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Merit Online Learning User Guide 
for Tutors 

 
 
Welcome to Merit Online Learning, meritonlinelearning.com, your Internet portal to Merit’s 

powerful suite of online software. 

 

Merit Online Learning lessons are designed to help your students build skills. The programs are 

in-depth interactive learning tools. They are intuitive to use and encourage a step-by-step 

approach to academic mastery. As a tutor you subscribe to programs your students will play. You 

set up your students' accounts and monitor your students' work.  

 

You log in to Merit Online Learning with your own user name. Your Merit Online Learning home 

page has tools that enable you to create user names and passwords for your students and then 

to assign your students to programs. You can log into Merit Online Learning at any time to view 

student progress.  

 

Subscribing to Programs and Creating Your User Name and Password 

From the Merit Software Online Learning Home version order page, 

http://www.meritsoftware.com/buy/home.php, select the program(s) to which you would like to 

subscribe and click ADD TO CART. Note you must buy a subscription for each student who will 

play the program. After you have filled in the form with your credit card information and clicked 

the Purchase button, you will receive an email confirmation for each subscription in your order. 

Click the activation link in any of the email confirmations to activate all of your subscriptions. Fill in 

the form with the order number and email address exactly as they appear in your email 

confirmation.  

 

To complete your activation you need to log in to Merit Online Learning. If you are a new user, 

click the new user link to create your user name and password.  When asked to describe 

yourself, select "a tutor or parent setting up one or more students." 
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Logging In 
 

 

To log in, go to 

www.meritonlinelearning.com 

and enter your User Name  

and Password.  

 

The User Name and Password 

are case sensitive.  

e.g.,  USer  Name 

 

You must enter the same upper- 

and lowercase letters that you 

entered when you created them. 

 

After you log in, you will see your Merit Online Learning home page with your "My Students" table 

in the center of the screen. You can access your Merit Online Learning home page from any 

computer with an Internet connection. 

 

Create Student Accounts and Assign Programs 
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Create Student Accounts 

To create a student account, click the "Add Student" button in the center of the screen. The Add 

Student page will open. Fill in the form with your student's information. Click Save. Your student 

will use the User Name and Password you entered to log in to Merit Online Learning. 

 

If you wish to add another student, click the “Add Student” button once again and follow the same 

steps. Fill in the form with that student’s information and click Save.  

 

Student email addresses are not required.  However, if you enter one, the log in information you 

entered will be emailed to each student at the email address you entered.  

 

Your student will NOT be able to change his/her User Name and Password. If changes are 

necessary you can make them on the Student Information page. See page 5. 

 

Note:  If a student has trouble logging in and becomes blocked by the system, a link will appear in 

your "My Students" table that will enable you to unblock the student. 

 

Assigning Programs 

To assign students to programs, click the "Assign Programs" button located below your "My 

Students" table and next to the "Add Student" button. The Programs page will open with the list of 

your subscribed programs. Use the check boxes to select the program(s) to which you wish to 

assign student(s). Then click "Assign."  

 

After clicking the "Assign" button, the "Select Assignment Slots" page will open showing the 

available slots for the selected program(s). Click Next to open the "Select Students" page. The 

"Select Students" page will indicate how many slots are available for the program(s) you selected. 
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Use the check boxes to select the student(s) you wish to assign and then click the "Assign" 

button to assign them.  

 

"Play as Student" 

You may play the interactive exercises by clicking the "Play as Student" link in the bar across the 

top of the screen. PLEASE NOTE: This mode allows you to see all the content students see 

when they play the program. However, it does not save your work in an Online Portfolio nor does 

it bookmark your work to allow you to continue at another time. If you wish to play the interactive 

exercises and save your work, you must subscribe to the program for yourself and create a 

student user name for yourself. 

 

Program Manuals and Program Information Page 

Program manuals are accessed from the Program Information page. Click "Programs" on the bar 

across the top of the screen. The Programs page will open with the list of your subscribed 

programs. Click the program name to display the Program Information page. Click the manual link 

to view and print the program’s manual. The manual contains a complete teacher orientation to 

the program and instructions for using the lessons with students.  

 

The Adobe Acrobat Reader program is required to view and print the documents. It can be 

downloaded and installed from http://www.adobe.com/. 

 

Orienting Your Student to the Program 

Show your student how to go to www.meritonlinelearning.com and log in to Merit Online 

Learning.  

 

Review the instructions for starting a unit with your student.  

 

Click the Student User Guide link and review the contents of the guide with your student. 
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Student Information page 

To see a student’s User Name, email address and assigned programs list, click the student’s 

name in your "My Students" table. The Student Information page and Online Portfolio will appear. 

To make changes to a student's information click the "Edit student’s profile" link. From the 

Assigned Programs table click a program name to see the student’s online portfolio by program 

unit. Select "Recent Work" to see the student’s 10 most recently played program units.  

 

 

Monitoring Students 

You can review your students’ performance in a variety of ways.  

 

Each program is divided into units. To go directly to the progress details for the last program unit 

a student worked on, click the program unit name in the student’s row in your "My Students" 

table.  

 

To see a student’s online portfolio table of contents for all programs and all units, click the View 

link in the "Online Portfolio" column in the student’s row in your "My Students" table.  
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You can also see the online portfolio for all students subscribed to a program. Click the Programs 

link on the horizontal blue bar. From Programs table, click the Online Portfolio View link to see 

online portfolio table of contents for all students in the selected program. 

 

From each of the online portfolio pages you can click the link in the Performance Detail column to 

see the Student Performance Detail for the specified program unit and the student you wish to 

view.  

 

Student Performance Detail display 

The Student Performance Detail display depends on the program. Skill Building programs display 

the student's latest summary screen for the unit. You may also view summary screens for any of 

the sections the student has worked on in the unit.  

 

Punch
®
 programs display either the student’s published work or the student’s latest Notepad. To 

see how the student’s writing developed you may view earlier stages of the work, such as the 

student’s Pre-Writing Notepad.  

 

The Student Performance Detail also displays overview and progress statistics that the program 

tracks. To make a printout of the student’s work, click the Print link while viewing the work you 

wish to print.  

 

Please note that the student’s learning center includes an online portfolio link. You and your 

student can review the performance details of his/her work in the same interface.  
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Sample Skill Building Performance Detail 

 

 

Sample Punch
®
 Performance Detail 
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Comment on Student Work 

On the student Performance Detail page, 

you can make a comment on the work by 

clicking the “Comments” link located below 

the name of the program. When the student 

logs in to his/her Learning Center, the 

student will see “New” in the program unit’s 

Comments column. The student can click 

the “New” link to view the comment. Once 

the student has viewed the comment, the 

link will change to “Old.” If you add another 

comment, the link will change back to “New” 

to signal the student that you have added a 

comment.  

 

Graphical Overview 

You can view the student’s progress in skill-building program in a graphical format. Click the 

"Graphical Overview" link located below the name of the program in the Student Performance 

Detail page. You can view the student’s status and scores as well as the scores of your other 

students using the same program. With the Graphical Overview you can view at once, the scores 

of an entire skill-building program in a “heat map” visual display.   

 

My Profile  

When you log on for the first time you are asked to set your security question and answer on your 

"My Profile" page. In the future, if you need to use the "Forget Password?" feature, you will need 

to enter to your security question and answer. 

 

To change your security question or other personal information such as email address and 

password, click "My Profile" in the bar across the top of the screen  
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Logging Out 

 

 

Merit Online Learning allows twenty minutes of inactivity before automatically logging users out.  

 

Students should be instructed to log out by clicking Log out in the upper right-hand corner.  If 

students X out of the browser, or if the session times out, they may lose some of their work.   

 

When students click Log out or click Back to Learning Center, the work up to the previously 

completed page will be saved.  

 

When working on a Punch® program, if students X out of the browser, the session times out, or 

the session is ended by a forced log out, the work up to the previously completed section will be 

saved. 
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A Note About Internet Connectivity 

 

If you or your students lose the connection to the Internet while logged into Merit Online Learning, 

the application does not log you or your students out automatically for approximately twenty 

minutes.  If you try to log back in right away you will get a message asking you to log in again to 

resume. 
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