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1. Dashboard 

 

When we updated our Teacher Manager we wanted to provide important information for our 

instructors in a central location that is easy to find. We decided that creating a Dashboard viewer would 

be the best way to accomplish that. The Dashboard will show what applications you have, how many 

students are using each one, and when your licenses expire. You can see what students are currently 

logged into the program and what lessons/lines they are working on in real time. You can also see what 

we are posting and sharing on our social media sites.  

1.1 Your Applications 

At the top of your dashboard you will see what applications you currently have. Now instead of having 

to exit one Teacher Manager and enter another to work, you can simply click on an application and 

select the login button. All the data relevant to that application (classes, students, profiles, etc.) will be 

loaded onto the screen. 

In each application box you will see how many transferrable licenses you have and how many are in use. 

The application that is currently being viewed in the dashboard will be highlighted in blue. If licenses 

have expired, the expiration date will be highlighted in red. 

 

1.2 Students Currently Logged In 



This is essentially a live monitor of your students who are currently logged into the program. It is 

displayed in a simple table showing you the students name, class, what they are working on, and when 

their last effort was. 

¢ƘŜ ǎǘǳŘŜƴǘǎΩ ƴŀƳŜǎ ƛn the table are active buttons that, once clicked, will take you to the Student 

Details. Once there you can edit the student, see what profile they are assigned, see how much effort 

they have done, view reports, etc. 

If you have more than one application being used at your school, you can view students working in each 

application by clicking on the appropriate tab. For example, in the image you see two tabs, Keyboard 

Short Course (2) and Keyboard Mastery (1). The number in parenthesis simply shows the number of 

students currently logged into that application. To view students logged into a different application 

simply click on that applications tab and the appropriate information will be populated into the table. 

 

 

1.3  Social Media 

We love being on social media! You can always stay up-to-ŘŀǘŜ ǿƛǘƘ ǿƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎ ƻǾŜǊ ƘŜǊŜ ŀǘ 

Keyboarding Online by checking out our Facebook and Twitter feeds in your dashboard. We usually post 

once a day with important info on updates, funny pictures, news, etc. You can also tweet directly to us 

at the bottom of the twitter feed.  

 

 



1.4  Important News 

You can stay informed with recent updates and what we are currently working on to improve your 

experience with Teacher Manager by looking at our Important News section. There you will generally 

see a list of features we are working on that will be implemented soon into Teacher Manager and bugs 

that we are striving to fix. 

If you are aware of a bug that is not listed, please let us know at support@keyboardingonline.com so we 

can get it taken care of. 

 

 

 

2. Grading Profiles 

Grading profiles are one of the most important elements of the entire program and if understood 

correctly can save so much time and effort. 

Every student created will need a profile assigned to their file. The grading profile tells the program how 

fast the student needs to type, how many errors they are allowed to have, how many times they need to 

successfully complete a line, and so much more. If the studeƴǘ ŘƻŜǎƴΩǘ ƳŜŜǘ ǘƘŜ ǎǘŀƴŘŀǊŘǎ ƻŦ ǘƘŜ 

grading profile assigned to them they cannot move on or get a passing grade in the program. 

A profile is the criteria the student will be graded by in the program.  The profile is assigned by student 

which means you can individualize the program to the differing abilities of students.  You can have more 

than one profile assigned to different students in a single class.  EX: You might create Beginner, 

Intermediate, and Advanced profiles for the varying skill levels of students in a single class.   

 

 

 

mailto:support@keyboardingonline.com


When you select the Grading Profiles button in the Main Navigation section a box will appear, like the 

image above, displaying your profiles and basic information about them. The first column of the table 

will display the profile names. We suggest you be pretty specific when naming the profiles so they are 

easy to assign to the right students later on. The second column shows the minimum Words Per Minute 

required for a line to be graded. The Scores Required column simply shows how many times a student 

must successfully complete a line in order for that line to be complete. The last column shows you how 

many students are assigned any given profile. For example, the 35 wpm(Copy) profile is assigned to two 

students. 

When you select a profile (click on the name once) a box will appear on the right. This box displays a 

simple overview of the settings for the selected profile. You can look at all the settings by clicking on the 

three tabs: Timing Options, Additional Options, and Assigned Sections. 

 

2.1  Create New Profile 

LŦ ȅƻǳ ƴŜŜŘ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǇǊƻŦƛƭŜ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ άҌ /ǊŜŀǘŜ bŜǿ tǊƻŦƛƭŜέ ōǳǘǘƻƴ ŀƴŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ 

box will appear on your screen: 

 

Simply enter the name you want for your new profile and click OK. Remember to be specific as you 

name the profile. Your profile name must be less than 25 characters. If you click OK and there are more 

than 25 characters an error message will appear. Simply change the name so it meets the 25-character 

condition and click OK. When you cƭƛŎƪ hY ŀ ά{ǳŎŎŜǎǎέ ƳŜǎǎŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊΦ /ƭƛŎƪ ƻƪŀȅ ǘƻ ŎƻƴǘƛƴǳŜΦ You 

will then be able to edit the profile and customize it to your liking. Your page should look like this:  



 

 

2.1.1  Timing Options 

There are only 7 preset timing lengths in our keyboarding programs: 15 and 30 second, and 1-5 

minutes. For each timing length you have certain settings you can change. Max Errors should be 

set to the maximum number of errors you will allow the student to have for that timing length. 

When you first create a profile our recommended max error settings will be applied, however 

you can change those to whatever you would like. A good rule of thumb is 1 error allowed per 

minute. 

LŦ ǘƘŜ .ƭŀŎƪƻǳǘ ƻǇǘƛƻƴ ƛǎ ŎƘŜŎƪŜŘ ǘƘƛǎ ǿƛƭƭ ŎŀǳǎŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ entry textbox ǘƻ άōƭŀŎƪƻǳǘέ as 

soon as they start typing. This is one of our proven methods to help break hunting and pecking. 

The following image shows how that works in the student side of the program. 

 

 

If the No Correction box is checked they will not be able to use any correction key: backspace, 

arrow keys, home, delete, mouse clicks, and anything else a student can use to make 

corrections. 



You can adjust the scoring capabilities of individual timings and how they factor in to the 

ǎǘǳŘŜƴǘΩǎ Ŧƛƴŀƭ ƎǊŀŘŜΦ LŦ ȅƻǳ ǿŀƴǘ ǘƻ ǇƭŀŎŜ ŀ Ƙƛgher emphasis on longer timings, increase the 

Timing Weight for the 3,5 and 5 minute timings. If you want to make a specific timing length 

άƻǇǘƛƻƴŀƭέΣ ȅƻǳ Ŏŀƴ ǎŜǘ ǘƘŜ ǿŜƛƎƘǘ ǘƻ лΦ {ŜǘǘƛƴƎ ŀƭƭ ǿŜƛƎƘǘǎ ǘƻ л ǿƛƭƭ ǊŜǎǳƭǘ ƛƴ ŀ л ŀǾŜǊŀƎŜ ŀƴŘ ŀ л 

final grade. 

Be ǎǳǊŜ ǘƻ ŎƭƛŎƪ ά{ŀǾŜέ ŀŦǘŜǊ ƳŀƪƛƴƎ ŎƘŀƴƎŜǎΦ 

 

2.1.2  Additional Options 

Scores Required: In order for a timing to be marked as complete, the timing must have a set 

number of valid scores. You can require 1 or more valid scores. You can increase the number of 

scores required to lengthen the course if students are rushing through it too fast. Valid scores 

are scores that meet the minimum speed and accuracy requirements you set. If a score is 

invalid, it does not save. Only valid scores save. Students are alerted when their scores do not 

reach the threshold you set, and will not see their score saved. 

Minimum WPM: This is the standard for Words per Minute. If a student fails to type faster than 

the minimum speed you set here, their score will not save and they will need to repeat the 

timing. 

! ǿƻǊŘ ƛǎ ŘŜŦƛƴŜŘ ŀǎ р ŎƘŀǊŀŎǘŜǊǎ ǘƘŀǘ ǿŜǊŜ ǘȅǇŜŘΦ άƘŜƭƭƻέ ƛǎ ŀ ǿƻǊŘΦ άǘƘƛǎ ά ƛǎ ŀ ǿƻǊŘ όƴƻǘƛŎŜ ǘƘŜ 

space counts as a character). So 16 WPM in a 15 second timing means they typed 4 words in the 

timing (15 seconds is a quarter of a minute), which is 20 characters. 

Timer Timeout: This setting is designed to break hunting and pecking. If you were to set the 

timer for 3 seconds, it would start a timer in the background when a student starts typing. When 

the student pauses for 3 seconds during the timing, it stops everything and resets the timing on 

the student. 

The timer timeout is a feature that serves 2 purposes. First, it keeps students actively typing for 

the full length of the timing. If this feature is enabled and a student pauses for too long, they 

need to repeat the work they did. The students will learn real fast not to stop typing during a 

timing. The second reason is that it prevents Hunting and Pecking. If you set the timer to 2-3 

seconds you cannot hunt and peck. When you hunt and peck, you pause typing to look up and 

memorize new text before looking down and starting again. If you want to stop hunting and 

pecking, set the Timer Timeout to 2-3 seconds and use the Blackout Timing feature. 

Apply Profile: You can choose to have this profile be applied universally to all past scores or only 

to scores from a specific date onward. 

- All Past scores 
o LŦ ȅƻǳ ŀǇǇƭȅ ǘƘŜ ǇǊƻŦƛƭŜ ǘƻ ά!ƭƭ tŀǎǘ {ŎƻǊŜǎέΣ ŀƴŘ ƻƭŘŜǊ ǎŎƻǊŜǎ Řƻ ƴƻǘ ƳŜŜǘ 

these new standards then they will be marked as invalid and will be shown 
ƛƴ ǊŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ǊŜǇƻǊǘǎΦ {ǘǳŘŜƴǘǎ ǿƛƭƭ ƴŜŜŘ ǘƻ ƳŀƪŜ ǳǇ ŀƭƭ ƛƴǾŀƭƛŘ 
work in order to continue progressing through the course. 

- Specific Date 



o If you select specific date, you will need to specify a date. The profile 
changes will accept all past scores as valid. Any scores from that date 
ƻƴǿŀǊŘ ǿƘƛŎƘ ŀǊŜ ƛƴǾŀƭƛŘ ǿƛƭƭ ōŜ ƳŀǊƪŜŘ ƛƴ ǊŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ǊŜǇƻǊǘǎΦ 
Students will need to make up invalid work before continuing in the course. 

Suggestion ς If you are creating a profile for new stuŘŜƴǘǎ ƛƴ ǘƘŜ ŎƻǳǊǎŜΣ ƛǘ ŘƻŜǎƴΩǘ ƳŀǘǘŜǊ ǿƘŀǘ 

ȅƻǳ Ǉǳǘ ƛŦ ȅƻǳ ŀǊŜ ƳƻŘƛŦȅƛƴƎ ŀ ŎǳǊǊŜƴǘ ǎǘǳŘŜƴǘΩǎ ǇǊƻŦƛƭŜ ǘƻ ƳŀƪŜ ƛǘ ƳƻǊŜ ŘƛŦŦƛŎǳƭǘΣ ŀǇǇƭȅ ƛǘ ǘƻ ŀƭƭ 

Ǉŀǎǘ ǎŎƻǊŜǎ ƻƴƭȅ ƛŦ ȅƻǳ ǿŀƴǘ ǘƘŜƳ ǘƻ ƳŀƪŜ ǳǇ ǇǊŜǾƛƻǳǎ ǿƻǊƪΦ LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƘŀǘ ǘƻ ƘŀǇǇŜƴΣ 

select to apply scƻǊŜǎ ŦǊƻƳ ŀ ǎǇŜŎƛŦƛŎ ŘŀǘŜ ƻƴǿŀǊŘΣ ŀƴŘ ǘƘŜƴ ŎƘƻƻǎŜ ǘƻŘŀȅΩǎ ŘŀǘŜΦ 

Space After Punctuation: Have students use 1 space after punctuation or 2 spaces. The industry 

now recommends only a single space after all punctuation as word processors will add extra 

buffers automatically after sentences and punctuation. If you still prefer to use 2 spaces, you 

can. 

Disable Lesson Skipping: A checkmark indicates that students cannot skip ahead to future 

lessons until the current lesson is complete. If you uncheck the box, the student can skip to any 

lesson without completing the previous one. 

Yes, inside a lesson, a student could move to the last line without completing the previous line. 

The reason that students can skip inside a lesson is to help alleviate frustration. If a student has 

attempted the same timing multiple times and cannot complete it, they would get frustrated 

and sick of typing very quickly. 

¢ƘŜǊŜ ŀǊŜ ǘǿƻ ǿŀȅǎ ŀ ǎǘǳŘŜƴǘ Ŏŀƴ ǎƪƛǇ ƭŜǎǎƻƴǎΦ ¢ƘŜ ŦƛǊǎǘ ƛǎ ƛŦ ǘƘŜȅ Ǝƻ ǘƻ άƻǇǘƛƻƴŀƭέ ƭŜǎǎƻƴǎΦ ¢ƘŜǎŜ 

are lessons that are mission the checkbox next to them, and are not required. If a student does 

ǿƻǊƪ ƛƴ ǘƘŜ ƻǇǘƛƻƴŀƭ ǘƛƳƛƴƎǎΣ ƛǘ ƛǎƴΩǘ ƘŜƭǇƛƴƎ ƻǊ ƘǳǊǘƛƴƎ ǘƘeir score. Second, if the student moves 

ǘƻ ŀ ƴŜǿ άǎŜŎǘƛƻƴέΦ ¢ƘŜ ǇǊƻƎǊŀƳ ƛǎ ōǊƻƪŜƴ Řƻǿƴ ƛƴǘƻ άǎŜŎǘƛƻƴέ ǿƘƛŎƘ ȅƻǳ Ŏŀƴ ǎŜŜ ƛƴ ǘƘŜ {ŜŎǘƛƻƴ 

Assignments tab. Students can skip between sections as some instructors assign lessons in 

different orders and want students to move between sections to complete assignments. 

Disable Anti-Cheat Module: A checkmark turns off the Anti-Cheat Module. No checkmark means 

the Anti-Cheat Module is enabled. 

Behind the scenes, there is a program running and watching students type. It analyzes their 

typing patterns, habits, and scores. If something is amiss (student cheating), the program 

examines the student a little more closely. If the student is cheating, the program will catch the 

student. Once caught, the student is logged out and locked from logging back in. You can unlock 

the student when looking at the student in the Classes section of Teacher Manager. 

²Ŝ ƘŀǾŜ ōƭƻŎƪŜŘ ά/ƻǇȅƛƴƎ ŀƴŘ tŀǎǘƛƴƎέ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƻƴ ǘƘe student program, and that solves 

at least 99% of the issues with studŜƴǘǎ ǘǊȅƛƴƎ ǘƻ ŎƘŜŀǘΦ ¢ƘŜǊŜ ŀǊŜ ƘƻǿŜǾŜǊ ά!ǳǘƻ ¢ȅǇŜǊǎέΣ 

ά¢ȅǇƛƴƎ .ƻǘǎέΣ ŀƴŘ ά¢ȅǇƛƴƎ aŀŎǊƻǎέ ǘƘŀǘ ŜȄƛǎǘΦ .ŀǎƛŎŀƭƭȅ ƛǘ ƛǎ ŀ ǇǊƻƎǊŀƳ ǘƘŀǘ ǿƛƭƭ Řƻ ǘƘŜ ǘȅǇƛƴƎ ŦƻǊ 

the student. The student can point out or copy a block of text to the program and the program 

emulates the student typing. You can see programs or videos on Google: 

https://www.google.com/webhp#q=typing+bot. 

https://www.google.com/webhp#q=typing+bot


Disable Password Changes: A checkmark blocks students from updating their passwords. No 

checkmark means that students can change their passwords 

Students can see their passwords. From the Class Section, you are able to view all students and 

their current passwords. We recommend allowing students to change their password to make it 

easier for them to remember. If a student forgets their password you can look it up and let them 

know, or change it to something new for them. 

Disable Email Entry: A checkmark blocks students from updating/adding their email address. No 

checkmark means that studenǘǎ Ŏŀƴ ǳǇŘŀǘŜκŀŘŘ ǘƘŜƛǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ ¸ƻǳ Ŏŀƴ ǾƛŜǿ ŀ ǎǘǳŘŜƴǘΩǎ 

info in the Classes Section. 

Disable Phone Enter: A checkmark blocks students from updating/adding their phone number. 

No checkmark means that students can update/add their phone number. You can view a 

ǎǘǳŘŜƴǘΩǎ ƛƴŦƻ ƛƴ ǘƘŜ /ƭŀǎǎŜǎ {ŜŎǘƛƻƴΦ 

Require Course Entry/Exit: This option allows you to require students to take a pre-test before 

starting their work, as well as requiring a post-text/final before their final grade will be shown. 

Checking the box makes the timings required. Leaving the boxes unchecked means that they are 

optional. Even though the timings may be optional, students can still complete them, and you 

will be able to view their grades. 

 

2.1.3  Grading Scale 

We have provided you with a simple slider mechanism so that you can quickly choose the 

ƎǊŀŘƛƴƎ ǎŎŀƭŜ ȅƻǳ ǿŀƴǘ ŦƻǊ ȅƻǳǊ ǎǘǳŘŜƴǘǎΦ Lǘ ƛǎ ōŀǎŜŘ ƻƴ ǘƘŜƛǊ !ǾŜǊŀƎŜ ²ƻǊŘǎ tŜǊ aƛƴǳǘŜΦ [ŜǘΩǎ 

use the image below as an example. For an A, the student must have an Average WPM of at 

least 35, at least 30 for a B, 25 for a C, 20 for a D, and if they get below 20 they will receive an F. 

To change the scale simply select the pink slider and move it to the left or right. You can also 

manually type in the scale in the boxes on the right hand side. 

 

 

2.1.4  Section Assignments 

Adjust the section weights to assign lessons or sections to your profile. If you leave a section 

ŀǎǎƛƎƴƳŜƴǘ ŀǘ лΣ ƛǘ ǿƛƭƭ ōŜ ƻǇǘƛƻƴŀƭ ŀƴŘ ƴƻǘ Ŏƻǳƴǘ ǘƻǿŀǊŘǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƎǊŀŘŜΦ CƻǊ ǎŎƻǊŜ ƪŜŜǇƛƴƎ 



reasons, it is easier to make sure the sections assignments ad up to 100%. You can always check 

ōȅ ƭƻƻƪƛƴƎ ŀǘ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ ά{ǳƳ ƻŦ {ŜŎǘƛƻƴ ²ŜƛƎƘǘǎέ ŦƻƭƭƻǿŜŘ 

by the total. 

 

 

2.1.4.1  Created Lessons 

You can assign up to 10 created lessons. To assign a lesson, select it from the drop down 

ƭƛǎǘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά!ǎǎƛƎƴέ ōǳǘǘƻƴΦ Lǘ ǿƛƭƭ ōŜ ŀǎǎƛƎƴŜŘ ŀǎ ŀƴ άƻǇǘƛƻƴŀƭέ ǘƛƳƛƴƎ ōŜŎŀǳǎŜ ƛǘ 

ǿƛƭƭ ƘŀǾŜ ŀ ǿŜƛƎƘǘ ƻŦ лΦ ¢ƻ ƳŀƪŜ ƛǘ Ŏƻǳƴǘ ǘƻǿŀǊŘǎ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ƎǊŀŘŜǎΣ ŀŘƧǳǎǘ ǘƘŜ 

weight to something higher than 0. 

 

To remove an assigned lesson, click the trash can button to the right of the lesson. 

Lessons will show up on the student side the same way they do here. To re-order the 

created lessons, click and drag the list symbol to the left of the lesson. Drag it to the 

correŎǘ Ǉƻǎƛǘƛƻƴ ŀƴŘ ǊŜƭŜŀǎŜ ǘƘŜ ƳƻǳǎŜ ǘƻ άŘǊƻǇέ ǘƘŜ ƭŜǎǎƻƴ ƛƴǘƻ ǘƘŜ ƴŜǿ ƻǊŘŜǊΦ 

If the drop down does not have any created lessons, make sure you have created them 

ŦƛǊǎǘΦ LŦ ƛǘ ǎǘƛƭƭ ƛǎƴΩǘ ǎƘƻǿƛƴƎΣ ƳŀƪŜ ǎǳǊŜ ƛǘ ƛǎ ǾŀƭƛŘ ǿƛǘƘ ŀǘ ƭŜŀǎǘ ƻƴŜ ƭƛƴŜκǘƛƳƛƴƎΦ LŦ ǘƘŜ 

created lesson has no timings included, it will not show up in the list. 

 

2.2  Editing Profile 



If you need to edit an existing profile you simply need to double-click on the profile name or select the 

profile, ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘ tǊƻŦƛƭŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǊƛƎƘǘΦ ¸ƻǳ ǿƛƭƭ ōŜ ōǊƻǳƎƘǘ ǘƻ ǘƘŜ ά9Řƛǘ tǊƻŦƛƭŜέ 

screen. 

You can edit the profile name by clicking the pencil icon to the right of the name. Once you change the 

name you select the green check mark to save or the orange Ψ·Ω button to cancel. 

 

If you have ƳŀŘŜ ŀƴȅ ŎƘŀƴƎŜǎ ǘƘŀǘ ȅƻǳ ǿƛǎƘ ǘƻ ǊŜǾŜǊǎŜΣ ȅƻǳ Ŏŀƴ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά5ƛǎŎŀǊŘ /ƘŀƴƎŜǎέ 

button at the bottom left had side of the screen. You will then be brought back to the Grading Profiles 

page. 

 

2.3  Delete a Profile 

When you want to delete a profile select the profile you want to delete. When you select it, a box will 

appear to the right displaying that profiles settings. At the top right you will see a 3 lined button. When 

you click on that you will see some options, one of which is Delete Profile. {ŜƭŜŎǘ ά5ŜƭŜǘŜ tǊƻŦƛƭŜέ. When 

you select that a pop up will appear asking if you are sure that you want to delete the profile. Select 

ά¸ŜǎΣ ŘŜƭŜǘŜ ƛǘΗέ ŀƴŘ ȅƻǳǊ ǇǊƻŦƛƭŜ ǿƛƭƭ ōŜ ŘŜƭŜǘŜŘΦ LŦ ȅƻǳ ŀŎŎƛŘŜƴǘƭȅ ǎŜƭŜŎǘŜŘ ŘŜƭŜǘŜΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ά/ŀƴŎŜƭέ 

ŀƴŘ ȅƻǳΩƭƭ ōŜ back in the Grading Profile page.  

 

 

2.4  Copy Profile 

To copy a profile, you select the profile, select the top right three-lined button in the box that appears 

ƻƴ ǘƘŜ ǊƛƎƘǘΣ ǘƘŜƴ ǎŜƭŜŎǘ ά/ƻǇȅ tǊƻŦƛƭŜέΦ ¸ƻǳΩƭƭ ōŜ ŀǎƪŜŘ ǘƻ ǇǊƻǾƛŘŜ ŀ ƴŀƳŜ ŦƻǊ ǘƘŜ ƴŜǿ tǊƻŦile. Just click 

hY ǿƘŜƴ ȅƻǳΩǊŜ ŘƻƴŜ ŀƴŘ ƛǘ ǿƛƭƭ ōŜ ŎǊŜŀǘŜŘ ƻǊ Ƙƛǘ /ŀƴŎŜƭ ǘƻ Ǝƻ ōŀŎƪ ǘƻ ǘƘŜ DǊŀŘƛƴƎ tǊƻŦƛƭŜ ǇŀƎŜΦ 

 

 

 



3. Classes 

When you select classes you will be brought to a page that looks similar to the image below. Displayed 

will be all the classes that have been created and you will also see the number of students in each class. 

 

When you click on a class, a table will appear showing all the students who are in that class along with 

their passwords, the profiles assigned to them, and the schedule they are on if one has been assigned.  

 

3.1  Create New Class 

²ƘŜƴ ȅƻǳ ǿŀƴǘ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ Ŏƭŀǎǎ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ǘƘŜ άҌ /ǊŜŀǘŜ bŜǿ /ƭŀǎǎέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ 

of the classes section. Once clicked a pop up will appear asking you to name the new class. Click OK to 

continue. 

 

Another pop will appear once you click OK telling you that the class was created successfully. Simply 

click OK again and you will see the new class in your class list.  

 

4. Students 

Select the Students button in the main navigation and then click All Students to look at a list of all the 

students created in that application. For performance reasons on that page we only show the first 100 

students. 



The quick search allows you to filter by name, class, profile, schedule, or password. We will only show a 

max of 100 students at a time on this screen due to performance reasons. You can also go to the class 

sections and see students in their individual classes with no limit on students. 

 

There are a couple of ways to select students when you are viewing this list. First you can select one or 

more students by clicking on the square to the left of their name. Once selected it will show as a green 

checkbox. 

At the top left of the table there is a box and if selected, every student in that table will be selected. 

    

Once you have selected the student or students, a box will appear on the right of the table displaying 

the options available to you. 

 

CƻǊ ά¦ǇŘŀǘŜ tǊƻŦƛƭŜǎέ Ǝƻ ǘƻ ǎŜŎǘƛƻƴ click here. 
CƻǊ ά¦ǇŘŀǘŜ {ŎƘŜŘǳƭŜǎέ Ǝƻ ǘƻ ǎŜŎǘƛƻƴ click here. 
CƻǊ άaƻǾŜ {ǘǳŘŜƴǘǎέ Ǝƻ ǘƻ ǎŜŎǘƛƻƴ click here. 
CƻǊ ά5ŜƭŜǘŜ {ǘǳŘŜƴǘǎέ Ǝƻ ǘƻ ǎŜŎǘƛƻƴ click here. 
 

 

 

 



4.1  Student Details 

LŦ ȅƻǳ ǎŜƭŜŎǘ ŀ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜΣ ȅƻǳ ǿƛƭƭ ōŜ ōǊƻǳƎƘǘ ǘƻ ǘƘŜ {ǘǳŘŜƴǘǎ 5Ŝǘŀƛƭ ǇŀƎŜΦ ¸ƻǳ ǿƛƭƭ ǎŜŜ ōŀǎƛŎ 

student info such as their password, email, phone, grading profile, when they last worked, and total 

effort. 

 

¢ƘŜǊŜ ǿƛƭƭ ōŜ ŀ ōƻȄ ǘƛǘƭŜŘ ά¦ǇŘŀǘŜ {ǘǳŘŜƴǘ LƴŦƻǊƳŀǘƛƻƴέ ǘƘŀǘ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǉǳƛŎƪƭȅ ŀƴŘ ǎƛƳǇƭȅ ǳǇŘŀǘŜ 

information for ǘƘŜ ǎŜƭŜŎǘŜŘ ǎǘǳŘŜƴǘΦ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ƳŀŘŜ ȅƻǳǊ ŎƘŀƴƎŜǎ ŎƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ά¦ǇŘŀǘŜ 

{ǘǳŘŜƴǘέ ŀƴŘ ǘƘŜ ŎƘŀƴƎŜǎ ǿƛƭƭ ōŜ ǎŀǾŜŘΦ LŦ ȅƻǳ ƳŀŘŜ ŎƘŀƴƎŜǎ ǘƘŀǘ ȅƻǳ ǿƛǎƘ ǘƻ ǳƴŘƻ ǎƛƳǇƭȅ ŎƭƛŎƪ ǘƘŜ 

άwŜǎŜǘ CƻǊƳέ .ǳǘǘƻƴ ŀƴŘ ǘƘŜ {ǘǳŘŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ǊŜǎŜǘ ǘƻ ǿƘŀǘ ƛǎ ǿŀǎ previously saved as. 

¢ƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘƛǎ ǎŜŎǘƛƻƴ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ōƻȄ ǘƛǘƭŜŘ ά{ǘǳŘŜƴǘ wŜǇƻǊǘǎέΦ LƴǎƛŘŜ ŀǊŜ ŀƭƭ ǘƘŜ ŘƛŦŦŜǊŜƴǘ ǊŜǇƻǊǘǎ 

available for that student. Simply click on which report you want to view and your page will load the 

selected report. 

 



4.2  Create New Students 

In the main navigation when you select άStudentsέ a dropdown will appear and one of the options is 

ά/ǊŜŀǘŜ {ǘǳŘŜƴǘǎέ. /ƭƛŎƪ ƻƴ ά/ǊŜŀǘŜ {ǘǳŘŜƴǘǎέΦ hǊ ǿƘŜƴ ȅƻǳ ŀǊŜ ƛƴ ǘƘŜ ά!ƭƭ {ǘǳŘŜƴǘǎέ ǾƛŜǿ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ 

the Create New Students button. 

 

4.2.1  Create Students 

Class Assignment: This is the class the students will be added to. It will not reset when a student 

is added, so you will not need to adjust it if you are adding multiple students to the same class. 

Grading Profile: This is the grading profile the student will be assigned. It will not reset when a 

student is added, so you will not need to adjust it if you are adding multiple students to a 

default or global profile. 

Student Name: ¢Ƙƛǎ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜΣ ǿƘƛŎƘ ǘƘŜȅ ǿƛƭƭ ǎŜŜ ƻƴ the class roster and inside the 

ŎƻǳǊǎŜΦ Lǘ Ŏŀƴ ōŜ άCƛǊǎǘbŀƳŜ [ŀǎǘbŀƳŜέ ƻǊ ά[ŀǎǘbŀƳŜΣ CƛǊǎǘbŀƳŜέΦ ¢ƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ 

automatically detect the first and last name and separate them. You are always free to leave the 

last name off and do first name only. If you are trying to maintain student privacy, you can also 

just enter their ID number or some other unique identifier. The student name can only be 30 

characters long, including spaces. 

Student Password: This is the desired password for the student. It must be at least one character 

ƭƻƴƎΦ hŦǘŜƴ ƛǘ ƛǎ ǎŜǘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ L5 ƴǳƳōŜǊΣ ǎƻ ƛǘ ƛǎ ǇǊƛǾŀǘŜ ŀƴŘ ƪƴƻǿƴ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΦ ¸ƻǳ 

Ŏŀƴ ǎŜǘ ŀ ŘŜŦŀǳƭǘ ǇŀǎǎǿƻǊŘ ŦƻǊ ŀƭƭ ǎǘǳŘŜƴǘǎ όάмноέ ŦƻǊ ŜȄŀƳǇƭŜύ ŀƴŘ ŀƭƭƻǿ ǘƘŜ ǎǘǳŘŜƴǘǎ ǘƻ ŎƘŀƴƎŜ 

their password. We do not recommend this approach for security reasons, but it does for the 

initial login. Remember, if your student adjusts the password, you can view their current 

password anytime by viewing the class or student file. The password can only be 15 characters 

long, including spaces. 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŦƛƭƭŜŘ ƻǳǘ ǘƘŜ ŦƻǊƳ ŎƭƛŎƪ ά/ǊŜŀǘŜ {ǘǳŘŜƴǘέ. A popup will appear saying that the 

student was updated. At the bottom you will see three lines appear telling you who was last 

added, how many licenses are in use and how many you have remaining. 

 



4.2.2  Import Students 

¢ƻ ƎŜǘ ǎǘŀǊǘŜŘΣ ŎƭƛŎƪ ǘƘŜ άLƳǇƻǊǘ {ǘǳŘŜƴǘǎέ .ǳǘǘƻƴΦ Lǘ ǿƛƭƭ ƘŀǾŜ ȅƻǳ ǳǇƭƻŀŘ ŀƴ 9ȄŎŜƭ ŦƛƭŜ όȄƭǎΣ ȄƭǎȄΣ 

csv). After selecting the file and uploading it, it will parse the data and then walk you through 

the import process. 

There is no format required since the uploader walks you through the file. This allows you to 

export from whatever LMS or roster system you use and import immediately without 

configuration. If you are manually creating the file, the easiest thing to do is have their first 

name in one column, their last name in the next, their password in the next, and their class 

ƴŀƳŜ ƛƴ ǘƘŜ ƭŀǎǘΦ LŦ ȅƻǳǊ ŦƛƭŜ Ƙŀǎ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜ ŎƻƳōƛƴŜŘΣ ŘƻƴΩǘ ǿƻǊǊȅΣ ǘƘŜ ǳǇƭƻŀŘŜǊ Ŏŀƴ 

detect that and fix the issue. 

So you first have your Excel file. We will be uploading the one below as an example. 

 

{ŜƭŜŎǘ άLƳǇƻǊǘ {ǘǳŘŜƴǘǎέ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ŀǎƪŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ȅƻǳ ǿŀƴǘ ǘƻ ǳǇƭƻŀŘΦ 

 

You will then follow the steps in the Upload Students Wizard. It will ask you which column 

contains the first name, which column contains the last name, which column has the password, 

and which column has the class name. You move on to the next step by selecting the right arrow 

and you can go back to the previous step by selecting the left arrow. 

 

 

 

The following images are screen shots as we go through the Upload Students Wizard to import 

our class. 



1.   2.   

3.      4.   5. 



5.    6.

7.   8.   

9.  

Once you are done you can go view your classes and you will see your new class there with all 

the new students as well. 

 
















































