
Getting started on 
vhlcentral through

Clever!

Before students can gain access, the teacher must first create a class (level of 
language) and section(s) (class periods/blocks).

Log in to your District Portal to find the Clever App. Do NOT go to Clever.com or 
VHLCentral.com to log in!

Click on the Vista icon inside the Clever App.

You will see a Clever icon briefly while the browser moves to VHLCentral.

You can arrange your programs so they appear in the order you would like to use 
them by using Edit Programs. All of the school’s programs will appear here.
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If you have a lot of programs, use CTRL + F to quickly find your program’s name. 
Toggle the OFF/ON switch to make the program viewable on the Welcome Teacher 
screen. Sort the order of your programs using the menu bars to the left of the program 
covers and dragging and dropping. Make certain to Save changes. To bring them 
back to your Welcome page or to change the order once again, you come back 
to Edit Programs.

You are back to the Welcome page where your programs that you selected are 
now located in the order that you placed them. Select a book from your list in 
which you want to begin creating a class and click on My Dashboard.
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You can always find help by reviewing the How-To Videos found under the account 
icon in the black horizontal bar across the top of the screen. We also have the 
“Chat with an agent” option, the icon is found at the bottom of every page of 
the site.

There are additional Help resources found at the end of this document.

You should now be on the Dashboard page where you will Create a Class. Make 
certain that you are in the correct school. If you work in two different schools, you will 
need to create classes in the two different schools. Students find you based on the 
name of the school.

When you create a class, you are creating a level under which you could possibly 
have multiple sections. We are going to focus on the class level first though. You 
can either click on the red + sign or click on Add Class to begin.
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There are four steps in creating a class. This first one is named Course. You will 
name your class, but you will not include the section (period/block/group). It is 
suggested to include the academic year for easy reference when you want to 
copy settings in following years.

The end date is the end of the academic year, or the end of the semester 
depending when the class ends. Enter 2 days prior to the end date so that the 
data can archive in vhlcentral and you can reference it in later years.

If you are creating a PRIME class do NOT select Express, always select CUSTOM. If 
you select Express, the program will select assignments all the way through the 
end of the class. If there is a school cancellation day, then you would have to go 
in and change all the dates of the pre-assigned activities if they no longer make 
sense based on the school cancellation. Express is only a good idea if you never 
have to adjust due dates for student understanding or school interruptions.
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In the Content area, remember these settings are for the students. They do not 
affect what you see as a teacher. You can still come back and adjust these 
settings at a later date. Changes are not retroactive.

Access Level – this is determined by the purchased made by the district/school

Standards – select the standards you want to use if your program offers them.

Assignment Settings – you select the range of lessons (typically the entire 
program), some programs ask about English translations in vocabulary tutorials, 
and if you want students to see the estimated time to complete an activity

Assigning Tools – enable this option to allow for individual assigning

Media Settings – this is now edited in settings of a section or in the roster section of 
the grade book

Student Support Requests – leave this disabled for now

Chat – leave Only in chat activities enabled to limit student interaction
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You are now in the third step, the Gradebook step, of creating your class. Begin 
by selecting Basic Course or selecting a class you have made previously.

A few items to be aware of:
1. This is NOT your gradebook. Most likely, you will not take every grade from this

resource and place it in your official gradebook.
2. If an activity has only two options for an answer (true/false; logical/illogical;

etc.) no matter the setting you select students will only have ONE attempt.
3. Unless you are using German resources, it is best to select only accents count 

under strictness. German teachers will need to select accents and 
capitalization. Do NOT select punctuation because the computer will mark 
something wrong if the spacing before and after a comma, period, etc. is not 
correct.

Let’s begin with editing the Homework category already created for us by 
selecting Basic Course.
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Remember, the percentages in the vhlcentral gradebook do not have to match 
the gradebook of record.

Click on Lateness to select the last options in Gradebook.
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Once you have finished editing the category, you can elect to add additional 
categories.

After you are finished with the categories in your gradebook, you need to select 
NEXT.

You are now in the final step, Summary, of class set-up. You have to scroll to the 
bottom to activate the SAVE button.
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Create a Section
Once you have created your class, you are prompted to create a section
(period/block/group). You must have at least one section for a class to be valid. 
Even if you only teach one class from that book, there is one section.
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If you teach more than one section (period or block) of the same course, then 
you will need to create additional sections. If you teach multiple classes 
(different levels) from the same book, you will need to create additional classes 
and sections.

Remember to go to the other books and create classes in those books as well.
When you make edits, they are not retroactive. They begin the day you make the 
change and move forward.

It is time to link with Clever
After you created all the classes and sections you need for the one book, you are 
ready to link with Clever. You will need to link each section you created in 
vhlcentral to a section in Clever.

The auto-population can take up to 24 hours to complete. If you refresh your 
screen, that can sometimes bring the full roster up immediately.

You will work from the Dashboard page.

Begin by selecting the Class and Section you want to link first.
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Click on Manage Clever Link at the bottom of the section. You might have to 
expand the section view.

Select the appropriate district class that matches the class and section that you 
created and selected in vhlcentral.
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When you return back to the Dashboard page, you will see that some of your 
students have begun to roster. Refreshing the page can help populate the roster.

It can take up to 24 hours for the complete roster to populate. 

Changes to the roster will appear automatically overnight.

If you made an error and you need to link a different district class, go back to 
Manage student enrollments to Unlink the course/section.

If the course finishes one book and starts a second one during the same 
academic year, you will have to Unlink the students from the first book to link them 
to the second one.

After selecting Manage student enrollments, click on Unlink.
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You will receive a warning message. While creating a class, this is not an issue 
because there is no student data. Make certain that you read and understand 
the warning once students have begun to submit work.

You will follow the same steps for each of your courses and sections in each of the 
books that you are using.
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Here are some helpful links as you are learning to navigate the site. 

Supersite Tips 

Support Center

Have any questions or want to learn more? Contact your rep at 
vistahigherlearning.com/support/find-a-rep

https://go.vistahigherlearning.com/vhlcentral-tips.html
https://go.vistahigherlearning.com/vhlcentral-tips.html
https://support.vhlcentral.com/hc/en-us/articles/215229788-Welcome-to-the-Support-Center-for-Educators
https://support.vhlcentral.com/hc/en-us/articles/215229788-Welcome-to-the-Support-Center-for-Educators
http://vistahigherlearning.com/support/find-a-rep
http://vistahigherlearning.com/support/find-a-rep
http://vistahigherlearning.com/support/find-a-rep
http://vistahigherlearning.com/support/find-a-rep
http://vistahigherlearning.com/support/find-a-rep
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