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IMPORTANT NOTICE

User Guide images are subject to change in case of platform updates.
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1. School Manager: Role Explanation

A School Manager is the person responsible for managing the School/Sub School accounts
for school(s)/academic institution(s) that have been registered on the Express DigiBooks by
the School Master. This role is completely optional; however, it helps make the
administration/managing of the school/academic institution much easier for the School

Master.

Each School Manager has the ability to:

- Organise the school/academic institution's School account on the platform, as well as any
Sub-Schools, and also create and manage Student, Teacher, and School Manager
accounts, following the specific instructions, given further down.

- Give assignments and monitor students' progress.

- Manage extra platform features, such as Gamification.

2. SignUp

The School Manager needs to be registered on the platform by the School Master or another

registered School Manager.

3. Logging in to the platform

To log in to the platform and use your School Manager account:

= Email or Username *

E Password

Forgot Password?

["] Remember me

© eI

First time here? Click here to Sign Up

SIGN UP
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Enter your email or Username

Enter your Password

Select this field if you want the
platform to remember you when you
next enter it

Select this field to log in to the
platform.



4. Account Management

In the upper right corner of the website, you will see two (2) icons. When you select the - icon,
you will see three (2) options:

i. Profile: Select it to manage settings for your account
ii. Logout: Select this field to log out of your account.

i. Profile
Here you can manage the fields:

- Personal Information
Step 1: Select the = icon, as indicated by field [A], and then field [B] Profile.

Personal Password Devices Preferences Sub Schools

Full Name
€@ School Manager

~ B Email Q
o UPDATE

School Manage
°V4manager

ol}elete account confirmation
o DELETE

The Username is displayed here

Fill in the Country (required field)

The fields Full Name and Email are optional

If you make any changes to the fields above, select 'Update’ to register them on the
platform.

If you want to delete your account type in the phrase: Delete my account. Then select field
F to submit your request. This will PERMANENTLY delete your account after 30 days. If
you want to reverse this action BEFORE the 30 days pass, please send us an email HERE.

Cow»

m

IMPORTANT NOTICE: The fields Full Name and Email are not used by Express Publishing and the Express

DigiBooks platform for any purpose other than to identify you on it. A valid email address can be used to
recover a lost/forgotten password.
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- Password

Personal Password Devices Preferences Sub Schools

o @ 0ld Password*

& New Password*

Minimum 6 characters, 1 upper case, 1 number, 1 special character

o @ confirm Password*

o CHANGE

To change/update your password:
A. Enter your old password (required field)
B. Enter the new password (required field)

IMPORTANT NOTICE: For security reasons your password needs to be at least six (6) characters long and
consist of: one (1) uppercase, Latin, letter, one (1) lowercase, Latin, letter, one (1) special character (e.g. a
symbol), and one (1) number.

C. Re-enter the new password for confirmation (required field)
D. Select the field 'Change' to change/update your password.

For security reasons, the platform will ask you once (1) a year to enter a new
password, which must meet the above requirements.

- Devices

Here you can manage the devices you are logged in on.

Personal Password Devices Preferences Sub Schools

. . Device Device . Device 0S
Device name Device UUID Device Model
manufactor 0s Model

Xiaomi Redmi Note 8 8aal18096-b796-4372-adea- N Redmi Note 8
Pro efdbef7fach N/A Android 11 Pro

A. Select this field to delete devices that you no longer use.

IMPORTANT NOTICE: The maximum number of devices you can log in on, through the corresponding

Express DigiBooks application, simultaneously, at any given time, is ten (10).
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- Preferences

Here you choose how we the Express DigiBooks platform can send you notifications:

Personal Password Devices Preferences Sub Schools

Allow to receice notification emails Allow to receice web notifications 0

Allow to receice mobile notification

to your email address.
on your mobile device.
through your browser.

oW

- Sub Schools

Here you can see the list of branches of the school/academic institution you manage.

Personal Password Devices Preferences Sub Schools

School Code Sub school Name school Name

SC2715EBAS DigiSchool 1 DigiSchool 1
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5. School: Organisation & Management

In this field you can organise and manage the School account of your school/academic
institution.

IMPORTANT NOTICE: Do not forget to choose from the side menu (as you can also see in the photo below)

both Sub School and School Year, so that you can create/manage the corresponding Sub School with the
corresponding School Year.

i. Sub Schools: Organisation & Management

If the school/academic institution you manage has branches, you can follow the steps below
to create them.

Step 1: From the side menu, first select field icon A fit and then select field B ('View All").

VIEW ALL

Right on! 4 Student's Book

AUTHORS: JENNY DOOLEY
LEVEL: B1
ISBN: 978-1-4715-7862-5

] smav2023 READ ONLINE

Step 2: Select the field 'Create’ as the red arrow in the image below shows.

Sub Schools

+ CREATE

Sub School Name School Name i Actions

Digiscnool 1 Digischool 1 ve . P
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Step 3: Enter the branch's details in the form below (all fields are required).

Create Sub School

o Email*
o A Address*
o Zip Coder

o CREATE

Branch name

Branch telephone number

Branch country

Branch email address

Branch address

Branch city

Branch postcode/P.0. Box

Select the field 'Create’ to register the branch on the platform

Select the field 'Back’ to either register any additional branches on the platform or to
manage those already registered on the platform.

TIOMMOO D>

To manage the branches of your school/academic institution, in the Sub Schools list, select
the 'Edit' field, shown in the red box in the image below:

Sub Schools

School Code Sub School Name School Name

SCZ715EBAS DigiSchool 1 DigiSchool 1

SCES16C61D DigiSchool2 Digischool 1

Showing 1-2 of 2 items

IMPORTANT NOTICE: If any Student has registered on the platform as a Member, then you can give them
the 'School Code', as seen in the picture above in the first column on the left, to add themselves to your
school/academic institution.
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In the form below you can change/update any fields or enable/disable branches.

Edit Sub School

r Sub School Name*

% Digischool2

Telephone®
o o -

Coumry*

N -

\.

o ® Active

o UPDATE

Fields that can be updated.

Toggle this switch on/off to render the branch active or inactive in the Sub schools list.

If you make any changes (to either field, A or B), select the 'Update’ button to register the
changes on the platform.

o w >

- School Code

In this field you can also see the School Code. This is the unique code of each Sub School that
you can give to students or teachers. They can use it either during the sign-up process or if
they have registered on the platform as a Member and need to be added to your
school/academic institution.

School Code

SC2715EBAS

SCE516C61D

Sub Schools

[

School Code Sub School Name

SC2715EBA5 Digischool 1

SCES16C61D DigiSchaol2

Showing 1-2 of 2 tems
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ii. School Settings

Step 1: From the side meny, first select field A and then field B (‘'Open’).

A > scHooL

u School Settings Gradebooks

ooPEN

Step 2: You can choose:

School Settings

School Manager permission @ Lessons @  show Answers 9

Allows school managers to change the sub- Show or hide lessons and calendar. Allow students to view answers t0 activities.
school settings.

A. For the School Manager to have the ability to make changes to the Sub Schools settings.
B. To enable or disable the Lessons feature (see the respective user instructions HERE).

IMPORTANT NOTICE: The Lessons feature gives you the ability to manage your school in even more detail.
More specifically:
- it gives you the opportunity to organise/manage the annual Calendar of each School or Sub School

(i.e. the main school and/or any branches), per teacher and subject taught.
- you can register any student absences.

C. If students can see the answers to exercises or not.
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iii. Create: School Year & Terms/Semesters

To organise your School you first need to create the School Year, as well as any
Terms/Semesters there might be.

Step 1: From the side meny, first select field A (School) and then field B (School Administration
'Open’).

B
(‘ DXIFSIE%SO oks

School Settings Gradebooks

> i
Users School Administration Classes

View, Update and Create: Users View, Create and Manage: School Years, Subjects and Levels View, Create and Manage: Classes
LIST OF USERS  CREATE USERS o OPEN ENROL  OPEN

Step 2: Select the field 'Create’ as shown by the red arrow in the image below.

School Years Subjects Levels

ES

ﬁ

Start Date End Date Active Actions

No data

Showing 0-0 of 0 items
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Step 2: Fill in the form below.

@ >

(S

Create School Year

o School Year Name Start Date m End Date

o ® Active
Terms / Semesters (optional) e

o Term / Semester Name Start Date m End Date M -] o

o. ) o CREATE

Enter the name of the School Year
Enter the Start Date of the School Year by selecting the date from the calendar that will
pop-up (see the image below) and then the field 'OK’

Mon, Sep 12

September 2022

5 6 7

@ 13 14

19 20 21

26 27 28

CANCEL

Enter the End Date of the School Year by selecting the date from the calendar that will pop-
up (see the image above) and then the field 'OK'

Choose whether or not the school year will be active

Select this field ['+] if you wish to create Terms/Semesters

Enter the desired name of the Term/Semester

Enter the Start Date of the Term/Semester by selecting the date from the calendar that will
pop-up (see the image above) and then the field 'OK'

Enter the End Date of the Term/Semester by selecting the date from the calendar that will
pop-up (see the image above) and then the field 'OK’'

Select this field ['-], if you want to 'Delete’ the current Term/Semester

Select the field 'Create’ to register the Term/Semester on the platform

Select the field '‘Back’ to navigate back to the School Years list.
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iv. Create: Subject & Levels

Step 1: From the side meny, first select field A (School) and then field B (School Administration
'Open’).

B
(‘ SEE}SO oks

School Settings Gradebooks

Users School Administration Classes

View, Create and Manage: School Years, Subjects and Leve View, Create and Manage: Classes
LIST OF USERS  CREATE USERS bum ENROL  OPEN

View, Update and Create: Users

Step 2: First select field A (Subjects) and then field B (School Administration [#) 'Create’).

School Years Levels

=
=

oD

Active Created Actions

Showing 0-0 of 0 items
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Step 3: Enter the name of the subject taught (Subject Name) and the Levels that correspond
toit.

Create Subject

Subject Name
English

Add levels
A2

MNote:Type a Level and press enter..

© Active

O -~ O«&=D

A. Enter the name of the subject taught (Subject Name).
B. Enter the Levels of the subject taught (e.g. English).

IMPORTANT NOTICE: Don't forget to press the ENTER key right after you type the name of the Level, so that

it can register on the platform.

C. Select the field 'Create’ to register the Subject Name and Levels.
D. Select the field 'Back' to navigate back to the Subjects list.

E. Select the field [®], to delete a level you do not wish to enter at this particular time.

v. Create: Levels

To create Levels, please follow the steps below:

1. From the side menu, select: School (2] School Administration 'Open’ (=) Levels
‘Create’.

2. In the form that will appear, first select the field Subject and then enter the name for the

Level.

Select the field 'Create’ to register the Level.

4. Select the field 'Back’ to navigate back to the Levels list.

w
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vi. Create: School Manager Account(s)

Step 1: From the side meny, first select field A (School) and then field B (Users 'Create
Users').

3
ﬂﬁrgfésooks

A > scHooL

School Settings Gradebooks

schoolname test

W sohool

Users School Administration Classes
View, Update and Create: Users View, Create and Manage: School Years, Subjects and Levels View, Create and Manage: Classes

LIST OF USERS  CREATE USERS ENROL OPEN

Step 2: Select the role of the user (School Manager) you are going to create:

> Select the field indicated by the red arrow in the image below.

Create User

Select a role

Select Role

First select field A (School Manager) and then field B ('Next').

Create User

Select arole

o ——

o School Manager

Student

Teacher

o CREATE
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Step 2: First select field A (‘New School Manager’) and then field B (‘'Next').

School Manager

Select a new or an existing user to become a School Manager

o () New School Manager

> Select field C if you want to return to the previous form (option to create users on the basis
of the desired role).

Step 3: Fill in the form below:

School Manager

Login Information

Username* Password*

Full Name

o BACK o CREATE

A. Enter the desired Username (required field).
B. Enter the desired Password (required field).

IMPORTANT NOTICE: For security reasons your password needs to be at least six characters (6) long and
consist of: one (1) uppercase, Latin, letter, one (1) lowercase, Latin, letter, one (1) special character (e.g. a

symbol), and one (1) number.

C. Enter the Full Name of the School Manager (although this is an optional field, if you fill it
in, you will be able to identify School Managers more easily on the platform).

D. Enter the email address of the School Manager (optional field).

E. Select the field 'Create' to register the School Manager account on the platform.

F. Selectthe field 'Back'to returnto the previous form (Create New School Manager account).
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vii. Create: Teacher Account(s)

Step 1: From the side menu, first select field A (School) and then field B (Users 'Create
Users').

E
(‘Dxfgl‘?ooks

School Settings Gradebooks

Users School Administration Classes

View, Update and Create: Users View, Create and Manage: School Years, Subjects and Levels View, Create and Manage: Classes

LIST OF USERS  CREATE USERS e ENROL OPEN

Step 2: Select the role of the user (Teacher) you are going to create:

» Select the field indicated by the red arrow in the image below.

Create User

Select arole

Select Role

> First select field A (Teacher) and then field B (Next').

Create User

Select a role

School Manager

Student

o Teacher
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> In the next form select either the field 'Add Each Teacher Manually' for individual Teacher
accounts or the 'Mass Creation' field for their mass creation.

» 'Add Each Teacher Manually'.

If you choose to add each teacher manually, fill in the form below:

Teacher

Login Information

Username* Password*

Full Name

o BACK o CREATE

A. Enter the desired Username (required field).
B. Enter the desired Password (required field).

IMPORTANT NOTICE: For security reasons your password needs to be at least six characters (6) long and
consist of: one (1) uppercase, Latin, letter, one (1) lowercase, Latin, letter, one (1) special character (e.g. a
symbol), and one (1) number.

C. Enter the Full Name of the Teacher (although this is an optional field, if you fill it in, you will
be able to identify your teachers more easily on the platform).

D. Enter the email address of the Teacher (optional field).

E. Select the field 'Create’ to register the Teacher account on the platform.

F. Select the field 'Back' to return to the previous form (Choose between 'Add Each Teacher
Manually' or 'Mass Creation' of Teacher accounts).

IMPORTANT NOTICE: When you register teachers, one at a time, or if they register themselves (as a Teacher

using the respective School Code, during the Sign-Up process), to identify them on the platform, they must
state their full name, in the respective field (see steps 1 & 2 )-
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= 'Mass Creation’

If you select 'Mass Creation' fill in the form below:

Teacher

Select the number of Teachers you want to create

Prefix* Password*

digiteach p

Please enter a generic prefix, consisting only of 4 or more letters, for your scl 3 Minimum 6 characters, 1 uppercase letter, 1 lowercase letter, 1 number, 1 symbol
Password is valid

o BACK o CREATE

A. Select the number the total number of teachers you want to register on the platform
(required field).
B. Enter the desired prefix for your teacher accounts.

IMPORTANT NOTICE: The prefix can consist of ONLY four (4) to ten (10) Latin characters, e.g. digiteach.

C. Enter the desired Password (required field).

IMPORTANT NOTICE: For security reasons your password needs to be at least six characters (6) long and
consist of: one (1) uppercase, Latin, letter, one (1) lowercase, Latin, letter, one (1) special character (e.g. a
symbol), and one (1) number.

D. Select the field 'Create’ to register the Teacher accounts on the platform.
E. Select the field 'Back'’ to return to the previous form (Choose between 'Add Each Teacher
Manually' and 'Mass Creation' of Teacher accounts).

Upon completion of the mass creation of Teacher accounts, you can download the CSV file
by selecting the field 'Download CSV', which will appear. The file contains the list of teachers
that you created and displays only the fields Username & Password. You can then decide which
credentials each teacher will have and manually enter the necessary information in the .csv file
exported and downloaded on your device. See a sample image, of the data the file downloaded

has, below:

- In column A you can see the Username. Tl Passo,d
- In column B you can see the Password. 2l digi |
- In column C you can add the full name of each teacher 1=:
manually. . i- ;
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IMPORTANT NOTICE: ALL accounts, both students and teachers, that are created with this method (‘Mass
Creation'), upon their first login (with the credentials you give them) will be requested, for security reasons, to

enter their full name and a new password.

viii. Create: Student Account(s)

Step 1: From the side menu, first select field A (School) and then field B (Users 'Create
Users').

E
(‘[))(glaésmc]ks

School Settings

Users School Administration Classes
View, Update and Create: Users View, Create and Manage: School Years, Subjects and Levels View, Create and Manage Classes

LIST OF USERS  CREATE USERS ENROL OPEN

Step 2: Select the role of the user (Student) you are going to create:

> Select the field indicated by the red arrow in the image below.
Create User

Select a role

Select Role

> First select field A (Student) and then field B (‘'Next').

Create User

Select arole

School Manager

Student

Teacher
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> In the next form, select either the field 'Add Each Student Manually' to create individual
Student accounts or the 'Mass Creation' field for mass creation.

= 'Add Each Student Manually'.

If you select 'Add Each Student Manually', fill in the form below:

Student

Login Information

Username* e Password*

o CREATE

A. Enter the desired Username (required field).
B. Enter the desired Password (required field).

IMPORTANT NOTICE: For security reasons your password needs to be at least six characters (6) long and
consist of: one (1) uppercase, Latin, letter, one (1) lowercase, Latin, letter, one (1) special character (e.g. a
symbol), and one (1) number.

C. Select the field 'Create’ to register the Student account on the platform.
D. Select the field 'Back’ to return to the previous form (Choose between 'Add Each Student
Manually' or 'Mass Creation' of Student accounts).

IMPORTANT NOTICE: When you register students, one at a time, or if they register themselves (either with

Member or as Student accounts), to identify them on the platform, they must state their full name, in the
respective field (see steps 1 & 2 ).
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= 'Mass Creation’

If you select 'Mass Creation', fill in the form below:

Student

Select the number of Students you want to create

190
300 350 400 450 500 550 600 650 700 750 800 850 900 950 1000

Prefix*

digischst o

Please enter a generic prefix, consisting only of 4 or more letters, for your , 1 upps letter, 1 letter, 1 number, 1 symbol
Password is valid

o BACK o CREATE

A. Select the number the total number of students you want to register on the platform
(required field).
B. Enter the desired prefix for your Student accounts.

IMPORTANT NOTICE: The prefix can consist of ONLY four (4) to ten (10) Latin characters, e.g. digischst.

C. Enter the desired Password (required field).

IMPORTANT NOTICE: For security reasons your password needs to be at least six characters (6) long and
consist of: one (1) uppercase, Latin, letter, one (1) lowercase, Latin, letter, one (1) special character (e.g. a
symbol), and one (1) number.

D. Select the field 'Create’ to register the Student accounts on the platform.
E. Select the field 'Back’ to return to the previous form (Choose between 'Add Each Student
Manually' or 'Mass Creation' of Student accounts).

Upon completion of the mass creation process of Student accounts, you can download the
CSV file by selecting the field 'Download CSV', which will appear. The file contains the list of
students that you have created and displays only the fields Username & Password. You can
then decide which credentials each student will have and manually enter the necessary
information in the .csv file exported and downloaded on your device. See a sample image, of
the data the file downloaded has, below:

1B Username

In column A you can see the Username. ischstl

ischst2
- In column B you can see the Password. A dicicchsts
- In column C you can add the full name of each student P ivischsta
manually. ischsts

gischst10 1!
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IMPORTANT NOTICE: ALL accounts, both students and teachers, that are created with this method (‘Mass
Creation'), upon their first login (with the credentials you give them) will be requested, for security reasons, to

enter their full name and a new password.

ix. Create & Manage: Classes

Step 1: From the side meny, first select field A (School) and then field B (Classes (=2)'Open’).

E
(4 ng?glu oks

School Settings

Users School Administration Classes
View, Update and Create: Users. View, Create and Manage: School Years, Subjects and Levels View, Create and Manage: Classes

LIST OF USERS  CREATE USERS ENROL  OPEN

Step 2: Select the field 'Create’, as shown in the image below:

Classes

Class Name Q Class Description School Year Class Code

B1+ (Class B) 2022:2023 SCD9414BCOIB

B1+(Class A) 2022-2023 B4CF463B20

Showing 1-20f 2items |

Class Code

SCD9414BCO3B

84CF463B2D

IMPORTANT NOTICE: If a student has already registered on the platform as a Member or wishes to register
on the platform as a Student, then you can provide the following details, so that they can add themselves
both to the School and the Class to have a Student account:

- The unique School Code (see instructions where to find it ), and

- The unique Class Code, as shown in the image above.

You can give the Class Code to students to add themselves to your class after they have added themselves
to the school/academic institution.
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Step 3: Fill in the form below:

Create Class

o Class Name
o Class Description

Select Year

2022-2023

[] Enrollable

o BACK e CREATE

A. Select the Subject — required field.

B. Select the Level where the Class will 'belong' - required field.

C. Select the School Year — required field.

D. Select this box if you want Students to be able to enrol in this class with the Class Code
given. If NOT selected, then you will not be able to see the unique Class Code, in the list of
Classes and will have to enrol Students in Classes manually.

E. Enter the desired class name — required field.

F. Enter any further details concerning the class — optional field.
G. Select the field 'Create’ to register the Class.

Once you have successfully registered the first Class, the platform will remain on this page
(Class creation form), so that you can register all the classes of the school/academic
institution.

H. Select the field 'Back' to navigate to the list of registered Classes.

» If you want to update/change data relating to a class, go to the list of registered
Classes, and in the Actions field select field A. If you want to delete it, select field B in
Figure A (Actions).

> If you have made changes to any of the class's details, select field B (Update’), as
shown in Figure B (Edit Class), so that you can register them on the platform.

Edit Class

Class Name

A B _ B1+ (Class A)

Class Description

Select Year
2022-2023

UPDATE
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x. Add: School Master/School Manager/Teacher/Student to Classes

Step 1: From the side menu, first select field A (School) and then field B (Classes [+)'Open’).

%

View, Update and Create: Users View, Create and Manage: School Years, Subjects and Levels View, Create and Manage: Classes

E
(‘E)J({Elzésooks

A > scHooL

a School Settings Gradebooks

Users School Administration Classes

LIST OF USERS  CREATE USERS

Step 2: Select the Class to which you wish to add the School Master/School Manager/
Teacher/Student account(s) — e.g. B1+ (Class A). In the field Actions select the &% icon, as
shown in the image below:

Classes

—
E S

+ CREATE

Class Name Class Description School Year Actions

B+ (Class B) ‘Sample text class deseription. 2022-2023

B1+(Class A) Sample text class description 2022-2023 s E

Showing 12 of 2 items

© Express Publishing — User Guide School Manager 24




- Add: Student accounts

Step 1: Select the field 'Add Student’, as shown in the image below.

Students Teachers

ADD STUDENT

Username Full Name Actions

No data

Step 2: Select from the list which will pop-up the Student accounts that you wish to add the
specific Class, as shown in the image below:

Select Students

digistuden1

digistuden2
Jane Doe Student

digistuden3
digistuden4
teststud1
teststud10

teststud11

digistuden1 °J ( digistuden2 o digistuden3 o digistuden4 0

Here you can search for specific Students using their Username.

Here you can see the complete list of the school's students. You need to tick the respective
box of each Student account you want to add to the class.

Here is where you can see the Student account(s) that will be added to the Class.

Select the field 'Add' to register the Student(s) in the Class.

Select the field 'Back' to navigate to the complete list of Students that have been
successfully added to the Class.

@ >

mo o
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- Add: School Master/School Manager/Teacher accounts

Step 1: Select field A (Teacher) first and then select field B (Add Teacher').

Students o Teachers

e ADD TEACHER

Username Full Name Actions

Step 2: Select from the list which will pop-up the School Master/School Manager/Teacher
accounts that you wish to add the specific Class, as shown in the image below:

Select Teacher

Search Q

digiteach?2

digiteach2 )

© - O«

A. Here you can search for specific School Masters/School Managers/Teachers using their
Username.

B. Complete list of School Master/School Manager/Teacher accounts.

C. Here is where you can see the School Master/School Manager/Teacher account(s) that
will be added to the Class.

D. Select the field 'Add' to register the School Master/School Manager/Teacher account(s) in
the Class.

E. Select the field 'Back' to navigate to the complete list of School Masters/School
Managers/Teachers that have been successfully added to the Class.

If you have enabled the Lessons feature, adding a Teacher to the Class is different. To see how

it is done, please go to chapter 9. Lessons: Use & Management, and read Step 3 of Create
Lessons, item F.
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xi. Enrol: Students to Levels and Classes

Once created, Students can also be added to Levels and Classes using an alternative way.

Step 1: From the side menu, first select field A (School) and then field B (Classes (=)'Enrol’).

Ex
«Dgésooks

School Settings Gradebooks

School Administration Classes

View, Update and Create: Users View, Create and Manage: School Years, Subjects and Levels View, Create and Manage: Classes

LIST OF USERS  CREATE USERS oswm OPEN

Step 2: In the form below,

Enroll

Subject” Search by:
English @ Usemame O Email O Fullname
Students
Level*
stud
m ||

tnsstude15

Full Name not provided - Student
o[w] :
tnsstudel4

Full Name not provided - Student
tnsstude16
Full Name not provided - Student
tnsstude17
Full Name not provided - Student
tnsstude18
Full Name not provided - Student
tnsstude19
Full Name not provided - Student

tnsstude21

\

o ENROLL
o -

select the Subject taught,

select the Level (where you will add the students to),

select the filter you will use to find the student(s) you will add to the level,
type in the first three (3) letters of the students' Username/Email/Full Name,
select the student(s) you are going to add to the level,

you can see the Username(s) of the student(s) which will be added here,
select the field 'Enrol' to add the student(s) to the Level,

select the field 'Skip' to add the student(s) to the (Class).

© IOMMmMOUO >
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Step 3: In the form below

Enroll

Subject* Class
English B1+(Class A) (4 Studems){

I

teststuds
teststuds - Full name not provided digistuden1 - Full name not provided

teststud7 vastudent
teststud7 - Full name not provided John Doe Student

teststudé digistuden3
teststudsé - Full name not provided digistuden3 - Full name not provided

teststudd digistuden2
teststudd - Full name not provided Jane Doe Student
ASSIGN
teststud10 NOTHING MORE TO LOAD
teststud10 - Full name not provided

_—

tnsstude15
tnsstude5 - Full name not provided

nsstude14
tnsstude14 - Full name not provided

insstude16

tnsstude16 - Full name not provided,

O

o o 0o o o o o 4o

select the Subject taught,
select the Level (where you will add the students to),
select the Class (where you will add the students to),
select the student(s) you will add to the class,
select the field 'Assign’ to add the student(s) to the selected class,
here you can see the list of students added to this class,
e Select the icon W to delete students from the class.
select the field 'Back’ to go back to the 'Enrol Students to Level' form.

mmo o w >

o

If you already assigned Students to Levels, then you can skip Steps 1 & 2 and by selecting the
‘Skip' button in Step 2H and fill in the form above.
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xii. Manage: School Manager/Teacher/Student Accounts

- School Manager/Teacher

Step 1: First, select field A (School) and then field B (List of Users (=2)'Open’).

Expre:
(4Digiésooks

> SCHOOL

School Settings Gradebooks

schoolname test

“—i
Users School Administration Classes

View, Update and Create: Usec View, Create and Manage: School Years, Subjects and Levels View, Create and Manage: Classes
6 LIST OF USERS  CREATE USERS ENROL  OPEN

Step 2: From the list of 'Users’ select the School Manager/Teacher whose details you want to
change/update.

Full Name Username Actions
NIA digischste VR
NA digischst? i -V )
N/A digischta i P |

NIA digischt] i P |

NIA digischtd i V|

NiA digischt2 Teacher ° Va lo ]
|

John Doe Manager 'schmanager School Manager

Showing 11-17 of 17 items 1< <

A. Select field A ( /") to make any changes you may need to this entry.
B. Select field B to remove the School Manager/Teacher from the school/academic
institution either temporarily (Remove from School’) or permanently (‘Deactivate’).

© Express Publishing — User Guide School Manager 29



= Making changes to the entry or add (new) personal information.

Sub Schools Password

User Name

digischt2 o Email

Full Name

o UPDATE

Here you can see the Username which cannot be changed.

Here you can change/add the Email of the School Manager/Teacher.

Here you change/add the 'Full Name' of the School Manager/Teacher.

Select this field (Update') to register any changes you have made on the platform.

oCow>

Adding / Removing a School Manager/Teacher to/from a specific Sub School.

o Sub Schools Password
o=

School Code Sub School Name School Name Country Actions

SC2715EBAS DigiSchool 1 DigiSchool 1 Greece o [

A. Select field A (Sub Schools).

B. Select field B to add the School Manager/Teacher to another Sub School you have created.
C. Select field C to remove the School Manager/Teacher from the Sub School you wish to.

In the field Password you can change the original password you created when creating your
account. Once you have filled in all the required fields (‘Old Password’, 'New Password,,
‘Confirm Password'), select the field 'Update’ to register the change on the platform.

IMPORTANT NOTICE: For security reasons your password needs to be at least six characters (6) long and
consist of: one (1) uppercase, Latin, letter, one (1) lowercase, Latin, letter, one (1) special character (e.g. a
symbol), and one (1) number.

IMPORTANT NOTICE: For each Sub School created, the respective settings for it need to be selected. This
means you must:

1. Select the Sub School from the side menu.

2. Go to: School (2)School Settings.

3. Select the specific settings for each Sub School.

Depending on the Sub School(s) that School Managers have been added to, and the permissions given to
them in the School Settings field, they will be able to either manage the entire school or specific Sub Schools.
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Step 1: First, select field A (School) and then field B (List of Users (#)'Open’).

Fel > SCHOOL

-
@ n School Settings =)t Gradebooks

OPEN OPEN

Users School Administration Classes

View, Update and Create: Usecs View, Create and Manage: School Years, Subjects and Levels View, Create and Manage: Classes
o LIST OF USERS  CREATE USERS OPEN ENROL  OPEN

Step 2: From the list of 'Users' select the whose details you want to change/update.
+ CREATE
Full Name Q Username Q Role Q Status Clan Actions
N/A digischst6 Student Active N/A ra ’. L |
N/A digischst7 Student Active N/A

o

Select this field to re-send the 'Parent/Guardian Email so that their consent can be given
for the student to use the platform.

Select this field to proceed with any changes/additions you may need to make to a
student's personal information, as well as adding/removing a student from another Sub
School you have or a Class.

Select this field to reward your with (extra) ELECs/Stars/Gametime.

Select this field to download and save the 's schedule and/or the registration
details entered while signing up on the platform.

Select this field to remove the from the school/academic institution either
temporarily (Remove from School’) or permanently (‘Deactivate’).
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» Making changes to the entry or adding (new) personal information.

Q User Sub Schools Classes Password
User Name
o digischst8 °Email

o Full Name

o UPDATE

A. Here you can see the Username which cannot change.

B. Here you can change/add the Email of the Student.

C. Here you change/add the Full Name of the Student.

D. Select this field (Update') to register any changes you have made on the platform.

» Adding/Removing a Student to/from a specific Sub School.

Q Sub Schools Classes Password
o =

School Code Sub School Name School Name Actions

SC2715EBAS DigiSchool 1 DigiSchaol 1

A. Select field A (Sub Schools).
B. Select field B to add the Student to another Sub School you have created.
C. Select field C to remove the Student from a Sub School.

= Adding/Removing a Student to/from a specific Class.

Sub Schools Q Classes Password
o &

Class Name School Year Actions

B1+ (Class A) 20222023 o i

A. Select field A (Classes).
B. Select field B to add the Student to another Class you have created.
C. Select field C to remove the Student from a Class.
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* In the field Password you can change the original password you created when creating
your account. Once you have filled in all the required fields ('Old Password', 'New
Password', 'Confirm Password’), select the field 'Update’ to register the change on the
platform.

IMPORTANT NOTICE: For security reasons your password needs to be at least six characters (6) long and
consist of: one (1) uppercase, Latin, letter, one (1) lowercase, Latin, letter, one (1) special character (e.g. a

symbol), and one (1) number.

xiii. Gradebooks: Create & Manage

Step 1: From the side meny, first select field A (School) and then field B (Gradebooks
'Open’).

B
(‘ E;E;ESU oks

School Settings

Users School Administration Classes
View, Update and Create: Users View, Creste and Manage: Schoo Years, Subjects and Levels View, Create and Manage Classes

LIST OF USERS  CREATE USERS ENROL  OPEN

Step 2: From the side meny, first select field A (Rows) and then field B (‘'Create’).

Y CREATE REPORT

Gradebooks

o

Actions

s i

Showing 1-1 of 1 ftems
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Step 3: In the form below, enter the name of the Row, i.e. the general title of what is going to
graded; e.g. the subject being taught (English), the book taught (#English 1), etc. Then select
the field 'Create’.

Create Row

Name*

English

CREATE

Step 4: From the side meny, first select field A (Gradebooks) and then field B (‘Create’).

) CREATE REPORT

o Gradebooks

&=

Name Class - o Q Actions

Spelling 1 Al+ (Class A) ist s AR

Showing 11 of 1 ftems

Step 5: In the form below:

Create Gradebook

Click to select a Class*

Click to select a Teacher* Category*

o CREATE

Enter the name of what is being graded, e.g. Spelling Test 1.

Select the Class.

Select the class's teacher.

Select one (1) of four (4) general categories for the type of grade: General Grade of
Semester, Mock Exam, Oral, Test.

Select the field 'Create’ to register the Gradebook on the platform.

Cow»

m
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Step 6: In the image below, select field:

A} CREATE REPORT

Gradebooks

Name Class - Teacher

spelling 1 AT+ (Class &) v4master13522

Showing 11 of 1 items

Actions

A. to edit the Gradebook's details, if necessary.

B. to enter the grades, either by typing them in or by selecting the respective arrows.
C. to delete a Gradebook.

6. Library: Use & Management

i. Activation Codes

Activation Codes are usually found either inside the front cover of the book or in an email you
have received. To activate your books using the codes given, please follow the steps below:

IMPORTANT NOTICE: The Activation Code, usually, consists of twenty (20) or more, Latin, alphanumeric,
characters.

Step 1: Select field A ('+ Add Book’), as shown in the image below. -

Ex
(4 D‘lpgr;legso oks

4 ADD BOOK

ot

H Business English ‘ It's Grammar Time 1
Business g ;

English ‘

— AAUTHORS: VIRGINIA EVANS, JENNY DOOLEY AUTHORS: VIRGINIA EVANS, JENNY DOOLEY

LEVEL: A1-81 LEVEL: AT+
1SBN: 978-1-4715-6075-0 ISBN: 978-1-4715-6345-4

£ 19 READ ONLINE [ 25mav2022 READ ONLINE

Engineering . Information Technology

AUTHORS: VIRGINIA EVANS, JENNY DOOLEY = ey AUTHORS: VIRGINIA EVANS, JENNY DOOLEY
LEVEL: A1-81 Crs LEVEL: A1-81
ISBN: 978-1-4715-6088-0 Z N 1SBN: 978-1-4715:6099-6

READ ONLINE () 15 oanz0e READ ONLINE
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Step 2: Enter the book's Activation Code in field A, as shown in the mage below, and then
select field B ('+ Activate').

Add a book to your collection

Please type in the code that was supplied with your book

Note:You can find the redeem code on the first page of the book

o" + ACTIVATE |

ii. Opening a DigiBooks Title

Upon entering the platform, you will be, automatically, directed to your digital Library (which
contains the list of Express Publishing books that you have activated in your account).

To open your book, select field A (‘'Read Online').

It's Grammar Time 1

AUTHORS: VIRGINIA EVANS, JENNY DOOLEY
LEVEL: A1+
ISBN: 978-1-4715-6345-4

[ may 25,2023 o READ ONLINE

This will open a new tab next to the active one you are currently on. To navigate to this tab,
select it, as shown in the image below:

< It's Grammar Time 1 >

I

n Look at the joke below. When do we use a/an/the?

(Why is a cat like
\___acoin?

Because it has a head
/| on one side and a tail
on the other.

(o ] Con ) fcomobi] fenea)

We use | before nouns which begin with a vowel sound (a, ¢, i, 0, u) e.g. |egg

We use before nouns which begin with a consonant sound (b, ¢, d, f, g, h,j kI, m,n,p,q,r,s,1v,
w,x,2)eq.| ball
We use a/an with singular nouns when we talk about a person, thing or animal in

l.eg.It's eraser.

We use a/an after have/has/am/is with singular nouns. e.g. I'm teacher. |

have pen.
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iii. Using a DigiBooks Title

In the new tab that you have opened:

It's Grammar Time 1 > I

2 The imperative

n]’ul the words in the correct order to make sentences.

to/go/room/your
Go to your room!

[dont ] [Cear J[in_][tass ]

I b I

I ] !

[eo J[o J[Cme J[ters ] [gom )
I

>

Select this icon to collapse/expand the side menu, so that you can browse the contents of
the book with greater ease.

Use the '<" arrows (left) & '>' (right) to go to the previous or next exercise/book page.

You can select the scroll bar (or your mouse's scroll wheel) to navigate within the exercise.
Select here to view the book's 'Contents'.

You can select the scroll bar (or your mouse's scroll wheel) to navigate within the book's
‘Contents’.

Select this icon to collapse/expand the book's Modules/Units.

Click/tap on any given exercise you want to do or view.

Click this icon ®" to 'Show the Answers' for the exercise.

mo O w

T om

IMPORTANT NOTICE: If you want to browse your Library again, you can either close the tab with the open
book or select the open Library tab using your computer mouse.

iv. Check Answers

At the end of each exercise, you will see the following fields:

Selecting this field, students can see whether the answers are correct or not.
Selecting this field, students can keep the correct answers and reattempt those that are

wrong.
C. Selecting this field, the answers given are erased (reset), so that students can do the
exercise from scratch.

@ >
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7. Assignments: Creation & Management
In this field you can:

i. Create/Manage Assignments - the exercises Students need to do on the DigiBooks
platform.
ii. Create/Manage Classwork — what was done during class time; e.g. exercises, book(s)
taught, etc.
iii. Create/Manage Homework — the exercises Students need to do and are not on the
DigiBooks platform.
iv. Create/Manage Writing — the writing Students need to do on the DigiBooks platform.

i. Create & Manage: Assignments (for DigiBooks titles)

Step 1: From the side meny, first select field A (Assignments) and then field B ('Create’).

E
ks

> ASSIGNMENTS

Assignments Homework Writing

Class Lesson Q Package Module Activity Aug 262022 () Actions

August 31,2022 a1 6:15 PM s
B1+ (Class A) 81+ (Class A) - School Manager t's Grammar Time 1 IT'S GRAMMAR TIME Copyright gust 31, . =)

August 1, 2022 al 10:59 AM
P

B1+ (Class A) B+ (Class A) - Schoal Manager Right ont 4 Workbook Starter GMTs3

@

August 1, 2022 at 10:59 AM

B1+ (Class &) 81+ (Class &) - School Manager Right on! 4 Workbook Starter T3 e

August 1, 2022 at 10:56 AM

B1+ (Class A) B+ (Class A) - School Manager Animal Camouflage 3- Disguises GMT+3

August 1, 2022 al 10:56 AM

B+ (Class A) B1+ (Class A) - School Manager Animal Camouflage 3- Disguises GMTs3

Book 1 - Unit 1: Greetings and

Class A1 Class A1 - John Doe Business English July 29, 2022 at 8:30 PM GMT+3 ra

July 28, 2022 at 11:56 AM

B1+ (Class A) B1+ (Class A) - School Manager Baby Animals 2-The Big Day ) oMTea

A O ASSIGNMENTS > ASSIGNMENTS > CREATE

Choose a book for your Assignment

PETCARE
— R "3"C!ﬁ’3
A=
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Step 3: In the image below:

It's Grammar Time 1 o Select Activities o Assign to
. =
GRAN

[==]

)
Copyright

= T'S GRAMMAR TIME

a/an-the

it 1

@ Exercise 1
Unit 1
Deadline

= Exercise 2
- Unit 1

(-]

Exercise 3
(<=1

Unit 1
o  (rerciscd
= Unit 1

Speaking
Ukt 9

The imperative
it 2

-]

-]

Unit 1
((exercise 1 @) ((Exercise2 @) (Erercise s @) ((Exercises @)

o BACK

A Here you can select one or more exercises to assign to the class (Multiple
Exercises Assigning).
1. Here you can select the icon &= to view the particular exercise in a new tab,
before assigning it.
2. Tick this box to assign the particular exercise. For each additional exercise you
need to assign, please tick the relevant box for that exercise.
B. Here you select the Class which you are going to assign the exercises to.
1. Select the Level to which the Class belongs to.
2. Select the Class.

If you activated the Lessons feature, in School Settings, the current field will ask you to select
the Lesson instead of the Class.

3. Here you enter the deadline for the exercise(s).
4. Select the field 'Assign’ to register the exercise(s) on the platform.
C. Here you see the complete list of exercises assigned — exercises are grouped under the
title of the corresponding section (e.g. Unit 1).
D. Select this field to return to the list of Assignments.
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» Managing Assignments

Class Package Module Activity Deadline Actions

B1+ (Class A) Right on! 4 Student's Book Starter Exercise 2 October 31, 2022, 6:00 PM GMT+2 4 i (=]

B1+ (Class A) Right on! 4 Student's Book Starter Exercise 1 October 31, 2022, 6:00 PM GMT+2.

Full Name Last attempt at

John Doe Student February 18, 2022, 3:38:03 PM GMT+2

A. Select this field to see the list of Students who have done the specific exercise. If a Student
has not done the exercise, they do not appear in the list.
B. Inthis field you can see the percentage score of the last attempt of the Students who have
done this exercise.
C. Select this field to modify the following exercise assignment fields:
1. the Level and/or Class, and/or
2. the Deadline.

After you have completed any modifications to the form, select the 'Update’ field to register
them.

D. Select this field to delete the assigned exercise.
E. Select this field to navigate the assigned exercise.

ii. Create & Manage: Classwork

Step 1: First select field A (Classwork) and then field B ('Create’).

Assignments 40 Classwork Homework Writing
=
O

Lesson a Class Aug 26 2022 Classwork Q Actions

B1+ (Class B) - Jane Doe Teacher B1+ (Class B) March 31,2022 at 10:47 PM GMT+3 Worked on irregular verbs. 2 |

B1+ (Class B) - Jane Doe Teacher B1+ (Class B) March 31, 2022 at 1:57 PM GMT+3 test Classwork ]

B1+ (Class A) - digiteach1 B+ (Class A) March 3, 2022 at 4:14 PM GMT+2 ‘sample Teacher assigned classwork.

B1+ (Class A) - John Doe B1+ (Class A) March 1, 2022 at 3:39 PM GMT+2 Sample classwork text of what was done in class.

Showing 1-4 of 4 ftems
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Step 2: Fill in the form below:

Create Classwork

~  Notes e

Select the Level to which the Class belongs.

Select the Class.

Here you enter the date and time of the lesson.

Here you can enter details of work done during class time, such as what was taught, the
exercises done, etc.

Select this field to register the Classwork entry on the platform.

Select this field to return to the list of Classwork entries.

Cow»

mm

» If you want to update/change a Classwork entry in the list, first, you need to select the
/" icon in the Actions field, and then, to register any changes/additions made on the
platform, you need to select the field '‘Update'.

» To delete a Classwork entry, select the iconl.

iii. Create & Manage: Homework (exercises outside the DigiBooks platform)

Step 1: First select field A (Homework) and then field B (‘Create’).

Assignments Classwork 40 Homework Writing
O

Lesson Class Aug 26 2022 ﬂ Homework Actions

B1+ (Class A) - digiteach1 B1+(Class A) March 31,2022 at 1:58 PM GMT+3 test homework N |

B1+ (Class A) - digiteach1 B1+ (Class A) June 24, 2022 at 4:14 PM GMT+3 Sample teacher made homework. i'

B1+ (Class A) - John Doe B1+ (Class A) March 1, 2022 at 3:40 PM GMT+2 Sample text of what students have to do for homework, outside DigiBooks. > i

Showing 1-3 of 3 items
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Step 2: Fill in the form below:

Create Homework

+  Notes e

Select the Level to which the Class belongs.

Select the Class.

Here you enter the deadline for the exercise(s).

Here you can enter all the details of the Homework that Students need to do that is not on
the DigiBooks platform.

Select the current field to register the Homework entry on the platform.

Select this field to return to the list of Homework entries.

Cow»

mm

» If you want to update/change a Homework entry in the list, you first need to select the
/" icon in the Actions field, and then register any changes/additions made on the
platform, then select the field 'Update’.

> To delete a Homework entry, select the icon® .

iv. Create & Manage: Writing

» To create Writing, please follow the steps below.

Step 1: First select field A (Writing) and then field B (‘'Create’).

Assignments Classwork Homework 40 Writing

-

3=

O

Class Aug 26 2022 Writing Actions

B1+(Class A) November 30, 2022 at 6:30 PM GMT+2 Write an article - |

showing 1-1 of 1 items
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Step 2: Fill in the form below:

Create Writing

oﬂescrip‘(ion

Select Class*

Deadline

o e

Enter the Writing title (e.g. An email to the editor).

Select the Class to which the Writing will be assigned.

Here you enter the deadline for the Writing.

Enter the Writing rubric (topic & instructions).

Select this field to register the Writing entry on the platform.
Select this field to return to the list of Writing entries.

mmo o w >

» To manage Writing:

From the list of Writing entries, select the class you want and, in the field Actions, either select
the '"Members' icon (. ) to grade your students' essay(s) or the 'Delete’ icon ( [lj) to remove
the specific essay from the platform.

> To grade Writing:

In the list of Writing entries:

Step 1: First select field A (Members'), to grade the Writing of the specific class selected -
e.g. B1+ (Class A).

Assignments Classwork Homework Writing

+ CREATE

Aug 04 2022 Writing Actions

November 30, 2022 at 6:30 PM GMT+2 write an article

Showing 1-1 of 1 items
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Step 2: Select field A ('Edit") to grade and/or make comments on the Writing for each Student.
Field A ('Edit") can also be used to make changes to either the score or the comments - even
after the original entry.

Members

Student Name Username Comments

N/A digischst No comments

Step 3: In the form below, you can:

‘Comment its
John Doe Student o This is where the teacher can write comments concerning the essay written.

Use the ideas in Unit 9G, Ex. 9 as well as your own to write your article. Follow

the plan. Give your article a title.

| This is where the student writes their essay.|

° 100 e
oﬂ% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

o‘ BACK | o SUBMIT

See the Username of the Student whose Writing you will grade.

See the topic of the Writing.

See the Student's Writing.

Write any comments about the Student's Writing.

Grade the Student's Writing by dragging the dot on the bar from left to right, or

Grade the Student's Writing by typing it in here.

Select this field to register the grade and any comments you have made on the platform.
Select this field to return to the list of Writing entries.

IOmMmMoOOow>
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8. Progress: How to use it

In order to monitor the Progress of your , please click on the respective field marked
by the red in the image below:

dDigiBooks -

4 > LIBRARY

Digischool 1 ~
Right on! 4 Student's Book

2022-2023 ~

AUTHORS: JENNY DOOLEY
LEVEL: B1
ISBN: 978-1-4715-7862-5

Progress

[ mavs,2023 READ ONLINE

Assignments

Online Lessons

Gamification
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In the Progress field you can see the Average Score of the entire school, i.e. exercises done
by all of your Students, from all of your classes and from all of the books (field A); the result
from all of the exercises and books (field P); and search filters which can used to narrow down
the Progress results shown in field P, according to:

A > PROGRESS

School Year
2022-2023 ‘:! ~  Level ‘> ~  Class ‘:! ~  Student ‘> -

93%
Package - Module - Activity - SkillType -
o Average score

Start Date
2021 Aug 19 ‘! (%] EndDate " (]
EXPORT REPORT

Showing 1-2 of 2 items é a 6 6
- —

digischst1 digischst1
John Doe Student John Doe Student
Feb 18,2022, 3:38:03 PM Feb 18, 2022, 3:37:38 PM
Classes : B1+ (Class A) Classes: B+ (Class A)

Package : Right on! 4 Package : Right on! 4
Student's Book Student's Book
Module : Starter Module - Starter

Activity : Exercise 1 Activity : Exercise 1

\_ Skl Type - Vocabulary Skill Type - Vocabulary J

—

The School Year.

The Level — e.qg. B1+.

The Class — e.g. B1+ (Class A) [to use this filter you must first use filter C].

Student [to use this filter you must first use filter D].

The DigiBooks title.

The Module [to use this filter you must first use filter F].

The Exercise [to use this filter you must first use filter G].

The general Skill Type being assessed, e.g. Grammar.

The Start Date of assigned exercises (i.e. exercises which have been solved from a
specific date onwards).

The End Date of assigned exercises (i.e. exercises which have been solved up to a specific
date).

CTITOMMODO®

~

Select the following fields each time you want to:

L. Reset the search results.

M. See the Progress search results based on the filters you selected.

N. Export the Progress results (with the filters selected) to a .csv spreadsheet format, which
can be opened with, for example, Microsoft Excel.

0. See general statistics for your school.

IMPORTANT NOTICE: The platform by default shows you the items (attempts made by students in exercises)

of the last six (6) months. Depending on the number of items you want to see, the Progress results could take
a few seconds before they load.
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9. Lessons: Use & Management

The Lessons feature gives you the ability to manage your school in even more detail. More

specifically, you can:

- organise/manage the annual Calendar of each School or Sub School (i.e. the main school
and / or any branches), per teacher and taught subject.

- register any student absences.

To enable the Lessons feature, you need to go from the side menu to: School /] School
Settings (2] Lessons and toggle the switch on.

i. Create: Lessons

Step 1: From the side menu, first select field A (School) and then field B (School Administration
'Open’).

| E
i (‘ngigésooks

A > scHooL

School Settings Gradebooks

School Administration Classes
View, Update and Create: Users View, Create and Manage: School Years, Subjects and Levels View, Create and Manage: Classes

LIST OF USERS  CREATE USERS ENROL OPEN
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Step 2: First select field A (Lessons) and then field B (‘'Create’).

School Years Subjects | o Lessons |

.
=
o + CREATE

Name Q Class Timeslot Teacher Active Actions

v B1+ (Class A) - Jane Doe B1+ (Class A) Jan 1, 1970, 2:00 AM digischoolteacher ves = |

Step 3: In the following form, you:

showing 1-1 of 1 items

Create Lesson

Select School Year

2022-2023 & - Select Subject ‘:! - Select Leve

Lesson Name Select Teacher

Lesson Description
Start Date/Time

Duration (min)
o 45

Allow Timeschedules to Conflict

© Active @ Repeated 0 @® No (O Yes

@>

A. Select the School Year

B. Select the Subject taught (e.g. English)

C. Select the Level for which you are going to create the Lesson

D. Select the Class for which you are going to create the Lesson

E. Select the desired Lesson name to distinguish it from any other Lessons you might create.

F. Select the Teacher of the Lesson

G. Select the Start Date & Time of the specific Lesson

H. Can enter any additional information that applies to the Lesson, e.g. what is taught on the
day

|.  Enter the Duration of the Lesson in minutes

J. Can select if the Lesson is active or not

K. Can select if the Lesson is repeated (e.g. every Monday at the time you have entered in
field G)

L. Can select if two (2) or more Lessons that can take place at the exact same time

M. Select the field 'Create’ to register the Lesson on the platform

N. Select the field 'Back’ to return to the list of Lessons entries.
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ii. Manage: Lessons

In the list of Lessons entries:

Timeslot Teacher (B} Active Actions

B1+ (Class A) Jan 1, 1970, 2:00 AM digischoolteacher Yes o (] E]

)
Students

digischst2

digischst3

digischstt

digischst4

digischsts

Select this icon to expand the list of Students which belong to this Lesson.

Search for Lessons according to their name. n
Search for Lessons of a specific Class.

Search for Lessons according to the Username of the Teacher. n
Select this icon to modify the details of the Lesson. If you make any modifications to the

Lessons form, you will need to select the 'Update’ button to register them.

Select this field to delete the Lesson.

mo ow>

n

10.0nline Lessons: Use & Management

IMPORTANT NOTICE: To register the links for your online lessons, you need to have first created and
organised the respective lessons on the teleconference platform of your choice (e.g. Zoom, Skype, WebEx,
GoToMeeting, etc.)

» Create an Online Lessons entry.

Step 1: From the side menu, first select field A (Online Lessons) and then select field B
(‘Create).

Expres: =
ﬂ D ETI?;D oks

A > ONLINE LESSONS

Lesson Name a Description

GoTaMeeting Lesson My Meeting Please join my meeting from Google Chrome on your comput...

WebEx Lesson ‘WebEx test description

Zoom Lesson ‘Sample Online Lessan Description: Topic: DigiSchool 1, B1+ (Class A), Mo...
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Step 2: Fill in the following form.

Create Online Lesson

Select Class*® Description o

Lesson Name

Lesson Link*

A. Select the Class

B. Enter the name of the online lesson (e.g. a name which helps you distinguish it from other
Online Lessons)

C. Enter the link for the online lesson you have created on your videoconferencing platform

D. Enter any additional information, such as the meeting details teleconference platforms
provide or whatever else you think might be useful

E. Select the field 'Create' to register the Online Lesson

F. Select the field 'Back’ to return to the list of Online Lessons entries.

> Managing the list of Online Lessons entries.

Lesson Name

Monday, 17:00-18:00

Your school DigiSchool 1 is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://w

Meeting ID: s wud o i
Passcode: ¥

Select this icon to expand the Online Lesson and view its full description.

Select this field (‘'Start’) to begin the Online Lesson.

Select this field to modify any information you may need to for the Online Lesson. If you
make any modifications, in the respective Online Lessons form, you will need to select the
'‘Update’ button to register them.

D. Select this icon to delete the Online Lesson you need.

ow>
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11.Gamification: Use & Management

To use Gamification, you first need to select the field shown by the red arrow in the following
image. Then selecting field:

3 > GAMIFICATION

e

Assign Badges Missions

Encourage your students with badges View and Assign Missions

A. Clans '‘Open": you can create and manage your Clans. Clans are the various
groups/teams you need to create so that they can participate in Gamification. Each Clan
can be composed of Students from various Levels or from within the same Level. It is up
to you to organise the groups/teams. Each Clan 'competes' against the other in an
unofficial championship of knowledge.

B. Assign Badges (=) 'Open': you can give (assign) virtual stickers (badges) to your Students.
These are of a completely educational nature and are used to reward students for their
achievements and/or skills. Badges are optional. They can be given at any given time to
whichever Student you want. Once assigned, Badges cannot be unassigned.

C. Missions '‘Open’: you can assign Missions to your Classes. Students are asked to
complete a Mission. Once completed successfully, a Student is awarded Stars and ELECs.
Depending on the Student performance in a Mission, the respective Stars are awarded. For
a performance of greater than 70% the student is awarded 1 Star, between 80% and 89%
2 Stars, and from 90% and above 3 Stars.
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>

moowx

Clans

To create Clans:

o From the side menu select: Gamification Clans 'Open'.
o Select the field 'Create’.

o Fill in the form below:

Create Clan

Clan Name

Extra stars

Enter the desired Clan name.

Enter any additional Stars with which you wish to reward the Students.
Select the Clan logo from the list given to you.

Select the field 'Create’ to register the Clan on the platform.

Select the field 'Back' to return to the list of Clans entries.

To manage the Clans:
o In the list of entries below:

Category Clan Name Q Actions

Mmoo w>

Select this icon to expand the Clan and view the Students in it.
Search for Clans according to the general 'Logo’ category.
Search for Clans according to the name you have given them.
Select this icon to view and/or add Clan 'Members'.

Select this icon to modify any information you need for the Clan.
Select this icon to delete the Clan.
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» Assign Badges

To Assign Badges from the side menu select: Gamification Assign Badges ‘Open'.

@ Select Badge \ o Select Subject °Select Student \ Lo ASSIGN ]

Select Subject osﬂecl Student o ASSIGN

> B O

Spell-o-bot Chatty Magpie Homework Hero Eager Beaver
Your spelling is great! Well You speak English very well! Your homework is excellent! Fantastic class work! You've got
done! Super! Bravo! it!

othertest

A. Select one of the Badges either from the list in the drop-down menu or from the images
you see in the picture above.

B. Select the Subject taught.

C. Enter the Username — all of it or at least its first two letters (field 1 in the image below) -
of the Student who will be rewarded and tick the respective box (field 2). Finally, select
field 3 ('‘Back’) to return to the Assign Badges page.

Select Student

digischstg
Name not provided

digischst4
Name not provided

digischst3
Name not provided

digischst1
John Doe Student

digischst10
Name not provided

digischstd
Name not provided

digischsté
Name not provided

D. Select this field ('Assign’) to register that the Badge has been assigned on the platform.

You can only give (assign) one (1) Badge at a time, to one Student at a time.
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> Missions

= To create Missions:

o From the side menu select: Gamification Missions '‘Open’.
o Select the field 'Create'.
o Fill in the form below:

Assign to

Select Package

o ASSIGN

Select the Class

Select the DigiBooks title by either typing it in (e.g. right on 4 — the titles are not case
sensitive) and then selecting it from the list in the drop-down menu, or by scrolling down
the list in the drop-down menu until you find the DigiBooks title needed

Select the Mission you want to assign

Select this field (‘Assign’) to assign the Mission on the platform

Select this field 'Back’ to return to the list of Missions entries.

@ >

mo o

= To manage Missions:
o In the list of Missions entries:

Class Description Actions

B1+ (Class B) amma sion Complete Progress Check 1 (Starter - Unit 1.8)

A. Search for Missions according to Class name.
B. Search for Missions according to their name.
C. Delete Missions you do not want.

You can see more details about the Mission, i.e. which part of the book Mission refers to, in
the 'Description’ column in the list of entries.

© Express Publishing — User Guide School Manager 54



	1. School Manager: Role Explanation
	2. Sign Up
	3. Logging in to the platform
	4. Account Management
	i. Profile
	- Personal Information
	- Password
	- Devices
	- Preferences
	- Sub Schools


	5. School: Organisation & Management
	i. Sub Schools: Organisation & Management
	- School Code

	ii. School Settings
	iii. Create: School Year & Terms/Semesters
	iv. Create: Subject & Levels
	v. Create: Levels
	vi. Create: School Manager Account(s)
	vii. Create: Teacher Account(s)
	viii. Create: Student Account(s)
	ix. Create & Manage: Classes
	x. Add: School Master/School Manager/Teacher/Student to Classes
	xi. Enrol: Students to Levels and Classes
	xii. Manage: School Manager/Teacher/Student Accounts
	xiii. Gradebooks: Create & Manage

	6. Library: Use & Management
	i. Activation Codes
	ii. Opening a DigiBooks Title
	iii. Using a DigiBooks Title
	iv. Check Answers

	7. Assignments: Creation & Management
	i. Create & Manage: Assignments (for DigiBooks titles)
	ii. Create & Manage: Classwork
	iii. Create & Manage: Homework (exercises outside the DigiBooks platform)
	iv. Create & Manage: Writing

	8. Progress: How to use it
	9. Lessons: Use & Management
	i. Create: Lessons
	ii. Manage: Lessons

	10. Online Lessons: Use & Management
	11. Gamification: Use & Management

