
 

Getting Started Guide 

For Teachers & Staff 

 

This guide is designed to assist users who are new to the Fusion Platform. 

The contents typically require no more than 1.5 hours to learn. 

It is suggested that you have access to a laptop or desktop device in order 

to complete some of the hands-on exercises. 

 

Additional help and videos can be found at https://help.fusionvle.com 
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This is an example login page for Fusion. 

 

 

 

 

You can use an email address, numbers or just a simple username to login. Ensure you have your password 

and know the correct location for your platform. 

Most platforms will contain “fusionvle.com” or “fusion-tutor.com” as part of their website address. 

 

Note: Some clients use Single Sign On, which will automatically log you into Fusion. In these situations, your 

website address will begin with https://sso.fusion.education  

 

  

All of your settings, profile and account information is available at the top right of any page. Just click this 

area to reveal the menu available for your account. 

You can use Fusion on any device with a browser – computer, tablet, mobile phone. You can choose to use 

the App on your phone or tablet to keep you logged in and enable notifications to your device. Use a 

browser if you need full functionality. 

 

Logging In 

https://help.fusionvle.com/
mailto:support@mylearningltd.com
https://sso.fusion.education/


Fusion VLE / LMS / Learning Platform – Teachers Getting Started Guide v4 3  

 
 

Web: https://help.fusionvle.com  Tel: 0330 223 3829  Email: support@mylearningltd.com  
 

 

This is an example of the top right profile menu. Access it by clicking the round picture placeholder. 

 

 

 

Your administrator may have limited which options are available, but here is a summary below: 

• “Edit profile” allows you to specify your optional personal information, and change your photo. 

• “Language” will allow you to select an interface language, or a second-language option. 

• “Layout” will control the overall design and theme of the product. 

• “Change password” will allow you to change your password. Your current password will be required. 

• “Download app” provides a shortcut on where to obtain the Android and Apple apps. 

• “Easy-login” will provide you with details of how you can login more easily. 

 

There are additional buttons on this menu which you can also explore to learn more about your 

account. 

 

All of your settings, profile and account information are available at the top right of any page. Just click this 

area to reveal the menu available for your account. Select “My Account”. 

My Account 

Menu 
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An example profile page. Top right “My Account”, click “Edit Profile” 

 

You can use this page to fill-out your favourite things and write about yourself. All of this information stays 

private, but can be shared if your school/teacher allows this. 

  

Your profile page allows you to write about yourself, edit your mood icons, update your favourite things 

and update your profile photo amongst other things. You can choose to share your profile and view account 

information. 

Edit Profile 
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An example layout page. Top right “My Account”, click “Theme” 

 

 

If your administrator has allowed, you may change your layout and/or your theme. 

• The layout will change the entire interface of the product between a button-based design and more 

detailed enhanced interface. 

• You can also select the graphical theme which you prefer (if allowed). 

  

The platform is provided with two layout’s, one is ‘button’ based and designed for younger users, or users 

with specific requirements. The second layout is called ‘enhanced’, and contains much more information 

and is equipped with a dashboard-style interface. Users may be allowed to select which layout they wish to 

use. 

 

Layout 
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An example dashboard page. Top left dashboard edit icon. 

 

 

 

 

 

 

1. On any dashboard panel click on the cog wheel icon at the top right of each panel. 

2. You can remove a panel or change the settings, such as colour, size and amount of items. 

3. From the menu on the top left choose the Edit Dashboard icon and from here choose to move 

or add dashboard panels. 

4. To move panels, click on a panel and use the arrows to move panels around. 

(if you cannot see the option to edit your dashboard, it may have been disabled by the System Admin) 

  

The dashboard is your homepage, it collects all of the key information into one screen and summarises the 

data. You can move your dashboard panels around, delete and add new panels if required. There are 

support for a range of built-in, and 3rd party panels such as Microsoft and Google apps. 

 

Dashboard 
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An example profile picture on your “My profile” page. 

 

 

 

 

To add a picture to your profile, or to select a new image:  

1. On the homepage click “My Files”. 

2. Upload a picture to My Files, or drag-and-drop an image file to the green upload pad. 

3. Click on your profile picture at the top right, and on the menu, choose ‘My profile’. 

4. Under your photo click ‘Change photo’. You will be taken to the My Files area to select the image you 

wish to use as your photo. 

5. Optional: You may need to refresh your browser 

  

The dashboard is your homepage, it collects all of the key information into one screen and summarises the 

data. You can move your dashboard panels around, delete and add new panels if required. There are 

support for a range of built-in, and 3rd party panels such as Microsoft and Google apps. 

 

Profile picture 
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An example of the language choice screen. Top right “Profile menu” / “Languages”. 

 

 

You can select an optional second language for your product. When this is enabled, you’ll see a translation bar 

at the bottom of your screen which will translate any hovered text into your second language. 

 

On the right of the screen, there is always the option to reset your language to “English”, written in 8 most 

spoken languages, should you accidentally select a language you cannot read.  

The system supports over 100 interface languages, and can operate in dual-language mode if required. This 

can be especially useful for students where their birth language is different from their taught language. Or 

in situations where they may be learning a new academic language.  

 

Set language 
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My Files 

 

A private area to keep files that are only for you. This is a personal area which 
nobody else has access to. Files and folders you create here are not available to 
other users. 

 
Classes 

These are your teaching classes, and may be set by your administrator or 
management system. Use them for delivering learning files to students which are 
relevant NOW and to set homework and task lists. Remember that each 
academic year, these classes may have students removed and new ones added. 
 

 
Learning Spaces 

A learning space can be created by any teacher. They exist separately from your 
classes. Members are added manually and only the members of the learning 
space have access. This is useful for files that are shared between classes, for any 
non-class groups such as sets of students or clubs and even for shared file areas 
for teachers to share planning and resources.  

 

 
School areas 

 
File areas that are visible to everyone who logs in. Other people can manage 
these areas, but all users will be able to access the files which are placed here. 

 

 

 

You can explore all of the file areas from your left navigation menu as below. Why not have a look now? 

 

There are four main places to store files within the platform, each have their own unique purposes. Below, 

we will discuss each method with examples of when and why they are used. This is an important part of 

your understanding. 

Managing files 
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An example of the list of classes, accessed by clicking “Classes” on the homepage Quick Links panel.”. 

 

 

 

Explore your options for classes and learning spaces by clicking the ‘More options’ menu on the right of a 

group. It’s the three dotted icon on the top right of every panel. 

  

 

 

 

 

 

 

 

  

Your system may already have Classes and Learning Spaces, or may be completely empty. Either way, we’ll 

show you  how you can browse these important areas and control aspects of any groups. 

Browsing 

The “Group options” screen allows 

you to manage all the components of 

your class. You can view files, create a 

new blog, forum, homework or 

tasklist for students. You can also 

manage members, communicate 

with parents and create new items in 

the area too. If you use our video 

conferencing service, you can also 

create a new conference room. 

https://help.fusionvle.com/
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An example of the drag-and-drop upload pad found in all file areas. 

 

 

Depending upon where you are, and what rights you have – there will always be an “Add” menu to allow you 

to upload and create resources: 

 

New File  

Create a new document within the file area. Always check to ensure you’re creating a file in the correct place. 

Upload file  

Select up-to 4 files from your computer, tablet or phone and upload directly into the file area. 

 

New Folder – Click to create a folder – simply name and save. You can then go into the folder and upload 

resources as required. 

  

There are three ways to upload files in the platform. You can browse up-to four individual resources and 

upload, or, you can drag-and-drop multiple files from your device. The 3rd option is to upload and unpack a 

zip file. You can upload to your personal file area, classes, learning spaces and school areas if allowed. 

Adding files 
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From your homepage, in Quick Links, click “Learning Spaces” 

 

Press the “+ New” button and give your Learning space a name and enter any other and click “Continue”. 

Add some members to your Learning Space 

1. You will be taken to your ‘Add members’ page 

2. Use ‘Quick search’ to help you to find the people you want to add to your learning space.  

 

 
 

3. Select people by ticking them, then add them to the group by choosing the level of access you want 

them to have. 

 
4. The list of members of your learning space will then appear on the right of the screen. 

5. Your Learning Space is now ready to use. Click ‘Go to group’ at the bottom of the page to go to your 

new group. You can now upload resources or create blogs, forums, tasks and homework. 

A Learning Space is simply a group which you can make for any purpose. It exists separately to your classes 

and is not impacted by changes to students or academic term/years. They can be used for clubs, specialist 

groups/topics. You can decide who belongs to groups easily. 

Learning Spaces 
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Click the top left ‘Apps’ menu from any page and select ‘User directory’. 

 

 

 

Find a student using the search tool, or browse the directory. You can also filter by class. 

 

User’s cards will look like the image below. They have a locker if you see this icon. 

 

You can upload or drag-and-drop files into the user’s locker. 

Students cannot add or delete files in their locker, but they can view them. 

 

  

Use the File locker to give files to students. This is a one way process. You can hand out files, but students 

cannot place files in their own locker. Each student will find their file locker in their ‘My Files’ area should 

they wish to see their locker. Parents can see the locker too. 

File Locker 
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An example page from The Workbook 

 

 

 

 

Note: The steps below will only work on a system which has had feedback, uploads, homework or submissions 

from students. On a new system, the workbook will likely be empty. Your administrator may have switched off 

this feature. 

Click ‘Workbook’ from the homepage “Quick Links” panel. 

1. Select a group, or… 

2. Select a subject 

3. Optional: You can also filter by an individual student 

You will see the last 5 files saved by the students in your class. If you are looking at an individual student, you’ll 

see all of their work, in all subjects. If their work has been graded, you’ll see the grade. Also, if the work was 

commented you’ll see those too. 

  

The Workbook is a place for students to place files, saved by subject, in chronological order, for all teachers 

to access and mark. It is for permanent storage of files for each student that provides evidence of 

progression and teacher interventions. In many systems it is also called an “e-Portfolio”. 

 

The Workbook 
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An example page from the Content Library 

 

Your school may have subscriptions to a range of online content. The content library provides one-click access 

to your online content (where the 3rd party supports this service). 

Some content is freely available, such as Flickr, Youtube and Wikipedia – but other providers may have paywalls 

and subscription requirements. The platform supports over 100 providers.  

  

The Content Library is a gateway to 3rd party applications, content and services. It is controlled by the 

Administrator but is designed to act as a launch point to a range of common and popular educational 

services which exist outside of the platform. 

Content Library 
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An example page from the Blog Tool 

 

 

 

 

1. Locate your Class or Learning Space but do not click to view it.  

 
2. Instead, at the top right of every group you’ll see three-dots, representing an options menu. 

3. Click the menu and select ‘Blog’  

 
4. On the screen which appears, press “New post” to create a new blog entry. 

 

Each Class or Learning Space which you create or manage, has the ability for a blog to be attached to it. This 

can be a quick way of activating shared communications for your group. You can have multiple managers 

of your blog too. 

Create a blog 
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5. You’ll be given an editor to provide a short title for your blog, and a content area where you can add 

media, images, attach files or copy & paste from the internet. This will become the introduction for 

your blog. 

 

6. Below the editor, you can select some features for the blog. 

 

 

 

7. When finished, simply press “Continue” to save and publish. 

 

Blog posts will appear on the dashboard of the members of your group, and you’ll be notified with highlights 

on your own dashboard if there are any new comments on your blog. 

Remember to add your “Blogs Panel” to your homepage if you wish to be kept informed of activity within all 

of your blogs. 
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An example page from the Forum Tool 

 

 

 

 

1. Locate your Class or Learning Space but do not click to view it.  

 
2. Instead, at the top right of every group you’ll see three-dots, representing an options menu. 

3. Click the menu and select ‘Blog’  

 
4. On the screen which appears, press “New thread” to create a new thread within the forum. 

 

5. You’ll need to provide a title for your new thread, and write or paste some content for the introduction. 

6. Once finished, press “Create thread”. 

Forums are very similar to blogs, with additional advantages. Firstly, they are multi-threaded, so you can 

operate a range of discussions in a single forum. Secondly, they use rich multimedia within the editor, so 

can be ideal for more expressive ways of communicating and receiving student uploads and feedback. 

Create a forum 
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7. Your forum and thread will now be displayed. 

 

Users, including yourself will be able to post replies. Importantly, they don’t just have to use plain text, 

they can also use images, sound, attach files and share links in their replies too. 

 

Remember to add your “Forums Panel” to your homepage if you wish to be kept informed of activity 

within all of your Forums. 
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An example page from the Messaging page 

 

 

 

1. Let’s write a message to yourself      

2. From the homepage, click the “Messages” icon on your Quick Links panel 

3. Press “New message” and select Teacher. 

4. Since you’re a teacher, find yourself on the list (Alphabetical by surname) 

5. Type a subject for your message 

6. Add your own message, you can paste from the internet too, attach files, images or videos. 

7. If you wish to alert the recipient with a popup, remember to tick “Send this message as a popup” 

8. Click “Send” 

 

 

 

  

You can send and receive internal messaging within your platform. You can write to individuals, or entire 

groups if allowed by your administrator. When writing messages you can use rich media and attach files if 

required. A copy of your messages is retained in your sent items. 

Writing messages 
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An example page from the Homework page 

 

 

 

1. Click “Homework” from your homepage Quick Links panel, press “New homework” 

2. Select the Class or Learning Space to receive this work (you can assign to multiple groups too) 

3. Provide a short title for your homework. 

4. Use the editor to create an introduction to your homework. 

5. Select the subject which this homework relates to. 

6. Select when the homework will start and end (you can specify times if required). 

7. Choose a submission type (How will the student deliver feedback to you) 

8. Finally, select from some optional features using “Additional options” if required. 

9. Press “Next step” to attach learning resources. 

10. Your homework will be established and displayed on-screen, with title and introduction. Below, is the 

option to add resources by uploading, dragging-and-dropping or pasting from the clipboard. 

 

11. Once any resources have been added or removed as required, you’ll see all your student progress 

below. 

 

The platform has a homework module (some organisations may use different terms such as assignments or 

projects). You can set work to complete for any of your Classes or Learning Spaces, monitor progress, mark, 

grade and leave comments on work. 

Setting work 
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The screen above is what you will see. This indicates that no students have seen their work yet. After some 

time the progress may look a little different; perhaps like below: 

 

 

 

Icons used: 

Here’s a quick summary of how homework is displayed for ease of use. 

 
Homework is incomplete 

 
You advise their work is complete 

 Resources have been uploaded 
 

Something new (star or yellow shading) 

 
Student will hand work in manually 

 
Student has seen their work 

 
Student advised their work is done 

 
Student has not seen their work 
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  An example of the grading button from the Homework page 

 

When you grade work for a student, the system will use the nominated grading template (which can be 

changed) and you’ll see a screen as below: 

 

On the screen above you are given the opportunity to press the grade you desire. In this example we clicked 

“B” – which is indicated at 75%. You can also leave a comment for the student, and connect your grade to a 

subject (or multiple subjects if needed). 

Finally, you can elect to “Save changes” (which will overwrite the old grade), or “New” – which will create a 

new grade, keeping the history of the old one. 

It’s also possible to remove a grade from students work. 

When used by all teachers, grading can be an extremely powerful asset for your academic institution, especially 

if multiple grades can be stored over time, indicating student progress more easily. 

You can grade students work and leave comments, both which the student can see and reply to. Parents 

will also have access to this information. You can use multiple grading templates, and your administrator 

can also design new ones. You are informed when there is a new comment from a student. 

Grading work 
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  An example of the grading button from the Homework page 

 

 

 

 

1. From any page, use the left navigation bar to press the purple shield icon, and select “Reports” 

 

2. From the top reports menu, select “Learning activity” 

 

3. Finally, click “Homework by group” – and select the Class/Learning Space you wish to view. 

  

There are many reporting options available for homework, but the simplest quick-check option is to view a 

summary of all homework for an entire group, which will show indicators for work being complete or 

incomplete. This can be a very quick way of checking progress for your group. (Class/Learning Space) 

Reporting 
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  An example of the Task-Lists screen, a specific task on “Cell Biology” 

 

The screen above is focused on an individual task regarding cell biology. We can see all four students in the 

group, their current progress through their tasks and any grading which has been given by the teacher. At the 

top of the screen you can list all your tasks, change the settings of the existing task and edit the individual task 

items. It’s also possible to filter your view, to only show students who have incomplete tasks etc. 

You can click an individual student to see all of their own task progress, per item if required. 

 

In this example, the student has confirmed that they’ve completed two of their task items, which were to 

watch a video and read a document. You can validate their work, or ask them to revisit a particular item. You 

have the ability to grade their entire task performance at the bottom of the screen if desired. 

  

A task-list allows you to set a number of items which your Classes or Learning Space students need to 

complete in order. You can have multiple items in a task-list, and they can be resources, web-links, quizzes, 

videos or activities to be completed. Individual student progress is tracked and reported for you. 

Creating tasks 
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There is also the option to engage in discussional comments, as seen below. 

 

If you leave a comment, the student is notified. Likewise, if they leave a comment for you, it will be 

presented on your Task List dashboard panel shown on your homepage. 

 

 

 

1. From your homepage Quick Links panel, click “Tasks” and press “New task list” 

 
2. Provide a short name for your task list, and choose which group to assign it to. 

3. Enter the start and optional due date for completion. 

4. You can also optionally add this to student calendars and keep some private notes. 

5. Press “Create task list” to proceed to adding task items. 

6. Your new task list will be created, and your next objective is to add task items 

 

Congratulations, you have created your task – your next step is to add multiple task-items to build-up your 

task list. In the next page, we’ll show you how to add individual items. 
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  An example of adding a new task-item to an existing task list. 

 

 

 

1. Once you have created your task list, press the “New task item” button. 

 
2. Give your task item a short title and a more detailed description. You can also set an optional due-

date for your individual item. 

 
3. Finally, and most importantly, when you add an item – you can choose to select an existing file (from 

your platform), upload a file, add a website link or choose an activity. An activity may be something 

such as a blog, forum, homework or even another task-list. 

 

 

  

Individual task items make up your recently created task list. When you add an item, you can choose to add 

a file, upload a resource, select an ‘activity’ or provide a website link. You can also set individual due-dates 

for each of your tasks, should you wish to have finer control of when students completely task items. 

Adding task items 
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1. From your left navigation bar, press the ‘plus’ icon to create a new file/resource.  

 
2. Select “Form or Quiz” from the screen which appears below. 

 
3. You will be taken to the “Create form” screen as seen below. You can add a filename, a short title 

and a more detailed content description for your new form/test. 

 

The product is equipped with a form-builder. This generic feature allows you to create surveys, feedback 

forms, quizzes and exam scenario tests. When you create a form, it exists as a ‘file’ within your platform 

which can be shared, copied and attached to other existing resources – such as tasks and homework. 

Building ‘Forms’ 
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4. Once you have created the introduction for your test, there are some important options to consider. 

 
 

These are the advanced options which control how you form can be controlled and displayed. Notice 

how we have specified only ONE submission is allowed, and a maximum attempt of ONE. Also that we 

wish to design this form to behave as a quiz, with marking & points. 

 

 
 

5. Once you have configured your form, press the “Continue” button. 
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1. Once a form has been created, you will be presented with the “Build form” page, as seen below. 

 

 
2. Let’s add our first question to this form, by clicking the “Add question” button. 

3. The platform supports six question/feedback options as shown below. Let’s choose multiple choice. 

 

 
 

4. In our multiple choice question, we’re going to show the students a list of numbers, then ask them to 

tick the correct ones which are prime numbers. 

  

When you create forms, whether they act as surveys, tests or feedback tools – they require the creation of 

questions for your users. There are many methods of accepting user’s responses which will be shown in the 

following guide. 

Add questions 
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Remember that you can copy/paste from the internet, attach files, insert images, videos and sound. 

Our example is using plain text for simplicity. 

5. When adding ‘Answers’, we start you off with THREE empty answers, but you can add and remove 

more as required. Your answer needs to be on the left, optional feedback for the students is on the 

right. You can specify positive AND negative points for each of your answers, as shown below: 

 

 
 

6. Always ensure that your own authoring of answers is correct! It’s nice to give corrective feedback if 

possible. Remember you can also deduct points for wrong asnwers (as seen above). 

7. Finally, there’s two options which can specificy that the question is mandatory, and you can set an 

upper limit to the amount of answers a student can ‘tick’ – if required. This can be useful in 

preventing students from ticking all answers. 

 

 
 

8. When you are finished, press “Create question”. 
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9. You will see your recently added question listed on the screen. Add more as required. 

 

 
 

10. You can use the “Options” icon on the right to clone, delete, edit or copy your question to a bank. 

 

 

 

 

Once you have added further questions and practiced using the platform you will wish to share your form or 

quiz with others. By default, when you create new files/resources, they are placed within the “My Files” of 

your platform. You can check this now. 

1. From your homepage Quick Links panel, press the “My Files” icon. 

2. Have a look in your display for a yellow-shaded file (this indicates it’s newly created). 

 

 

How to share your form/quiz 
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3. If you are happy with your new form/quiz, just hover the icon and press the “Three dot menu” as 

below and click to select “Clipboard”. 

 
4. A small tick will confirm that this items has been copied to the clipboard. You can now browse 

anywhere within your platform and ‘paste’ the file into a Class or Learning Space. 

 
 

5. Within the class, just press the “Clipboard” button to paste your file(s). 

 
 

6. Hover your file and press the green plus icon to add the content. 
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7. The file will now be ‘pasted’ into your class group, and be highlighted yellow as it’s new. All users 

within that group will now be able to participate in the quiz. And, because you made a copy of the 

quiz, it can be edited in-place. 

 

 
 

 

 

 

At the start of this tutorial, you pressed the                 icon to create new files/resources. 

 

• When used this way, always creates resources in your personal “My Files” folder. 

• Did you know that you can also create new content directly in a Class or Learning Space? 

 

 
 

Using the “Add” button as shown above,This would create your form/quiz DIRECTLY inside the class 

called “Maths Challenges”. You’ll find this button in all of your groups and folder screens. 
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