How to...

Request an Original Credit Course

Mlinois Virtual
Schools & Academy

IVS

—_—

Students can request to take a course or your school IVSA Registrar can directly enroll you in a
course. If you put in a course request, your school will need to approve it before you are enrolled in
the course. To request to take a course, follow these steps:

Step 1: Using your IVS username and password, log into
the IVS Student Information System at
https://ivsa.maestrosis.com

Note: You can change the font size using the drop down
menu available at the top of the screen. Medium is the
default font size.
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Step 2: Click Academic Info in the menu on
__. the left hand side to reveal its
submenu options
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Step 3: Click the Request a Course link

within the submenu
/

Step 4a: Click the down arrow associated
with the empty field in the
Department column, and then

/ select the department your course
will be found in (e.g. Social Studies.)

You can click the View icon
(magnifying glass) in the same row
as the course to read the course
description.

Step 5: Click the Add icon (+) in the same
row as the course you want to
request to take



https://ivsa.maestrosis.com/

Add Course Request x

o Step 6: Click the down arrow for
Preferred tem - Preferred Term and select
11/05/2019-03/10/2020; 2019-11-05 the appropriate start date
10/01/2019-02/04/2020: 2019-10-01
09/05/2019-01/14/2020: 2019-09-05 .
08/22/2019-12/17/2019: 2019-08-22 Step 7: Click the down arrow for
Comments:
Reason, and select
appropriate reason for
requesting the course
Add Course Request x

Requesting course English Il 1st semester content
Course fee: $240.00

! Step 8: Click the Add Course
08“11%0’01911?‘17‘7010 2019-08-15 Request button

Reason *

Note: Typing a Comment is optional.

Enrichment
Need to retake

Not offered at my school
Other
School requirement

EEE—
Add Course Request $

Request Courses English II: 1st semester content Submitted Successfully x

Thank you for requesting the course English II: 1st semester content

If you want to review your course selection(s), please click the Pending Course Requests link.

If successful, a new pop-up will display text
confirming your request. If you do not

You can continue selecting other courses from our course catalog

An automatic email has been sent to alert your IVS Registrar of your request. Home school students will

receive an emailed invoice within a few business days. Students who attend a local partner school may receive th ISm essage, correCt a ny errors a nd
want to follow up with their school to determine next steps for school approval. Questions? Please visit H H
the “Contact Support” link on the left of your dashboard. CI |Ck Add cou rse ReCIUESt aga n.

You can click on the Ledger link to review your current and pending charges

Course Request Must Be Approved by School — Locate School Contact

The course request is automatically emailed to your face-to-face or home school Registrar for approval.
The Registrar must approve and enroll you in the course in order for you to gain access to the course. You

may want to contact your Registrar to ensure approval before your course start date. To locate your school
Registrar or other contact information:

Step 1: Click School Information s
in the menu on the left ;
hand side of the screen

Information

Name: IVSDEMO1 SCHOOL Parent Organization: IVSDEMO DISTRICT

Email mgottsch: ual org
#  Main Menu > Priiary Phoine: 0 Secondary Phone:
. h . . ©8 My Setlings > -
. Street2.
Step 2: View the Organization e
H H H ™ Academic Info v
Contact list in the main v
Calendar
area of the screen. P
Request a Course
Organization Contact
Current Courses
Locate t e RegIStrar A = 32498 MENTOR, IVSDEMO1 Mentor marnag817@comcast net (309) 6761000
name an d co nta Ct 2 Oficial Complation = 40790 IVSDEMO1 SCHOOL, IVSDEMO1 SCHOOL Registrar chamblin@ilvirtual.org
. . Report = 44959 TECHCONTACT, IVSDEMO1 Technical Support ) 1
information. e w s (Cosenoab Regist Eodiale0i0
o - 66911 REGISTRAR, IVSDEMO1 Registrar IVSDEMO GISTRAR@noreply.com (999) 999-9999
% Extenal Links > = 32497 SCHOOL. IVSDEMO1 Site Coordinator  mgottschalk@ilvirtual org 76-1000
= 18650 Goltschalk, Maria VS Point of Contact mgottschalk@ivirtual org




Check Status of Your Course Request

Before you can begin your course, your request must be approved by your face-to-face or home school. To
check the status of your request:

Step 1: Click Academic Info in thg P — =
menu on the left hand side to
reveal its submenu options

It you are not already enrolled. your Registrar wil need to approve your course requests. (Homeschool students will viork with the
1VS Enroliment Specialist for course approvai). After your request is approved you will see a course widget on your dashboard
BELOW THIS MESSAGE. The Course Widget will not be activated and ready to use until the actual course start date or 24
hours after your registrar enrolls you. Only at that time, will the student be able o "Launch Your Course", cantact the instuctor
and use any of the other links. Until then, you may receive error messages while your registration is processed.

Step 2: Click the Request a Course link
within the submenu
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Step 2: Click Pending tab at the top of z -

. . ®0
the main course list -

Step 3: View the course(s) listed in the
table. Courses with Status set
to Signed or Submitted are
currently awaiting school
approval.

Once you are enrolled by the
school, the status will change te4"]
Enrolled.

Current Courses

Availuble
m LMS Gredential

Note: You may want to contact

your school Registrar regarding -
#  Main Menu

approval, especially if the course o My Sotings >

<» Message Center >

start date is near. A v

i Personal Information Available

You can also check for enrollment if e
yOU: ‘ Grai;t;s .

Attendance

Step 1: Click Academic Info in the R ors e
menu on the left hand side to o e
reveal its submenu options

Department: Language Arts Enrolim NA

Walker-Jones, Bonita

2-Sem 1(190815)

& No Assignments

Step 2: Click the Current Courses link
within the submenu

Note: Courses you are currently enrolled in
are also visible on your Dashboard when
you first log into the system. Each course
will be in its own widget.




