
How to Use the Online Learning Orientation Tool (OLOT)
This is the Getting Started Guide for Michigan Virtual University’s® Online Learning Orientation 

Tool, or OLOT – a free, self-paced, web-based resource for students. OLOT isintended to help students 
understand what online learning entails and introduces the skills and knowledge

 that are key to success.

OLOT has four modules: 

Included in this packet are three documents to help students 
get the mostout of their OLOT experience: 

1. The MVU Online Learner Readiness Rubric helps
students and the adults supporting their online
learning understand where students may need
additional resources or assistance.

2. OLOT Content At-A-Glance shows the units and
Lesson s contained in each module.

3. The OLOT/Readiness Rubric Crosswalk provides
the relationship between OLOT and the rubric
so students can be directed to modules and/or
speci�c units within the modules based on the
results of the student’s strengths and weaknesses
as identi�ed by the rubric.

Even though OLOT may be used by students
independently, often it is more e�ective if students
have someone they are accountable to for the results
and someone – their mentor, parent, or guardian for
example – directing and supporting their e�orts.

We welcome feedback! Please feel free to o�er any suggestions for improvement
or share your experiences using OLOT by emailing us at olot@mivu.org.
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UNIT 1: ONLINE VS. TRADITIONAL
• Lesson 1.1: Kind of Work
• Lesson 1.2: Amount of Time
• Lesson 1.3: E�ort Required
• Lesson 1.4: Amount of Reading
• Lesson1.5: Trade-O�s

UNIT 4: ONLINE TESTS
• Lesson 4.1: Time-Outs
• Lesson 4.2: Proctored Exams
• Lesson 4.3: Read Directions!

Module 1: Knowing What to Expect

UNIT2: LEARNING OPTIONS
• Lesson 2.1: Stand-Alone Courses
• Lesson 2.2: Facilitated Courses
UNIT 3: COSTS AND REQUIREMENTS
• Lesson 3.1: Course Costs

UNIT 5: DEALING WITH FRUSTRATIONS
• Lesson 5.1: Online Course Frustrations
• Lesson 5.2: Assessing Course Quality
• Lesson 5.3: Dealing with Frustration

UNIT 1: THE RIGHT HARDWARE AND SOFTWARE
• Lesson 1.1: Knowing Your Computer
• Lesson 1.2: Primary Applications
• Lesson 1.3: What are Plug-ins?
• Lesson 1.4: Downloading Plug-ins

• Lesson 4.3: Uploading Files
• Lesson 4.4: File types
• Lesson 4.5: Virus Protection
UNIT 5: WORKING WITH EMAIL
• Lesson 5.1: Checking and Reading Mail
• Lesson 5.2: Sending Messages
• Lesson 5.3: Attaching Documents
• Lesson 5.4: Basic Email Management

Module 2: Technical Skills You’ll Need

Module 3: Learning Skills You’ll Need

UNIT 2: USING A BROWSER
• Lesson 2.1: Basic Browse Navigation
• Lesson 2.2: Managing Windows
• Lesson 2.3: Text Sizing
• Lesson 2.4: Bookmarking Sites
• Lesson 2.5: Cookies and Java Script
UNIT 3: USING A SEARCH ENGINE
• Lesson 3.1: Keyword Searches
• Lesson 3.2: Advanced Searches

UNIT 1: LEARNING STYLES
• Lesson 1.1: Learning Styles
Unit 2: INTEREST AND MOTIVATION
• Lesson 2.1: Interest and Motivation

UNIT 4: UPLOADING AND DOWNLOADING FILES
• Lesson 4.1: File Management
• Lesson 4.2: Downloading Files

UNIT 6: DISCUSSION BOARDS
• Lesson 6.1: Threaded vs. Non-Threaded
• Lesson 6.2: How to Read Discussion Boards
• Lesson 6.3: How to Post to Discussion Boards
• Lesson 6.4: How to Reply on a Discussion Board
UNIT 7: CHATTING AND INSTANT MESSAGING
• Lesson 7.1: Managing the Chat Room
• Lesson 7.2: Message Formating
• Lesson 7.3: Instant Messaging

UNIT 3: STUDY SKILLS
• Lesson 3.1: Time Management
• Lesson 3.2: Organization Techniques

UNIT 3: MANAGING COMMUNICATIONS
• Lesson 3.1: Meaningful Contributions
• Lesson 3.2: Sorting Through the Weeds
UNIT 4: PROBLEM RESOLUTION
• Lesson 4.1: Who to Contact
• Lesson 4.2: Describing Problems E�ectively

Module 4: Learning Skills You’ll Need
UNIT 1: BASIC COURSE ELEMENTS
• Lesson 1.1: Announcements
• Lesson 1.2: Syllabus
• Lesson 1.3: Assignments
• Lesson 1.4: Navigation Elements
• Lesson 1.5: Communication Tools
• Lesson 1.6: Utilitie
UNIT 2: ETIQUETTE ONLINE
• Lesson 2.1: To Quote or Not to Quote
• Lesson 2.2: Adding Emphasis
• Lesson 2.3: Being Respectful to 

• Lesson 3.2: Set-up Costs
• Lesson 3.3: Assessing Hardware/Software
• Lesson 3.4: Alternative Access
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Online Learner Orientation Tool/Readiness Rubric Crosswalk

If you use the Online Learner Readiness Rubric developed by MVU®, you can use this table to see what units in OLOT correspond with which 
areas described in the rubric. The units within the modules that correspondwith the area within the rubric are listed where the columns converge. 

If you are not familiar with the rubric, it is page 2 of this packet and available in the 21f Tool Kit as an interactive version here or as a PDF.

OLOT Modules

Knowing What  
to Expect

Technical Skills
You’ll Need

Learning Skills
You’ll Need

Managing the
Day-to-Day

Ru
br

ic 
Ar

ea
s

Technology 
Skills

UNIT 1: Online vs. 
Traditional

UNIT 4: 
Online Tests

All Units NA UNIT 1: Basic Course 
Elements

UNIT 2: Etiquette 
Online

UNIT 3: Managing 
Communications

Work & Study
Habits

UNIT 1:  
Online vs. 
Traditional

UNIT 5: Dealing 
with Frustrations

UNIT 5: Working  
with Email

UNIT 6: 
Discussion Boards

All Units UNIT 1: Basic  
Course Elements

Learning 
 

Style

UNIT 2:  
Learning Options

UNIT 4:  
Online Tests

UNIT 5: Working  
with Email

UNIT 6: Discussion 
Boards

All Units UNIT 1: Basic  
Course Elements

UNIT 3: Managing  
Communications

UNIT 4: Problem 
Resolution

Technology
Connectivity

UNIT 3: Costs  
& Requirements

UNIT 1: The 
Right Hardware 
& Software

NA NA

Time
Management

UNIT 1: Online vs. 
Traditional

NA UNIT 3: Study Skills NA

Interest &
Motivation

UNIT 5: Dealing with 
Frustration

UNIT 5: Working  
with Email

UNIT 6: Discussion 
Boards

All units UNIT 1: Basic  
Course Elements


