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1. Dashboard
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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 Dashheast 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/lirthsy are working on in real time. You calsosee 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 Teacheklanager and enter another to worlgou 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 howmgdransferrable licenses you have and how many are in use.

The application that is currently being viewed in the dashbaeficbe highlighted in blue. If licenses
have expiredthe expiration date will be highlighted in red.

Keyboard somee | Keyboarding
Mastery . s | ForKids
STUDENTS: 3/50 . STUDENTS: 6/50
EXPIRES: 9/30/2018

1.2 Students Currenthyogged 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.

¢ KS & dzR Sythedafle afd axtiBedbuttbns 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 applicatioeibg 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 asfumbe
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.

Students Currently Logged In

Keyboard Short Course (2) Keyboard Mastery (1)
Name Class Current Action Last Action Time
Jones, Jeffrey Sample: Nelson Per5 Lesson 1Line 1 1/6/2016 11:40:39 AM
Seml 20xx
Withers, Tim Sample: Nelson Pers Lesson 10 Line 1 1/6/2016 11:41:02 AM
Seml 20xx

" ‘Your browser should support the Live Student Monitor. Please contact us if you notice any problems.

1.3 Social Media

We love being on socialedia! You can always staytmR | 1S A GK ¢KI Q& KI LIISYAY:
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 catwalebdirectly to us

at the bottom of the twitter feed.

Follow us on Social Media!
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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. Jteneill 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 risdted, please let us know atupport@keyboardingonline.coso we
can get it taken care of.

A Important News!

We are proud to annouce that the Teacher Manager is nearly . )
h Upcoming Features:
complete. We have found a few remaining items to fix, and we
urge you to report any discrepancies or bugs to us via the chat s Interactive graphs on
at the bottom of the screen. dashboard

o Profile/lesson tester

Estimate generator

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 studentreated 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. Ifthe sfulle R2 Say Qi YSSi GKS &adl yR
grading profile assigned to thethey cannot move on or get 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 caindividualize the program to the differing abilities of students. You can have more
than one profile assigned to different students in a single clB3§You might create Beginner,
Intermediate, and Advanced profiles for the varying skill levels afestts in a single class.

All grading profiles listed below [P — Viewing Period 1: 40 WPM
. . Timing Options Additional Options Assigned Sections
Name Min WPM Scores Required Inuse by
Timing Length Max Errors Blackout  No Correction
30 wpm 21WPM 1 No One
0:15 1 X x
35wpm 20 WPH 1 1 Student
0:30 1 X X
35 wpmiCopy) 20 WPH 1 2 Students Loo B x x
40 wpm 25 WPM 1 No One 2:00 X X
Period 1: 40 WPM 5WPM 1 No One 300 X X
400 4 X X
spec needs 18 wpm--L1-11 12WPM 1 No One
5:00 5 X X

Click any profile to view more information. Double-click to edit that profile.

# Edit Profile


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 préile 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 columnsstimyminimum Words Per Minute
requiredfor a line to be graded. The Scores Required column simply dhmwsnany 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 seletca profile (click on the name onta box will appear on the righThis box displays a
simple overview of the settings for the selected profile. You candbak the settings by clicking on the
three tabs: Timing Options, Additional Options, and AssigSections.

2.1 Create New Profile

LT &2dz ySSR G2 ONBIFIGS F ySé LINBPFAES &2dz Oy asStSoO
box will appear on your screen:

Give your profile a name

t can be ea

WPM" to

Simply enter the name you want for your new profile and click OK. Remembersjeebiic 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 meetstzedther

condition and click OK. Whenyoud O1 hY | a{ dz0O0Saa¢ YSaal 3BugAff I L
will then be able to edit the profile anclistomizeit to your liking. Your page should look like this:



Grading Profile: Period 1: 40 WPM

igati Timing Length MaxErrors  Blackout  No Correction Timing Weights ) :
Profile Navigation g Leng g Weig| Tlmlng Optlons
0:15 T m) a 1 Each lesson is made up of individual "timings". Each Timing is a specific
Timing Options length. Here you can customize options specific to each timing length.
0:30 1 v o a 1
Additional Options Errors Allowed
The max errors a student can make for a specific timing length, If a student exceeds the
Grading Scale 1:00 L m] a 1 error count listed, the student’s scare will not recerd and they will need to repeat the
timing. Agood rule of thumb is 1 error aliowed per minute.
2:00 2 v o a 1 Blackout

Section Assignments
Enabling this option for specific timing lengths will cause the student's screen to "blackout”

3:00 3 o o 1 as soon as they start typing. Since the student can't see what they are typing, it will help
break Hunting and Pecking habits. Consider using Blackout AND the Timer Timeout option
to effectively break ALL hunting and pecking.
No Correction
This will disable all correction keys: backspace, arrow keys, home, delete, mouse clicks, and
5:00 5 v m] a 1 anything else a student can use to make corrections. The students wil

Timing Weights

You can adjust the scoring capabilities of individual timings and how they factorin to the
+The course content does nat contain any-timings of the starred lengths. Any options setfor student's final grade. If you want o place 2 higher emphasis on longer timings, increase the
the starred lengths pertain only to created content when assigned. Timing Weight for the 3,4 and 5 minute timings. If youwant to make a specific timing length

“optional”, you can set the weight to 0. Setting all weights to 0 will result in @ 0 average and a

0final.

@ Discard Changes

2.1.1 Timing Options

There are only 7 preset timing lengths in our keyboargiragrams: 15 and 30 second, and 1
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 proé 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.

LT GKS .t 012dzi 2LIJiA2Yy A aendyKeRthbkiS2R aliokE HsiO |o2Adf(t €
soon as they start typing. This is one of ptwvenmethods to help break hunting and pecking
The following image shows how that works in the student side of the program.

Lneedt 02 O3 04 05 06 O7 08 09 0Of0 O11 012 013 014 015
Home / Lessons / Lesson 14 -NKey / Line 142 1-Minute Timing Student: Chrristiaan

An easy way to become a good conversationalist is to be a good listener and
enjoy it. Dazzle your acqguaintances with rapt attention. Exclusive attention to
the person who is speaking to you is very important. It is very flattering to feel
that what you have to say is important enough to hold another person's rapt
attention. As the Reader's Digest once put it: Many persons call a doctor when all
they want is a quiet audience.«

a

<Start Over>

Errors Allowed: 1 Minimum WPM: 75 Scores Required: 1

Timing in progress...

Bestscores: [ [
Time Remaining: 0:55 3 Full Screen Adjust font

If the No Correction box is checked they will not be able to use any camdaty: 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

a0dzRSy i Qa FAYI f 3 NIgReBampHadis olénder timingsfincréade thedf 1 OS |
Timing Weight for the 3,5 and 5 minute timings. If you want to make a specific timing length
G2LIGA2Y LI Eé¢x @2dz Oy aSid GKS ¢SA3aAKG G2 no {SGaGA
final grade.

BeadzNB (2 Of A0l a{l @S¢ FTFOUSNIYI{Ay3d OKIlIy3aSao

2.1.2 Additional Options

Scores Requiredin 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 arechiehien their scores do not

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

Minimum WPM:This is the starard for Words per Minute. If a student fails to type faster than
the minimum speed you set here, their score will not save and thibyneed to repeat the
timing.

I g2NR A4 RSTAYSR d p OKIFNIOGENRAIKI a2 HRBRNBY & @&
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 quartef a minute), which is 20 characters.

Timer TimeoutThis 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 seads 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 studenisgea 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 sehénego 2-3

seconds you canndtunt and peck. When yohunt and peck, you pause typing to look up and
memoarize new text before looking down and starting again. If you want to stop hunting and
pecking, set the Timer Timeout te®seconds and use the Blackout Timing feature.

Apply ProfileYou can choose taalve this profile be applied universally to all past scores or only
to scores from a specific date onward.

- All Past scores
o LT @&2dz WX e& GKS LINRPFAES G2 a!tt tlad
these new standards then they will be marked as invaldail be shown
AY NBR 2y GKS a0GdRSyGaQ NBLRNIa®d { {dzRSE
work in order to continue progressing through the course.
- Specific Date



0 If you select specific date, you will need to specify a date. The profile
changes will acceatll past scores as valid. Any scores from that date
2y 6L NR 6KAOK IINB Ay@FIftAR gAff 0SS YI NJ S
Students will need to make up invalid work before continuing in the course.

~

Suggestior If you are creating a profile fornew®RSy 1&a Ay GKS O2dz2NBSX Al R

@2dz Llzi AT @2dz NB Y2RATFTeAY3A | Odz2NNByd aiddzRSy
LI ad a02NBa 2yfe AT @&2dz ¢lyd GKSY (G2 YI1S dzLJ L
selecttoapply € NBa& FNRY | &LISOAFAO RIFIGS 2y46F NRZI YR 0

Space After Punctuatioiave 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 Skippirgcheckmark indicates that students cannot skip ahead to future
lessons until the current lesson is complete. If you uncheck the bexsttlient 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 frustratistudieat has

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

and sick of typing very quickly.

¢tKSNB IINB (62 ¢lea I ailddzRSyd OFy &a1ALl fSaazyad
are lessons that are mission the checkbox next to them, and are not required. If a student does

G2N] Ay GKS 2LIJiA2ylt A ¥rksgbi@ 3SEconk,iif tha siudeRtimovesS £ LIA y 3
G2 I ySg aaSOlA2yéd ¢KS LINBINIY Aa ONR1SY R2gyY
Assignments tab. Students can skip between sections as some instructors assign lessons in

different orders and want stud#s to move between sections to complete assignments.

Disable AntiCheat ModuleA checkmark turns off the ArGheat Module. No checkmark means
the Anti-Cheat Module is enabled.

Behind the scenes, there is a program running and watching students tygralyzes 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 fouked from logging back in. You can unlock
the student when looking at the student in the Classes section of Teacher Manager.

2SS KI @S o0ft201SR a/ 2LRAY 3 ebtytént program) angl tHat solvedzii 2 Y I G A
at least 99% of the issueswithstbd/ 1 a GNBAyYy 3 (2 OKSIFGd ¢KSNB I NB
Ge¢eLAY3I . 20345 YR ac¢céLMAy3d al ONRP&aé (KIG SEA&GOD
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#g=typing+bot



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

Disable Password Changéscheckmark blocks students from updating their passwasds.
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 br 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 Entrys checkmark blocks students from updating/adding their email address. No
checkmark means that studénda Ol y  dzLJRF G Sk RR GKSANI SYFAf | RRN
info in the Classes Section.

Disable Phone Entef checkmark blocks students from updating/adding their phone number.
No checkmark means that students can update/add their phone number. afoview a
aldzRSyiQa Ay¥F2 Ay (GKS /traasSa {SOlAz2yo

Require Course Entry/EXithis option allows you to require students to take a-j@st before

starting their work, as well as requiring a poskt/final before their final grade will be shown.
Checking te 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 wita simple slider mechanism so that you can quickly choose the

AN RAYy3 aoOFtS e2dz 6lyid FT2N)J e2dz2NJ aGddzRSyidad LG A
use the image below as an example. For atihé 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.

Grading Profil=: Period 1: 40 WPM 2

Profile Navigation A — e 39 Grading Scale
Drag the slider to adjust the speed you desire for each letter grade.
Timing Options B — o 0
Additional Options )
c —*
Grading Scale
20
D o
F 0
W Discard Changes B Save

2.1.4 Section Assignments

Adjust the section weights to assign lessons or sections to your pibfileu leave a section
FaaAdayyYSyd G nz AG Attt 0SS 2LWGA2YIFE FYyR y2i O



2.2

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

o8 f221Ay3 4 GKS o620dG2Y NAIKG 2F GKS AONBSyo

Profile Navigation . .
Main Sections Created Lessons
Timing Options 1-11 (Learning Keyboard) 40 No Created Lessons Assigned Yet
12-24 (Achieving Mastes 1 -
Additionsl Options . g Mastery) 40 Select a lesson to assigr v
25-33 (Numbers and Symbols) 20
Grading Scale
Gt Optional Timings
A IEents (3-Min) What is a Clairvoyant? o
(3-Min) Life in the Outback 0
(a-Min) The Little Mermaid 0
(4-Min) What Makes the Holes in 0
Bread
(5-Min) How Do Animals o
Communicate?
(5-Min) What Is Intelligence? o
(5-Min) Who was Benedict o
Ameld?
(5-Min) How to Drink & Never 0
become an Alcoholic
(5-Min) Writing on Clay Tables 0
(5-Min) Discovery of Penicillin 0

Sum of Section Weights: 100

2.1.4.1 Created Lessons

You can assign up to 10 created lessons. To as$#gsan, select it from the drop down
fAald YR OfAO]l GKS a!aaAirdyé odzidzyo LG

gAftf KFE@S | gSAIKG 2F nd ¢2 YIS AG O2dz/i

weight to something higher than O.

Created Lessons

I= Created Lesson 0

Select a lesson to assign v

To remoe 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-ordaethe
created lessons, click and drag the list symbol to the left of the lesson. Drag it to the
comeQl LIRaAdAz2y FyR NBtSIFaS (G4KS Y2dzasS (2

If the drop down does not have any created lessons, make sure you have created them
FANBOD® LF AG adAtt AayQid aKz2¢gAy3as YIS
created lesson has no timings included, it will not show up in the list.

Editing Profile



If you need to edit an existing profile you simply need to dowtilk on the profile name or select the
profile,ti KSy Of A01 2y (KS NARKGI ot NRHA (634 0 dxBi HWR3A KiiK 3
screen.

You can edit the profile name by cliothe pencil icon to the right of the nam@nce you change the
name you select the green check mark to save or the oréhdmidon to cancel.

lfyouhavey RS Fyeé OKlIy3aSa GKIFI{G e2dz sAaK (G2 NBISNBRSS @&:
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 profikelect the profile you want to delete. When ysalect 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 Pfofflef SO0 a5 SWherii S t N2 ¥F
you select that a pop up will appear asking if you are shaeyou want to deletehe profile. Select

G,Sax RStSGS AdGHé FyYyR @2dzNJ LINPFAES oAttt 6S RSESGS

I YR @ 2odeRin the Grafling Profile page.

] g

1 H

Are you sure?

You will not be able to recover this profilel
All students assigne s profile will be given the "EPC
Default” profile

Yes, delete itl

2.4 Copy Profile

To copy a profile, you select the profile, select the top right tHmeed button in the box that appears
2y (0KS NARIKGZ GKSy aStSO0 a/ 2LkR t NBTAikJustwlick 2 dzQf f
hY 6KSy @2dz2QNB R2yS IyR Al gAff 06S ONBFGSR 2N KA



3. Classes

When you select classes you will be brought to a page that looks similar to the lielage Displayed
will be all the classethat have been created and you will also see the number of students in each class.

Name Student Count
Period 1 - Jones 2
Period 2 - Jones 1

Click any class to view a roster and options.

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, #imel schedule ey are on if one has been assigned.

3.1 Create New Class

2 KSy @2dz gyl G2 ONBFIGS I+ ySg Oflaa e2dz gAftt OfAO
of the classes section. Once clicked a pop up will apgsldng you to name the new clagdick OK to
continue.

Give your class a name

I Be descriptive as your students will need to find their class to
log in I

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 navigatad then click All Students to look at a list oftladi
students created in that application. For performance reasmmthat page we only show the first 100
students.



The quick search allows you to filter by name, class, profile, schedule, or passveondll Whly 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.

Quick Search: Showing 3 of 3 total students

Name ~ Password Last Worked Class Name Profile Name Schedule Name

o A n password 12/21/2015

o Johnson, ul 123 2/25/2013
Click any student to view a roster and options

There are a couple of ways to select students wiam 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 andsédlected every student in that take will be selected.

0O Name ~ E Name -
E A, Johnny E A., Johnny

[m] Ellsworth, Barbara E Ellsworth, Barbara
E Johnson, Paul E Johnson, Paul

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

Student Options

Qg Update Profiles
'n‘]'\ Update Schedules
G Move Students

[ii] Delete Students

C2NJ a! LIRIFGS t NEekher8.a¢ 3I2 (G2 &aSO0GAz2y
C2NJ a! LIRFGS {OKSIRWHesS 3¢ 32 G2 aSOlAzy
C2NJ) daz2@S { (dzR8lgkharé. T2 (G2 &aSOGAZ2Y

C2NJ 458t S0GS { (defeBheieas 3I2 (G2 &aSOGAz2Y



4.1 Student Details

LT &2dz aSt SO
student info such as their passvehremail, phone, grading profile, when they last worked, and total

effort.

A., Johnny

Student information

Password

Email

Phone

Grading Profile
Access Schedule
Class Assignment
Creation Date

Work information

Last Login Date
Last Effort
Total Effort

¢tKSNBE gAtt 0S8
informationfor G K S

{GdzRSy ¢

awSasSi C2NX¥¢
¢2 GKS NMIKI

password

student@school.edu

BE88-963-4817
3swpm

no schedule
Period 2 - Jones
12/21/2015

12/21/2015
1m (105 seconds)
1m (105 seconds)
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Update Student Information

Student Name

Student Password

Student Email

Student Phone

Grading Profile

Access Schedule

Class Assignment

Reset Form

A, Johnny

password

student@school.edu

888-963-4817

35 wpm v
no schedule b
Period 2 - Jones b

Update Student

iAGE SR a} LIRIFIGS {ddzRSy
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available for that student. Simply click on which report you want to view and your page will load the

selectedreport.

Student Reports

Simple Progress Report

Comprehensive Progress Report
s Daily Effort Report
il Lesson Effort Report

= Final Grade Report

7]

l.:.l



4.2 Create New Students

In the main navigation when you selé&tudentg a dropdown will appear and one of the options is

G/ NBIFGS AnBRESyZH@Eeéa/ NBI @Syl @RIz d NSPAYy GKS a!' ft {4
the Create New Students buib.

Create Students Import Students
rading Profile

1

Q

4.2.1 Create Students

Class Assignmenthis is the claghe students will be added to. It will n@eset when a student
is added, so you will not need to adjust it if you are adding multiple students to the same class.

Grading ProfileThis is thegrading 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¢ KA & A& (KS &0GdzRSy (i Qahe ¢fdssStEr amdinaide khe (§ KS & ¢
O2dzNES® LG OFy 6S GCANBGDIYS [FaldblYSé 2N a[l a
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 yate 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 Passwordrhis is the desired password for the student. It musabkeast one character

f2y3d3e hFTaGSy AdG Aa asSité G2 GKS addzRSyidQa L5 ydzyo
OFy &aSit I RSFldA G LI &dag2NR F2NI I ff addzRSyda oa
their password. We do not recommend shépproach 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 filhe password can only be 15 characters

long, including spaes.

hyOS &2dz KIS FALt SR 2 dziA pdpépdvill Eppendsaydd thatile & / NB I
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 remaini

Last Added: Paul Bunyan
Licenses in use: 4
Licenses remaining: 51



4.2.2 Import Students

¢2 3ASG adGFrNISRT OtA0] GKS GLYLERNI {{ddzRSyGacé
csv). After selecting the file and uploading it, it will parse the data and then walk you through
the import process.

There ino formatrequired 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 davie their first

name in one column, their last name in the next, their password in the next, and their class
YEYS Ay GKS flradeo LF &2dNJ FAES KIFa FANBROG FYyR
detect that and fix the issue.

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

A B C D
Paul Bunyan 123 Period 5 - Ellsworth
Johnny Appleseed 234 Period 5 - Ellsworth
Clark  Kent 345 Period 5 - Ellsworth
Gwen Stacy 456 Period 5 - Ellsworth
Mia Hamm 567 Period 5 - Ellsworth

Qe W =

IyR &2dz gAftft oS I aj

™

{StSO0G aLYLRNI {GdzRSyda

: m
5] Peried 5 - Ellsworth 1/12/2016 8:42 AM Microsoft

£ >

ime: | Period 5 - Ellsworth V| Custom Files ~

-

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

Thefollowing images are screen shots as we go through the Upload Students Wizard to import
our class.

)



Upload Students Wizard Upload Students Wizard

Answer the questions below to mass import your students in seconds. Answer the questions below to mass import your students in seconds.
1 2 3 1 2 3 4
Paul Bunyan 123 Paul Bunyan 123 Periad 5 - Ellsworth
Sy Appleseed 234 Johnny Appleseed 234 Period 5 - Ellsworth
Clark Kent 345
ar &n Clark Kent 345 Period 5 - Ellsworth
Gwen Stacy 456 X
Gwen Stacy 456 Period 5 - Ellsworth

< Which column is the 1
b . N
Last Name? < Which column is the 5 . °

Last Name?

Cancel

Upload Students Wizard Upload Students Wizard
Answer the questions below to mass import your students in seconds. lAnswer the questions below to mass import your students in seconds.
1 2 3 4 1 2 3 4
Paul Bunyan 123 Period 5 - Ellsworth Paul Bunyan 123 Period 5 - Ellsworth
Johnny Appleseed 234 Period 5 - Ellsworth Johnny Appleseed 234 Period 5 - Ellsworth
Clark Kent 345 Period 5 - Ellsworth Clark Kent 345 Period 5 - Ellsworth
Gwen Stacy 456 Period 5 - Ellsworth Gwen Stacy 456 Period 5 - Ellsworth
Which column is the Which column is the
1 A 3 -
First Name? _— Password?
1] o 4| |
Cancel Cancel
3. 4. i5,




Upload Students Wizard

iAnswer the questions below to mass import your students in seconds.

Upload Students Wizard

1 2 3 4

iAnswer the questions below to mass import your students in seconds.
Paul Bunyan 123 Period 5 - Ellsworth

1 2 3 4
Johnny Applesesd 234 Period 5 - Ellsworth

Paul Bunyan 123 Period 5 - Ellsworth
Clark Kent 345 Period 5 - Ellsworth )

Johnny Appleseed 234 Period 5 - Ellsworth
Guen Stacy 436 Period 5- Ellsworth Clark Kent 345 Period 5 - Ellsworth

Gwen Stacy 456 Period 5 - Ellsworth

Import first row?

(highlighted)
Unchack box iFfiret rom i Is the class name @ O
inchecl iffirst i o listed in a Yes No °

column names/titles ?
column?

Cancel

Upload Students Wizard

iAnswer the questions below to mass import your students in seconds.

1 2 3 4
Paul Bunyan 123 Period 5 - Ellsworth
Johnny Appleseed 234 Period 5 - Ellsworth
Clark Kent 345 Period 5 - Ellsworth
Gwen Stacy 456 Period 5 - Ellsworth

Which column has the class

name?
4 -
(Mew classes will be created if they

are not in the system)

4| | »

Cancel

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.








































































