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Description of roles and users
There are 6 types of user on the Express DigiBooks platform. These are: Member,
Student, Teacher, School Manager, School Master, and Parent.

The users are divided into two groups, as can be seen in the following diagram.

The Members are in one group, and the other group consists of Students, Teachers,
Managers, Masters, and Parents.

Express

/N

STUDENT

MEMBER TEACHER
SCHOOL MANAGER
SCHOOL MASTER
PARENT

Members are individual users who are using the platform for self-study, without a
teacher, and only have access to the books they have bought. They can do the
exercises and the platform will correct them, but they have no interaction with other
users.

The other group follows the hierarchy of Student + Parent - Teacher - School
Manager = School Master

The School Master is the owner/headteacher of the school. They must 'create' their
school and do some initial organisation. They must follow a series of steps (explained
in detail below) to create their Students, their Teachers, and School Managers, as
well as organise things, in general.

The School Manager is in charge of the school or department, responsible for its
operation and administration. This role is not required to operate the platform



There are schools where the manager and owner are the same person. Therefore, it
is not necessary to create school managers. They are only necessary if a school has
branches, to make administration easier for the School Master.

Teachers work at the school. Their accounts can only be opened by the School
Master, and their job on the platform is to assign exercises to the Students, to check
their work and help them with whatever problems they may face.

Students attend the school. Their accounts can only be opened by the School
Master.

Parents are the Student's parents or legal guardian. They can use the platform to
keep up to date with their children's progress, without having to physically go to the
school.



REGISTERING ON THE PLATFORM

Please visit our website www.expressdigibooks.com and see the home page.

As you can see from the image below, there is a series of buttons at the top of the
screen: About, Download Apps, Contact, Sign Up, Log In, and Create School.

TURN YOUR SCHOOL INTO
THE SCHOOL OF THE FUTURE!

The Express DigiBooks is an award-winning,
innovative and motivating way to educate
students. Through the use of new age
technology and the appealing elements

of gaming, this interactive Digital Platform
promotes 21st century learning!

What the buttons do:

e Contact: When you click on Contact, a contact form will open, as you can see
below.

‘Wi will by more than happy 16 help you

Ploase ener your inguiry hoto and cne of our suppon mombers will got back
L3

Fill in your name, email, and the subject line. Use the Message section to ask your
question or make your comment.


http://www.expressdigibooks.com/

e Create School: When you click on Create School, a form will open for you to give
us your details and apply for a School Master account.

Create School

School Master Information

First Name

Butriay

Click to sebect Birthday

Zipoode

Selecy Courmry

Schoal Information

School Name

Addross

Fira

Please fill out all the required fields carefully (those that are written in bold). If you
forget anything, the platform will send you a reminder in red letters.

At the bottom of the page, you will see a Captcha Verification Code that you must
complete. You must also tick the box next to the Terms and Conditions, after you
have read them. Finally, click on Create New School. You will then receive an email
that will inform you that your application is being processed. As soon as it is
approved, you will receive another mail welcoming you to the platform, which will
provide your username and password.

Verify Code m

[0 Terms & Condition /

CREATE NEW SCHOOL




e Login: When you click on Log In, a window will pop up for you to enter your
Username and Password (which you will have received by mail), so that you
can connect with the platform.

|
i
| Wl vour email or usermame

1

1 n Your password
|

\ \ J [] Remember Me

Forgot Password?

LOGIN

First Time here? Click here to sign up

A

Enter your Username or email and then your Password, and click on the Log In

button.

USERN‘E‘MEKEMA”‘ .-1II [ Your email or usemame

i

'P%'SSWQRD' St O Your password

% i gl ; i :

G' o | [0 Remember Me

| [ L .

':? T Forgot Password?
A

LOGIN

5IGMN UP HELPER . First Time here? Click here to sign up
i



There is also a link on this page to help you retrieve your Password; click on Forgot
Password.

|:| Remember Me

Forgot Password?

—1

When you click on the button, a new page will appear, where you will be asked to
enter your email, so that your password can be sent to you.

Forgot your password? x

Enter your email address in the field and click Submit.
1
| You are going to receive an email which helps you to
| change your password

Bl Your email or username

Click Recover My Password and then check your personal email account (e.g. Gmail,
Yahoo, Outlook, etc.) where you will find that your Password has been sent to you.



If this is the first time you are connecting with the platform, there is a link that will
take you to the SIGN UP page.

First Time hera? Click here to sign up

- \

e About

The About page is informational. It includes information about Express DigiBooks
platform, as well as a few words about Express Publishing.

About DigiBooks

About DigiBooks Library

Express DigiBooks an innovative cross-platform distribution system of digital material that also serves as a learning management program; keeping
a record of students’ progress within a schoel. The online platform includes an enline environment where users can buy, manage and activate their
online digital material as well as many offline applications which are compatible with the mest common operating systems, such as Windows 7+,
Android 4.0+, MAC 0S-X 10.10+ and i0S 8.0+.

In addition to purchasing new e-books, activating digital material and renewing activations of digital material subscriptions, it can also be used to
monitor an enrolled student's progress. This is possible by using the embedded LMS system, which can be accessed by students, their parents and
teachers.

In addition to purchasing new e-books, activating digital material and renewing activations of digital material subscriptions, it can also be used to
monitor an enrolled student’s progress. This is possible by using the embedded LMS system, which can be accessed by students, their parents and
teachers.

e SignUp

This button is only for MEMBERS and will not be explained in detail here.

e Download Apps

On this page, you can find and download the Express Digibooks apps, which are
compatible with MS Windows Vista+, macOS 10.11+, Android 4.4+, iOS 8.0+.

Download Express DigiBooks Applications

- - For MS Windows Vista (Internet Explorer 9 required):

.- For MS Windows 7, 8.1, 10 (Internet Explorer 11 required): (OE

' Formac0§10.11+ &3 DOWNLOAD

“ Download the Android app from Goaogle Play Store
"' (Compatible with version 4.4 and above) & pownLosn
g
Download the i0S app from App Store
(Compatible with version 8.0 and above)



SCHOOL MASTER

As soon as your registration as School Master has been completed, go to the top
right-hand side of the screen and select Log In.

TURN YOUR SCHOOL INTO

THE SCHOOL OF THE FUTURE!
The Express DigiBooks is an award—winning,
innovative and motivating way to educate
students. Through the use of new age
technology and the appealing elements

of gaming, this interactive Digital Platform
promotes 21st century learning!

Enter your username or email and then your password, and click on the Log In
button, as was explained earlier.

B Your email or username

n Your password

[] remember Me

Forgot Password?

LOGIN

<l




As soon as you are successfully connected to our programme, the following page will
appear.

Welcome to our Platformi!

In order for you to get to know our platform better,
we have prepared a guide for you to help you create
your first school.

As you can see, a message appears in the centre of the screen to welcome you to the
Express DigiBooks platform.

Once you click Close, the platform with guide you through the simple steps required
to create your first school. This message with only appear until you successfully
create your first school.

The first window that opens will ask you to create School Periods. Some schools
divide their school year into winter and summer. Other schools may use trimesters
or semesters. Here you can specify how you would like to define the school period
system you follow in your school.
-,’ e e ST e el v/
><
® School Setup Process

@ School Period

School Period Name Select Starting Date Select Ending Date
Start date End date

10



Firstly, decide on the name of the period (e.g. Winter/Spring) and then select how
long it lasts (e.g. 15 September to 15 June) and click on Save.

A window will automatically appear to confirm that you have created the school
period.

v/

Good Job

You have successfully created a school period

When you click OK, the same page will appear and you can create another period if
you want, or you can select Next.

i I B h\—'lr-.i L e

@ School Period

School Period Name Sele

WINTER-SPRING 1

SAVE NEXT

Clicking Next takes you to the form where you can create Subjects. Here, you can
select the lessons that are taught at your school (e.g. other languages)

11



N

School Setup Process

o S u bj eCt = SUBJECT
We have a list of subjects ready for you to use.
Oryou can add a new one by clicking the button right above
-Choose a subject-

-Choose a subject-

English

German

s

You can also create new subjects that are not on the list but are taught at your
school (e.g. Chinese).

School Setup Process

© Subject

We have a list of subjects ready for you to use.
Oryou can add a new one by clicking the button right above
‘—Choose a subject-

Levels of subjects

The following image will appear if you click '+Subject'.

Add new Subject!

a Name of Subject

CLOSE ADD SUBJECT

Enter the name of the subject you wish to add and click Add Subject.

12



If, for example, you select English from the list of pre-defined subjects, you will
notice that Levels of Subject appears directly below. These relate to the levels that
you teach in your school. You can easily delete some or all of them and create your

own levels, according to the terminology you use in your school.

i School Setup Process

e SubjeCt 4 SUBJECT |

We have a list of subjects ready for you to use.
Oryou can add a new one by clicking the button right above

English -
Levels of subjects
PRE-JUNIOR X KINDER JUNIOR % JUNIORA 2 JUNIORE 3% JUNIOR AGB X SENIORA X
SENIORB X SENIORC ¥ SENIORD (B1) % SENIORE (B1+1) % 82 (FCE IRECCE) X B2DEC X
C1 (15T YEAR PROFICIENCY) ¥ C2 (ECPE) X C2(CPE) X C2NOV % LEVEL 1 ADULTS %
LEVEL 2 ADULTS ¥ LEVEL 3 ADULTS % LEVEL 4 ADULTS ¥ B2 ADULTS (ECCE) % B2 ADULTS (FCE) %

C2 ADULTS (ECPE) X C2 ADULTS (CPE) % TOEIC X% IELTS ¥

The picture above shows the pre-selection already on the platform.

You can change the appearance in the following way:

I Create Subject

Subject Name

English

Add Levels

Kindergarten ¥ GRADE1 ¥ GRADE2 % GRADE3 % GRADE4 X GRADES X% GRADE6 X ADULTS X

/" Active

You can remove any of the levels from your school by clicking the 'X' next to it. Then,

by clicking Type a Level, you can add your own names, as you wish. Simply type in

the name and press Enter.

13



Levels of subjects

PRE-JUNIOR 3¢ JUNIORA % JUNIOR AGB % SENIORA 3¢ SENIORE % SENIORC 3¢
SENIOR D (B1) % SENIORE (B1+1) 3¢ B2 (FCE IR ECCE) % B2DEC % C1(1ST YEAR PROFICIENCY) 3¢
C2 (ECPE) % ADULTS %

PREVIOUS SAVE

As soon as you complete the process, click on Save at the bottom of the screen, (a
message will appear) and then the Next button.

C2(ECPE) X ADULTS

Finally, you will be asked to assign a book to the Level.

T  } ot . bl T - L ————

LI

School Setup Process
© Assign Books to Levels

Finally, please enter the books that you are going to use for each level.

Saelect subject i - Sslect lzval

Select the bool and then to which Subject and Level is belongs.

Once you finish, click on Finish.

14




When the process is finished, the following window will open,

4 steps remaining to complete your School

ADD TEACHERS ADD STUDENTS CREATE CLASSES
TO YOUR SCHOOL | TO YOUR SCHOOL FOR YOUR
STUDENTS

REMIND ME LATER

which will inform you that there are just 4 steps needed to complete the creation of
your school.

Selecting the boxes one by one, you will be asked to create your Teachers, Students,
and classes, and assign your Teachers and Students to classes.

When you click on the first box, you will be directed to the page where you can
create your Teachers.

4 steps remaining to complete your School

a | =
O s

ADD TEACHERS ADD STUDENTS CREATE CLASSES
TO YOUR SCHOOL TO YOUR SCHOOL FOR YOUR
STUDENTS

REMIND ME LATER

15



P s

e Create New Teacher ]

I ADD EACH MANUALLY

Select Levels.

Usemame * Password * Email *

First Name * Last Name * QO Male* O Female*

Blrthday

Mother's Name Father's Nama Click to select Birthday

Phone Number Mobile

2nd Phone Number 2nd Mobile

Zipcode

city County Seleet Country

As you will see from the image above, there are two ways to create your Teachers.
The first is by using the online form, where you can add the Teachers one by one and
the second is by creating a CSV file. The second method will be explained in detail
below and is the same as that used to create Students and Managers.

Once you have filled in all the required sections in the form, click on the Create
button at the bottom of the page.

We should stress that when you create Teachers on the platform (as well as other
users), you must say to which Level(s) the particular teacher or user belongs. You will
notice that the choice of Levels is found at the bottom of the page.

16



Lreate New [eacher

ADD EACH MANUALLY MASS UPLOAD

Select Levels ...
Username * Password * Email *
E ik
First Name * Last Name * O Male* O Female*
Birthday
Mother's Name Father's Name Click to select Birthday

ATTENTION! You are reminded that the user's email must be real. If the user's mail
has been entered incorrectly, they will never receive the mail to activate their
account or their username or password.

When you have finished creating your Teachers and have clicked on Create, the
image below will appear.

At the top left there is a message confirming the successful creation of the user and,
in the centre, the platform informs you that you have successfully completed one of
four steps. You can use the same procedure (Add Teacher) to add as many Teachers
as you require.

17



You can create Students in the same way using the second box.

9

| :
1-0 '

ADD TEACHERS TO vouR | Jeoo sTucenTs TovouR [l CRES
SEHO0L S0 FOR

S e 1 YEY
Bl o - = \ NS \ !
e * e

Vi A}

‘/
\ 7
=S E Create New

o~

Student —

AODEACHMAMUALLY

Seeciees
Usemame * Passord - Email +
First Name * Last Hame * O masle* O Female
Mathers Name Father's Name ik o selest Birnczy
Phane Number Makile 2nd Email
Phene Mumber Mokl
[ ‘Select Country

Fill in the form to create a Student or use Mass Upload to create many Students at

once.

XN I ]
= > Al
ADD TEACHERS 10D YOLU& ADD STUDENTS 70 YOUR CREATEC

SCHO SCHOOL FOR YOI

18



Once you have finished the first two steps, creating Teachers and Students, you will
be asked to create Classes.

2 steps remaining to complete your School

i
ADD TEACHERS ADD STUDENTS CREATE CLASSES

TO YOURSCHOOL | TO YOUR SCHOOL FOR YOUR
STUDENTS

REMIND ME LATER

You will be asked to create the Classes you have in your school.

New Class

Select subject * v Select Level * v Select School Period * A

Class Name * Class Description

-~/ Active*

Pick the students that belong to this class

Select students

CREATE

Starting from left to right, select the fields one by one.
First, select one of the Subjects that you created earlier.

For example, here, we will select English.

Select

English v Select Level * v Select School Period * v

19



Next, select the Level of the Class. When you click on Select Level, you will see that a
list opens with the Levels that you have already created for this Subject.

New Class

English A Select Level * Select School Period ® v

Kindergarten

Class Name * GRADE 1
GRADE 2

</ Active * GRADE 3
GRADE 4

n Users to this clas! grapes

Select the students that belong to this class GRADE 6

Select students ...

ADULTS

Next, select the School Period (one of those you have already created).

|

English v AClass v Winter v

Then fill in the name of the Class.

English v AClass v Winter v
Class Name *
1st Class| Class Description
~/ Active*

CREATE



Finally, you need to complete the 4th choice in the guide to setting up the platform,
Assign Students to the Classes.

4 steps remaining to complete your School

ADD TEACHERS ADD STUDENTS
TO YOUR SCHOOL TO YOUR SCHOOL

This process connects classes with users, so that homework can be assigned or the
teacher can see the progress the class is making.

When you click on Select Students, a list appears with all the available Students (who
belong to the specific Level) and you select from them to populate the Class you
have created.

Finally, click on Create.

You have now set up your School and are ready to navigate the platform.

21



NAVIGATING THE PLATFORM

e Iilt[
\.\ \ |
\\ y /
_.’f AL \ .; by ‘\. Il-'—s."‘_ i l

School Classes &

Y
RESET FILTERS

CLASS
LEVEL NAME STUDENTS TEACHERS PROGRESS LINK

1->Express DigiBooks Logo/Home Button

2->User info

3->User Account menu, for managing your personal profile
4->My E-Books: the page where you can access your books.
5->Progress: the page where you can see your Students' progress

6—>Assignments: the page where you can see which exercises your Students have
been assigned

7->School Menu: a menu which contains all the settings for your School
8->School Classes: the classes in your school, as well as the progress of each class
9->Contact: form to contact the Express DigiBooks support team

10->Bell: notifications from the platform

11->Change of platform language

12->Log Out: disconnect from the programme

Buttons 3, 4, 5, 6 and 7 comprise the main menu for managing the platform. From
here on, this menu will be called the Dashboard.

22



USER ACCOUNT

& USER ACCOUNT A

MY PROFILE

4 My DEVICES

) BROWSERS

Consists of My Profile, My Devices, and Browsers.

By selecting My Devices or Browsers, users can see which of their devices and which
browsers have been connected to the Express DigiBooks platform. You can connect
to a maximum of 4 devices at the same time. You can add/remove devices from this

menu.

From the My Profile
menu, users have access
to the personal
information they have
submitted to the
platform, as well as their
password. You can change
whatever information you
want, as long as you click
on Update Account when
you have finished.

-

- \ 5

My Account

L Vg

PROFILE

Update your login information

Email

express@express. co.uk

Password

Personal information

Firstname

Express

Test

Fathemame

Birthdey

Contact Details

Fhane

Wchile

Mothemame

Gender

@ Male O Female

Phane2

Mobile2

23



MY E-BOOKS
If you click on My E-Books, you will be taken to the following page:

- s T A — I
', e
//i A

My E-Books [+ )

You should click this button ° and add one.

As you can see, there are no books in this account. You have to add your books.

Click on the '+' sign to make this window appear.

Add a book to your collection

Just insert the code that is attached to your book's first page
and you are good to go!

i\ Redeem Code

Enter the code that you find on the first page of your book into the field marked
'Redeem Code' and click Unlock My Book.

24



Add a book to your collection

Just insert the code that is attached to your book’s first page
and you are good to go!

Redeam Code

954ED50D67E446 7R

A message confirming successful activation will appear. You now have access to the
specific book.

Congratulations you have
permanently unlocked the book.

My E-Books @

ALL =

& Purchased

It's Grammar Time 1

READ MORE

25



If you click on Read More, a window opens with information about your book, as
well as the choice to Read Online.

It's Grammar Time 1

[&} INFORMATION & BOOK DETAILS

Purchased date: 16 Aug 2017

Show on devices

Click on Read Online to open your book.

@ TS GRAMMAR TIME g @

Using the arrows at the top, you can navigate the book and select the exercise you
want.

26



When you find the activity you want,

i GRS TIND B b i 27 el
@ .. e
Exercise 6
Exercise 7

' Speaking
Writing

4 The verb to be
Exercise 1
Exercise 2
Exercise 3
Exercise 4
Exercise 5

Exercise &

click on it to make it appear. There is a separate guide for how to do the exercises
and what the various symbols mean.

At the bottom of each exercise you will find the choice to Assign Activity to Class.
(This choice is mainly for the Teacher, but you also have the right to use it)

Use can use this option to assign activities to the Classes you have created.

%
®
i

Assign activity to class

Level Lesson Mame

PRE-JUNIOR v Seleel Lesson

Deading Date Deading Time

Select the Level and Lesson to which you wish to assign the task. You must also
select the deadline for the exercise and then click Assign.



PROGRESS
The system allows the School Master to follow Students' progress. The Progress page
shows the percent success rate of each Student in the activities they have done.

” 3 4 [ —~ Lt sl ./
- S - L* = = -—*\{ [T ' i‘rﬁi’ ~/

Progress

Level

All v

Package Skill Type

All A All v

Attempts Start Date End Date

Latest Attempt A 2017-08-16

EXPORT AS PDF

Average Score
0%

No results found

At the top of the page, there are a number of choices and filters for presenting the
results, which are shown in the second half of the page.

There are the following choices:

e Presentation of the number of attempts the Student made
0 Only the last attempt
0 Select date
0 All attempts
O Best/worst attempt
e Categorisation of results by Student
O By level
0 By package (book)
0 By skill type (grammar, listening, etc.)

The button Export as PDF allows the School Master to export the results to a PDF file.
The choices here are Default Report and Daily Report. In categorisation of results by
Student, only the first choice is available. The Default Report contains the students'
scores according to the filters that have been used. You must click on the Download
button to download the file.

28



Select a PDF Style

Default

PN
Express Publishing
Shawisg sceres fur school MySchool
Clams: Cliad Al stwidents

R ey Fathn, Baimen {agink o taien
A g A i

Totad femrm 5F% 1

Snatent: gery
Application: Caeer Pachn, Bnmes English .

el Ty Muaing

Bk Carven Pailss Busimess Englivh

Modide: Gressagn sat goatbyes |

Activity, Bueecinn 3

Eoudent. gery |

Appéication, Career Facin Benmess Eginh
Miottalo Ortieriss membery
S Ty Wriing

Actity: Exeecisn

izmdint: ey
Aogpieation: Carver Patbv: Bewrwna Esclnk

M. Fieme aead expresaiiers

Express Publishing
Mamihly report far schaal MySchaol for Nov 2013

Soll Type: Reading
Adrny. Eusteinn 1

Fre—
Applizaion Carms Falts: Batibess. Egiad
Mirdule: Time aned exprossiass
5K Type: Roscling

Actrity, Everiss. 2

DOWNLOAD
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SCHOOL

M scHooL ~

&F SCHOOL SETTINGS 1

»

ANNOUNCEMENTS 2

GE

CALENDAR EVENTS 3

ScHooLs 4

SCHOOL PERIODS 5

SUBJECTS &

LEVELS 7

CLASSES &

b | @ | (0| (| @@

LESSONS 9

[<]

CLASSROOM 10

USERS 11

TESTLOGS 12

Q| m|g|m

SCORESHEETS 13

0

MESSAGES 14
|

1. SCHOOL SETTINGS

There are some general settings available for the School, many of which are to do
with how the School functions, but there are some that relate to users. The School
Master can activate or deactivate these functions.

Sub School Settings

I SCHOOL MANAGEMENT

- Satieg Duscrption
nESET PurERs

Searen by Deserigion

SETTING DESCRIPTION ACTION

School Manager Pemission Al the schosimanager ta change the o (mm o
subschand settings

Disable School Activities Enabling this option biocl
teachers from sccess:
iewing class and e
dastibosnd and blocks teachers from viewing
students’ progress.

Enabie Lessans Enable the calendar, atiendance
leson crestion. Teachers and As
will v b b assigned 1o the e
nstead of the class fram now on.

il | on o o

Lewre Schoal Allow schoal members o be sble 1o lesve o [ o
their school

‘Send SMS for Verification Mllow school members 1o validsts an m» on
themstles by SMS

Alter Seores Allow the schoskmansger and schoalmaster | oni | g or
10 change scones

Cormments under Time Schedue Add comments or any other informatian thet
you like 10 print under each students time
sthedue

Hide Teachers Hide teachers” names from students’ o (B o
dastbosnd

Enabie Testiogs Teachers should go to the Testlog menu and | o (i) or
assign per class the tests thet their students
are gaing 10 take. Teachers should assign the
et 3-4 days prior to the exam date.

Guardians can view absences Al Guaedians o view absences for their o (JB o
children.

Showing 1-10 of 15 ems
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More specifically, you will see the following four tabs on the blue bar:

Sub School Settings

I SCHOOL MANAGEMENT & LENDING LIBRARY o GAMIFICATION & SECURITY

On the first tab, you can decide what permissions you give your School Managers,
Teachers and Students. You can also activate the Lesson, Testlogs, Scoresheets and
Messages. (These will be explained later)

Sub School Settings

M SCHOOL MANAGEMENT & LENDING LIBRARY @ GAMIFICATION @ SECURITY

Setting Name Setting Description
RESET FILTERS
Search by Name Search by Description
SETTING DESCRIPTION ACTION
School Manager Permission Allow the schoclmanager to change the off  JB Oon

subschool settings

Disable School Activities Enabling this option blocks the students and of T On
teachers from accessing assignments,
viewing class and lesson details in their
dashboard and blocks teachers from viewing
students’ progress.

Enable Lessons Enable the calendar, attendance and manual off . on
lesson creation. Teachers and Assignments
will have to be assigned to the lessons
instead of the class from now on.

Leave School Allow school members to be able to leave of  JB On
their school

Send SMS for Verification Allow school members to validate of T On
themselves by SMS

From the second tab you can activate your Lending Library, if your school has one, as
well as manage the permission you give.

Sub School Settings

00L MANAGEMENT & LENDING LIBRARY o GAMIFICATION

Setting Name Setting Description
RESET FILTERS
Search by Name Search by Description
SETTING DESCRIPTION ACTION
Lending Library Permission Activate the lending library feature. Configure | off » on

your library here.
Lending Library Teacher Permission Allow teachers to operate the lending library & Edit Teachers' Permissions

Showing 1-2 of 2 items.

On the third tab you can select On to activate the Gamification function for your
school.
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You can also manage the permissions that you give to the users.

| Sub School Settings

MW SCHOOL MANAGEMENT

& LENDING LIBRARY oo GAMIFICATION

Setting Name

Search by Name

SETTING

View Gamification

Ask for help

Showing 1-2 of 2 items

Setting Description
RESET FILTERS

Search by Description

DESCRIPTION ACTION
off B on

Allow students to request help for their of | J On
exercises

On the fourth tab you can control the security settings for your account. You can find
detailed instructions regarding these in a seperate manual.

2. ANNOUNCEMENTS

From this page, you can create announcements for your school, which you Students
will see on their homepage when the log on to the platform.

Click on Create Announcement

Create Announcement

Here you can select whether the announcement is for the whole school or for a

particular Class. You can also select how long the announcement will be posted and

if it is high importance or not. Finally, write the text you want to include in the

announcement and click on Create.
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3. CALENDAR EVENTS

This option allows you to create Events for your calendar, such as a school celebration
lasting a day, or the Christmas holiday period. When you create a Calendar Event, all
Lessons are deactivated for the specific period, and new ones cannot be created.

To create a Calendar Event, click on the Create button to the top right.

Calendar Events

Event Name Type Repeat

All v Al v

o m

EVENT NAME TYPE REPEAT START DATE END DATE ACTIONS

No results found.

The following page will appear:

Create Event

Event Mame | Color 2
X~

Event Description 3

Type 4

Event

Eventstartdate ©

Eventenddate 5

Repeat 5

Mo

Start Time 7

00:00

End Time 9

23:59

CREATE

You must fill in the Calendar Events form in order.
1-> The name of the Event that you want to create
2-> The colour that will appear on you Calendar when you create the specific event.

3-> Enter a description of the event.
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4-> Enter the type of event you wish to create. You can choose between an event

and a holiday.

5-> Select whether the event is repeated annually.

6-> Select the date your event starts.

7-> Select the time your event starts.

8-> Select the date your event ends.
9-> Select the time your event ends.

Finally, click on Create.

Create Event

Event Name

Colar

Christmas Holidays - #f0000

Event Description

Celebration of Christmas

Type Repeat

Holiday Yearly v
Eventstartdate Start Time

2017-12-22 00:00

Eventenddate End Time

2018-01-07 23:59

CREATE - —

If you go to your Calendar you will see that the event has been successfully created.

< December 2017 »

today  Selecl Date
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4. SCHOOLS
Sub Schools

LIST VIEW

SCHOOL

Digi for Manual

As we explained at the start of this manual, as School Master, you have the right to

SUB SCHOOL NAME ACTIONS

Digi for Manual @

Showing 1-1 of 1 item.

create more than one Sub-School.

Following the pathway, School

the first sub-school you have created appears.

Schools, you will see the page above, where

If you click on the +Create button at the top right, you will be asked to create a new

Sub-School.

&=

e Create Sub School

Sub School Name

Greece T

Address

Fhone

Email
Maobile
Waebsite

O Active

Fill in all the information, just a you did the first time, and click on Create.

T ™ e e — — TS
County City
Znd Address Zip Code

Znd Phone

Znd Fax

Znd Email

Znd Mobile

2nd Second Website
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Be careful! To create each Sub-School, you must follow the steps already given in
this manual. You must create Levels, Lessons, Teachers, Students, Classes,
Classrooms, etc., from the beginning.

Once you have successfully created the new Sub-School, the following window will

open.

gulb Schools

SO0 S SCHOOL NAME ACTIONS

D foe Marual D for Manuial @
i for Marual Dl St Schood 2 F4

Showing 1-2 of 2 flems

There is now a list with all the Sub-Schools that you have available to you, as well as
" 3

the blue icon , which will allow you to edit the details of each Sub-School.

A new window has also been created to the top left of your screen.

Sub Schools

SCHOOL SUB SCHODL NAME ACTIONS.

Digi for Manus! Digi for Marnusl [+
Digi Bor Maanuat Digi Subs School 2 (E4

Sherwing 1-2 of 2 iterss

This window will now show all the Sub-Schools you have available to you as School
Master. If you chose one of them, whatever you do will affect this specific Sub-
School and will not affect the others.
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Dhigi for Manual «

o

Digi for Manual !

Digi Sub —
Schoeol 1 ”

Digi Sub
School 2

L Jp—

Therefore, if you have more than one School/Sub-School, you must be very careful
about which School you make changes to. If you want the changes to be applied to
all the Schools/Sub-Schools, you must make them to each School/Sub-School
separately, one by one.

5. SCHOOL PERIODS
i R, ) R S e v/
< ,
c School Period

LIST VIEW

Search by School Period Start Date End Date

Type the school's period's name Select Start Date Select Start Date

SCHOOL PERIOD
NAME START DATE END DATE ACTIVE SEMESTERS ACTIONS
Xeimerini 158ep17 15Jun 18 Yes 1 P4 % ]E[

Showing 1-1 of 1 item.

From here, you can add/delete School Periods.

To add a School Period click on the Create button (top right), where you can add the
name and duration of the School Period, as you did earlier.
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] §= - R —_—— e e L s s

E Create School Period

School Period Name Click to select Start Day Click to select End Day

/" Active

To remove a School School Period

Period, use the e +
buttons next to the
name of each School
Period.
SCHOOL PERIOD
NAME START DATE END DATE ACTIVE SEMESTERS ACTIONS I
Kerirnaering 18 8ep 17 18.Jun 18 Yo 1 @ E

Showing 1-1 of 1 item.

You can also make

i

changes to a school period using the (edit) button.

6.SUBJECTS — 7.LEVELS — 8.CLASSES
These operate the same way as School Periods and have the choices Subjects —
Levels — Classes.

You can add using the Create button and delete with the delete button, and

(&
edit using the edit button.

Subject means the lesson that you created on the platform, for example, English,
French, German, etc.

Level means the level of classes that you teach at your school. For example, Grade 1,
A Senior, Lower.

Be careful! On the Levels page there is also the Book Connections button.

On this page you can specify which book corresponds to each Level that you have
created. If you do not assign them, you will not be able to assign exercises and
Missions later.
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9.CLASSROOMS
Go to Dashboard—>School->Classrooms—> Create new Classroom(above right)

New Classroom

Classroom Name * Classroom Description

Capacity * =

[ Accessibility [ Computer [ aircondition [ Projector [ wiri [ HiFi
D Internet Boardtype

~/  Active *

On this form, you must fill in the name of the classroom as well as its capacity. You
can enter additional information about each Classroom, as you can see above, i.e. if
the classroom you are entering is accessible for individuals with special needs, if
there are computers, air conditioning, a projector, speakers, as well access to the
internet.

Once you have provided all the information about the first Classroom, and before
you click on Create, you can click on Add New, at the top right.

Classroom Description

O Computer [ aircondition O Projector O wiFi O HiFi

loardtype
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This will open a new form below, so that you can create the second, third, fourth,
etc. class.

Finally, click on the Create button at the bottom and a message will appear to tell
you that you have successfully created your school Classrooms.

10.USERS

— R

Users

LIST VIEW

Choose your school period Choose your users'level Choose your users' class

Al v Al v Al v
Choose your users' role Search by last and first name...
Al ¥ Type the class name and press enter.
@ FULLNAME ROLE EMAIL STATUS ACTIONS
@ Master ExpTest school master athabar88+7898@gmail. com Active ® @& £ it x
@  Teacher ExPtest2 teacher athabar88+401@gmail.com Active @ & £ it %
< Student EXPtest? student athabar88+402@gmail.com Active ® £ *»
x
@ Teacher EXPtest teacher athabar88+400@gmail.com Active @ & £ it %
S Student EXPtest student athabar88+357@gmail.com Active @ = Ei/ »

Showing 1-5 of 5 items.

On this page, you can find the users you have previously created and edit them with
the corresponding buttons.

You can change their personal information and contact details, as well as change a
user's password if they lose or forget it.

You can also create new users from here. At the top right there are 4 buttons,
Create/Assign Guardian - Create Teacher — Create Student — Create User. Each
button creates the corresponding type of user, either manually or by mass import via
CSV file.

The manual procedure has been covered earlier. The following is an explanation of
how to carry out a mass import via CSV file.
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— .

Create New User

ADD EACH MANUALLY MASS UPLOAD

Select Levels ...
Upload vour CSV file Click to see our sample CSV. If your upload is successful you will
CHOOSEFLE - download a file with the newly created users' username and

password

Select School = Users, then the Mass Upload tab, and you will be taken to the
screen that looks as follows:

The CSV file that you use initially is created using Microsoft Excel. You will use the
first 5 columns on the first worksheet. Each row is for one user. The way you enter
the information into the worksheet is as follows:

Column A contains the email of the new user.

Column B contains the name of the new user.

Column C contains the surname of the new user.

® Column D contains the sex of the new user.

Column E contains the role of the new user, e.g, Student, Teacher, Manager.

A large number of users can be input in this way.

Clipboard IF Font P! Alignment IF1 Number IF Styles Cells Editin

AL v F | EMAIL
A B C D E
1 IEMAIL lFIRSTNAME LASTNAME GENDER{male/female} ROLE{student/teacher/school manager}{defauls to student if not set) !!IREMOVE THIS LINE BEFORE UPLOADING!!!!
2 emaill@gmail.com namel  lastl MALE student
3 email2@gmail.com name2  last2 female school manager
4 email3@gmail.com name3  last3 MALE
5 emaild@gmail.com named  lastd male teacher
]

To save the file in CSV format, use the pathway File->Save As—>Location where the
file will be stored. Then, give the file a name and select CSV (MS-DOS) as the file
type, as in the image below. Finally, save the file.
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* Downloads
J‘l Music

=/ Pictures
m Videos

o Win7 (C:)

== Public (\\moodl ¥

File name: | Bookl

Save as type: | Excel Workbook ~

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

AML Data

Single File Web Page

Hide Folders Web Page

Excel Template

Excel Macro-Enabled Template |
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

AML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
C5V (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)
C5V (Macintosh)

Authors:

DIF (Data Interchange Format)
SYLK (Symbelic Link]

Excel Add-In

Excel 97-2003 Add-In

It is likely that during the saving process the following window will appear. If it does,
click on Yes.

Microsoft Excel =

o Some features in your workbook might be lost if you save it as C5V [M5-DO5),

Do you want to keep using that format?

Yes Mo Help

IMPORTANT!

You have to create a new CSV file for each Level.

Uploading the file and creating users

Once the file has been created the file, the School Master can upload it to create
users. First, they have to select the Level of the School for which they will create
users. Then, to upload the file, click on Choose File
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Select Levels ..

Upload your CSV file

and then
select the CSV file from where it was stored earlier. Click Open. To complete the
process, click on Upload.

If there is a problem during the process, the user will be sent a message. The same
will happen if the process is completed successfully. In this way (CSV file), when the
creation of new users has been completed successfully, the system allows the School
Manager to download a CSV file with the details of the users that they have just
created. This file contains the email, name, surname, username, and password of
each new user.

As soon as the users are created, an email will be sent to each of them with their
credentials for the system (username and password). The email will also contain a
link for the user to activate their account on the system. The user must activate their
account before they can use it.

CREATE/ASSIGN GUARDIAN

Parents/guardians can be connected to students on the platform.

Select Create/Assign Guardian, above left.

et Countey

A form will appear for you to fill in.
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First, select the student who will be connected to the guardian you are creating.
Fill in all the information and click on Create.

If a guardian has created a Member account of their own, you can select Assign
Existing Parent from the top left.

MEW PARENT ASEIGN EXISTING PARENT

Create a user to become parent of the selected student

Username * Password * Email *

10. TEST LOGS

Teachers use Test Logs to record by class the tests that their students are due to take. (This
option must be activated in School Settings)

My Testbooklets

CLASS STUDENTS TESTBOOKLET DEADLINE HANDLED BY ACTION

Al 3 Test for Grade 1 2017-11-07 Not yet @
students at Unit 1-4 of =
It's Grammar Time 1

Showing 1-1 of 1 item.

Each time a Teacher in your school creates a Test Log, you will receive an email as well as a
notification on the bell located at the top right of the screen of the School Master.

You have permission to see the Test Log and make changes to it. As soon as you have done
what is necessary, you can mark the Test Log Completed using the Edit function.

11. SCORESHEETS

You can use this page to create Scoresheets for every student in your school. These
record the scores for every test taken in your school, as well as scores for speaking.
They can all be combined to create a report card for each student.
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Scoresheets

SCORESHEET CREATED
# CLASS TEACHER NAME SCORESHEET TAG CREATED BY ACTION

No results found.

To begin creating the Scoresheet, you must first create the Scoresheet Tags.

Scoresheets
Click on Create Scoresheet Tags
Scoresheet Tags
= |
# LEVEL SCORESHEET TAG ACTION

No results found.

Select the Level and the name you want to give the Tag. In this example, we will
make a Tag for Level A (Grade 1) and we will use the names of the books that are
taught as tags.

Select level

AClass

Add scoresheet tags

It's Grammar Time1 % RightOn!1 X [rypestsg

n

After the Tags have been created, go back to the Scoresheet page and select Create
Scoresheet.

Scoresheets
==

‘SCORESHEET
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Fill in the form below.

Create Scoresheet

Classes 1 Teacher ID 2

[ Select teacher -

Tags 3 Type 4

Scoresheet Name 5

1-> Enter the class for which you have made the scoresheet
2-> Select the teacher who teachers the specific class
3-> Select one of the Tags that you have created

4-> Select whether you are creating a Scoresheet for oral (speaking) or a test
(written) marks.

5= Enter the name of the Scoresheet

Finally, click on Create.

Create Scoresheet

Classes Teacher ID

[ Al -l [ EXPtest Teacher -l

Tags Type

Test v l

It's Grammar Time 1 v l

Scoresheet Name

Test 1|

When the Scoresheet has been created you will be taken to the following page,
where you can see details of the Scoresheet and record your students' marks.
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Test T

DELETE m ADD GRADES

Class Al

Teacher EXPtest Teacher
Scoresheet Tag It's Grammar Time 1
Created 2017-11-20 13:07:42
Created by ExpTest Master

Printed Manager has not printed yet
Printed by User not available

Click on Add Grades.

Home > Scoresheets > Test 1 for A1

Test 1 for A1

Fullname Grade
EXPtest2 Student 17

EXPtest Student |

SUBMIT

Fill in the students' marks and click on Submit.

You can edit a Scoresheet using the following action buttons:

Scoresheets
SCORESHEET CREATED

# CLASS TEACHER NAME SCORESHEET TAG CREATED BY ACTION

1 Al EXPtest Teacher Test1 It's Grammar Time 1 2017-11-20 ExpTest @1
13:07:42 Master @2

w3

[=%

x5

1-> View Scoresheet 3-> Add Scores to students 5= Delete Scoresheet

2-> Edit Scoresheet 4-> Print Scoresheet



When you have created all the Scoresheets you need, you can then aggregate the
data to produce each student’s report card.

Select Create Report.

Home > Scoresheets

p— e e . e e g s

Scoresheets /

SCORESHEET CREATED
# CLASS TEACHER NAME SCORESHEET TAG CREATED BY ACTION
1 Al EXPtest Teacher Test 1 It's Grammar Time 1 2017-11-20 ExpTest -
13:07:42 Master =

=

In order, select which class, student and period you wish to create the report card
for.

Home = Create Report
— Jo e il ——T T
Level Students
A Class v Select Students
Semester Report Title
Select Semester -

Optional
You can configure your semesters here

[J show Gamification Report

CREATE REFPORT

If you select the Show Gamification Report box, the student's performance in
gamification will also be included.

Level Students
A Class v studentexp2 * | | studentexp x
Semester Report Title

Semester 1(2017-09-11 - 2018-01-28 .
( ) Optional
You can configure your semesters here

~/" Show Gamification Report

CREATE REFPORT
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When you click Create Report, a report card for each student will be downloaded in
PDF format.

DO© 13 M MO = - g BEAT O L

ThanosTest
Mak 3
Phone Mum.: 123 Date: 200112017
Semester Report
Full Name: Student Exptest Classes: Al
Level: A Class Teachers: Teacher Exptest
Test
Lesson Test 1 Test 2
It's Grammar Time 1 19 18
Right On! 1 20 20
Average grade 19.3
Oral
Lesson Oral 1
It's Grammar Time 1 20
Right On! 1 20
Average grade 20
FINAL GRADE | 19.6 |
Absences
Month September 2017 | October 2017 | November 2017 December 2017 | January 2018
Absences 1

m
@ visons %

@ RANKING BRONZE | SILVER | GOLD | PLATINUM | DIAMOND

Comments:

Guardian's Signature

You can print them and give them to your students.

12. MESSAGES
This page allows the School Master and Teacher to send messages to each other. It
also works between teachers.

Inbox

e e e oo
Inbox 0]

Outbox

No results found.
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*LESSONS
If you want, you can activate the Lessons function by selecting SCHOOL-> SCHOOL
SETTINGS - ENABLE LESSONS

Click On and refresh the page.

When the page has finished refreshing, you will see that below School there is the
Lessons option. The Calendar will also appear on the main page.

CALENDAR

Select a Level v Select Class v

M scHooL ~
of SCHOOL SETTINGS < Sep18-24,2017 > today | Select Date
B scHooLs Mon 9/18 Tue 9/19 Wed 9/20 Thu 9/21 Fri 9/22 Sat 9/23 Sun 9/24
13:00
[ sCHOOL PERIODS
14:00
£ susJecTs
1500
@ LEVELS
16:00
4 cLasses
LESSONS 17:.00
[@ cLassroom 18:00
& users

When you have filled in the Lessons, they will be added to your calendar, to help you
manage your school better.

Creating a lesson

Go to Dashboard->School = Lessons
2k R e e S D 6

Manage your Lessons

Choose Yaur School Period's Lessons Shew the lessons by Subjects Show the lessans of by Class
All v Al v Al b
Show the lessons of the teacher Shaw the lessons of the chosen day Show the active/inactive lesson

All v Al v Al v

Seatch by lesson name

Type the lesson name and press enter.

@ LESSON NAME CLASS TEACHER ACTIVE ACTIONS

® Al gdska Teacher EXPtest Yes @: @'
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As you can see, the following appear: search filters for Lessons, a list with all your

Lessons, and the Create button to the top right.

Click on Create.

— £ P i AR DI 0, s ]

»

~7

New Lesson

Winter L v  Select subject 2 v Select Level 3 v Select Class 4
Select Teacher 5 v Select Classroom (Optional) & A 7
Lesson Name 8 Lesson Description 2

Duration (min) 12
None 10 v Start Time 11 50
/" Repeated 13
/" Active

- o

You must fill in all the information required in order.

1-> School Period

2-> Subject

3-> Level

4-> Class

5-> The Teacher who teaches the Lesson

6> The Classroom where the Lesson will take place (optional)
7> The book that will be taught (optional)

8-> The name of the Lesson to distinguish it from the others
9-> A description of the Lesson

10-> The day the Lesson is taught

11-> The time the Lesson begins

12> How long it lasts
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13- If the same Lesson is repeated, for example, every Monday

14 Click on Create to create the Lesson

You can edit a Lesson if there is a change.

Next to the list of lessons, there are action buttons, which allow you to edit a Lesson
or delete it if you no longer need it.

\ o /

(|

Furthermore, if you have activated the Lessons function, you can print each
student's programme. Go to School=> Users and click on the icon that you see in the
picture below.

Student EXPtest student CI Active @ -E[?;’ *
@ / ®

Be careful! Make sure you have selected the School Period you are interested in
before you produce the timetable.

Finally, you will see that Calendar Events option has been added to the Main Menu.

i scHooL ~

£, SCHOOL SETTINGS

A ANNOUNCEMENTS

CALENDAR EVENTS

B scHooLs

SCHOOL PERIODS

= SUBJECTS

Select this option and you will be taken to a page when you can organise a school
Event, as well as input holidays when lessons will not take place.
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Calendar Events

Event Name Type Repeat

Al T Al v

o m

EVENT NAME TYPE REPEAT START DATE END DATE ACTIONS

Xmas Holiday Every Year 12-25 00:00 12-25 23:59 Z m

Showing 1-1 of 1 item.

Click on Create at the upper right of the screen.

/

You will be taken to the following page.

Create Event

Event Name |

Event Description 2

Type 3 Repeat 4
Event v Mo
Eventstartdate 5 Start Time 6
00:00
Eventenddate End Time 8
23:59

CREATE

1-> The name of the Event

2->A description of the Event.
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3->The type of the Event: if it is an Event or a Holiday

4->1f the specific entry is repeated every year

5->The date the Event starts
6>The time the Event begins
7->The date the Event ends

8->The time the Event ends

Click on Create.

EVENT NAME TYPE REPEAT

Xmas Holiday Every Year

Showing 1-1 of 1 item.

START DATE END DATE ACTIONS

12-2500:00 12-25 23:59 £ @

In this way, when you print the timetable for the schools, these specific days will be
exempted and no new lessons will be created on them.
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GAMIFICATION

If you wish your school to use Gamification, the you must do the following:

Go to Dashboard->School=>School Settings=> Gamification (3rd tab)—>View
Gamification=>0n

: PR ) . SRR S T L &4

e Sub School Settings

MW SCHOOL MANAGEMENT & LENDING LIBRARY o GAMIFICATION

Setting Mame Sefting Description
Search by Name Search by Description
SETTING DESCRIPTION / ACTION
View Gamification off B on
Ask for help Allow students to request help for their off » on
exercises

Showing 1-2 of 2 items

Following activation of Gamification, you will see a change to your Dashboard. It will
now look like this:

Express Master

47@gmail.com
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Now, you can click on Gamification and open the following menu:

[
& USER ACCOUNT v

&5 GAMIFICATION -~

& cLans 1

£5r  ASSIGN BADGES 2

&2 USER RANKING 3

9 CLAN LEADERBOARD 4

S CLAN CONNECTIONS S

1->Clan management

2->Badge management

3->How students are progressing in the Gamification function
4->A graphic representation of the progress of the teams

5->Connection of Clans between two sub-schools
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CLANS

The students are grouped into Clans, which you need to create for them to
participate in Gamification. Each Clan can be made of up of students from different
or the same Levels. It is up to you how you organise these groups. Each Clan
‘competes’ with the others in a championship of knowledge.

At first, the Clan page is as shown below.

Clans

o m

Search by Clan Name

# CLANNAME LOGO MEMBERS

No results found.

[# : Edit this clan
&+ : View this clan's members and add new ones
3 : Delete this clan

To begin creating the Clans, click on the button top right +Create New Clan.

Create Clan

Clanname

Logo

MNaone

No image

CREATE

57



Enter the name of the Clan you are creating and then select the logo for the specific
Clan. Finally, click on the Create button below.

Create Clan

Clan Name

Fighters

Logo

Bees

A message will appear that the Clan has been successfully created and you will be
taken back to the main Clan page.

Clans

o m

Search by Clan Name

# CLAN NAME LOGO MEMBERS

0 (£ & X

2 Fighters

Showing 1-2 of 2 items.

[ : Edit this clan
&+ : View this clan's members and add new ones
% : Delete this clan

To create other Clans, follow the same procedure as above.
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The next job is to assign Students to Clans.

Click on the second button, as shown in the image.

# CLANNAME LOGO MEMBERS

1 FIGHTERS 0 0

Showing 1-1 of 1 item.
[ : Edit this clan
&+ : View this clan's members and add new ones
% : Delete this clan

Click on the field to the top left labelled Select Student

Clan Members
Select Students “

# USERNAME STARS ELECS

No results found.

and select the Students whom you want to belong to that Clan.

Clan Members

studentexp

# USERNAME 5T

Finally, click on Add.

ot
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Assign Badges
From the Assign Badges page you can give your students badges that are educational
in nature and will reward them for their achievements or skills.

Badges are not compulsory. You can give them whenever you want and to
whomever you want.

To give a Badge, follow the procedure below:

Select the Badge you want from the list above and to the left.

Badge

Assign Badges-:/

Select Badges v Select Students v
SHOW/HIDE SUBBADGES NAME DESCRIPTION IMAGE

Then, select the Student to whom you want to give the badge from the adjacent list.

Assign Badges /

Select Badges v Select Students v
SHOW/HIDE SUBBADGES NAME DESCRIPTION IMAGE

Finally, click on Assign.
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MISSIONS

As School Master, you can assign your classes Missions. The Students can accept or
reject a Mission. If the Students accept a Mission and solve it successfully, they are
awarded Stars and ELECS. The Stars are given according to how well each Student
does in a Mission. For a result over 70%, the Student earns 1 Star; from 80% to 90%
they earn 2 Stars; and from 90% and above they earn 3 Stars.

ASSIGNING A MISSION

To assign a Mission for your school, go to
Dashboard->School->Classes—>Edit—->Class*—>Assign Mission to this Class.

Update Class: 2nd Class (Class 1D:1009)

Update Class

Englizh v SEMIOR B v Xeimerini v

Clasa Name *

2nd Class Class Description

/' Active *

Pick the students that bedong to this class

Student Epxre

Pick the missions thet are available to this class

Select missions ...

There is a drop-down menu there, which shows the available Missions, depending on

the book(s) that a specific class is using.
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Click on the box,

Pick the missions that are available to this class

Select missions ...

and then select the appropriate Mission (you can choose more than one) and then
click on the Update button.

Note: If no Missions appear in your list, it is likely that you have not yet assigned the
books to this specific Level and Class. To assign books go to
Dashboard->School->Levels->Book Connections—>Add Packages To Level

Add Packages to Level

Select subject v

Select Level v

Select Packages

To select the Subject and the Level you want to assign the book to, select the book
you want from the Select Packages list and click on Add.
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USER RANKING

On this page, you can see your Students' scores for Gamification, and how many

stars each Student has earned in the Missions you have assigned them.

User Ranking

Firstname

Search by Firstname

Subject

Search by Lastname

Usernarne

Search by Username

Filter by Subject v
FIRSTNAME USERNAME STARS ~

Student studentexp 0

Student studentexp 0

“Showing 1-2 of Z items.

1->Filters that make it easier to find a specific Student.

2->Ranking of Students in your school in descending order of Stars

IMPORTANT: If you school teaches lessons other than English, e.g. French, Italian,
etc., you can create accounts for these students, who will not have a book on the
platform. Following the procedure that we have described, you must create the
Lesson, e.g. French, and for Package-Book you must assign No Package. In this way,
you can reward your students with ELECS* and Badges without them having to
complete Missions.

*To award a student ELECS go to Dashboard->School=>Users. Find the student you

want to reward with ELECS and select the option Give ELECS.

Student EXPtest

@

Showing 1-2 of 2 items.

athabar88+357@gmail.com

Active @ [’Z:’ D‘
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