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1. Logging into SIMON 

1. Open up Google Chrome 

2. Follow the link https://simon.lavalla.vic.edu.au/ 

3. You will see your personalised student dashboard if you are required to log in this is 

your Lavalla email before the @ and your normal password. 

 

 
 

4. Bookmark your dashboard by clicking the star and following instructions.  

 
5. The SIMON dashboard link will now appear as a shortcut 

 

 

https://simon.lavalla.vic.edu.au/


2. Accessing Your Classes 

At the bottom of your personal dashboard, you will see a section called Class Resources 

Click the Classes Tab and you will see a list of your classes. 

 

When you click on a class, it will take you to that Class Homepage 

 

The Class Notices section is where your teacher will put the work instructions for the coming 

week. 

 

 

  



3. Downloading Student Resources 

Student Resources can be found on the left menu 

 

Navigate the Student Resources using the blue links  

 

Clicking on one of the files will download that resource 

 



4. Submitting Tasks 

When you have completed the work for your task, you need to submit it to your teacher. 

On the Class Homepage, there is a section called “Current Tasks” 

 

Click on the task you want to submit 

 

Your teacher will have left instructions on how to submit the task. 

Click on “Start Submission” 

 

 



Here is where you will upload your completed work. 

 

You can drag and drop the file 

 

 

 



Or you can click “Choose Files” 

 

And select the file from your computer 

 

 

 

 

 



Once a file is selected, it will be added to the list of “Uploaded Files for Submission” 

If you have chosen the wrong file, you can remove it by clicking the “Remove” button  

 

Click “Submit Task” 

 

You will get a confirmation message like this one 

 



6. Emailing Your Teacher  

If you would like to contact your teacher for clarification of a task, to ask for extra feedback, to ask 

for help with content or any other reason, the best way is to email them. 

Open Outlook, you can access this either through the app (screenshots on left) or through a browser 

by going to https:\\mail.lavalla.vic.edu.au/owa (screenshots on right) 

Click “New Email” or “New Mail” 

   

To find your teacher’s email address click “To:” 

  

Type the surname of your teacher in the box and press “Go” or the magnifying glass 

 

   

  

https://mail.lavalla.vic.edu.au/owa


Make sure you pick the right person from the list! 

  

In the App, highlight your teacher name and then click “To”. In a browser click the plus symbol next 

to your teacher’s name 

 

  

Press OK 

  

  



Make sure you put in a subject line 

  

And then click send 

 

  



7. Accessing Feedback 

Once your teacher has marked your work on Simon you can access their feedback. 

On the Class Homepage, click on My Tasks 

 

Then click on Classwork Tasks 

 

This will show you a list of all your Classwork Tasks. You can view any of these tasks by 

clicking the purple “view” button 

 

 

 



Here you will see your task result and any comments that your teacher has left for you 
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