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All on-line classes are hosted in the Online Plus system at the Hampshire Educational
Collaborative using a software package called Moodle. This guide has been prepared to help you get
started using this system. Your instructor will give you further information about how to access and use
class content for each of your classes

Getting to the Site:
1) Point your favorite web browser at:  http://www.collaborative.org
2) On the left side of the window you will see the Navigation menu. Roll your cursor over the

“technology @ hec” item to get the drop-down menu.
3) At the bottom of the drop-down menu select “Online Plus” link to open an new window and

begin using Online Plus.

Creating an Account
Before you can begin working in the Online Plus system, you need to create an account. You

only need to do this once as the account you will be creating can be used for any on-line class that you
take at the Collaborative. Creating an account is easy!

1) As shown in the illustration below, just click once on the “Login” button in the upper right
corner of the window. This will take you to the login screen.

2) Since you are creating your account for the first time, you will need to read the information
about the registration process (Section 1-7 ) and once you have familiarized yourself with the
steps, then you can click on the [Create new account] button at the bottom of the screen as
shown below. After you have registered your account, you can always login to the system by
returning to this window and entering your Username and Password in the boxes on the left.
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3) Once you click on the button you will be taken to a form where you can enter your account
information.  Once you have filled in all the information and clicked on the [Create my new
account] button at the bottom of the screen you will receive an email at the address you entered.
This email will contain information about how to validate your registration and enroll in a class.
You must enter a valid email address in order to register!

Enrolling in Your Class
Follow the instructions in the email to confirm your account. Once that step has been completed

you will automatically logged in and be sent back at the main page for Online Plus. Here you  can
register for a class using the enrollment key your instructor has given you. Enrollment keys are unique
for each class. To enroll, just follow these steps:

1) In the center of the window is a section named “My Courses”. Click on the area that contains
the course you want to register for. In the example below we are selecting “Licensure @ HEC”
but your course may be in a different area.
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3) You will now be presented with a list of the courses in the area you have selected. Find the
course you want to enroll in, and click once to go to the enrollment screen.

4) Once you are at the enrollment screen shown below, enter the key that your instructor has
provided  to enroll in the class. After you have successfully entered the key and clicked once on
the [Enroll me in this course] , you will be taken directly into the classroom area.

NOTE – Classroom layouts as shown below, may be different in each of your classes depending upon
the subject matter and the design of the instructional tools. Your instructor will explain to you the
various aspects of their particular on-line class.

Finally
Those are the basic steps to getting started with Online Plus and the Moodle software system.

Please don't hesitate to contact your teacher or instructor if you have any questions or concerns.
Thank you for your time and we hope that you enjoy your on-line learning experience.
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