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Account Login 
 
Here’s how to access the online learning environment. 
 

1. Open the browser and type in the virtual school website address (URL).             
http://www.apexvs.com 

 
2. Type in the Username and Password and click Login Now. 

 

 
 
 
 

http://www.apexvs.com/


ClassTools Achieve Getting Started 
 

 A. Create a virtual Classroom. 
 

4. After you log in (and are on the My School page), click Setup Classroom. You 
may then be asked to choose a subject. If so, select the appropriate subject. See 
Step 8 to add additional subjects to your classroom. 

 
5. On the Classroom Setup page, add a Time Period (if desired) in order to 

complete your Classroom Name, and click Submit. 
 

6. If you would like to create another classroom, click the Setup Classroom link 
again. Otherwise, click Go to My School. 

 
B. Classroom Management: Configure Classroom 
 

7. Once you have created a classroom, click the pencil icon to the left of the 
classroom name. This will take you to the Classroom Management page. 

 
8. To add additional subjects to your classroom, click the Configure Classroom 

button. Place check marks in the boxes of all of the subjects you would like to 
add to this particular classroom. Click the Update button at the bottom of the 
page. 

 
9. You can also use the Configure Classroom button to change the name of your 

classroom. Type the new name of the classroom in the top field then click the 
Update button to save your changes. 

 

http://www.apexvs.com/setup


Setup classroom 

How to Enroll Students 

1. Choose a student from the Add Student to list Classroom list. 
2. Click the Update button to enroll them in your class. 

Click the Printable Roster link to see a list of students’ usernames and passwords. 

Do NOT create new student accounts at this page. Use the materials from training. 

 

To Withdraw students, use the same procedure but select from the Students Enrolled in this Classroom 
and click Update. 

Select a student 
from this list then 
click Update to add 
the student to your 
classroom. 



My School Page 

Below is an example of student’s My School page.  The additional Tools features for 
mentors and site coordinators will be explained later in the training. 
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Course Window 
 
From the My School page, in the Current Enrollments area, you can click any course 
link to open that course, which opens the Course Window.  We’ve pointed out key 
features in the screen shot below. 
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Activity Types 
 
The following activity types are found in Apex Learning Courses. 

 

Activity Type Abbreviation Intent of the Activity 
Typically 
counts 
toward 
grade? 

Study STD Teaches new concepts through multimedia and interactivity N 

Read RDG Directs students to read (copyrighted) materials that are 
on- or off-line N 

Practice PRC Practices, applies, discovers, extends learned concepts Y/N 

Journal JRL 
Practice in which student documents processes, ideas, or 
works through problems and issues – like a portfolio when 
repeated throughout the course 

Y 

Lab LAB 

Practice activity designed to prepare students for offline lab 
work, to simulate lab in the virtual environment, or to 
enable students to work with data as they might experience 
in a laboratory 

Y/N 

Discuss DIS Asynchronous, teacher-supervised discussion Y 

Diag DIA Diagnose areas that need further study – covers an entire 
unit, and study plan links students back to content N 

Review REV Prepares students for Unit-level assessment N 

Quiz QUZ Computer-scored assessment at the lesson level Y 

Explore XPL 
Enrichment or remediation activities that often include 
guided research using external web links. – material is not 
included in assessments 

N 

Test (CST) CST Computer-scored assessment covering content in an entire 
unit Y 

Test (TST) TST Teacher-scored assessment covering content in an entire 
unit Y 

Exam EXM Assessment covering content in an entire semester Y 

Final Exam FEX Assess material in an entire subject (covers 2 semesters) Y 

 



System Check-Up 
 
The System Check-Up detects the capabilities of the computer and software.  Here, 
the user can see what needs to be updated on their system.   
 
As seen below, when the user clicks on the Status icon (red stop sign, yellow caution or 
green ok) they will see a brief explanation as well as a link to the corresponding Support 
Center article. 
 
The System Check-Up is a pop-up page and is pictured below.  This is an important tool 
when diagnosing technical issues on the client-side. 
 

 
 



Outline Manager 
 
By hiding a specific activity in the Outline Manager you remove it from the students view 
in the student's outline. This will prevent the student from seeing or completing the 
activity.  

 
Directions: 
 

• Launch the course you want to modify from the from Current Enrollments area. 
• Turn on the Outline Manager by clicking the 'switch' icon in the upper right hand 

corner to "ON" (It will be green). 
• Notice that there are check boxes in the Course Navigation Outline to the left. 
• Uncheck the checkbox to remove the green check and hide the activity. 
• After you have hidden the appropriate activiti(es) click the Outline Manager 

switch to off. (It will turn grey). 
• The Course Navigation Outline will now appear as it does for the students. 
• To 'Unhide' activities turn the Outline Manager "ON" and add checkboxes to the 

appropriate activities. 
 
Icons: 
 

  Outline Manager - "OFF" (Student View) 
 

 Outline Manager  "ON"  (Teacher View) 
 
 
Example: 
 

 

Unit 2 has been 
Hidden. 

 
 



 Grade Book 
 

To access your Grade Book: 
 

1. Click on the Grade Book link in the Tools menu. 
 
2. Select a Classroom from the Drop-Down Menu.   

 
Note: Click the Show Completed box to see classrooms from the previous Semester. 

 
3. By Default, the Grade Book will be in Summary View.  In Summary View you can 

see basic grade information for each unit, the Days Since the student last 
accessed the course, On Schedule %, Quality of Work %, Grade to Date, Overall 
%.  This is also where you can enter Midterm and Final Grades. 

 
 
Summary View 
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Grade Book: Unit View 

Selecting a Unit from the unit drop down menu refreshes the grade book display. 
Student performance at the individual activity level is displayed.  

In the Unit View you have the ability to enter scores, reset computer scored activities, 
set due dates, proctor activities and more.  You can use these controls at the Student or 
Class level. 

Note: Make sure to click the Save Changes button when you adjust anything in the 
Grade Book! 

 

Classroom 
level controls. 
Student level 
controls.



Grade Book Controls 

 
 

Reset - Clicking this control will reset all of the computer scores earned by students 
within a section. When reset, the current score earned by a student is recorded for 
historical purposes, but the score earned by the student for grade book calculations is 
cleared. Once reset, students can retake computer scored activities to earn a new 
score. 
 
Due Date - Clicking this control enables the teacher to set a new due date for the 
selected activity for all of the students currently enrolled in the section. Setting this due 
date overwrites the existing due date associated with the assignment. Students 
enrolling after an activity due date is changed will be given the due date originally 
associated with the activity. Classroom wide due date changes will not affect those 
students that have 'Tested Out' of a unit. Their activity due dates for the corresponding 
unit remain cleared when you adjust the due date. 
 
Proctor - Clicking the Proctor control will lock (or unlock) an activity. Students cannot 
access proctored activities in the course. A red lock icon indicates that the activity is not 
available to any of the students in the section. This control is a toggle control. Clicking 
the green unlocked icon will set the activity to Proctored (or locked). The icon will switch 
to a red lock image. Clicking the red locked icon will unlock the activity. 
 
Exclude - The Exclude control removes an activity from the calculations of student 
performance. This control is a toggle control. Clicking the 'X' version of the control will 
exclude an activity. Excluded activities have orange ULAs and the word 'Excluded' 
appears where the points possible would typically appear. Clicking the '+' version of this 
control toggles the activity and includes the point values and student scores in grade 
book calculations. 
moves an activity  
Excused – The term used to exclude an activity or a unit for an individual student is ‘excused’.
an ‘e’ or an ‘x’ for a score in the grade book will mark the activity as excused. You can do this
for an entire unit by selecting the arrow next to the score frame in the Summary view.    
Enter an ‘e’ or an ‘x’ in the test out average score field.
 
 



Grade Book: Due Dates 

Each activity listed in the grade book has an associated due date. For online courses, due 
dates are established when a student is enrolled in the course. Teachers have the ability to 
adjust the due date for an activity at the section level, or at the individual student level by 
clicking the respective Due Date control as described above. 

 
 

Update Due Date - To change the due date for an activity, enter the new due date in the 
Due Date field. Click the calendar icon next to the due date field to select a new due date 
from a pop-up calendar. 
 

Cascade Due Date Change - Clicking the Cascade Due Date Change checkbox reveals 
an additional date field indicating the current course end date. When you change an 
activity due date, you can elect to have the system recalculate all subsequent due dates 
for the course by clicking the Cascade Due Date Change control. Adjust the course end 
date as necessary to accommodate your change and then click the Save Changes button 
to update the due dates for all subsequent scored activities.  
 
Important Note - Student activities within units that they have 'Tested Out' of are not modified when using 
the cascading feature.  When a new student is enrolled in an existing section, they will be assigned the 
default due dates established when the course was created. If you have modified the due dates for a 
section of students you should make an appropriate adjustment to the due dates for any new students 
joining your section when they enroll to establish an appropriate schedule for the student to complete the 
course with their peers. 



Reports 
 
To access more information about student progress, scores, and log in information click 
on the Reports link, select a classroom, and choose a report. 
 
The most useful reports will be the Student Progress and Activity Scores Report. 
 

 
 
 
 
 
 



Example Reports 
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