Number. 312329-44000r 1-800-588-8344 E-mail: admissions@moody.edu
e For information about the status of an applicationfor questions about the admissions process

Academic Records

Main Number 3123292087 E-mail: advising@moody.edar academicrecords@moody.edu

This number is important
Academic Records handles:
e Academic Advising
0 To speak with an Academic Advisor you can contact:
A Melanie Monteclara 312-329-4264
A Kathryn Bragg312-329-4432
A Bethanne Tremper312 3294263
e Transcript Audits
e Transcript requests (if they need to be sent somewhere)
e Transfer Credit information
e Issues with tbpping classes
e Enroliment Verification
e Prerequisite issues
e Graduation Process

Education Technology Services
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Main Number 1-312-329-4067, Registration Hotline 1-877-722-9478
e ETS handles technical difficulties, issues with Blackboard, anpgralddesregistration
assistance

Treasury Operations

Main Number. 1-312-329-4223
e For general payment and billing issues and questions

Emma Williams1-312-329-4212
e For questions about the payment plan or to enroll in the payment plan

Office of Student Aid1-312-329-4184
e For gquestions about FinanciadAGI Bill Pell GrantsScholarshipsetc.)

Diane Sergeantl-312-329-4223
e Tuition Assistance and Company Vouchers

Diana Harris1-312-329-4439
e To pay your bill or request a refuifgou can also contact the main treasury operations number
to pay a bilor request a refund)
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Research Assistance from the Crowell Learning Resource
Center

There is extensive reference help available from the Crowell Learning Resource Center, by phone, fax, or
online. The library contains much more than books! The iehis wwwilibrary.moody.edu
When asking for reference assistance (location of materials, performing a search, ideas for resources,
simple queries, etc.) you have many options:

e Phone the Library Information Desk3#t2-329-4175 or call 80&21-7105 and dial 4175 after

the announcement

e Fax arequest to 313298959

e Send an nail message ttbrary@moody.edu

e Mail a letter to: Library, 820 N. LaSalle Blvd., Chicago, IL 60610
Immediate assistance is available from the Information Desk at3®4175 during regular library
hours.
The reference department should be able to respond to famalt, and mail queries within 24 hours
during the work week.
The MBI library provides all dalty and students, regardless of location, with access tetdutl and
abstracted research databases.
Over 6,700 periodicals, including over 2,600 scholarly and-mgs#gwed journals, 550 popular and
general interest publications, 1,100 business jolsn&00 health journals, plus full text television and
radio news transcripts and the selected full text of (25) national U.S. and (200) regional U.S. newspapers
are available.
Access to certain databases requires username/password authentication thtbegkloody intranet
Web site, using your username and password supplied to you at the beginning of the semester.
For questions about logging in and Tech Support, contact the ETS Help Desid29-3087.

Research Papers and MLA Style

MLA Style

Moody Distance Learningdheres to theModern Language Association (Mis@)le for all class papers at
the undergraduate level. Research papers must follow this style.
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Appendix A: Sample MLA Style Paper

The following example shows the formatting layoutéof ! &ddGéft S 3JIdzA RSt Ay Sa | f2y13
LINEFSNNBR FT2NXI G F2NJ ARSyi(GAFeAy3d aGdzRSyiQa yl YS:
indicates another format for submitting specific assignments, please follow their instructions.
e Pagemarginsaé?2 06S m¢ 2y Fff &ARS
e {(dzRSYy G ftFrad yrYS FyR L} 13
¢ Doublespace entire paper
e LYRSYd LI NI INF LKA oyé
e LYRSy( o02ESR ljd2iSa wm¢
22N)] & /A0SR NBFSNByOSa akKz2dzZ R 6S oyé¢ KFIyIAy3d Ay

RS A&
S ydzYoSNJ LJX I OSR oy¢ FN
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