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Welcome
Welcome and thank you for volunteering your time to support young people as they
learn to read. Being there for a child is vital to his or her well-being and life success,
and sharing your time as a tutor to empower children to read, write, and understand
language will make an important impact in their lives. We look forward to working with
you this year.

In this tutor resource kit, you will learn about the various technology resources that
you will use to conduct your virtual tutoring sessions in the Making Sense of
Language Arts (MSLA) program. Use the table of contents to refer to specific functions
for each of the platforms where your virtual instruction materials are housed.
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Basic Technology Needs
Your job as a tutor is to provide one-on-one and/or small group academic support to
students with the assistance of their family members. You will monitor students’
progress in the Making Sense of Language Arts (MSLA) program, and manage your
own schedule with the support of the MSLA Administrator. To facilitate your online
tutoring sessions, you will need a computer or tablet with:

● An internet connection: You will need broadband, wired, or wireless Internet
connection

● A screen: You will need a screen to see and interact with your students, and to
utilize the resources and materials needed for the MSLA curriculum. Please note:
if you choose to view your facilitation plan digitally, you will need to use two
screens in order to display the instructional slide deck during the lesson and
track your progress in the facilitation plans. It is recommended that you print
out the facilitation plan so it is easier to follow.

● A camera: You will need a camera so that your students can see and interact
with you; and to utilize any handheld materials needed for the curriculum. If your
computer or tablet does not have a camera, you may wish to use a document
camera.

● Speakers: You will need built-in, USB plug-in, or wireless bluetooth speakers in
order to hear and interact with your students. You may also wish to plug
headphones into your computer or tablet.

● A microphone: You will need a built-in, USB plug-in, or wireless bluetooth
microphone in order for your students to hear and interact with you.

You will facilitate your virtual tutoring session through the Zoom video conferencing
platform. Following is an overview of all supported systems, devices, and browsers that
are required in order to use Zoom. If you are experiencing challenges accessing Zoom,
check to see that your device, your browser, and your operating systems are
supported on the platform.

Supported Tablets and Devices

● Surface PRO 2 or higher and running Win 8.1 or higher (Note: Tablets running
Windows 10 must run Windows 10 Home, Pro, or Enterprise. S mode is not
supported.)

● IOS and Android devices
● Blackberry devices
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Supported Browsers

Windows:
● Internet Explorer 11+
● Edge 12+
● Firefox 27+
● Chrome 30+

MacOS:
● Safari 7+
● Firefox 27+
● Chrome 30+

Linux:
● Firefox 27+
● Chrome 30+

Supported Operating Systems

● macOS X with macOS 10.9 or later
● Windows 10*

(Note: Devices running Windows 10 must run Windows 10 Home, Pro, or
Enterprise. S mode is not supported.)

● Windows 8 or 8.1
● Windows 7
● Ubuntu 12.04 or higher
● Mint 17.1 or higher
● Red Hat Enterprise Linux 6.4 or higher
● Oracle Linux 6.4 or higher
● CentOS 6.4 or higher
● Fedora 21 or higher
● OpenSUSE 13.2 or higher
● ArchLinux (64-bit only)
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Zoom: Your Virtual Tutoring Platform
For virtual tutoring sessions, you will use Zoom as your online meeting platform. The
layout will di�er depending on the device; so Zoom may look di�erent on your
computer desktop than on your ipad or your iphone, see below examples:

While the functions are still available on each type of device, notice the di�erences in
the toolbar. It is a good idea to practice using Zoom prior to your tutoring session so
you feel comfortable navigating the di�erent features.

Basic Zoom Functions

Audio and Mute
Allows you to hear participants

After joining or starting a meeting, you can join audio by
phone or by computer. Choose ‘Join Audio by Computer’
to connect your computer’s speaker and microphone to
the Zoom meeting. You can test your audio connection
before joining by clicking the ‘Test Computer Audio’ link.
If you are using external speakers, click on the arrow
tabs next to the microphone icon to select the
equipment you wish to use for your Zoom meeting.

Once you have joined the Zoom meeting, you can control
your computer’s microphone using the mute button on
the bottom of your screen.

Use your computer speaker controls to adjust the audio
of your students. Sometimes during your tutoring
session, the doorbell may ring or someone needs to use
the blender. That’s life! If the student is not speaking, you
may mute them to minimize the noise.
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Muting a Single Participant

Click on the participants button in your meeting controls. You will see the list of
participants on the screen. Hover your mouse over the participant’s name and click
one of these three options:

● Ask to unmute: This will display a prompt for the student asking them to unmute.
● Unmute: This will automatically unmute the student.
● Mute: This will automatically mute the student.

Muting all Participants

Click on the participants button in your meeting controls.

Click mute all. Remember that you will not be able to hear
the students talk if they are muted, so use this feature
only when needed.

Video
This turns your camera on and o� and allows participants to see you.

Before or during a meeting, click ‘Settings’ in the Zoom app
menu. Click on the Video tab to preview your camera or click
the drop-down arrow to choose a di�erent camera, such as a
webcam or document camera.

During a meeting, click ‘Video’ in the meeting toolbar to start or stop your video.
Please note: when the video is on, this button will not have a red line through the
image and the text will read ‘stop video.’ If you are using an external camera, click on
the arrow tabs next to the video icon to select the equipment you wish to use for your
Zoom meeting.

View
This allows you to view participants one at a time or all together.

Once you are in your Zoom meeting, you are able to change
your view of the participants on your screen. Click the view
button at the top of your screen to utilize the view feature.

The speaker view allows you to view the one participant who is
speaking at the time; and the gallery view allows you to view
all participants at the same time.

You can also choose to enter fullscreen mode and use your
entire computer screen to view the tutoring session.
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Share Screen
This allows participants to see your screen. You will share your screen to present the
instructional slide deck.

Select Share Screen located in your meeting toolbar. You can
choose to share your desktop, an individual application or
window. To share your instructional slide deck, you will want to
select the second option (the individual application/window).

When you are sharing videos, make sure you also share your
computer sound. You can check the box on the bottom of the
share screen window. You can also share the audio on your
shared content once you’ve shared your screen by clicking on
the toolbar at the top of your screen. Click on “more,” then
click on “share sound.”

Reactions
A great way to check in with your students without slowing
down the pace of the lesson is to utilize the reactions feature.
Also called emojis, these allow students to express feelings,
and include hand clap, thumbs up, heart, sad face, happy
face, and celebrate icons.
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Website: Making Sense of Language Arts (MSLA)
All of the materials and resources for the MSLA program are accessible through the
volunteer login page on the MSLA website. Students and tutors will enter a username
and password to access their page. Both the student and volunteer pages o�er a
secure location to access the Zoom-based tutoring sessions as a pop-out window.

Students will use their Zoom screen to speak and listen to you, and will use their
student page of the MSLA website to access some of the activities within each
tutoring session. Students will also log into the website to submit homework
assignments.

In addition to this resource kit, tutors can download the following documents from the
volunteer dashboard:

Learning Style Guide
In this guide, tutors can learn about a student’s di�erent learning styles.

Student Workbook
Students will complete all of their written assignments in this workbook. The student
workbook also contains extra practice handouts based on activities from their
tutoring session.

Family Resource Guide
Families learn about the di�erent activities and resources that their student will
complete during tutoring sessions, and understand the technology and action steps
needed for success. Families also review the basic technology needs and instructions
to upload student work to the MSLA website.

Video Sound Bank
View the comprehensive library of videos used throughout the MSLA curriculum,
including the Midline Exercise, Down with the Sounds song, Old MacDonald Had a
Book song, Letter Sound Animations, Long Vowel Team Animations, and Digraph
Sound Animations.
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For students, each element of the tutoring session has a corresponding superhero
(below). As you progress through the tutoring session, you will instruct the student to
access virtual materials by asking them to click on the superhero icon on the student
page of the MSLA website.

Zoom Meeting
Students will click on this superhero to access their Zoom-based tutoring
session with you.

Matching Activity
Students will click on this superhero to access the Matching activity. (Don’t
forget to ask the students to share their screen so you can follow along
while they complete the activity)!

Riddle Time Activity
Students will click on this superhero to access the Riddle Time activity. (Don’t
forget to ask the students to share their screen so you can follow along while
they complete the activity)!

Upload Work
Students will click on this superhero in order to upload photos of their
written assignments. Learn how students upload their work onto page 13 of
this resource guide.
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The volunteer page of the MSLA website also has a set of corresponding superheroes
(below).

Instructional Slide Deck
Tutors will click on this superhero in order to access the slide decks needed
for each tutoring session. (Don’t forget to share your screen)!

Matching Activity
This superhero icon gives you access to the matching activity for the lesson.
Please note that students cannot complete the activity through your screen.
Instead, instruct students to click on the matching activity on their student
page of the MSLA website and ask them to share their screen with you.
Then, observe them as they complete the activity.

Riddle Time Activity
This superhero icon gives you access to the riddle time activity for the
lesson. Please note that students cannot complete the activity through your
screen. Instead, instruct students to click on the riddle time activity on their
student page of the MSLA website and ask them to share their screen with
you. Then, observe them as they complete the activity.

Observation Form
Click on this superhero icon to complete an observation form, which you will
use to document your notes about student progress during the tutoring
session.
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Google Slides: Your Instructional Slide Decks

You will use Google Slides to present your instructional slide decks for the MSLA
program. You will access the slide deck from the MSLA website. You can also access
the instructional slide decks in the Resources section of the Instructional Guide.

To use the instructional slide deck in each lesson, you will need to share your screen.
Refer to the section on Zoom in this manual to find the ‘share screen’ feature and learn
how to share your screen.

Please note that when you share your screen, you will not be able to view other
windows on your browser. If you wish to follow the lesson plan on your screen, you will
need to have two screens. It is suggested that you print the lesson plan prior to
facilitating the lesson.

As you progress through the instructional slide deck, you will see the student activities
or handouts. These serve as prompts for you to prepare the student for a new
transition.

For example, when you see the Riddle Time title slide, you may say, “Now, we are going
to do ‘Riddle Time.’” Click to the next slide to reveal the student activity, and say, “Click
on the superhero to open the Riddle Time activity and then share your screen.”

Alternatively, when you see the Writing Practice title slide, you may say, “Now, we are
going to practice writing the letter sound.” Click to the next slide to reveal the student
handout, and say, “Turn to this page in your student workbook.”

It is a good idea to print out your facilitation plan and make a note in the margins to
indicate when you will refer students to the di�erent activities on the MSLA website, or
in their handbook.
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Riddle Time & Matching Activities
Riddle Time and Matching Activities are important interactive exercises in each lesson.
These activities help to make learning accessible and engaging for learners who may
get more out of visual or interactive experiences, rather than oratory or auditory
learning modalities. To access these activities, you will invite the student to click on the
appropriate superhero to access the activity. Then, ask the student to share their
screen so you can view as they complete the activity and assess their progress.

Riddle Time

In the riddle time activity, you will
read a riddle or clue and ask the
student to guess the answer by
dragging one of the stars on the
left side of the riddle time slide to
the object in the picture. If the
student is using an ipad, they will
use their finger to drag the
shape. If the student is using a
desktop or laptop, they will use
the mouse to drag the shape.

Matching Activity

In the matching activity, you will
observe the student as he or she
drags each object to the correct
letter sound. Students will sort all
objects before pressing submit,
and they will have unlimited
attempts to get the correct
sound. If the student is using an
ipad, they will use their finger to
drag the shape. If the student is
using a desktop or laptop, they
will use the mouse to drag the

shape.
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Videos

At di�erent points in your tutoring session, you will play several videos to engage your
students. All videos are embedded in the instructional slide deck for each lesson.
(Remember to stop sharing your instructional slide deck before playing the videos)!

There are three videos for each tutoring session. At the beginning of the lesson, you
will play the Midline Exercise video. Next, you will play a sound song video. (See the two
types of sound song videos below). At the end of each lesson, you will play a sound
animation video. (See the three types of sound animations below).

Midline Exercise

Sound Songs
● Down with the Sounds
● Old MacDonald Had a Book

Sound Animations
● Letter Sound Animations
● Long Vowel Team Animations
● Digraph Sound Animations

When you are sharing the videos, make sure you also share your computer sound. You
can find this on the bottom of the share screen window. Learn more about sharing
your computer audio in the section on Zoom in this resource kit.
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How to Complete an Evaluation and Upload Your
Work
(For Students and Families)

STEP #1: Assist the student with typing in their first
and last name. Keep in mind any errors in the
spelling of the student’s name will show up on the
electronic certificate they will receive after
successful completion of the evaluation or
assignment.
Make sure the email address you use is accessible
because this is how the student will receive their
electronic certificate. You should also try to use
the same email address each time the student has
to complete an evaluation and upload their work.

STEP #2: Again, type in the student’s first and last
name. Ensure you spell the student’s name
correctly so it appears correctly on their
certificate of completion.

STEP #3: To upload the student’s work, you can
click upload and take the photo or upload a saved
photo onto your device.

STEP #4: Once you have completed the questions
on the evaluation, the student will then receive a
certificate of completion. The student will have
several opportunities to complete the evaluation.
You can also download and print the certificate
and post it to boost their reading confidence.


