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Using the Virtual Assessment Center

Access
1) To access the Virtual Assessment Center (VAC) - http://mooc.kennesaw.edu/credit/
2) Then click on "click here to login" to access the login page.

Creating an account

1) On the sign-in page, click “Create Account”

2) After reading the instructions here, click "Continue to Registration."

3) Fill out all the necessary information. (Please note that all fields are required except "Middle
Name.")

4) Once all necessary information is filled out, click "Submit."

5) You will receive an onscreen notification that your registration was successful at the same time
you receive an email notification sent to the email address you provided.

6) Go to your email and click the link to confirm your account and finish registration. If you are
unable to click on the link, you can copy and paste the link into your browser.

7) That link will take you to the login page where you will be able to sign into the application.

Main Menu

From the main menu, you have the option to create a new submission, update or view your previous
submissions, view and change account details, or change your password.

Logged on as

Log out

Change password

Create a New Submission
Update/View My Submissions

My Account

Creating a New Submission

1) Click “Create a New Submission” on the main menu.

2) On the Submission Request Page, choose your MOOC from the dropdown menu. Then click
"Save and Continue."

Please select your desired submission type below and then
click the Save & Continue button below.

Submission Type Please select

Please select
K-12 Blended and Online Learning MOOC

Save & Continue Back to Menu

3 - Required field

3) This will take you to an instruction page from your MOOC instructor. Read the instructions
carefully, and then click “Continue.”



4) This will take you to the “My Submissions Page.”

e

You have successfully created a submission.
Now, you need to upload the required files listed below.

Submission Type K-12 Blended and Online Learning MOOC
Status ( Created - Save for Later issi )=
Comments Submission created successfully. Upload files and set status to Submit Now to complete the submission.
=Files
( )

Additional Archive

Required Files Upload

Information File

Upload/Edit

File Coursera Certificate docx,doc,pdf, rtf

Upload/Edit  Syllabus Assignment (Week
)

File docx,doc, pdf, rtf

Upload/Edit  Unit Plan Assignment (Week

docx,doc, pdf, rtf
File

Upload/Edit Module Assignment Link

File (Week 7) docx,doc, pdf, rtf

3 - Required field

Save for Later Submission Back to list

5) In the “Status” line, choose whether you would like to “Save for Later Submission” or “Submit
Now.”

[ Submission Created - Save for Later Submission

Submission Created - Save for Later Submission
Submission Ready - Submit Now -

“
J

There are two ways to upload on this page.

6) You can click the "Add File" button and choose from the drop down menu to find the item you
want to submit.

= |

o o ~ Additional Archive
eq 'ype: 2
Required Files File T S S Upload File

v [ Please select e

Please select E ___________________________ E
Coursera Certificate

Module Assignment Link (Week 7)
Syllabus Assignment (Week 5)
Unit Plan Assignment (Week 6) |

AdA filoc
7) Or you can choose the item you need to upload from the list below, click the Upload/Edit File
link and do the same.
9‘“—}:"’:& Coursera Certificate docx,doc, pdf,rtf
8) Once you have expanded either area, you will see 1) a list of acceptable file types for that
submission; 2) an area where you can enter additional information; and 3) an area to add the
files.
! brag files here
v Coursera Certificate  docx,doc, pdf, rtf H

e W :




9) To upload the files, you can choose to "drag files here" or click the "add files" button and find
the files on your computer.

Add files Add files
- e ' E Drag files here H
1 Drag files here ' - i \
g NEY (%' Document.docx N

10) Be sure to hit “Upload” after adding file.

N

feed
i My MOOC Document.docx 27.76 KB Upload Cancel

x
=

11) Once you have added the files that you are ready to upload, go to the bottom of the page and
click either the "Save For Later Submission" or "Submit Now" button. This will depend on which
option you chose from the drop down menu at the top of the page.

Save for Later Submission @ Back to list

12) Once you have successfully uploaded the file(s), you will see this in the “Comments” area in the
upper section of the “My Submissions” page.

Submission created successfully. Upload files and set status to Submit Now to complete the submission.

13) Click “Back to list” at the bottom of the page.

14) Your Main Menu will now be changed to reflect your uploads.
[ Details found: 3 Page 1 of 1 Records Per Page: | 20 : }
[Loggedonasdsuffrid@kennsaw.edu ][ J

Create a New Submission

Submission Submission
Type Creation

Update/View My Submissions

Submission

My Account CEated Submission
K-12 Blended successfully. T
Edt Vew fles totes rsersst [ TNRC RURISAMswerr IS,
Mooc Submit Now to (e
complete the SrimiIzEr
submission.
15) Once you have uploaded all the items that you need to submit, you can click “Edit” and return to

the “My Submissions” page.

J @ View

16) Once on the “My Submissions” page, change the top dropdown menu to “Submit Now.”
| Submission Created - Save for Later Submission 2 b
. Submission Created - Save for Later Submission
Submission Ready - Submit Now ur
17) The button at the bottom of the page changes to “Submit Now.” Clicking this button will take

you to the payment screen.

 submit Now_ Back to st



Making Payment

1) Once on the payment screen, fill out all required information and click “Process Payment.”
Submit Payment
4 A

Payment Description K-12 Blended and Online Learning MOOC

Payment Total $ 250.00

= Cardholder Information
Cardholder's Name *
Address Line 1 *
Address Line 2
City [ |«
State *
Postal Code =

= Card Information

Card Number [ -
7 B e =

Expiration Month | Please select v )*

Expiration Year | Please select v)*

CvC/CwW/CwW2 B

[ Process Payment ] [ Cancel ]

3 - Required field

2) Once payment is successfully submitted, you will see this message and receive an email
confirmation.

| Thank you for submitting your payment. You wil receive an email confirmation. ‘

Return to Menu

Once your payment has processed, your documents will be sent to the reviewers for your course. Please
allow 8-10 business days for your documents to be reviewed. Once the reviews are completed you will
receive an email notification.




