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What to Expect 

Online Learning vs. Traditional Learning 

Online learning is very different than learning in a typical classroom setting.  In a typical classroom, 

you interact with the teacher and other students face-to-face.  You carry on conversations, 

participate in group activities, and watch your teacherõs instruction all in the same room and at the 

same time.  Your school gives you a schedule that tells you what time and in what room you will take 

your classes.  In an online course, you may never actually see your teacher or other classmates in 

person.  Often, you will not even meet as a class at the same time.  You may submit your 

assignments digitally and take tests online.   

Online courses and traditional classrooms do have some similarities.  Most importantly, your course 

has a teacher that will instruct you, guide you, and assess your learning throughout the course.  Just 

because you may be sitting alone at your computer does not mean that you are learning on your 

own.  You may be surprised to find just how involved your teacher is with you and your online 

classmates.  You may still participate in group work and projects with your classmates, only you will 

use different tools to communicate with each other.  These tools may include chats, forums, and 

document sharing.  You may also view your teacher teaching a lesson through a recording or video 

presentation.  There is even the opportunity to meet together as a group through a virtual classroom 

tool.  This tool allows you to communicate with your class through video, audio, and text.  

You may participate in two types of learning activities in your course; 

Synchronous learning:  learning that happens among all of the participants at the same time, or 

simultaneously.   Watching a video conference, sitting in a classroom, participating in a chat, and 

working in a virtual classroom are all examples of synchronous learning. 

Asynchronous learning: learning that is not simultaneous or concurrent in time.  Each person logs 

into the course at different times to receive instruction. Watching a video recording, participating in a 

forum, or visiting a web site are all examples of asynchronous learning.  You can expect to do a lot of 

asynchronous activities in your online course.  

Being able to learn through an online course is an important skill to have and will be useful to you 

throughout your life.  While it may be different at first, you will hopefully find it to be fun and 

engaging! 

What kind of work will I be doing? 

You may be wondering what kind of work you will be doing in an online course.  You can expect to do 

many of the same types of activities that you do in a typical classroom, but using different tools.  

Depending on the course, you may be participating in online activities, writing papers, and making 

projects using various types of media.  Your online course will involve a lot of different types of 

interaction and instructional methods. You will be actively involved in your learning.  You might watch 

videos, listen to sound clips, or write in a journal.   
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For your online course, you will be using Moodle, which is the course management software.  Instead 

of going to a classroom, you will login to your schoolsõ Moodle site and go into your online Moodle 

course.  This is where all of your instruction and assignments will be housed.  You will also be using 

other websites and online resources as part of your learning experience.  You will learn more about 

Moodle and some other tools later on in this handbook.  Online courses are not easier than 

traditional courses.  In fact, at first it may feel as though you are doing more work than you would in 

a traditional course.  However, as you become used to the online tools and setting, you will find it to 

be about the same amount of work as a traditional classroom. 

How much time will I spend on a course? 

The amount of time you will spend on a course will vary from student to student and from course to 

course.  However, it will require much more responsibility on your part to complete the course 

material.  Since you will not have a typical bell schedule telling you when to attend each class, you 

must be disciplined and organized when you take classes online.  It will be important that you plan 

your time well, allowing enough time to learn the material, study it, and complete the assignments on 

time.  You must also login to your course frequently to get important announcements and updates.  

Do not wait until the last minute to start your assignments or submit a quiz.  Remember, in an online 

course, there are more potential unforeseen problems that may pop up.  There may be a power or 

Internet outage due to a storm, or you have a technical difficulty with your computer.  Your teacher 

may make accommodations in some extreme cases, but your best bet is to prepare ahead of time. 

Communication 

Communication is the key to your success in an online course.  You should keep in touch with your 

teacher frequently.  Participating in emailing, chats, and forums are all good ways of communicating 

with your teacher in an online course.  Your teacher will establish òOffice Hoursó when he or she is 

available to answer your questions on the phone, or through the chat or virtual classroom.  Be sure 

to take advantage of these times.  If you are having difficulty, let your teacher know right away so you 

can set up a time to òmeetó online, over the phone, or even in person to get you on track.  While your 

teacher is not available online all the time, he or she will respond to your questions in a timely 

manner so you donõt fall behind.  It is important that you do not wait until the last minute before a 

test or assignment is due to ask for help.  Starting assignments early and making sure you are clear 

on the instructions and your teacherõs expectations are good practices to follow. 

What if I have technical problems? 

While your school and your teacher have done their very best to make sure everything in your online 

course runs smoothly, you may still experience some technical difficulties.  Before beginning your 

online course, be sure to refer to the technical requirements section to ensure that you have the 

right equipment to participate fully in the course.  Having the correct equipment will avoid a lot of 

frustration and wasted time down the road.  If you do not have the correct equipment, you should 

contact your school right away to make arrangements to get it.  There are three main categories of 

technical problems; computer or hardware issues, Internet Service problems, and application 

trouble.  As part of this handbook, we have provided you with complete instructions for most of the 
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applications you will use, including Moodle, VoiceThread, and the virtual classroom, as well as a 

Frequently Asked Questions (FAQ) section, and a Trouble Shooting Procedures section. In addition, 

you will have access to a help desk if you cannot resolve the issue by yourself.  Please see the 

section on trouble shooting for further information. 

 

Moodle 

What is Moodle? 

Moodle is the course management system that will be used to deliver your online course content.  

This is where you will go to find all of your lessons and assignments.  Moodle is a web-based 

application.  This means that you access your course online, through a website.  There is no software 

that you need to install on your computer to use Moodle.  While your teacher will probably use other 

Internet resources as part of your online instruction, you will always return to your Moodle site as you 

move throughout the course. 

Moodle is a safe, secure environment for you to work.  Only those with a username and password, 

provided by the school, can access your Moodle course.  While in your Moodle course, you do not 

need to worry about using personal information, pictures, or the risk of online predators as you do 

with typical website. For more information, please see the section on Internet Safety. 

Your Moodle site has many built-in tools that you will use as part of your online class.  These tools 

include a digital drop-box to submit assignments, forums, chats, journals, virtual classrooms, and a 

quiz tool.  You may use these tools to communicate with your teacher, to participate in group projects 

with your classmates, and to complete assigned work. 

Accessing your Moodle site 

To access Blairsville-Saltsburg School Districtõs Moodle site, navigate to http://b -

ssd.wiueacademy.org/.  In the upper left-hand corner, enter your username and password provided 

by the school.  Click Login. 

Once you have successfully logged into your Moodle site, you will be asked to change your password 

to something that only you will know.  Do not share your password with another person.  Moodle 

automatically logs all of your actions in the course.  You are responsible for all actions that occur 

under your login ID. 

After you change your password, you will be directed to the list of courses in which you are enrolled.  

You will use this new password each time you login to your Moodle site.  Remember to logout of your 

Moodle course each time you are finished working in a session.  If you are idle in your course for an 

extended period of time, Moodle will automatically log you out.  In this case, you may have to login 

again to access the course material. 

http://b-ssd.wiueacademy.org/
http://b-ssd.wiueacademy.org/
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Sample Moodle Course View 

This is an example of what your online course may look like. 

 

Your course page will generally have three columns.  The center column contains your course 

content i.e. your lessons, assignments, tests, and resources.  The center column is broken down into 

sections that break-up the course by topic or by weeks.  Your teacher may setup your course so that 

only a few topics are available to you at one time.  You can click on any of the links to open the 

course content. 

The two columns on the right and left sides of your screen contain additional activities and resources 

that you may find useful throughout the course.  These may include a calendar, links to frequently-

used web sites, a list of other classmates who are online, and widgets.  The tools in these columns 

will help you as you progress through the course. 

Across the top of your screen is the banner.  The banner contains your login name, which is also the 

link to your account information.  Should you need to edit your account information or upload your 

picture, click on your name.  The banner also contains the logout button.  Be sure to logout of your 

Moodle course each time you finish your session.  Do not leave a public computer (a computer in a 

computer lab, classroom or library) unattended while logged into your Moodle site. 

 



7 

 

Types of Content 

Your online Moodle course will contain many different types of content and resources to help you 

learn the course material and interact with your teacher and classmates.  These resources may 

include the following; 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Web Pages 

Links to resources on the 

Internet 

 

 

Chats 

Allow you to participate in a 

synchronous discussion 

through text. 

 

Journals 

An online journal which can 

only be viewed by the 

student and the instructor. 

 

Forums 

  Allow the students to participate in asynchronous discussions.  

Standard Forum:  an open forum where anyone can start a new topic at any time. 

Single Discussion Forum:  a forum focused on one specific topic 

Q & A Forum:  Students cannot see other studentsõ responses until after he/she posts his/her own 

response. 

 

Assignments 

A way for students to digitally 

submit their assignments to 

the teacher. 

 

Quizzes 

Online tests taken and 

submitted through the Moodle 

site. 

 

MS Office Documents 

 

Power Point 
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Technical Requirements 

Technical Requirements 

Hardware  
¶ Windows: Windows NT, 4.0, 2000, XP or Vista and a 56k V.90 modem or better Internet 

connection.  
¶ Macintosh: Mac OS X and a 56k V.90 modem or better Internet connection.  
¶ Depending on the use of streaming media, interactive multimedia, or other content in the 

individual courses, you might need additional hardware/software or browser plug-ins.  
¶ Audio input and output. These speakers/headphones and microphones may be purchased for 

less than $20 each. 
Browsers 

¶ Firefox 3 is the recommended browser for both platforms.  
Free Firefox download.  

¶ Internet Explorer 7 may be used, but Firefox is preferred 
¶ Opera and Safari will not show build-in html editor in Moodle. 

Pop-up configuration 
¶ Some of the Moodle courses use pop-up windows; therefore you will need to disable 

pop-up blockers in your browser. Some blockers may be turned off on Windows by right 
clicking an icon on the system tray, next to where the clock resides. For complete 
instructions on disabling your pop-ǳǇ ōƭƻŎƪŜǊΣ ǇƭŜŀǎŜ ǎŜŜ ǘƘŜ ά¢ƻƻƭǎέ ǎŜŎǘƛƻƴ ƻƴ ȅƻǳǊ 
ŘƛǎǘǊƛŎǘΩǎ aƻƻŘƭŜ ǎƛǘŜΦ 

Software* 
¶ Software should include a word processor; a spreadsheet; and a presentation program.  The 

most common supplier is Microsoft Office.  MS Office can be found at reduced price for 
students.  Other open source or free programs are available such as Open Office and can be 
obtained online for free at http://openoffice.org 

¶ Adobe Reader 9.0 or later 

¶ QuickTime 7.0 or later 
*tƭŜŀǎŜ ǎŜŜ ǘƘŜ ά¢ƻƻƭǎέ ǎŜŎǘƛƻƴ ƻƴ ȅƻǳǊ ŘƛǎǘǊƛŎǘΩǎ aƻƻŘƭŜ ǎƛǘŜ ŦƻǊ ŀ ŎƻƳǇƭŜǘŜ ƭƛǎǘ ƻŦ ŦǊŜŜ ŘƻǿƴƭƻŀŘǎ 

and plug-ins. 

 

  

http://www.mozilla.com/en-US/firefox/
http://openoffice.org/


9 

 

Using Moodle 

Login to Moodle 

It is recommended that you use Firefox 3.0 or higher or Internet Explorer 7 when using Moodle.  Do 

not use Safari as it will not work properly. 

To access Blairsville-Saltsburg School Districtõs Moodle site, navigate to http://b -

ssd.wiueacademy.org/.  In the upper left-hand corner, enter your username and password provided 

by the school.  Click Login. 

 

You will be asked to change your 

password when you login for the 

first time.  Your current password is 

the one you used to login.  Enter a 

new password (one that you make 

up and keep to yourself).  Click 

Save Changes 

 
Click Continue 

 
You will be directed to the profile 

page.  Click Home in the 

breadcrumbs located in the upper 

left-hand corner to go back to your 

Moodle main page.  You will locate 

your course on the Moodle main 

page. 

 

http://b-ssd.wiueacademy.org/
http://b-ssd.wiueacademy.org/
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Navigating in Moodle 

Breadcrumbs 

When moving around in Moodle, it is important that you do not use your Back button on your 

browser.  Instead, use the links and breadcrumbs provided.  Breadcrumbs are the links that appear 

along the top of your screen, directly under the banner.  They tell you the path youõve taken to get to 

a particular screen. 

 

Clicking on the Home link will take you back to the home page of your districtõs Moodle site.  The 

next breadcrumb is the link to the main page of your course.  This may be your course title or an 

abbreviation of your course title.  Your breadcrumbs will change depending on where you navigate to 

in your course, but you will always have a Home and a Course Title link in your breadcrumbs. 

Course Content 

As stated in the Types of Content section above, you will be using many different types of resources 

as you progress throughout the course.  To access any of the content, simply click one time on the 

link to the particular resource.  Use may your breadcrumbs to return to your main course page. 
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Main Course Page 

To open any of the documents and resources in your Moodle course, click on the link next to the 

icon.  The document or web resource will open in a new window.  

To avoid scrolling, you 

have the option to 

collapse sections or 

topics of your course 

which you are not 

currently using.  To 

collapse sections, click 

on the rectangle in the 

upper right-hand 

corner of the section 

that you want to view. 

 
 

The result will show 

your course title 

section and the section 

that youõve selected to 

view.  To navigate to 

other sections, use the 

Jump toé menu at the 

bottom of your screen. 

 

To expand the sections 

to see all available 

topics at once, click on 

the two rectangles in 

the upper right-hand 

corner of the section. 
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Web Pages 

Your teacher may provide several links to outside web sites as part of your lessons.  Web pages will 

open in a separate browser window.  This means that you will have two browser windows open.  If 

your web site does not open, you may have pop-ups blocked in your browser or an add-on toolbar 

such as Yahoo! or Google.  If you are unsure how to allow pop-ups in your browser, you can refer to 

the Pop-up Blocker Configuration at the end of this handbook.  These instructions are also located 

on the home page of your districtõs Moodle site in the Tools section. When a new web page opens, 

you will be able to move back and forth between your course and the web page.  You will be also 

able to use the browserõs navigation tools like the Back button in the web sites. You can close the 

second web browser when youõre finished with it and still have your course open. 

 

MS Office Documents 

Your course may include documents created in Microsoft Office such as PowerPoint, Excel, and 

Word.  To open the file, click on the file link, then click Open.  (Make sure your browser is set to allow 

pop-ups.) Your teacher may ask you to answer questions directly on the documents, or you may 

choose to make your own notes on them.  You can then save the files to your own computer or 

external drive for your reference or later use.  Donõt worry about changing the original document as it 

cannot be modified on the Moodle course. 
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Forums 

There are several types of forums in Moodle.  A standard forum where anyone can post a new topic, 

a single simple discussion with one focused topic, and a Question and Answer forum where students 

cannot read other studentsõ responses until they have posted one of their own.  Your teacher will set 

up the forum and give you instructions for how you should respond.   

To participate in a forum, click on the forum 

title on your Moodle course 

 

To contribute to the forum, click on Reply  

or Add a new discussion topic, depending 

on the type of forum your teacher has set 

up. 

 
or 

 
 

Chats 

Chats are a great way to communicate with your classmates and teacher.  Your teacher will setup 

the chat and let you know in advance when the chat will take place.   

At the designated time, 

login to your Moodle 

course and click on the 

designated chat 

session.  

Click the link to enter 

the chat. 
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The chat room looks 

like the image below.  

The conversation 

appears in the main 

frame of the window.  

The chat members are 

listed on the right.  To 

participate in the chat, 

type your text in the 

field at the bottom of 

the screen.  All 

conversations in chats 

are recorded and 

logged automatically by 

Moodle for the teacher 

to view. 

 
 

Journals 

Journals are a tool that you may use to record your thoughts and reflections throughout the learning 

process.  The electronic journal in Moodle is a place where you can record your thoughts about a 

topic.  You and your teacher are the only people who can view your journal.  After you record your 

thoughts in the journal, your teacher can make comments on your writing and you will be able to 

view the comments through the journal.  You can also continue to write in your journal as the course 

progresses. 

The Virtual Classroom 

Moodle also has a virtual classroom tool that can be used to conduct synchronous lessons between 

your teacher and students.  In order to participate in the virtual classroom environment, you will 

need to have headphones and a microphone.  If you do not have a microphone, you will still be able 

to hear what is being said, but you wonõt be able to contribute to the conversation.  A webcam is also 

a helpful tool to have in the virtual classroom, but is not necessary in order to participate. Be sure to 

check with your teacher to see if a webcam is required for the virtual classroom.  

Your teacher will let you know ahead of time when sessions will be held in the virtual classroom.  He 

or she will post a link to the live session in your course.   
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*BEFORE you login to your course, make sure you have plugged in your 

microphone, speakers or headphones, and your webcam. 

To access the virtual classroom, 

login to the Moodle course a 

few minutes before the 

designated start of the session 

and click on the link to the 

session. 

 

Click on the link to the Enter 

Class button 

 

Click Allow on the Adobe Flash 

Player Settings window 
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Click on the òDevice Settingsó 

button to check your 

microphone, audio and 

webcam. 

 

You can adjust your settings 

and/or select the appropriate 

device in this window.  

 

Once you have successfully 

tested your devices, click OK. 

 

 
If you are not speaking, it is 

best to mute your microphone. 

To mute your microphone, click 

on the òStop broadcasting 

audioó button. You can click the 

òStop broadcasting videoó 

button to stop sending video 

from your webcam. You will not 

have audio or video control 

unless your teacher gives you 

permission to speak.   

If your teacher gives you 

permission, you will see the 

whiteboard tools become 

active.  You can control the 

tools with your mouse.  If you 

do not have permission, your 

tools will appear grayed out. 
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After the session is over, you 

may go back and view the 

lesson as many times as you 

wish.  Simply click on the 

session link in your course, and 

then go to the View Recording 

URL.  You will be able to view 

the session as if it were a video. 

 

 

 

VoiceThread 

A VoiceThread is a collaborative, multimedia slide show that holds images, documents and videos  

and allows people to leave comments in five different ways- using voice (with a microphone or 

phone), text, audio file, or video (via a webcam). Users can doodle while commenting, use multiple 

identities and teachers can choose which comments are shown through moderation.  VoiceThread is 

a place for creating and collaborating on digital stories and documentaries, practicing and 

documenting language skills, exploring geography and culture, solving math problems, or simply 

finding and honing student voices.  Students must sign up for a free VoiceThread account in order to 

participate in a VoiceThread.   
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Signing Up for a VoiceThread Account 

Your district may already have purchased VoiceThread accounts for you.  In this case, your teacher or 

district will let you know your account information.  If you do not already have an account through 

your district, you can create a free account following the instructions below. 

Before you go to the VoiceThread web site, make sure that your peripherals (microphone, 

headset, webcam) are plugged into your computer. 

1. Go to 
http://wiu.ed.voicethread.com 

2. Click on the Sign in or 
Register button 

 

2.  Click on Register 

 

http://wiu.ed.voicethread.com/
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3.  Complete the information.  
You may choose your own 
password.  If you do not have 
an email, you may enter a 
ñfakeò address. 

 
 

Watching a VoiceThread 

Finding and watching a VoiceThread 
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Auto play a VoiceThread 

 

Manual Play a VoiceThread 
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Zoom feature:  click one time over an 

image to zoom in.  Release the 

mouse button and move your mouse 

around the page to view different 

areas.  Click your mouse button again 

to zoom out the full page. 

 
 

Commenting in a VoiceThread 

Anyone can view a public VoiceThread.  Public VoiceThreads are those that are available on the 

Browse tab of the site.  You do not need an account to view a VoiceThread on this tab.  You do need 

an account to make a comment on any VoiceThread.   

Click the Comment button to make a comment.  Comments can be made in five different ways: 

 

 By telephone  By video By voice By text  By file upload 

 (requires a paid  

account) 
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Making an audio comment using a microphone 

 

 
Click Allow 

Click the record button.  Begin speaking into your 

microphone.   
 

 

When you are finished commenting, click Stop 

recording.  Note:  comments cannot span across 

multiple slides in a VoiceThread.  In order to advance 

the presentation to the next slide, you must first finish 

your comment, then click on the right arrow. 

 

 

Listen to your comment.  Click Save to keep your 

comment, or Cancel to delete it. 

 
 

Making a text comment 

Click the Comment button.  Then click on Type. 

 

Click in the text bubble that appears.  Type your 

message. 

 

Click Save or Cancel. 
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Video comment using a web cam 

After clicking on Comment, click on the video 

camera icon.   

 

Click Allow 

 

Record your comment.  Click Stop recording 

when you are finished commenting.  Then click 

Save or Cancel. 
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Doodling Comment 

You may use the doodle feature in VoiceThread to make notations on the screen.  You may also 

doodle while you are recording a video or audio comment to add emphasis to your comment. 

To begin doodling, click on a color 

on the color wheel.  Use your mouse 

to draw or write on the slide.  After a 

few seconds, your doodle marks will 

start to fade.  If you want your marks 

to remain on the screen, click the 

white circle in the center of the color 

wheel. 

Click Save. 

 
  

Deleting or hiding a Comment  

You may delete a comment that you have made at any time on VoiceThread.  Even if it is in a 

different session of watching the VoiceThread.  Click the curtains to hide your comment from others.  

When you want your comment to be viewed, click the curtains again.  To delete a comment, you must 

first select your comment, and then click on the trash can.  Click Delete to confirm the deletion. 
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Creating a VoiceThread 

Click on the Create tab 

Click Upload to upload 

content from your 

computer.  

 

You may upload pictures, 

documents, PowerPoints, 

PDFs and movies from your 

computer.  You may also 

choose to use files 

uploaded to previous 

VoiceThreads that you have 

created.  To use a web 

page, click the URL button 

and navigate to the web 

page. Copy the URL and 

paste it in the field. 
 

If you select a previously 

created VoiceThread, you 

can also choose the 

specific slides you would 

like to use in your new 

VoiceThread.  Select the 

slides, and then click 

Import. 

 

Editing your VoiceThread 

 
















