
A Quick Guide to Advanced Academics 
 

1. Go to the Advanced Academics Log in page (located on the Bethel 
Online academy page). 
 
2. Log in using your student number as your user name and first three 
letters of your birth month plus day you were born I as your password (ex. 
Jun01).  Click “enter” or click on the “login” button. 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



3. When you log in the very first time, the program will prompt you to watch 
one of the videos before you can go on.  The video choices listed on the 
bottom of the screen.  Once you have watched one of the short videos, you 
will see a screen like the one below. 
 

 
 
4. Click on the “Classroom” link under “Where do you want to go” on the 
right hand side.  You will then see a screen like the one below with your 
classes listed. 
 
 

 
 
 
 
 
 



5. Click “Course Home” to open one of your classes. You will see a screen 
that looks like this (with your class listed). 
 

 
 
 
6. Click “Start from beginning” to enter the class.  The top part of first 
screen you will see is this: 
 

 
 
7. If there are more than one page in any section, it will say so on the right.  
To navigate to the next section, click the right double arrow on top of the 
screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8. When you go to the next page, you will see something like the 
screenshot below. 
 

 
 
All documents will open in a separate (new) window.  The only document 
you need to save is your assignment.  In order to save your assignment, 
you need to make sure the document in Word.  The easiest way is to use 
the Menu Bar on Explorer. If the menu bar is not showing, follow these 
easy steps: 
 
Click on tools: 
 

 
 
You will see a drop down menu, where you will click on “Menu bar.” 
 

 



 
Once you click “menu bar” the following will show up on the upper left of 
your Internet explorer screen: 
 

 
 
9. To save you home work in word, do the following.  When you first open 
an assignment, the page will look like the picture below: 
 

 
 
If you type your answers on this screen, your work will be lost.  You need 
to save the worksheet as a word document by clicking the file button and 
“save as”. 
 

 
 
 
 
 



 
Then the following window will appear. 
 

 
 
Choose a place to put the document (hopefully a homework folder) then 
click “save”.  The document will now open as a word document (see 
below): 
 

 
 
 
 
 
 



10.  Enter your answers to the questions then save your document.  You 
are now ready to put the finished document into the locker.  To get to the 
locker you go to the assessment page and click “Take Assessment” 
 

 
 
11. Most assessments will says “Turn the assignment into the locker.”  To 
turn your assignment into the locker, follow these steps: 
 
A. Click the browse button under “Add attachments”: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



B. A text box will open: 
 

 
 
C. Pick the file you wish to upload, highlight it and click open: 
 

 



D. text box will disappear and the name of the document will appear next to 
“upload file.”  Click “upload file.” 
 

 
E. Your document will be listed but will not be graded until you click the 
“submit for grade”.  Until you submit your assignment for a grade you may 
make any changes you need to make.  After you submit for a grade, the 
assignment is locked and you cannot make any more changes. 
 

 


