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Virtual Learning Academy Point of Contact Documentation

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 student information such as
demographics, classes and grades. The following section explains the types of reports that
can be run. The final two sections explain the messaging system used to interact with
students and the help system.
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2 Login & Home Page

2.1 Login

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

Virtual LeamingAcademy

Login

- ~~ Messages ~~
Jefferson County ° Aftention: VLA Parents, Students, Paint of Contacts and Taachers! We now have a naw
Educational HELF e-mail available for any questions you may have regarding your Virtual Leaming
SErUice Centel‘ Academy account! The e-mail address is: VLA HELP@OMERESA NET

Virtual Learning

Academy
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2.2 Home Page

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

Jefferson County ESC . l
Virtual eamningAcademy

Teacher Inactivity Report Students

Shows teachers who have not logged in within a time frame Search for students and view their information.

Teacher Seat Time Repor Login Accounts

Shows a log of teacher actty. Maintain Login Accounts.

Units To Grade Report

Shows all units that have not baan graded. New Messages

Class Rosters |Status \From |Date |Re

Shows class rosters by teacher = Grace Butkus  (TM22012 224129 PM | Resources link cannat be accessed

b =Unread 1 =Read ¥ =Answered ¥ =Not Answered 0 =Attachment
Shows teachers who can teach a course

Student Lists
Shows students by distict

Student Inactivity Report
Shows students who have not logged in within a time frame

Student Seat Time Report
Shows a log of student activity

Course Grades Repori
Shows student grades for a panticular course

Student Progress Report
Shows student grades and progress

Class Couint Repon
Shows the number of active students i each class.

2.2.1 Toolbar

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

&

¢* Return to the VLA Home Page.

“1 View messages (See Section 5.1 for details).

~ Write a message (See Section 5.2 for details).

@ Frequently asked questions (See Section 6.1 for details).
B Contact technical support (See Section 6.2 for details).

“ View VLA POC Blog (See Section 6.3 for details).
@ Logout of the system.
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2.2.2 Reports
This section provides a list of reports that can be run.

Teacher Inactivity Report
Shows teachers who have not logged in within a time frame.

Teacher Seat Time Report
Shows a log of teacher activity.

Units To Grade Report
Shows all units that have not been graded.

Class Rosters
Shows class rosters byteacher

Course Teacher Assignment Report
Shows teachers who can teach a course.

Student Lists
Shows students by district.

Student Inactivity Report
Shows students who have not logged in within a time frame.

Student Seat Time Report
Shows a log of student activity.

Course Grades Report
Shows student grades for a particular course.

Student Progress Report
Shows student grades and progress.

Class Count Report
Shows the number of active students in each class.

2.2.3 Information

This section allows you to access the Students page where you view a student’s
demographic information, classes and grades.

Information

Students
Search for students and view their information.

Login Accounts
Maintain Lagin Accounts.




Virtual Learning Academy Point of Contact Documentation

2.2.4 New Messages

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

New Messages

Status From Date Re
= ¥ Grace Butkus |[7M12/2012 2:41:29 PM Resources link cannot be accessed

B4 =Unread £ =Read ¥ =Answered ¥ =Not Answered @ =Attachment
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3 Student Information

3.1 Students Page

The Students page allows you to search for students using a variety of search criteria.
Clicking on the " icon next to the student’s name will take you to the Student
Information page where you view demographics, classes and account information.
Clicking the “View As’ link takes you to the “View As the Student’ page. What this means
is that when you click this link 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.

deffenenCaurtyESC das70800
Virtual Learning Academy Students
Activity: _ Status End Diate: _ m
Student Name School Grade Staius  Reg Dt End Dt Last Use  Action [ia
¥ |Alban, Layces Heffarson County ESC 12 | /2008 B/2009 1542 day(s) | View Az
» |AllStudent, AllStudent Wefferson County ESC | A | 3302012 3802013 3days) |ViewAs |
¥ |arctech, arctech Hefferson County ESC | | 8/15/2005) 8152006  MNome | View As
¥ |Ash, Alexandra affarson County ESC || w7201 81772012 B9 days) | View As
» [Ash, George [Jeffarsan County ESC I BA72011|  8T/2012 121 dayis) | View As
¥ Augustiraining. Student Vefferson County ESC | || 2008 8/212010] 1107 day(s) | View As
¥ |Beadle, Mark Haffarson County ESC | | 11T/2006]  117/2007| 2096 day(s) | View As
b |Blake, Kaitlyn Ueffersan County ESC || Tieaond] 72302008 Mome | ViewAs
¥ |Bruce, Emma Wefferson County ESC KG & 51172011 17212014 281 day(s] | \View As
¥ [Bruce, Jennifer Hefferson County ESC || &M2/2010] 1112/2010] TE7 dayis) |View As
4 |Burford - Jahn, Craig Heffarson County ESC | IMT/2005]  IMTI2006 Mona | Miew As
(] |Burghy, Sharan efferson County ESC | | | E-'12.l‘2t|10| MA22010) 753 dayis) | View As
b |Butkus, Grace Hefferson County ESC | 10 | A 3029/2012) 3292013 4 dayls) | View As
¥ [Cames, Branda Hefferson County ESC | 12 | A | /12011 1/7/2013 602 dayls) | View As
P |Casper (Test). Shaye Heffarson County ESC | B/31/2011) 873172012 308 dayis) | View Az
» [CFStudent, CFStudent lefferson County ESC | | v | er2010] 8202010 750 dayis) | View As
b |Cooper, Matt Haffarsan County ESC 09 | IMT2010] 32302010 905 davis) | View As | -
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3.2 Student Information

The Student Information page contains three different views called Main, Classes and
Accounts. You can switch between them by clicking on their name in the light blue
toolbar. The following sections explain each view.

3.2.1 Main View
The Main view shows student demographic information.

) effermnCanty B5C & & @ QB0

Student Search

Main Classes Accounts
Last Mame:  Alban First Mame: Laycee
School:  Jefferson County ESC - JeMlarson County ESC - Jefferson County ESC -

Grade Level: | 12 |»| Forum Access: Yes =

License Typa Ragistration Date: 6/5/2008
Status: Access Start Date: 6/9/2008 End Date: 6/9/200%

Parent Hans

Address

Address:

City State: Zipe
Phone:
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3.2.2 Classes View
The Classes view shows a list of a student’s classes and their grades.

: _— ta70900
Virtual LearningAcademy Student Classes

Active Classes

Class

Class Class Class License

Enroll Date Stant Date End Date End Date Fmerees ) (A B RRnne g 1 ext Artaty BRTIGl 4 | BRckon

WLA DEMO Elementary 2011-12 - Jeferson County ESC - TeacherDemo1Z Teachedlemo12 -
Active 421201 ‘ | 6013 /62013 2 out of 16 | ET% ‘ 16 days ‘ ‘ View

WLA DEMO Secondary 2011-12 - Jefferson County ESC - TeacherDemo12, TeacherDemao12 -
Active - ‘ H2201M | | AE2013 62013 2outof 22 | 40.75% ‘ 18 days ‘ ‘ View

Clicking on the “View’ link will take you to the My Units page where you can view
grades for individual units.

P e— fLO0an 7090
Virtual LearningAcademy My Units

Click the Unit Name to View

Grade Teacher Comments

Red: 4% You have skipped a few of the questions. Please take your time and

finish your work.
Partially

Completed
[8]cQué uieres hacer? Submitted
9 |Undarstanding Geometric Concepls Redo 54% 40
10{Latitude and Longitude Graded @ 100% 100 |Nica Job!
11|Inhented Traits Viewed
12|Exploring Algebra Through Diagrams and Pictures Viewed
[13|Nouns_Pronouns. and Adjectives Viewed
|14|Contexd Clues, Comprehension, and Summarizing Viewed

15|Early Civilizationg Viewed
16[The Universe and Our Solar System Viewed

O =Partially Completed [ =Submitted to Teacher [l=Graded [J=Redo
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3.2.3 Accounts View
The Accounts view shows student login and email information.

& s ®E0x

Virtual Leam:’ngAcad‘emy Student Classes

12 StudentDemal2

Accounts with access to the student

Naime User IDVPassword Email Status Del?
Swden! v | StudentDema12 | demas12 Active = | [
demosi2
Parenl = | Parent of Studer | demop12 Active  w | [0
demopi2

Save Email all Accounts
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4 Reports

The following sections describe the various reports that can be run from the Home Page.

4.1 Teacher Inactivity Report

The Teacher Inactivity Report shows teachers who have not logged in within a certain
time frame.

BicuadEOx

Virtuall earningAcademy Teacher Inactivity Report
Choose the options then press the run button
Select Organization(s): Selact the Activity Criteria: Select the Output Format:
Virtual Laaming Acadamy ® No Actiity In Over 2 Weeks @ POF
) Mo Actnity © Exeel
OTFF
CIRTF
Run Report |

Teacher Inactivity Report
Teacher  Dswet  #Das
Adams, Amy Other MNane
Alphenso, Soriano Delphos City None
Balloon, Amy Hillsboro City MNane
bamacle, s Plain Local None
Cass, Amy Plain Local Nane
dfdfd, fdfdffd Perry Local None
Fandango, Fred Milton-Union Exempted Village None
Gregory, Pope 'Hamilton Local None
Howard, Mo Ridgewood Local MNone
1t lago Otsego Local None
Jones, Fred Otsego Local Mone
Rumminege, Karl Heinz Spencerville Local None
Schroedinger, Edwin Relling Hills Local Mone
Smith, Fred Otse_tgq Local I\_I_t_:_ne

10
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4.2 Teacher Seat Time Report
The Teacher Seat Time Report shows a log of teacher activity.

B cfcrcrCoxrdty B - Foveredy Frogesti @insaddagx
Virtual Learmning Academy Teacher Seat Time Report

Choose the options then press the run button

Select Organization(s):

Select Calendar Date Range:  (Ogtocal)

Beginming Date:
Ending Date:

Select Teacher({s): Select the Output Format:
All Teachars - &
Alltsacher, Allteacher i ) =27
Arlia, Maribath =) Excel
Aulia, Maribath “ TIFF
Ash, Kristina
Bosley, Manenia RTF
Bruce, Dema
Bruce, Jason
Bruce, Jason (Parent)
Burford, Craig -

Run Repart

Teacher Seat Time Report

District:  Jefferson County ESC
Teacher: Allteacher, Allteacher

VLA_SS Psychology 9712 11:28 AM 00:00:00
VLA_SS Psychology 9712 11:14 AM 00:00:00
FA Art History 917112 11:03 AM 00:00:00
VLA_SS Psychology 972 11:01 AM 00:00:00
FA Art History a2 10:54 AM 00:06:33
FAITI Introduction to Theatre | 972 10:25 AM 00:00:00
FAITI Introduction to Theatre | a2 10:25 AM 00:00:02
ACT ACT Preparation_10th Ed (19-36) 9/712 10:25 AM 00:00:02
ACT ACT Preparation_10th Ed (1-18) 9/7M12 10:25 AM 00:00:04
HEALTHPE Physical Education 9/7112 10:20 AM 00:04:34
VLA_SS Psychology 97112 10:09 AM 00:00:00

11



Virtual Learning Academy

Point of Contact Documentation

4.3 Units to Grade Report
The Units to Grade Report shows all units that have not been graded.

Virtuall earningAcademy

Select Organization(s]):

irtual Learning Acadeny

Choose the options then press the run button

Select Teacher(s):
All Teachers
Allmgacher, Allteacher
Aulia, Manbath

Arlia, Maribsth

Ash, Kristina

Basley, Marvenia
Bruce, Demao

Bruce, Jason

Bruce, Jason (Parent)
Burford, Crasg

Bums, Fred

Casuccio. Dianne
CFTeacher, CFTeacher
Clarke, Kimbery
Closser. Gloria -

Tl »

Run Report |

dmsO0®00

Units to Grade Report

Select the Output Format:

Ungraded Units Report

Balloon, Amy 1 35 day(s)
Echo, Amy 1 35 day(s)
Martling, Jackie 1 9 day(s)
Smith, Fred 1 35 day(s)

12
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4.4 Class Rosters
Class Rosters show a teacher’s roster.

SeffornCounty EC - Roveriy Frosg i L ECE
Virtual LeamingAcademy Class Roster Report

Choose the options then press the run button

Select Teacher(s): Salect Class{es):

VLA DEMO Elementary 2011-12 - Jeflerson County ESC - demot12, demot12 (dem
VLA DEMO Secondary 2011-12 - Jefferson County ESC - demot12, demot12 (derm

Select the Output Format: Select the License Status:
© PDF ) Extcal O TFF © RTF ‘ [Active ~

Class Roster
AAA, Fred (Shadyside Local)

Student District School Gr  Average Final
Adams, Anne Green Kleckner Elementary 05 A
Hopkins, Ned Green Greensburg Elementary 04

Leeders, Josh Green Green Intermediate School o0&

Zanghi, John Green Kleckner Elementary 05

Science6
Student District School Gr Average Final
Bowen, Bob Belmont-Harnson JWS Harrison Career Center o7

13
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4.5 Course Teacher Assignment Report

The Course Teacher Assignment Report shows the teachers who can teach a particular
course.

| deffersonCaunty B - FoseredbyProgrestion 4 s d @EOx
VrrﬁJa!Leam.fngAcademy Course Teacher Assignment Report

Choose the options then press the run button

Select Course(as):

All Courses -
ACT_10th Ed : ACT ACT Preparatian_1
ACT_10h Ed - ACT ACT Preparation_1
ACT_10th Ed: ACT ACT Preparation_1(
ACT_Bth Ed - ACT ACT Preparation_gth
ACT_Bth Ed - ACT ACT Preparation_gtt
ACT_Bth Ed: ACT ACT Preparation_Bth

Select the Output Format:

@ POF

ENG_LA120 ENG_LA 120 NS
ENG_LA120: ENG_LA 120 (1-18) OTFF
ENG_LA120: ENG_LA 120 (18-36) ORT

EMNG_LAT3I0: ENG_LA 130
ENG_LA130: ENG_LA 130 (1-18)

ENG_LA130: ENG_LA 130 (18-36)

ENG_LAT40: ENG_LA 140
ENG_LAT40: ENG_LA 140 (1-18) -

_Run Report |
Course/Teacher Report
Aigebra (MAOT)
Adams, Amy Other
Balloon, Amy Hillsboro City
barnacle, s Plain Local
Fandango, Fred Milton-Union Exempted Village
Howard, Mo Ridgewood Local
Jones, Fred Otsego Local
Reagan, Ronald Otsego Local
Ray, Seigfried Rossfard Exempted Village
Rumminege, Karl-Hainz Spencerville Local

14
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4.6 Student Lists
Student Lists shows the students in a district or school.

i Jefferscr Caurty ESC - Frvsinily ‘ﬁ m 4 ﬂ m lu x

Virtuall earningA cademy Student List

Choose the options then press the run button

Select Organization(s): Select a District: Select a School:

Jefferson County ESC

Select the Output Format: salect the License Status:
& POF ©) Excel CTIFF RTF [Active h

Salact License Registration
Date Range: {Optional)

Beginning Date:
Ending Date:

Students by District
Adena Local

Armsirong, KC Adena HS 12 05/10/04 05/11/04 05/12/05
Lang, Artie Adena HS 12 05/10/04 05/10/04 05/11/05
Morris, Fred Adena HS 12 05/10/04 05/10/04 05/11/05
Reardon, Kelly Adena ES 01 04/23i04
Siciliano, Matt Adena ES 08 04/23/04
Smith, Sueg Adena MS 03 04/26/04
Sprite, Diane Adena MS 03 04/23/04

15
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4.7 Student Inactivity Report

The Student Inactivity Report shows students who have not logged in within a certain
time frame.

Virtuall earingAcademy Student Inactivity Repart

Choose the options then press the run button

Select Organization(s):
Virtual Leaming Academy

Select a District: Select a School:

All Schools
Jefferson County ESC

select the Activity Criteria: Select the Qutput Format: Select the License Status:
8 No Actiity In Over 2 Weeks = @ FOF Aclive hd
- . Excel
Mo Activity =
TIFF
J\RTF
Run Repor |

Student Inactivity Report

Green

Student  Scheol  Gr  RegDate StartDate EndDate LastActivity
Adams, Anne Kleckner Elementary 05  08/24/03  09/01/03 141 day(s)
Beck, Bill Kleckner Elementary 08/24/03 08/01/03 141 day(s)
Candy, Cathy Kleckner Elementary 08/24/03  D9/01/03 141 day(s)
Driver, Danny  Kleckner Elementary 08/24/03  0S/01/03 141 day(s)
Eliis, Ed Kleckner Elementary 08/24/03 09/01/03 141 day(s)
Fish, Frank Kleckner Elementary 08/24/03 08/01/03 141 day(s)
Gally, Gil Kieckner Elementary 08/24/03  09/01/03 141 day(s)
Hall,Harry  Kleckner Elementary 04 08/24/03  09/01/03 141 day(s)
Hopkins, Ned Greensburg Elementary 04 08/24/03 09/01/03 140 day(s)
Leeders, Josh Green Intermediate School 06 04/21/04 140 day(s)

16
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4.8 Student Seat Time Report
The Student Seat Time Report shows a log of student activity.

——

Virtval LearningAcademy

t dad @EOxX

Student Seat Time

Choose the options then press the run button

Select Organization(s):

Select a School:

Select Seat Time Date Range:  (Dplional)
All Schoals - Begmamg Date.
Jefferson County ESC Ending Date:
Select the Output Format:
S i iick: - -
ale a |sll1l:l _ Select Students: & POF

Jeferson County ESC 1 O -
AllStudent, AllStudent [ - Excal
Bruce, Emma O TIFF
Butkus, Grace
Camnes, Branda ' RTF
Criss, Todd

- Demostudent, english -

Select the License Status:
| Active |

Run Reapart

Student Seat Time Report

School Name:  Adena HS
Student Name: Armstrong, KC

Intro to VB 6.0 Functions in VB 5/12104 11:42 0001  192168.1.120
Intro to VB 6.0 Functions in VB Il 5/12/04 11:59 0003 192.168.1.120
IrotoVB6O ~ Functionsin VB £/21/04 9:16 0000 1921681126
Inirods VB 61) Etpcaps in Y, 21 3 46 OFD0 150 168:1496
Intro to VB 6.0 Functions in VB Il 5/21/04 9:17 0000 192168.1.126

17
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4.9 Course Grades Report
The Course Grades Report shows student grades for a particular course.

b 4 CauntyESC - o yFogresio
Virtual LearningAcadermy

Choose the options then press the run button

Select Organization(s):
Virtual Leaming Academy

Select a School:

Jefferson County ESC

Select License Registration

da70900

Course Grades

Date Range: [Optional)
Beginning Date
Ending Date:

Jeffarson County

Select a District:

Select Course(es):

ACT_10th Ed : ACT ACT Praparation_1_|
ACT_10th Ed : ACT ACT Preparation_1
ACT_10th Ed: ACT ACT Preparation_10
ALT_8th Ed - ACT ACT Praparation_Btk
ACT 8th Ed : ACT ACT Praparation_Btt
ACT 8th Ed- ACT ACT Preparation Bth =

Select the License Status:

Active

S PDF

2 Excel
'TIFF
'RTF

Select the Output Format:

Course Grades
Math 5

Student District School Gr Start Dt End Dt Final
Adams, Anne Gresn Hleckner Elementary (3} oarmta

Back, Bill Gresn Hleckner Elementary cam1o2

Candy, Cathy Gresn Fleckner Elementary 08/01/02

Dirver, Danny Gresn Hlechner Elementary a/01/02

Ellis, Ed Gresn Hleckner Elementary oar0102

Fish, Frank Gresn Hleckner Elementary oaro1ma

Gally, Gill Gresn Hleckner Elementary a/01/03

Hall, Harry Gresn Hleckner Elementary 04 0a01/02

Hopkins, Med Gresn Greensburg Elementary 04 0E/01/02 0201/04 B
I__e_ed_ws, Jennifar Allen East Local Allen East HS o4

Leeders, Josh Gresn Green Intermadiate Schoal [ A
M, Bini Belmont-Harrison JVS Harrison Carser Canter 03

Murphy, Patiy Gresn Kleckner Elementary 0:3/01/04 B
Zanghi, John Gresn Hleckner Elementary o5 05/03/04 05/03/05

18
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4.10 Student Progress Report
The Student Progress Report shows student grades and progress.

T [ — fa/0%00
Virtual Leaming A cada'ﬂy

Student Progress

Choose the options then press the run button

select Organization(s):

sSalect a School: Select License Registration
All Sehools - Date Range: [Optional)
Jefferson County ESC Beginning Date:
Ending Date:

select a District: select Students: Select the Output Format:
Jaffarsan Cournty ESC - &

AllStudent, AllStudent L ) [

Bruce, Emma - Excel

Butkus, Grace P TFE

Cames, Brenda

Criss, Tadd RTF

- Demastudent, english -

Select the License Status:

[ Active -
Run Report
Progress Report
Student John Zanghi District: Green

Grade: 05 School: Kleckner Elementary

Social Studies 5 Balloon

Science 5 Balloon 0/3
Language Arts 5 Balloon 02
Math & Balloon oz

19
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5 Messaging

The messaging system allows you to send and receive messages from students.
5.1 Reading Messages

To view the Messages page click the L icon in the toolbar. Click on the name in the
‘From/To’ column to read a message.

efleenCareyE5C - 470900
Virtual L earmning Academy Messages
AVUETA Messages Recaived
Click on the Name to View the Message Humbes of records to display per page: 50 = Select: All Mone
= Grace Butkus TN22012 2:41:29 PM Rasources link cannot be accessed
] Clayton Criss HU22012 2:17:30 PM |
a Toch Suppor /32011 12.58.03 PM Maw Account Information
Pages: 1
& =Unread Ci=Read ¥ =Answered ¥ =Not Answered § = Attachment Delete

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

From: artie lang
To: Robin Smith
Date: 5/25/2004 3:41:24 PM
Re: Cluestion
Attachment(s):

hrs. Smith:
| will take your advice an the issue.

Arie

Click Here to answer.

20
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5.2 Writing New Messages

To write a new message click the [ icon in the toolbar. Choose which student to send the
message to by using the “To’ dropdown menu.

From: POC Demo

To: Al Swdents -
Show Teachers Show Parents

Date; 1002642011 9:25:32 AM
Re:

Attachment(s): |, 14 atachment| | Add Recording

You may enter up to 20000 characters. characters left

Would you like an answer to your messaga® Yes '@ Mo

| Sendihe Message || Cancel |

21
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6 Support
6.1 Frequently Asked Questions
Click the 9 icon in the toolbar to view frequently asked questions.

6.2 Contact Tech Support

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

From: POC Demao

T Tech Support -
Date: 10/26/2011 9:32:53 AM

Re:

Attachment(s): [, 49 attachmen [ Add Recording

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

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

[ Sendthe Message ” Cancel ]

6.3 VLA Point of Contact Blog

Click the " icon in the toolbar to view the VLA Point of Contact Blog. The students and
teachers also have a VLA Blog on their homepage.

WEDNESDAY, OCTORER 19, 2011 FOLLOW BY EMAIL
Reminder

FOLLOWERS

Please remind your VLA teachers to log in daily to check for units to be graded or
messages to be answered. It is very important to the integrity of the program that we
adhere to the 2.4-hour grading policy. AFEdy 8 mamer? Sig

Thanks!

22



