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Introduction

You may be thinking:
How can this tool help with my classroom?
How can | sign up?

You can find answers with this guide!
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1. First Step

Introduction
This document gives the w h o |h® wii ingiréictions to create, customize and
My Account control your own online teaching environment.
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This section deals with the first step i how to create your own teacher
account.
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1.1 How to Sign Up

Introduction
If it is your first time T registration is required.
Pressthe iS5 i n butmmto continue.
y Accoun .
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Enter Site

OptionstosignupBel ow Teacher6s Login and Teacher Er
description banner!
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1.2 How to Sign Up

1. Fill in your personal info.

Personal Info

First Name:

Last Name:

User Name:

Passwaord:

Re-enter Password:
Teaching Field: [N |Z|

Email:

[oeT01ylu "l nited States

2. Fill in your school info.
School Info

School Name:
City:

Students Category: [T Cl R

3. Fill in the image and number and approve the Terms & Conditions.

Write the image number: _ 8273

I agree to terms and conditions [l

Username must be a unique value which was never used by another teacher.
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1.3 How to Sign Up

Upon sign up finalization, a confirmation e-mail with an authentication link will
be sent to your address in order to complete your registration.

You have successfully signed up.
A message has been sent to: Polo@Marco.com, to activate yvour account open the link inside it.
If you don't find the registration e-ma|l - yvou should check your junk mail

If the confirmation ema i | i sndt r ecwypouryuekdnail. lpl ease check
case you cannot findt - please contact us to get an activation link.
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1.4 How to Login

After sign up completion, enter your user name and password and press the
flL o g i baottdn to continue.
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If youc a rré@inember your password presst he oYyoarpgeswor d?0
link and the parameterwill be sent to your email.
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1.5 Main Menu

The Main Menu on the left side of the screen provides access to different
el ements of the teacherds platfor m:

ADashboard
AMy classes ' '
AAssignments Assignments
AStudents Tests results
AHow to use
APersonal Info |
ALog Out How to use
AContact Us Personal Info

Log Out

Have Requests?

Contact
Us
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1.6 Edit my personal info

Introduction

In this section you can view and change your personal settings including:
My Account name,e-mai | address, password, and moreé¢
My Dashboard ' ENSE-LANG e

Student | Teacher _

My Classes Personsl Tafe
Lessons First Name: [
Assignments l‘}:‘:"*m":
TeStS Password:

My Students

StudentsManagement
Student Environment

Contactus

Re-enter Password:
Teaching Fleld: Sl
Email: g
Country:

Have Requests?
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2. My Dashboard

Introduction
Your dashboard is a hub. From here you can access different areas including:

My Account your classes, lessons, students reports and more...

Plece |

- o Language v
Mv Dashboard ENSE-LANG orc oo ’Mi - -
y aS Oar \_/ Teachers Dashboard

Student | Teacher

Ivly ClaSSeS Welcome Marco Polo
Your Classes

Lessons o Clans v
Assignments c Manage your students list Lasens !‘:\_w ments | Tests | Students | @
Tests click here ; | Asslonments | Tests | Students | @

- | Assignments | Tests | Students | @
This feature allows you to

view and manage your
My Students ticants et tor e class

StudentsManagement |

. o w =) | - ]
Student Environment . et RS
""__‘ n,‘,q“m? Haw to creste new class Class ilalatala
How to adit the lessons Assignments | Teats
TS ol edit tests M
ContaCt US SR How to edit Assignients

Links to the news and help information are also included on the dashboard.
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Class Settings | Create Clagdelete Class

3. My Classes

On this page, classes can be managed, viewed and created. Access is
avail able for each c¢classdéd content: | es

‘ ENSE"LANG.OIG
A

Student | Teacher

Closscod €6t Ltvoms  Atsgramerts £l Vots  Stubarts  Seftegs  Debetn
e R e
N S D e e S

TR e e P ek

* You can have maxdmum 8 ¢

You can have up to 8 classes.
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Class Settingd Create Clasq Delete Class

3.1 Class Settings

ClicktheA Edibtud t on

Class code Edit Lessons

to access a specific cl

Your current classes

Assignments Edit Tests Students Settings

e § . f . § B N
EXCHE e e I e I s

class123
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Class Settingd Create Clasq Delete Class

3.1 Class Settings

(@ Define the classd wel coinep dnadtidemda ge an
(b) Allow test access for confirmed students only (V=enable, X=disable)

myclass -

Class welccme message: Welcome to Polo classroom @

Enable test access only for confirmed students?

Note: This feature should be activated once all your students are confirmed. Otherwise, tests and
assignments access will not be granted for secme students.

S

Click hereto see the welcome message location in the class environment.
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3.2.1 How to create a class

In order to create a class, choose a class code (class nhame) and press the
A S u b mauttori. As a result, a new class row is created in the table below.

*your class code has been created successfully®

Create a new class

Enter new class code: _ _ * _

Create your first lesson for class class123

Your current classes

E e T (e e [ e
- L I [ [ [ 1
ETN I I I e I M
EXTRE I I N e N W

class123

* Class Code must be a unique value which was never used by another teacher.
* A white confirmation message will appear after the class is created.
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3.2.2 How to delete a class

By clickingthe i De | et e buftbnaysusmil remove the specific class.

Your current classes

Class code Edit Lessons Assignments Edit Tests Students Settings

e § . F . f _§ __§
ea  § 4§ J _} __§

class123

Bare in mind!!! Class deletion operation cannot be undone.
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3.2 My Lessons

To create \ remove \ edit lessons for a specific class, press the 0 E d ibuttan.

Your current classes

Class code Edit Lessons Assignments Edit Tests Students Settings
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3.2.1 How to create a Lesson

There are few options to create a lesson:
(a) Inserttext for your students to practice.

(b) Use our default lesson.

(c) Insert letters (will be displayed randomly) for your students to practice.

Finally, press the i S a vbaitton.

@ Enter lesson's text:
Use our default lessan

e R

A

Choose letters for random text:

~

Create lesson

Toggling the radio buttons allows to choose the lesson type.
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3.2.2 How to import Lessons

In order to import all Lessons from one class to another:
(@) Choose the class to import the Lessons from.
(b) Pressi | mpor t |butens on o

A 4

| mport function applies over the entire cl as
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_ 3.2.3 How to update a Lesson
Introduction
Lesson is edited by modifying the textbox and pressing the 6 U p d alutéoni.
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The number of characters must be between 20 and 1000!
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