
  
 

NWI Booster Training How-To 

This instruction sheet will explain how to access and use the Virtual Coaching Platform (VCP).  To ensure the best user 

experience, please make sure you have a reliable, high-speed internet connection and use Google Chrome, if possible.  

Keep in mind that certain firewall protections may interfere with access and use of VCP.  If you experience any technical 

problems or need additional assistance with these instructions, please contact John Ossowski at jdo@pdx.edu 

This document describes: 

1.  Accessing VCP  

2.  Accessing the booster 

3.  Moving through the parts of the booster 

4.  Watching and rating the booster components 

5. Comparing scores 

 

1.  Accessing VCP 

 

You will receive a system-generated email with log-in instructions.  This email will be sent to the contact email you 

shared with us.  If you do not receive this email in your inbox, please check your spam box.  If you cannot locate this 

email there, please see the instructions for resetting your password (last page).   

For more information about logging in and using VCP, please watch our 2 minute tutorial video located here. 

VCP is available from vcponline.com.  This page is shown below and you will access the log-in screen from the link 

highlighted by an arrow. 

 

  

mailto:jdo@pdx.edu
https://youtu.be/Ts_1mggIeNA
http://www.vcponline.com/


2.  Accessing the booster 

After you log in to VCP you will be taken to your VCP workflow screen.  This screen will have a list called “Needs to be 

scored” and there you will find links to all the booster components.  It looks like this: 

 

 

 

 

3.  Moving through the booster – IMPORTANT 

 

  

Rate and then compare BEFORE moving on 

Rate and then compare BEFORE moving on 

You will access the videos in the order they appear, 

HOWEVER – after viewing and scoring in video 2 you should 

stop and compare your scores.  Then you should do the same 

thing after viewing and scoring for video 4. 

(The comparison process is explained later in this document.) 



4.  Watching and rating the booster components (For a video demonstration this process, please click here). 

NOTE:  The interactive rating videos play back in segments; the orientation, debriefs and wrapping up videos play back as 

a whole. The following describes the scoring screens for the interactive rating videos.  You will notice that each booster 

component consists of a video paired with a question or set of questions. This screen is shown below: 

 

Here are some important features of this screen 

 A – Segment completeness indicator:  Some of the videos play back in segments.  This means you will watch a 

minute of the video and give a rating for that minute.  You will then save your work and move on to the next 

segment.  There is one indicator per segment and the number shows which minute of video it relates to.   

 B – Items:  Please refer to the ‘cheat sheet.’  For items that require a text response, click into the box and type 

your answer. (Note to make the box bigger, just click and drag on the lower right corner of the box.)  For 

multiple choice items (final segment ONLY), click on the radio button that corresponds to your choice.  

 C – Video playback controls.  Hover over the control and a description appears.  NOTE: You can rewind 5 seconds 

at a time and listen to clips again if you have trouble hearing what’s going on. 

 D – Overall comment box.  On the last segment, leave a comment about your overall rating (please refer to the 

‘cheat sheet.’ 

 E – Save and Finish Buttons:  Save your work in progress by clicking on the ‘Save’ button.  You will still be able to 

change scores you have saved.  It is recommended that you save your work periodically to avoid losing work in 

case you are somehow disconnected from the internet.  You can also save your work if you need to log out and 

come back to VCP later.  For videos in segments, you can click “Save & Continue to Next Segment” button to 

save and move on.  Clicking “Finish” will lock in your scores.  Click ‘Finish’ after you have saved your work and 

you are sure you want the scores you’ve chosen and the comments you’ve written.     

o After you click ‘Finish’, the video will move to your ‘completed’ list and you will be able to compare your 

scores with a master rater.  You can also go back into the video from your Completed list and see your 

scores if needed (but you can’t change scores).   
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IMPORTANT TIP: 

Only put ratings for items marked “FINAL 

SEGMENT ONLY” in the last segment of 

the video. 

https://youtu.be/HfbbxMrnYKk


5. Comparing scores 

After each interactive rating video, you should compare your scores to the master rater before moving on.  Follow the 

steps below. 

Step 1 of 2: Once you click ‘Finish’ and then ‘Submit’, your video will appear in list called “Completed.”   

 In your “Completed” list, pick the video you want to compare (see the example below – please note that the 

actual names of items will be different for you, this is just an example.): 

 
  

Step 2 of 2: How to interpret the comparison page (NOTE:  The items shown below are not actual booster items as we 

don’t want to reveal actual master scores in this guide.): 

 

 

 F – Choose the segment you want to compare scores with by clicking on the segment number. 

 G – Your response to open ended questions will appear in the white box, the master rater’s comments will 

appear in the gray box below. 

 H – For multiple choice answers, your choice will be crossed out if it did not match the master rater. (Otherwise, 

there will only be a single green bar, indicating you chose the same response as the master rater.) 

 

 
 

Once you have finished comparing for each segment, click back on “Workflow” in the menu bar to return to the home 

page.  From there, you can go to the next video in the “Needs to be Scored” list.  
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Troubleshooting & Technical Assistance 

 If you are having problems viewing videos in VCP, it is most likely one of the following: 

o Browser - Are you using Chrome as your internet browser?  If not, try installing Chrome and open VCP in 

Chrome. 

o Network security - Are you trying to access VCP from a work computer?  Sometimes agencies have 

firewalls and other software that blocks streaming video.  This would be something to take up with your 

agency's tech team.  Please refer your tech team to John if the need arises (use the contact information 

below). 

o Internet connection - Streaming video online takes a bit of bandwidth, so if you have a slow or otherwise 

limited connection, you won't be able to watch videos.  This is another issue you could take up with your 

agency's tech team.  Again, please refer your tech team to John if the need arises (use the contact 

information below). 

 If you forgot your log-in credentials: 

o Remember that your user name is your email address. 

o And you can always reset your password from the log-in page.   

 
IMPORTANT:  If you discover that someone may have been able to access VCP using your username and password, 

please change your password immediately and contact John Ossowski. 

John’s contact info 

Email: jdo@pdx.edu 
 

Just click here! 

mailto:jdo@pdx.edu

