Hunter College Self-Enroliment Guide

NOTE: any difficulty you may have enrolling yourself in SPARC, please contact the Title IX Team at
TitleIX@Hunter.cuny.edu. Please include your EMPL ID, why you need to complete SPARC, and the issue you are having.

All technical issues after you are enrolled, should be addressed to the Student Helpdesk studenthelpdesk@hunter.cuny.edu

1. Click on the following link which will bring you to BlackBoard/CUNYfirst log in page:
https://bbhosted.cuny.edu/webapps/blackboard/execute/courseMain?course_id= 1795683 1

2. This is what you will see when you click the link. Enter your log-in information:
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3. Once you log in you will be taken to the Hunter Students SPARC homepage on
BlackBoard which looks like this:
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4. Please click the “enroll” button located on the left hand side of your screen:
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5. Once you click “Enroll” you will be asked to enter an access code. The access code is 111
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7. Once you hit “Submit” you should see the following:
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Please click the “Ok” bottom in the lower right corner /

8. After you hit “Ok” you should be enrolled in SPARC. You will see the following page
with instructions on how to proceed:
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1 - Select the "SPARC Training Module Selection Page” option from the menu on the left and follow the instructions.
2 - Once completed, if you wish to print a certificate showing the earliest date you completed the SPARC Online Training, select "SPARC Completion Certificate” from the menu on the left and click

the small printer icon on the SPARC Completion Certificate.
3 - If you have been asked to take SPARC more than once and require proof of the most recent date of select "SPARC C History” from the menu on the left and print the page.

Blackboard

9. Click on “SPARC Training Module Selection Page” on the left hand side bar.
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10. SPARC has 4 modules which you must complete and validate in order to get credit for
completing the training. Once you click on “SPARC Training Module Selection Page”
the page below will appear with Module 1:
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SPARC Training Module Selection Page
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Announcements Instructions:

SPARC Training Module SPARC Online Training consists of four (4) modules. You must complete all of them to get credit for
Selection Page completing SPARC.

SPARC Completion Histor . ) )
P & Please note that we use adaptive release for this course. You have to view each module and then

S complete the one (1) question validation before the next module will become available. Once you
complete all four modules and the final validation, you will be able to print your certificate. Each module is
designed to be approximately 5-10 minutes.

Please complete each individual module in one sitting as it will not
resume where you left off.

CUNY SPARC Online Training - Module 1

Ef

Please click the link above to view Module 1. After viewing all of the slides, complete the validation, which
will appear below to access Module 2.

SPARC Version 2.0 - Updated September 20, 2018
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11. To access Module 1 and begin the training please click on “CUNY SPARC Online
Training- Module 17

111 Instructions:
SPARC Online Training consists of four (4) modules, You must complete all of them to get credit for
completing SPARC.

Please note that we use adaptive release for this course. You have to view each module and then
complete the one (1) question validation before the next module will become avallable. Once you
complete all four modules and the final validation, you will be able to print your certificate. Each module Is
designed to be approximately 5-10 minutes,

Please complete each individual module in one sitting as it will not
esume where you left off.

CUNY SPARC Online Training - Module 1

Please click the link above to view Module 1. After viewing all of the slides, complete the validation, which
will appear below to access Module 2.

aptember 20, 2016

SPARC Veralon 2.0 - Update

12. Make sure popups are not blocked, otherwise you will see a screen that looks like this:

Launch Course CUNY SPARC Online Training - Module 1

If you see this page that

jetion History We attempted 1o launch your course in & new window, but a popup blocker is preventing it from opening. Please disable popup blockers for this site

yiblscher a rave says “Popup Blocked,”

\ click
“Launch Course”

or
“Allow Once”

| Microsoft Edge blocked a pop-up from bbhasted.cuny.edu, Allow once Always allow x |

13. Once you “Launch Course” you will be taken to Module 1 of the training in a separate
window.
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14. Module 1 of the SPARC Training should automatically begin. If it doesn’t, please click
“Module 1-Welcome and Instructions” on the left hand side
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bbhosted.cuny.edu/courses/1/HTRO1_SSPARC_FA2018/content/_37960979_1/index_Ims_htmi5.htm!
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15. Once you begin Module 1 you will see a slide with instructions to click a “validation”
button at the end of watching each module to ensure you completed it. The slide will
explain how to complete the validation :
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16. At the end of each module there is a brief quiz (usually consisting of questions based on
what you watched). Once you complete the quiz you will be reminded about the
validation portion. Please click “Return to Module Selection Page”
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17. Once you click “Return to Module Selection Page” you will notice a new graphic which is
titled “SPARC Module 1 Validation.” Click this title to validate you completed Module 1.
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JRT—— “‘T Instructions:

SPARC Training Module SPARC Online Tralning consists of four (4) mbdules. You must complete all of them to get credit for
laction Page completing SPARC.

Please note that we use adaptive release fpr this course. You have to view each module and then
R cometeten complete the one (1) question validation béfore the next module will become avallable. Once you

complete all four modules and the final vdlidation, you will be able to print your certificate. Each module
is designed to be approximately 5-10 mijiutes.

ARC Completion Hiatory

Please complete each indiyidual module in one sitting as it will not
resume where you left off,

- CUNY SPARC Online Training - Modlle 1

Please click the link above to view Module 1. After viewing all of the slides, complete the validation,
which will appear below to acgéss Module 2.

SPARC Version 2.0 - Updated Septempfer 20, 2018

N 5} SPARC Module 1 Validation

Click the link and answer the question to continue on to Module 2

18. Once you click the “SPARC Module 1 Validation” you will see the following screen,
click the button that says “Begin”
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Announcements

SPARC Training Module
Selection Page INSTRUCTIONS

SPARC Completion History

Once started, this test must be completed in one sitting. Do not leave the ted

SPARC Completion Force Completion fgfore clicking Save and Submit
Certificate
Multiple Attempts This test allows multple attemps.

Click Begin to start: SPARC Module 1 Validation. Click Cancel to go back.

Click Begin to start. Click Caneel to quit.

19. The Validation screen will appear and ask you to certify that you viewed the module and
understood it. Select “yes” to validate and then click the bottom that says “Save and
Submit”
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Take Test: SPARC Module 1 Validation
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Announcements # Test Information

SPARC Training Module Description

Selection Page Instructions. Please answer this one question validation to move on to Module 2.

SPARC Completion Hist
e Multiple Attempts This test allows multiple attsmpts.

Force Completion Once started, this test must be completed in one sitting. Do not leave the test before clicking Save and Submit.

SPARC Completion
Centificate

+ Question Completion Status:

QUESTION 1 100 points  save Answer

Do you certify that you h e viewed and understand the content contained in Module 1?

0 save and submit. Click Save All Answers to save all answers.

Save All Answers Save and Submit

20. If you see the following popup please click on “OK”

Take Test: SPARC Module 1 Validation

This site says.
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21. You should then see a confirmation page for the Module validation, which will look like
this:
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22. You will then see a submission certification page, please click on the “OK” button in the
lower right corner
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SPARC Module 1 Validation
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Completed

100 out of 100 points.

0 minute

Please answer this one question vaidation to move on to Module 2

Question 1 100 out of 100 points
Do you certily that you have viewed and understand the content contained in Module 17

Wednesday, November 7, 2018 2:42:42 PM EST

23. Once you submit the validation to Module 1, you will be sent back to the “SPARC
Training Module Selection Page” where you will see the next Module listed, click the
title to begin the next Module:

hitpsy/bbhosted.cuny.edu/webapps/blac
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Instructions:

SPARC Online Training consists of four (4) modules. You must complete all of them to get credit for
completing SPARC.

: Please note that we use adaptive release for this course. You have to view each module and then
o complete the one (1) question validation before the next module will become available. Once you
complete all four modules and the final validation, you will be able to print your certificate. Each module
is designed to be approximately 5-10 minutes.
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ompletion History

Please complete each individual module in one sitting as it will not
resume where you left off.

== CUNY SPARC Online Training - Module 1

Please click the link above to view Module 1. After viewing all of the slides, complete the validation,
which will appear below to access Module 2.

SPARG Version 2.0 - Updated September 20, 2018

x> SPARC Module 1 Validation

Click the link and an estion to continue on to Module 2.

CUNY SPARC Online Training - Module 2

Please click the link above to view Module 2, _A#

ewing all of the slides, complete the validation,

SPARC Version 2.0 - Updated September 20, 2018

24. Once you complete Module 1 and click on the “CUNY SPARC Online Training-Module
2, you will be redirected to the main training and it will show you completed Module 1
and can click to begin Module 2
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25. Repeat these steps for each Module. This includes watching the slides and validating that
you comprehend what they discuss.

26. Once you complete the SPARC training, you will see on the left hand side something that
says “SPARC Completion Certificate.” Please save your certificate for your records. If
you need to hand it in to a specified individual please print it out and hand it in, if you
need to email it to someone please save it and send it via email as a PDF.

27. If you have any questions please email TitlelX@hunter.cuny.edu and provide your
EMPL ID. You can also review the SPARC Online Training FAQs on the following
website: http://www.hunter.cuny.edu/diversityandcompliancef/title-ix

The SPARC Team is managed by Sharmeen Ahmed, Associate Director of Student
Conduct and Laura Nelson, Deputy Director of Diversity and Title X Compliance
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