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1 Overview

The goal of this document is to provide an overview of Virtual Learning Academy or
VLA. It will familiarize you with the most common features of the application.

This manual starts by explaining how to login to VLA and what information is contained
on the home page. The next section describes how to view unit content, questions and
resources. The following section explains the grading of units and viewing the progress
of a class. The final two sections explain the messaging system used to interact with
students and the help system.
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2 Login & Homepage

2.1 Login

This is the first page of the application. A valid username and password is required in
order to proceed.

Virtual LeamingAcademy

Welcame o the Virtual Learning Academy!

~~ Messages ~—~

JeffErSUﬂ'cU unty Attantion, VLA Parerts_ Studsnts, Paint of Contacts and Taachersll We now hase  new
Educahgnal HEmaﬂmhlﬂnhwmmMmmmMWLm
SEWiCE CEﬂter Academy account! The 2-mail address is: VLA HELP@OMERESA NET

Virtual Learning

Academy
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2.2 Homepage

The Home Page is the first page you will see after logging in. The following sections
explain the individual parts of this page.

Virtual LeamingAcademy

¢tad/ 0w Q

Home Page

Welcome TeacherDemol2 TeacherDemol2 Version: 4.1.0.0

Units to Grade:

Student Uit Date
Shifetfiemats, Stident{Tamist2 AT o ot A /o) S|
StudentDemal?, StudentDemo12 | Eriminal Profiing |6i28/2012

VLA DEMD - Elamantary
&Lﬁ E ﬂg = _&CQ dﬂr
VLA DEMO Elementary

201112

VLA DEMO Sscandary E
201112 =

VLA DEMO Elementary 2011-12 11212011 7:37-47 PM My first racording

EH SiudentDemot2 SiudsrtDampt
B ¥ [SideniDemoiz SudeniDamotz [ VLA DEMO Elementary 2011-12 10312011 31300 P | Pudio
id=Unread  =Read ¥T=Answered ¥ =hat Anzwered @ =Attachment

StudentDemal2

StudenDemal? o

Shud e - n‘d Finals to Grada:
ents in red are sxpired o Coifss Stud
will be avtomatically removed casiich i
oy ot araeti|if 30 o There are no finals to grade!

Class Count Repar
Shows the number of active
students in each class

2.2.1 Toolbar

The toolbar is located in the top right corner of the homepage and provides access to
some commonly used features of VLA. The toolbar can be found on every page.

Return to the VLA Home Page.

View messages (See Section 5.1 for details).

View VLA Teacher Blog (See Section 6.3 for details).

Write a message (See Section 5.2 for details).

View Forum, Threaded Discussion (See Section 5.3 for details).
Frequently asked questions (See Section 6.1 for details).
Contact technical support (See Section 6.2 for details).

Logout of the system.

QF e

< R R

2.2.2 Your Classes

This section displays a list of your classes. Clicking on a class name will take you to the
Course Units page where you can view the units associated with the class. Clicking the
B icon takes you to the Class Progress page where you can see student grades.

Your Courses

ACT ACT Preparation_10th Ed G
1-18)

ACT ACT Preparation_10th Ed G
19-36

ACT ACT Preparation_10th Ed B

ENG LA Kindergarten G

FAITI Introduction to Theatre |
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2.2.3 Your Students
This section displays a list of students from all of your classes. To view student grades,

click on a name and you will be taken to the Student Grades page. Clicking on the [ icon
will display a new message window. Clicking the & icon takes you to the ‘View As the
Student’” page. What this means is that when you click this icon you will be taken to the
homepage of the student. This is the exact same page the student sees when they login.
Then you can then travel through the VLA application as the student. This feature can be
used to assist students who are having problems with VLA. Also, this allows you to see
their units and grades in other classes.

Your Students

Baldridge, Victoria B @
Dingus, Shavna |f W5
Fernberg, Heather H oW
Fuchs, Savanna B e
Greathouse, Natisha [ €
Hardman, Jav "
Hysell, Aubrey B oo
Marling, Evan H W

2.2.4 Units to Grade

This section displays a list of all assignments that have been submitted by your students
for grading. Clicking on a unit name will take you to the Unit Assessment page where it
can be graded.

Units to Grade:

Course Student Unit Date
VLA DEMO Secondary 2011-12 Demos2012, Student Surface Area 9442012
VLA DEMO Elementary 2011-12 Demos2012, Student Little Seeds 9/4/2012

2.2.5 New Messages

This section of the homepage displays unread and not answered messages. Click on the
name in the ‘From’ column to view the message.

New Messages:
Status From Course Date Re
2 Taylor Beckham 4/22/2012 11:40:56 PM RE: End of year

bd=Unread (3=Read ¥=Answered ¥ =MNot Answered 0 =Attachment

2.2.6 Finals to Grade

This section displays a list of students who have completed all of their units and need a
final grade assigned. Clicking on a student’s name will take you to the Student Grades
page where a final grade can be entered.

[Math Integrated Math | Wright, Anna
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3 Viewing Units

3.1 Course Units Page

To get to the Course Units page click on the class name in the *Your Courses’ section of
the Home Page. This page displays a list of all the units for a class. Clicking on a unit
name will take you to the Unit page where you can review the unit.

T — faE/ "0%0
Virtval LeamingAcademy Course Units
Click on the unit name to view the unit
Sog¥  Unit Nama Anithos
1 Comparing Kotsanis Moore
2 hdgnths of the Year Part Ons (sner. fabrero. mamzo. abnl, mayo. jnic) Ullom Silvestri
3 \Linle Seeds Julie Hirats
4 -I'amsa Sihvestr
|B .Mnrgan Ditapoks, Fishar
B Teresa Sibestn
3 i Banni DlNapuh
's_' IGua mliEfes hncer? - -_-l’er!ea Silvestr
L] (Undesslanding Geometng Concapls Sharan Doty
[Lon Roberts
Cynthia Bordash
[Sharon Doty
(Jenniter Buce
(Jenniar Bruce
John Retton
Debbes Straks

3.2 Unit Page

The Unit page allows the teacher to see the unit content, questions and additional
resources. The following sections will explain the various options available in the vertical
toolbar on the left.

3.2.1 Split Screen View

The Split Screen view shows the unit content and questions on the same page.

deffernCerty £ T o 4 L._ g g F. 7 a ﬁ 6
Virtual LearningAcacemy Uit

VLA DEMO Sacondary 2011-12 -m~m=.c=: Thaatra - Format

Musical Theatre

s

I
i3

3
£
B

@

| |
Course: FAITI on to Theatra |
Unit: Musical Theatie

i

Answer the foflowing questions halow:
For questions 1 through 3, type a response in the answer box apolyirg what yoa have leamed about musical theatre,

1) Mame ong of e ways music and theatie were cembined, prior 1o the Pception of mesical theatrs. =
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3.2.2 Unit View
The Unit view shows a unit’s content.

Virtual Learning Academy

A & B -

d=0-%"0W
Unit

(STEL VLA DEMO Elernentary 2011-12 vmw Latitece and Longitude '

PDF File

Course Overview

This course focuses on the geography of the continent of North America. Students learn how people came to the continent
and about the land and resources they found. Citizenship skills build as students learn about U.S. history and the democratic
government of the United States. Students continue to develop research skills by obtaining information from multiple
sources.

LATITUDE AND LONGITUDE

Unit Overview

In this unit, we will be learning about longitude and latitude lines and how they help us locate places on Earth,
Longitude lines run from the North Pole to the South Pole. Latitude lines run east to west. We will also read about the
equator and the prime meridian. Both of these have a location of 07,

To help people know where things are located on the Earth, map makers decided to draw imaginary
lines around it. So when you look at most maps or globes. you will notice lines that run across and up
4 and down. They form a sort of grid. A grid is a set of criss-crossing lines. Look at the globe fo the left.

3.2.3 Questions View

The Questions view shows a unit’s questions.

s 1
Ly || effereon Courty ESC i _,ﬂB/rﬂ-e
Virtval L earningAcaderny Answer Cuestions
VLA DEMO Elemantary 2011-12 = m 10. Labtude and Longilude - _
- Answer the lollowing guestions below:
Using the map of the world from your lesson, answer the following questions.
Sot Scraen
|k = 1) The fne that deides the warld in half info an eastemn and westem section is cafled the
E A latitude
king B} longstude
) pnime meridian
3 1 D) squator
Correct Answer: T
T 5o |
9 2) What iz the coordinates for the equator and the prime meddian?
fesources
Erintsr Frisndy
20000 character(s) lef
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3.2.4 Resources View

The Resources view shows where you can find more information or sample problems for
the unit. They can be documents or websites.

R —— damdsmem
Virtual Learning Academy Visw Rastiicss
[rz Aogles_Depreasion of
[ | ATHOG T GO0 ANSWERS hiw
FESY BATHOGTLN Rt Trgongrstey ool
Pulbagoregn Thedrain gl
kTN e
:*H‘-'-li:...-!::l'l‘_ﬂ"!i?-'
Qussons md_Fund_Sad bem
ml_Tingng Digiance bm
sl Speca Tngnoies fi
Birtguroas
rntet frendly
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4 Grading and Course Progress

4.1 Student Grades Page

To get to the Student Grades page click on the student’s name in the “Your Students’
section of the Home Page. On this page you can view the student’s units and grades. You
can change between courses by using the ‘Course’ dropdown menu. Clicking on the unit
name will take you to the Unit Assessment page.

"~ r—— Fad / "ewo
u Virtual Leaming A cadery -
Course St sk
T wialang EOEITE

Clink om the Unit name o greds the ani
|2 ribine Sk ewTee W
18 Ve Fvsgei Teres B IE Tne Dunmong i Bl Fe e
M |oew wes0UE Taleg T ass e |
= CEm e S - —
2 [Feahe Ssasanl Peggem Frogmmess Tenm Gl "% 88% 18
2-3. ;gg. wgpies Casnphgey Toe g‘ll'\m;]!- .Gnu l-.lT -0\.3; ﬁ-
e tamglisn Tasae Py Dbt [ren Fevy o 78
= Eacie Pugions Soom g S i St Sy Sates | 2m e
m Frogugs Hace  COus AcaDe 03 Ti=m ingrgmarm The Dignngeg 4 e - 0% ta
a7 e - I e T5M T
2 |Diosies Mebense 1020 sl g £y . 128 Prear
E lmamicon a0 al Cmcdud 17 L1
L [Tha besen, e g0l Bee Sopar, Qg Qumd Pengung readet e 2N T2
o oot B et G Ak : s 2 ™ T
2 Crmctions Sezure Curyegegive Soagdeeg s 1] oty s
13 oy iz tcmtTrs Latwe O Ormdms RE- a1
34 s, Lrrn o ool Actorwes e Pavers) Quparueg g L) 6% TH
!ﬂ_- Tupen| deurml Frome Chrectud sy ll-f_l_ﬂ
L mzng Jwcwaw Fimal Ormded 112 oW 24

[Pt | | 120 raaT™ |
Doty Compieind Tiwsan 1o Tanaer Thtraced Cransa Fieal Crntu: 70 (San]

10
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4.2 Unit Assessment Page

There are two ways to get to the Unit Assessment page:
¢+ Click on the course name in the “‘Units to Grade’ section of the Home Page.
++ Click on the unit name on the Student Grades page.

This page allows the teacher to grade a student’s answers to a unit.

S| e careyesc duBd /7 NP0
u Virtual LeamingAcadermy

Saahus: Submitted  Mark: 0% &

i S Caloudated Grade

For the first four questions, select the BEST answer,

1) The YELLOW GROUP n tha Wyiate stands for which food group?
(1A Grang
| B) Végetabiss
1 €] Frat
11 D) Maat and beans
(=1 E} Dils
1.1 Fj Milk and Cheess
Adachmentis)  feone
Cowmect Anawer E
Cormect  Incomect O RaDo  Exclude Viaw Content |

Teacher Comments

Perform the following steps to grade a unit:

1) To grade a question choose the “‘Correct’, ‘Incorrect’, ‘Re-Do’ or ‘Exclude’
button appropriately. By selecting ‘Re-Do’, the student will be able to make
corrections, once the unit is sent back to them. By selecting ‘Exclude’, the
question is not counted and does not factor into the student’s score. Comments
for the student regarding their answer to the question can be entered in the
‘Teacher Comments’ textbox. The students will be able to see the comments once
a grade is assigned for the unit.

11
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2) Continue grading until the end of the unit. If you have to stop grading in the
middle of the unit press the *‘Save & Calculate the Grade’ button at the bottom of
the page. This will save the questions that you have already graded so that they do
not have to be redone when you log back in.

e fa0/=0%0

u Virtual Lear nit Assessmen
(e TN M VLA DEMO Secondary 2011-12 - EEEILEL T StudentDemaoi2. StudentDemol2 = 5. Criminal Profiling - _
Status: Submitted  Mark: 0% ®

e Hide Calzulsted Grada
Calculated Grade: §
% Comact: 0 Grade
Select the unit status

@ This unil is complete
This unit must be re-dane

Enter any comments that you would ke 1a sand Lo the student

You may enter up 1o 1000 characters. [1000] characters ot

| Save & Postihe Grade |

Questi Answer all ina I santence unless indicated otherwisa. True or False:

For questions 1 through 10, skim the chapter listed and use context clues to figure out the meaning of each word. Use the other words and sentences around
your word to find clues to the meaning of your word. Type your definition for the word in the answer box. Make your meaning simple, so that a younger
student could understand it. Do NOT use a dictionary or online search to find the meaning of the word.

1) trestle in Chaptar 1

sampla answer

Attachment(s). Mone
Correct Answer: Answers will vany. Sample Answer: a train brdge

@ Corract () Incorrect (©' Re-Do ) Exclude View Content |

Teacher Comments: 42l Copy student answer for editing

When you have completed grading all questions click the ‘Save & Calculate the Grade’
button. You will notice that the ‘Calculated Grade’ for the unit is displayed just above the
pink box.

ingAcadem

u Virtual Learm:

Stalus: Submitted Maik: 0%

Calculated Grade: 0

% Conect 0 Crade

Select the und sahis
a This unit iz complts
This unit must b re-done

Enter sy commaets that you would ke 12 send (o (he studant

You may entar upto 1000 charactass ']W!l_ chamctars laft

“Sawe & Post the Grade

oy, defferserCounty £5C g & & ﬁ 7 R 0 w a

@

12
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3) Inside the pink box is where you enter the student’s grade for the unit. The
percentage correct is automatically placed in the ‘% Correct’ textbox. However
you can change the number. Place the same number grade in the ‘Grade’ textbox.
Also, enter any comments you would like the student to receive in the comments
textbox. Finally, hit the ‘Save & Post the Grade’ button. Once the grade is posted
the student will be able to see the results. If needed, you can come back at a later
time and change the grade for the student.

You can also request that the student redo the unit by changing the *Select the unit
status’ button to ‘This unit must be re-done’ and hitting the ‘Save & Post the
Grade’ button. Then when the student checks the status of their unit it will be
marked that it needs to be redone.

4.3 Course Progress Page

To get to the Course Progress page click on the & icon in the “Your Courses’ section of
the Home Page. From this page you can view student grades, averages and final scores.
By using the ‘View’ dropdown menu you can also choose to view student ‘Seat Time’.
Seat time is the amount of time spent working on the class (reading a unit, answering the
questions...). Clicking on a unit’s score will take you to the Unit Assessment page where
you can modify the grade. Clicking on a student’s name will take you to the Student
Grades page.

taeB 7 "O0R0

Grades T Acive tr

[ 1 2 3 i 5 § 1 [ [l
Binemiizkd. Tann ] 4 il it 109 55 % 5 ] al

1] & 7] ") £ 6 2 4] & n

[ 2 97 2

1] 7] 18 [F) & i 2] & & B

4 = @ i I 5] I 8 9 F 5

F 1 £ 52 2% P} a FE] a i1 7

a5 25 a5 100 100 100 100 14 E) 100 B8

8 10 81 a 5 i a@ o

Y E 50 % 3 i &

& 7] 1 n n i i) F] 5 o

[1=Panially Completed ] =Submitted to Teacher [0 =Graded [ =Redo

4.3 Course Reports

To get to the Course Reports page click on the “Class Count Report” link in the ‘Reports’
section of the Home Page.

Class Count Report

Shows the number of active
students in each class.

Select what information you would like to include on the report and click ‘Run Reports.’

13



Virtual Learning Academy Staff Documentation

I efferson Caunty ESC -~ Faveresity Do ,;L :_C‘._iﬂ F 4 E 0-9
Virtual LeamingAcaderny Class Count - Detail
Choose the options then press the run button
Select a District: Select Teacher(s): l'_"_"‘]"dﬁ Fledd:
: Studan 0
 Swdent Name
L Distnct Mama
[T Expuration Date
i il I Current Grade
4 [ZiLast Logged In
Select Course{es): Sort Repont by:
- & Course/Teacher/Student
ig‘:m E: :g}— E g::;::m—::r I (= Dhstrict/CoursedTaacher Student
ACT_10th Ed: ACT ACT Praparation_1C I DrstrictTeacher'Cours e/ Student
ENG_LAKG: ENG_LA Kindergarten
FAITL FAITI Introdec Theatre |
et st S‘::n:::h o Select the Output Format:
LANGE120. LANG Spanish 120 - & POF
Exzeal
TIFF
RTF
| Run Repon |
The reports can be printed or saved to your desktop.
Class Student Counts
VLA May 2011 Demo
Teacher2011, Training
VLA May 2011 Demo - Demo District - Teacher2011, Active Students
Student2011, Jefferson County ESC T1.63 BITI2011
Training 9:54:00 AM

14
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5 Messaging

The system allows you send and receive messages from your students.

5.1 Reading Messages

ol : ,
To view the Messages page click the ] icon in the toolbar. Click on the name in the

‘From/To’ column to read a message.

AR ieffersonCanty B - ovreeilyfrogesfiad FaBd7"0EO
Virtual LeamingAcademy Messages
Click en the Mame to View the Message Humber of records to display par page: 50 = Select: All [pna
a E:?::ﬁalr LANG Spanish | (19-36) ;{23!2012 B35 Ioe iravel joumal = =f
8 Logan Longobycen LANG Spanish | ;rg'srzmz S RE
a ool LANG Spanish 1 (1936) (L2712 50555 RE et joumal 3]
= Logan Langabiicca LANG Sparish | IR0 4TS ok fighing course
a Logan Langobucco LANG Spanish | TNAOIZT2230 ok fnishing course
a Logari Longabicea I ANG Spanish | THUZNZBATAZ ok frishing coutse
B8 Logan Longobucca LANG Spanish | ;IPI'Z.'ZU‘IZ B:10:50 finishing course
8 Logan L ongobucco LANG Spanish | RSN er Fl
=] |Lagan Longobucca LANG Sparish | 71972012 9.32 57 PM |RE | ¢ ]
= Unread 5= Read ¥ = Answered ¥ = Mot Answered 0 = Attachment |Da|alg '_

To respond to the message click the “Click Here to answer’ link at the bottom of the
message.

From: StudentDemo12 StudentDemo12
To: TeacherDemo12 TeacherDema12
Date: 11/2/2011 7:374T PM
Re: My first recording

Attachmentis): ¥ Recording way

Dear Teacher Demo,
| hope the recording of my voice worked. It was fun!

Your student,

Student Demo

Important! A reply has been requested. Click Here to answer.

15
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5.2 Writing New Messages

To write a new message click the < icon in the toolbar. Choose which student or class
to send the message to by using the ‘To’ dropdown menu.

From: Spring Demo

To: Spring. Demo-Student (VLA May 2011 Demo - Demo - Dema, Spring)
Show Parents
Date: 6/6/2011 6:43:51 FM

Re: Email gquestion

SR e e IAdd Attachment] | Add Recording

Type to the student here. ..

You may enter up to 20000 characters. [20000| characters left.

Would you like an answer to your message? [ Yes @ No

Send the Message H Cancel ]

5.3 Forum/Threaded Discussion

To post a message on the forum, click on the L= icon in the toolbar. Choose to post the
message for all students to view or select a specific class. See the Threaded Discussion
Instruction Manual for step-by-step instructions.

D — dubd /7 "0WO
u Virtual Learming Acadermy Message Forum

All Studemsiadl
( 3585

Lock Hide Delete

£t |

. Edit
Edit
Edd
Edit

| Becembar Edi

| Thanksgning Edit

| Update

16
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6 Support

6.1 Frequently Asked Questions

Click the @ icon in the toolbar to view frequently asked questions.

6.2 Contact Tech Support

Click the g icon in the toolbar to send a message to Tech Support.

From: TeacherDemo12 TeacherDemo12
To: Jefferson, POC =

Date: 9/7/2012 10:55:35 AM
Re:

BB LT |Add Attachment| | Add Recording

You may enter up to 20000 characters. [20000| characters left.

Would you like an answer to your message? Yes @ Mo

| Send the Message || Cancel |

17
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6.3 VLA Teacher Blogs

Click the G icon in the toolbar to view the VLA Teacher Blog. The students also have

a VLA Student Blog on their homepage.

VLA TEACHER

Support
na Web 2.0

WERHESDAY, DC TO8ES 15, 2010

Reminder

=

Taachers
Plaase remamher ta
magEagas o be

wary important
program that we adhere to the 24-howr grading paicy.
Thanfks|

FOLLOY BY ML

SUSSCREE BY EMAIL

FREGUENTLY A RED GLESTIOHS

fy to chack for unite to be graded o
te the integnty of the

18



