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Welcome to your distance learning program at Martinsburg College. This 
guide is designed to assist you in acclimatizing to the online study 
environment.  The guide includes: 
 
►  Study Tips 
► Instructions on logging onto the Online Education Portal  
► Information on accessing library resources 
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Study Suggestions 
 

 
 
The following are suggestions to help students achieve success in distance education 
programs. 
 
► Establish a regular study time each week and let friends, family, and work 
colleagues know that you will be unavailable during those times so you will not be 
interrupted. 
► Get familiar with the student web portal prior to beginning the program.  Make 
sure you know how to access all the of the course components.  See pages 4 – 10 of this 
booklet to assist you in accessing the portal and for additional information regarding your 
course and training. 
 
► Stick to your course schedule.  You will be sent email reminders 24 hours prior to 
an assessment or assignment being due and 48 hours after it was due. However you may 
also want to record the due dates on your personal calendar.  It’s important to keep on 
track.  Please call the student services department at 304-263-6262 ext. 2 if you 
experience any difficulties. 
 
► Follow the Training Plan for each course within the program.  If you have reading 
assignments, you can read ahead to stay on track.   
 
► Balancing school and family life can be challenging.  To help, you may need to 
set some ground rules at the outset.  For example, if you’re participating in a chat session, 
you may want to hang a “Do not Disturb” sign on your door.  Be available to your family 
during off-hours and give them the attention they need.  Set an example – if you have 
school-aged children, use your own studies to set an example for how they can succeed in 
their own classes.   
 
► Most importantly, stay in touch with the school!  We will be calling, emailing, 
and texting you to assist you in the program.  Please update us with any changes in your 
contact information so we can keep you abreast of any updates and news. 
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Getting Started 
 

Online Education Portal 
The Online Education Portal allows you access to the online classrooms.  You 
can also check your progress as you complete your training and access the e-
reference library, all through the Online Education Portal.   
 
To access the Online Education Portal: 
 
Open your web browser and type in the address:  www.onlineclasslogin.com  or 
you can access the online education portal via the Martinsburg College website 
at www.martinsburgcollege.edu and select  
‘Student Login’ 
 
  
The Online Education Portal will open.  Login with your unique username and 
password. 
 

 
 
You should have received a Welcome Letter via email containing your Username 
and Password to access the Online Education Portal.  If you cannot locate this 
letter, please contact Student Services to obtain this information.  
 
 

Enter info to login 
 

http://www.onlineclasslogin.com/
http://www.martinsburgcollege.edu/
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Logging in to the Online Classroom 
 
After you enter your username and password, you will see a page similar to the 
one below that will list out each of the courses in which you are enrolled. Note: 
The program in which you are enrolled may be different than the picture. The 
picture is for demonstration purposes only.   

 

 
 

Simply click on the first course, which will be the program orientation, to enter the 
classroom for that course.   
 

 
In the Resources section of the course, you will find the Syllabus, Study 
Suggestions, Study Guide, Introduction to Distance Learning, and a link to the e-
Reference Library.  
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Beneath the Resources Section is the Student Support Section.  In this section, 
you will see the various ways in which you can contact and communicate with 
Martinsburg College and the hours of availability.  
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The activities to be completed are listed in each module and lesson.  To access 
an activity, simply click on the link.   
 

 
 
 
 
Navigating the Online Education Portal 
 
Navigating the Online Education Portal is a great experience!  A key point to 
remember is that you can navigate in and out of various resources and tools with 
a simple click of your mouse!   
 
Here are some examples of that type of navigation: 
 
Breadcrumbs - this is a menu positioned below the course title showing your 
location within the course site. Just as you got there you can now retrace your 
steps in the opposite direction to return to where you started. Just like leaving a 
trail of breadcrumbs, hence the name. 
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The above example of a “breadcrumb” shows your current location is the Lesson 
2: Reading Assignment. If you click on Dashboard you will be taken to your home 
page that lists all the courses you are currently enrolled in.  Click on the name of 
the course and you will be returned to the course homepage where you can see 
the list of resources for that course. As you navigate you will notice this menu 
changes to reflect your current position. 
 
The example above is only one example of how the breadcrumbs menu may 
appear and it will be different for each course. Keep an eye on it as you navigate 
around your own course, you will notice it change to reflect your current position. 
 
 
Keeping Specific Windows Open 
 
In other cases, when you open an activity, a new window or browser tab map 
open.  In these cases, you can close the window when you have completed the 
activity, or close the browser tab.  Be careful not to close the entire browser or 
you will need to log back into the course.   
 
The Resources section of the Online Education Portal provides you with access 
to many of the tools you will use during your program. At some point in your 
program you may wish to keep one of these resources open while you are 
progressing through another area of your program.   
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By clicking on the resource you need, such as the Syllabus, this resource will 
open.   
 
 
Notice that after clicking on ‘Syllabus’, as an example, a separate window opens 
that looks similar to the one below.  To return back to the Resources section, you 
do not need to close the Syllabus.  You can simply minimize it so it is readily 
available to you as you progress through your course.  Once it has been 
minimized, it will still be available to you in your systems tray at the bottom of 
your screen.   
 

 
 
Minimizing Windows in the Media Based Content 
You can also minimize the media based lesson as you are working through your 
program.  As you can see below, the media based lesson is in a window that can 
be minimized.  
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For example, if you are in the media based lesson, you may decide that you 
would like to open a book in the resources section of your classroom.  You would 
not need to exit from the Media Based Content.  You can simply minimize that 
screen then jump to the Resources section and open the book.  Once you have 
found what you were looking for, you can then restore the media based lesson 
from the systems tray at the bottom of your screen.   
 

Using your web browser buttons to navigate  

Finally, it is possible to navigate between pages using the navigation buttons on 
your web browser. However, this is not recommended. You will obtain more 
consistent results by using the navigation options directly within the Online 
Education Portal and course pages. 

Chatting with Student Support 
To access Student Support, simply click on the link in the Student Support 
section of the class. 
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After you click on the link, a screen similar to the one below will open.  This is 
where you must enter your name and email address.  
 

 
 
 
After clicking on go to Chat, you will then see a screen like below which is where 
you will chat with a Student Support Representative.   

Type name 
and e-mail 
address in 
these fields 
and then 
click Go To 
Chat 
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To ask a question, simply type your question in the area provided at the bottom 
of the screen to the left of the Enter button.  When you have finished typing your 
question, click on the Enter button.  Your question will be posted to the chat 
room and a student support representative will then respond to your question. 
When you wish to leave the Chat area, you should click on the Close button in 
the top right hand corner of the chat screen to let student support know that you 
are leaving the area.  The Chat Room will then close.   

Checking your Progress 
 
You can check your progress by clicking on the Menu option in the top left corner 
of the main class page, and then choose the ‘Grades’ option.  Note, you may 
need to scroll down the menu to find the Grades option. 

 
 

Type 
question here 
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You will then be able to view your current grades for any work you have 
completed in your program.   
 

Getting Started with the E-Reference 
Library 
The e-Reference Library provides complete access to: 

• The full text version of thousands of leading professional business, 
technical, and engineering books.  

• Concise summaries of today's foremost business books.  
• Best practices from leading senior executives of Fortune 500 

companies.  
• Full reports and summaries from the analyst community.  
• The Leadership Development Channel™ online, as well as live and on 

demand videos of preeminent thought leaders.  
 Quickly and easily locate and read content, add bookmarks and notes, 
download, and share content.  

 Accessing the e-Reference Library:  
  

In the Resources section, click on the e-Reference Library link in your 
classroom window.  The e-Reference library will open.  
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Books Home – Your Starting Page 
 
On the Books Home page, you have the following options:  
 
 

 
Enter the title or subject of the book you are looking for in the Search 
box and press Enter.  A list of books matching your search criteria will 
display.   
 

Search 
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Click Launch to open the book. 
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Search the library of books available by clicking on The Library from the 
top menu.   
 

 
 
The Library will display categories of topics from which you can choose.  
Click on a category to explore the options available within that category. 
 

The Library 
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 Click the Launch button to open a book.  



 18 

 
 
 

Click My Books from the left Quick Links menu.  The books that you 
have previously opened will be available in the Learning Transcript.   
 

My Books 
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Click the Actions drop down list on the right side of the book and click 
Launch to open it. 
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At the bottom of the Books Home page, you will see the books you have 
Recently Viewed which allows quick and easy access to your current 
books.  Click the Launch button for the book to open it. 

 
 
To return to the Books Home page at any time, click the Books Home link in 
the top left corner. 
 

Recently Viewed titles 
will appear here 
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Once a book is open, there are icons across the top of the screen: 
 
 
 

 
 
The Table of Contents icon can be clicked to display a table of contents for 
the selected book. 
 
 
 

 
 
The Information icon can be clicked to display information about the 
selected books such as the information contained on the back cover and 
the Author Bio. 
 
 
 

 
 
The My Notes icon, when clicked, will open a text box that will enable you 
to take notes as you progress through the book.   
 
 

 
 
The Add Bookmark icon, when clicked, will add a bookmark to the page 
you are viewing.  You can quickly navigate to bookmarked pages by clicking 
the My Bookmark icon from the table of contents and select the 
bookmarked page you wish to return to. 

Table of Contents 

Information 

My Notes 

Add Bookmark 
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The Download icon enables you to download book chapters in PDF, ePUB, 
or Kindle ready mobi format.  Depending upon the browser you are using, 
you may be prompted to save the file to your computer or it may 
automatically download and display in a tab below on this screen.  Once 
downloaded, you can read the chapter(s) offline.  Note: You are entitled to 
15 chapter downloads every 90 days. 
 
 

 
 
The Search icon, when clicked, will display a Search box.  This allows you to 
search for specific text within the book and will display the results from 
which you can choose. 
 
 

 
 
Clicking the More Options icon will display two more options; Change Text 
Size and Share. 
 
 

 
 

 
 
The Change Text Size icon will enable you to increase or decrease the font 
size of the text on screen. 
 

Download 

Search 

More Options 

Change Text Size 
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The Share icon will allow you to email a link to the specific section of the 
book.  You have the option to send the email directly or you can copy and 
paste one of the link options. 
 
 
 

 
 
The Maximize icon allows you to maximize of minimize the size of the book 
screen.  You should first maximize the window in which the book displays 
before clicking the maximize icon for the book. 
 
 

 
 
The Close icon will close the book and return you to the e-Reference Library 
screen. 
 

Share 

Maximize 

Close 
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To exit the e-Reference Library, click the Profile drop down menu in the top 
right corner and then click Log Out. 

 

 

Student Name 
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