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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

Welcome to the Virtual Learning Academy!

- ~~ Messages ~~
Jefferson County ° Aftention: VLA Parents, Students, Paint of Contacts and Taachers! We now have a naw

Educatiuna[ HELF e-mail mlaﬂahmmﬂnqwumhmmgﬂﬁgmwmﬂming
SErUiCE center Academy account! The e-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

Welcome TeacherDemol2 TeacherDemol2

P E— Course Student Unit Date
VLA DEMOD - Elamantary g e . "
VLA DEMO - Secondary m VLA DEMO Elementary 2011-12 StudentDemal2, StudentDemoi2 ¢ Qué quisres hacer? 62712012
VLA DEMO Elementary VLA DEMO Secondary 2011-12 StudentDemal2, StudentDemo12 | Criminal Profling |6/28/2012
201112 B ———
VLA DEMO Secondary & New Messages:
201112
£ ¥ 0 |Studenf 12 StydantDamg 1 VLA DEMO Elementary 2011-12 511."2{2011 73747 PM My first racoeding
e E StudentDemoi2 StudentDemol2 - | 13 i
ar ks mo12 _ [VLADEMO Elementary 2011-12 [0/3172011 3-13-04 PM Audio
bd=Unead 3=Read V=Answered W=Nat Answered 0=Atachment
StudentDema12 H
StdeniDemg12 2 Finals to Grade:
Students in red are expired and Coume Smdent

will be automatically removed
from your screen in 30 days

Class Count Repart

Shows the number of active
students in each class

There are no finals to grade!

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).

B Contact technical support (See Section 6.2 for details).

@ Logout of the system.

QF &

i S

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.

e e fe0/"0%0
Virtval Learning Academy Course Units
Click on the unit name to view the unit
1 Comparing Kotsanis Moora
2 Months of the Year, Pant Ons (gnero. febrera. marzo. abnl. mayo. junic) Ullam Sibvestri
3 Little Seeds Julie Kireta
4 ..'\r1 Artist's Tosls Spanish Artist Pable Picassa -Ierasa Sikestri
5 The Magic of Autumn .Mnrgan DiMapok, Fisher
] I I plic, E Il i Terasa Sikestri
T The Most Important Persan in the Wadd Bonnie DiNapoli
B _-{Oué quigres hacer? _-Ierega Sikvestri
] Undesstanding Geomedric Concepls Sharan Doy
10 |Latitude and Lon |Lori Roberts
Rl nherited Traits Cynthia Bordash
12 |Explorin bra Throush Disgrams and Pictures | Sharan Doty
13 MNouns, Pronouns. and Adpectives Jennifer Bruce
14 |Context Clues. Comprehension. and Summarizing :Janmﬂsr Buce
15 Earty Ciwilizations John Rettan
16 The Universe and Our Solar Systam Debbis Straka

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.
B efferencantyESC - overeoiy P dubas/7080

VirtualLeamingAcademy Unit

PDF File

Musical Theatre

| Print thes page
‘Course: FAITI Infroduction to Theatre |
Unit: Musical Theatre

Answer the following questions below:

For questions 1 through 3, type a response in the answer box applying what you have leamed about musical theatre.

1) Name one of the ways music and theatre wera combinad, prior to the inception of musical theatre.
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3.2.2 Unit View

The Unit view shows a unit’s content.
) effersonCantyEC 1N 7L K]

Virtual LearningAcadermy Unit

VLA DEMO Elementary 201112 v'ID Latituce and Longitude - Format:

- PDF File ;

iow | 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.

9 Unit Overview

B 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 min east to west. We will also read about the
equator and the prime meridian. Both of these have a location of 0°.

LATITUDE AND LONGITUDE

—
Brinter Frisethy 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 to the left.

3.2.3 Questions View

The Questions view shows a unit’s questions.
i effersen County ESC G = E P 9 - Q

Virtual L eamningAcademy Ans

VLA DEMO Elemantary 2011-12 = m 10. Labtude and Longitude - _

Answer the lollowing questions below:

Using the map of the world from your lesson, answer the following questions.
Soit Seraan

1) The e that divides the warld in haif info an eastern and westem section is called the
A latitude
B) longtude
C) prima meridian
) equater
Correct Answer. C
[0 |

) What is the coordinates for the equator and the prime meddian?

@ E’g sen!

fesources

Erintar Frisncy

20000 character(s) left
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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.

| Jefflerson Caunty BSC - Frwvere : dald7 70RO

Virtual LearningA L_CL'C;':E.'TI"H View Resources

[ fogles_Depreasion gf
| ISATHOGTUR OO0 ANSWERS him
IEATROGTL 2Rt T

Puibagornan Thediem gl
Checitams Vites loon of
Spcl Tracgies of
wad_Find_ Sl b
wdl_Findeng Degtance him
wvil_Pythagorean Proof bim
vl _Speca Tnanoies fim

(-9 ‘T

i

°
]
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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.

infferrCarty dulB /7 meR0
& Virtual Learming A cademy .
- weweemmsmes
10T a1afamz
8 [Vars Frasant Tanse £ IE. The Dighmroag Graded ) 5% ¥
2 (Boart, Verts OUE, Tallieg Tisg Gt :44 a¥e 12
21 [vares E-1. incirm Gisincd Prangurg G 148 s 4
22 [Miagches, Seasaos, Faesen Progrssie Tassy Greden e 35% 19
3 |Comonrions. Desoripsons, The Dighihosg i Gieder 417 1% 0
24 Tinge g Oeshmgng Us [ 284 T T
2= (Enciud Eagtorng, Sopariptvu & (og ©ufis JSING Cradud 28 e T
20 |Ervases Haos Qs epaiar o, Tima Inprmants, Tha Cighingeg 1) Gien g % 4
27 |arsige poc Evplustin Giter it TE% T8
£ |icshing, Marviters o 1.090. - AL) e EUl - ) arw 13
29 [——— 11 fr—— 217 o um
0 |The Houss. Esies ang Gen. Saber, Dol Obinct Prsnguny e z18 2% 72
3 (Futrstuey, Mormisgkzaiin ol Sdiecive Gt 24 ™ T
2 |Cisactions. Sesui Dumoraratios Sdsciives [— 208 e s
n Farmliar Mermatie Cormmanc, Mausshals Chore, Hacer, Ths Latier & [E— ™ i 12
4 (ernrs Lareals ol A deuia, s Pasgons| Qussiors Gt 0:54 T T
) |Tisval ol Proiect [ ) s 0
» Semnd Semte Fizal [—— 213 w4
Fotals | 180 aETn
CiFainay Compiaiea TrSare 1o Tescnes ChGraced CivAnso Fisal Grute: 70 | Saem]

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.

iy | effersn Cary e G . Y 9 ; @
u Virtual Leaming Acaderr P
Status: Submitted  Mark: 09 ®
{‘; Show Calouated Goade

For the first fowr questions, select the BEST answer,

1) The YELLOW GROUP on the MyPlate stands for which food group?
1 A Grams
1 B) Vegelables
) €) Frat
' [ Mueat and beans
1 E) ils
1 F) Milk 3nd Cheess
Aischmentisk  None
Comect Answer. E
Comect © Incomert ) Re-Do O Excluds | View 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.

R effersonCauntyExc T a1 AT L K~

VirtualLear \cademy Unit Assessment
Lo T E Ll VLA DEMO Secondary 2011-12 - EEETLELTH StudentDemol2, StudentDemol2 = m 5. Criminal Profiling - _
Status: Submitted  Mark: 0% ®

° Hide Calculated Grade
Calculated Grade: 0

% Camect: 0 Grade
Select the unit status
@ This unit is complete
This unit must be re-dane

Enter any comments that you would ke to send to the student:

You may enter up to 1000 characters. [1000] characters lef

| Save & Postthe Grade |

Questi Answer all ions in a I sentence unless indicated otherwise. 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 Chapter 1

sample answer

Attachment(s): Mone
Correct Answer: Answers will vary. Sample Answer: a train bridge

@ Correct ) Incorrect () Re-Do () Exclude Wiew Content

Teacher Comments: 2 Copy student answer for editing

7

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.

Wy sefeonCartyEx dab/7"0E0Q
i j Virtual Learming Academy " ssment

Sisus Submitted  Mark: 0% =
@ Hide Calculated Grads

Calculated Grade: 0

% Comeet: 0 Grade

Select the unit Salus.
@ This unit is complats
This unit must bs re-done

Enter any commerts that you would like 1o send 1o the student

You may enter up to 1000 characters. [1000] charactars laf

Save & Post the Grads

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

M| tiancartye fald/7s7mew0
Virtual | earningAcadermy T
a v na i 2 i i 5 i | 1 & 5
— o a 4 i &1 100 % ® | = 2 8l
8 8 B u = i a | m & i
o4 T8 22
n . Ty 2 ) 7 o & & [T
49 &0 B Jili} il | (14 63 80 40 55 [+
= = @ 2 = 2 a 8 | = a &
oF 25 = 100 100 100 100 a7 @ 100 BE
[Tl 100 1) [ 8 m 2 |
i | n 50 2B 3 15 &0
& & T n i} & n | = ] i
Page 1234
O =Famially Compieted O =Submilted to Teachsr [ =Geaded [ =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
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e a0/ =0%0
Virtual LeamingAcademy

Class Count - Detail

Choose the options then press the run button

Select a District: select Teacher(s): Include Fields:
- Sivestri- TEACHER, Teresa . Student ID
| Student Nama
District Mams
|Expiration Date
o u - Currant Grade
Last Logged In
Select Course{es): Sort Report by:
- & Course/Teacher/Student
ACT_10th Ed : ACT ACT Preparation_1|&| F .
ACT_10th Ed - ACT ACT Freparation_1 - District/Course/Teacher/Student
ACT_10th Ed: ACT ACT Preparation_10 District/Teacher/CourselStudent

ENG_LAKG: ENG_LA Kindergarten
FAITI: FAIT! Introduction to Theatre |

LANGS110: LANG Spanish 110 Select the Output Format:
LANGS120° LANG Spanish 120 - & POF
Excel
TIFF
O 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
StudentName  DistrictName  Grade Lastlogin
Student2011, Jefferson County ESC 71.63 6/7/2011
Training 8:54:00 AM

14
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5 Messaging

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

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

PrE—— fe0/ "0%0
Virtual L eamingAcademy Messages

Click on the Name to View the Message Humber of records to display per page: 50 = Select: All fone

Pages: 1234567889 -

Status Delete| 1

= pothony LANG Spanish 1(1936) | e 202 63138 e yaal joumal a ]

= Lagan Longobucco LANG Spanish | TISI2012 32041 o |

a fathony LANG Spanish | (1936 | D20 2> 00 %% RE: traval joumal a

=) Lagan Longabuucco LANG Spanish | Dy 12 45T 48 g fnishing course |

=) Logan Langobuceo LANG Spanish | Dy 2012 V2230 oE finishing course a

=) Lagan Longabuuccn LANG Spanish | g 2B g fnishing course |

& ogan | ongobucen LANG Spanish | :,':‘2"2012 050 finishing course B

= Logan Longobucen LANG Spanish | T2 BE02E - oe |

a agan Longobucca |LANG Spanish | 7/9/2012 5:32.57 PM |RE: a |-
8= Unread ) =Read ¥ =Answered ¥ = Mot Answered 0 = Attachment [ Delata |

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

From: StudentDemo12 StudentDemo12
To: TeacherDemo12 TeacherDemo12
Date: 11/2/2011 7:37-:47 PM
Re: My first recording

Attachment(s): # Recording wav

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 6:49:51 P

Re: Email gquestion

SRR T 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 @ Mo

Send the Message l [ 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.

N tal/7="0wWO

Virtual LearningAcadermy Message Forum

Lock Hide Delete

lizh research papar Edit
Fourth af July Edit

Track Season to bagin! Edit
Valentines Day Edit

Happy MNew Yearl Edit

Decembar Edit

Thanksgiving 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 ; 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.

WEDNE SDAY, OC TOBER 19, 201 FOLLOW BY EMAIL

Reminder ' m

SUSSCRIEE BY EMAIL

s

Teachess FREGUENTLY & SHED CGUE STIONS
Plaass remember ta lag in daily to check for units to ba graded or

magsages to be answerad, It 5 very impartant to the intagnty of tha

program that we adhere to the 24-hour grading policy.

Thaniks!

18



