2020

(4 EDXF;I%SO 0KS

ered by Expres Publ shing

Manual

OOOOOOOOOOOOO



Contents

Description Of rOl€S AN USEIS.....cciiii ittt e e e e e et e e e e e e e e eensareeeeeeeeeesnnnnns 2
REGISTERING ON THE PLATFORM ...ttt ettt ettt ettt e e e e e s snee e e e e e e e s e 4
SCHOOL MANAGER ...ttt ettt e e e e e sttt e e e e e s e aabe et e e e e e e sennneeeeeeas 9
NAVIGATING THE PLATFORM ....cuttiitiiiieiieeiteete ettt ettt sttt sttt snee s s e es 10
USER ACCOUNT ...ttt ettt ettt ettt sttt ettt et e sbe e it st st e s b e e bt e b e nseesmeesmeeeneeenteen 12
MY E-BOOKS ... e 13
PROGRESS ... e 17
SCHOOL ..ttt ettt b e s bt st et e bt e s bt e s bt e sat e sab e e bt e b e e beesneeeaeeentean 19
1. SCHOOL SETTINGS ..ttt ettt ettt ettt sttt et e s be e s s sane s b e e beenes 19
2.SCHOOLS ...ttt ettt et e b e st st st e bt e bt e s b e e saeesat e et e e beenbeennee e 21
3.SCHOOL PERIODS......ceiiiiiieiieieeeeeeeeeeeee ettt ettt e e ee e eeeeeeesee e e e e eeeeeeeeeeeeaeeeeeeeeeeeeeeeeseeeeesaeseaees 22
4.SUBJECTS — 5.LEVELS — 6.CLASSES — 7.LESSONS — 8.CLASSROOMS ......ccoiiiiiiiiiiinne 23
GLUSERS. ..ttt bttt ettt e bt e s bt e sbe e st et e beebeenree s 23
Classwork — Homework — ADSENCES ........cooiiriiiiiiieeeeese e 27
CerIfICAtIONS ..eeieieeee ettt e s e e s e b e ab e s neeenee 31
ONIINE LESSONS ..cnetieiiitesiiee ettt et e st e ettt e st e e it e st esbteesabeesabeeesbeeesabeeeaateesabeesabaeesabeesaseeennee 40
GAMIFICATION L.t et et e e et et e e e e e e et e e e e et e e e e e eeeaeeeeeaeeeaeaeaeaeaeaeaeeeaes 43
CLANS ettt b et bt s a et et e bt e bt e s b e e e bt e e ae e ettt e e bt e bt e sheesheesareeareeane 45

F N = d g W 2T o =TT 48
IMIISSIONS e s s s s s s e s s s s e s s s s s s s s s s s s s s aas 49
USER RANKING ... s 51



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.

Practically, there are two groups of platform users, as shown below.

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 users who have registered on the platform 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. It could be said that Members
are 'self study' users, who use the platform to help them with their studies in the
absence of a teacher.

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 function 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. 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 our main 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.

@ ‘We will be more than hapgy to help you

Ploase enter your inguiry here and one of our support momibers will get back
Suppart Team "
Eepreus bigboaka

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 SignUp

This choice is only used by uses who wish to register as Members. The Manager
account is created by the School Master/Manager via the platform.

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.

| =
| Wl vouremail or usemame

| n Your password
1

4‘ [0 Rremember Me

Forgot Password? ‘

First Time here? Click here 10 sign up

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

button.

USERNAME/EMAIL " H Your email or username

4

PASSWORD o a

Your password

i . | [] Rremember Me

Forgot Password?

LOGIN

51GN LIP HELPER e First Time here? Click here to sign up

o



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

[] Remember Me

Forgot Password?

1

This will take you to a new page, where you will be asked to enter your email
address so that your Password can be sent to you.

Forgot your password? Hd

3

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

B 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, which will be explained later.

First Time here? Click here to sign up

A

e Create School

This is only for users who want to create a School on the platform.

e About

The About page is informational. It provides a description of what the Express
DigiBooks platform is, as well as a few words about Express Publishing.

About DigiBooks

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 school. 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 most 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
meonitor 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
meanitor 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 Download Apps

The page provides the Express Digibooks platform apps that are compatible with MS
Windows Vista+, macOS 10.11+, Android 4.4+, iOS 8.0+.

Download Express DigiBooks Applications

Download Desktop Apps

-- For MS Windows Vista (Internet Explorer 9 required):
. . . 3 DOWNLOAD
.. For MS Windows 7, 8.1, 10 (Internet Explorer 11 required):
.

Download Mobile Apps

“ Download the Android app from Google Play Store
"' (Compatible with version 4.4 and above): (5 DOWHLOAD
g
Download the i0S app from App Store
(Compatible with version 8.0 and above):



SCHOOL MANAGER

As soon as your registration as School Manager has been completed, go to the top
right-hand side of the screen and click on 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!

Cuneek
Pais

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

= Your email or username

n Your password

[] remember Me

Forgot Password? i

LOGIN

-




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

-

Naled :

- /
7
e CALENDAR

Select a Level v Select Class

®» &

WEEK MONTH

< AUg 14~ 20; 9017 I today  Select Date

Mon 8/14 Tue 8/15 Wed 8/16 Thu8/17 Frig/8 Sat 819 Sun 8/20

6:00

.00

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 follow 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->Calendar, the School calendar on which the Lessons you have created appear
9 Contact, form to contact the Express DigiBooks support team

10->Bell, notifications from the platform

10



11->Change of platform language

12->Log Out, disconnect from the programme

11



USER ACCOUNT

& USER ACCOUNT

MY PROFILE

4 MYy DEVICES

) BROWSERS

Consists of My Profile, My Devices, and Browsers.

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.

=

-

g \ .

-

My Account

L o V4

PROFILE

Update your login information

Email

express@express.co.uk

Password

Personal information

Firstname

Express

Test

Fathemame

Birthdey

Contact Details

Fhane

Mabile

Mothemame

Gender

® Male O Female

Phane2

Mobila2

12



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

i S S S
/'/i v

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 green '+'

and a window will open.

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

You will find a code on the first page of your physical book, enter it into the field
marked Redeem Code, and click on Unlock My Book.

13



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 window will open to let you know that you have successfully activated it. You now
have access to the specific book.

Congratulations you have
permanently uniocked the book.

My E-Books [+ )

ALL =

& Purchased

It's Grammar Time 1

READ MORE

14



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 and your book will open.

@ TS GRAMMAR TIME g @

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

15



When you find the activity you want,
S  ShedPd N
@ Exercize 6
Exercise 7
Speaking

Wiriting

Exercise 1
' o Exercise?2
Exercise 3
Exercise 4
Exercise 5

Exercise 6

4 The verb to be

select it and it will open. 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 see Assign Activity to Class.

You can use it to assign exercises to the classes that you have created.

L]

Assign activity to class

Ltwsl

PRE-ARIOR .

Cpaclin Duin

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.

16



PROGRESS

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

F 4 3 r 3 - B e el . S
- )y SRS e -~ e g Gl P/

Progress

Level

All v

Package Skill Type

All v All v

Attempts Start Date End Date

Latest Attempt v 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
O By package (book)
0 By skill type (grammar, listening, etc.)

The button Export as PDF allows the School Manager 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
results that have been produced including the filters if they have been used. You
must click on the Download button to download the file.

17



Select a PDF Style

Default

Express Publishing
Shawisg sceres for school MySchool
Clary: Clrind Al sty
Bt Corear Pt Sskarns Doetel st
A T

Total Soore: 55

Sntent: gery
Application: Caresr Packe. Bgsssess English
Madule Crescaan swd goatbyes
Sl Typee Raadiag

Activity, Bueecion 3

tent, gory
Appication: Cares Fad Bavises Faginh
Miodiale, Crtieriog mesbery
S Type Wrtngy

Actrity: Erercia 8

imibel: ey

Sogpeation: Carver Patbv: Bowrwna Esclnk

Express Publishing
Meonihly repord for school MySchool fer Nov 2013

Misisin: Tiems sd exprmssioers
Shall Type: Reading
Axity: Ensietue 3

Fre——
Application Carest Fulbs: Butibess Eagiuy
Wielabe Tyt st gt
Sk Typee: Ressbing

]

DOWNLOAD

18



SCHOOL

i scHooL A~

£ scHooL SETTINGS |

SCHOOLS 2

SCHOOL PERIODS 3

(v | EE

SUBJECTS 4

LEVELS >

o | @

CLASSES ©

LESSONS '

Kk

CLASSROOM &

S8 USERS 9

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

Manager can activate or deactivate these functions.

Sub School Settings

M SCHOOL MANAGEMENT B LENDING LIBRARY

Setting Name Setting Description
Search by Name Search by Description
SETTING DESCRIPTION
Create Student
Leave School Allow school members to be able to leave
their school

Showing 1-2 of 2 items.

ACTION
£¢ Edit Teachers' Permissions

Off » on

19



More specifically, you will see the following three tabs on the blue bar:

Sub School Settings

I SCHOOL MANAGEMENT & LENDING LIBRARY oo GAMIFICATION

On the first tab, you can decide what permissions you give your Teachers and
Students.

Sub School Settings

I SCHOOL MANAGEMENT & LENDING LIBRARY o8 GAMIFICATION

Setting Name Setting Description
RESET FILTERS
Search by Name Search by Description
SETTING DESCRIPTION ACTION
Create Student £¢ Edit Teachers' Permissions
Leave School Allow school members to be able to leave off » on
their school

Showing 1-2 of 2 items.

On the second tab, you can change permissions for the Lending Library

Sub School Settings

W SCHOOL MANAGEMENT & LENDING LIBRARY oo 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.

20



On the third tab, you can change the permissions regarding whether your school will
use the Gamification aspect of the platform.

| Sub School Settings

I SCHOOL MANAGEMENT & LENDING LIBRARY o GAMIFICATION

Setting Name Setting Description
RESET FILTERS
Search by Name Search by Description
SETTING DESCRIPTION ACTION
View Gamification off | W oOn
Ask for help Allow students to request help for their off | J On

exercises

Showing 1-2 of 2 items

From here, you can select On if you wish your school to use the Gamification feature.

2.SCHOOLS
Sub Schools

LIST VIEW

SCHOOL SUB SCHOOL NAME ACTIONS

Digi for Manual Digi for Manual @

Showing 1-1 of 1 item.
As School Manager, you can change the settings for your school by clicking on the

(£
Edit button

21



3.SCHOOL PERIODS

2 L A Bk, T i e el -/
e School Period
LI:-EW
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 = % @

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 qf the School Period, as you did earlier.

- ) e w— e e R—
c Create School Period
Start Date End Date
School Period Name Click to select Start Day Click to select End Day

/" Active

CREATE

To remove a School
Period, use the buttons
next to the name of each
School Period. ety ekt P

Type the schools penods name Sedect Start Date Select Start Date

School Period

SCHOOL PERIOD
NAME START DATE END DATE ACTIVE SEMESTERS ACTIONS I
Yeimerini 158ep 17 15.0un 18 Yis 1 = o
Showing 1-1 of 1 item

22



(&

You can also make changes to a school period using the (edit) button.

4.SUBJECTS — 5.LEVELS — 6.CLASSES — 7.LESSONS — 8.CLASSROOMS
These operate the same way as School Periods and have the choices Subjects —
Levels — Classes — Lessons — Classrooms.

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

(&
edit using the edit button.

9.USERS

Users

Choose Your School Period's Registers Choose Your Registers's Level Choose Your Registers's Classes

All Al Al v

Choose Your Register's Roles Search by name, email, id...

All Y Type the class name and press enter m

@ FULLNAME ROLE EMAIL STATUS ACTIONS

@ Express Master school master athabar88+2647@gmail.com Active @ [ x
@ Teacher Expr teacher athabar88+676@gmal.com Active @® [ x
@ Student Epxre student athabar88+677@gmal.com Active @ (£ x

Showing 1-3 of 3 items.

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

You can change your 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 3 buttons, Create
Teacher — Create Student — Create User. Each button creates the corresponding type
of user, either manually or by Mass Upload via CSV file.

23



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

— .

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
CHOOSE FLE - 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.

Clipboard T Fant Pt Alignment Kt Humber Irt Styles Cells Editin

Al fe || EMALL
B € D E

1 |EMAIL lFIRSTNAIVIE LASTNAME GENDER{male/female} ROLE{student/teacher/school manager}{defauls to student if not set) |1l 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 |ast3 MALE
5 |emaild@gmail.com named  lastd male teacher
6

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

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.

24



; Downloads
J’! Music

[&=] Pictures
B videos

e Win7 (C)

== Public (\moodl ¥

File name: | Bookl -
Save as type: | Excel Workbook ~
Authors: 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)

CSV (Macintosh)

DIF (Data Interchange Format)
SYLK (Symbolic 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.

25



Uploading the file and creating users

Once you have created the file, the School Manager can upload it to create users.
First, they have to select the Level of the School for which they will create users. To
upload the file, click on Choose File

Select Levels ...

Upload your CSV fil

[1¢]

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), 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.

26



Classwork — Homework — Absences
In order to have this feature in Express DigiBooks you have to enable the Lessons in the
School Settings.

Open your browser, go to www.expressdigibooks.com and log in.

In the first page you will be able to see the Calendar with the Lessons.

E -~
Gl e ikt
are 2 SR g o
- ] ~ =
Master ExpTest > 4 \
> i = ol ‘

Calendar

Select a Level v

MONTH

< Mar 9 == 1 5, 2020 > today Select Date

Mon 3/9 Tue 3/10 Wed 3/11 Thu 3/12 Fri3/13 Sat 3/14 Sun 3/15
17:00

18:00
19:00
20:00

21:00

Select a Level and a Class in order to see the Lessons.

Calendar

A Class v Al

MONTH

< Mar g - 5, 2020 > today  Select Date
Mon 3/9 Tue 3/10 Wed 3/11 Thu 3/12 Fri3na Sat 3/14 Sun 3/15

17:00

18:00 18:00-18:50

—

19:00 === -

20:00

21:00

Choose one Lesson and click over it.

27
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You will be redirected to the following page:

-

Home > Lesson: Monday A1 / Monday, 09/03/2020

—

SUBJECT: English

CLASS: A1

CLASSROOM: None
TEACHER: Teacher EXPtest
LEVEL: A Class

HOURS: 18:25:00 - 19:15:00
PACKAGE: None

Canceled Teacher Absent
No ( B Ves " B
STUDENTS
NAME SCORE PRESENT
student6 Test6 0 Na Q Yes
Maria Retz 0 Na » v

3

HOMEWORK

Lesson Comments

EXPORT ABSENCES

ABSENCE COMMENTS LATE ACTIONS
0 =
minutes
0 =
minutes

Here you can see the Lesson’s info and edit the Absences of the students or the Teacher.

At the top there are 4 tabs, General, Assignments, Classwork and Homework.

In the Assignments you can see the exercises you have assigned to this Class

Lesson: Monday A1 / Monday, 09/03/2020

0O

ASSIGNMENTS

GENERAL

ASSIGNMENTS
LESSON NAME ACTIVITY NAME PACKAGE NAME
Monday Al Exercise 1 It's Grammar Time
Monday Al Exercise 12 It's Grammar Time

VIEW ALL ASSIGNMENTS

DEADLINE LINK ACTION

1 2020-03-06 18:30:00 @ &
x

1 2020-03-02 21:45:00 @ &
X

28



At the Classwork tab you can write what you have done during the lesson

Home > Lesson: Monday A1/ Monday, 09/03/2020

R A o L o e e £ o o S e

Lesson: Monday A1 / Monday, 09/03/2020
0O 0O :

ASSIGNMENTS CLASSWORK HOMEWORK

CLASSWORK

= CREATE CLASSWORK

Add Classwork

Lesson: Monday AT / Monday, 09/03/2020

Classwork

® o @
# |/

B I U

For example, “During this Lesson we did Ex.3 page 35 of On Screen B1+ Workbook, then we
read the page 49 of On Screen B1+ Student’s Book and had a quick quiz test”

At the Homework tab you can write assighments outside the DigiBooks (books that are not

in the platform or whatever else)

29



R e e e L e e R e SRR L e i g g g

HOMEWORK

= CREATE HOMEWORK

Add Homewark

Lesson: Monday A1 / Monday, 09/03/2020

Homework
@ @ (@

— Rl 4 | BR
B I U

30



For example: “For the next Lesson bring an essay with the following issue: “Technology in
class. Do you think is good or bad?”. Also bring your last years grammar book in order to
make a revision in Past tenses”.

Certifications
Go to School=> School Settings= School Managements 3™ tab

4 4

Home > Sub School Settings

= o cciniiial i S

Sub School Settings

#l SCHOOL MANAGEMENT & LENDING LIBRARY oo GAMIFICATION & SECURITY # THEMES

Setting Name Setting Description
RESET FILTERS
Search by Name Search by Description
SETTING DESCRIPTION ACTION
Enable certifications Add certification storage for each student off . on

Showing 21-21 of 21 items.
T - B

Refresh the Express DigiBooks page and you will find the new button under the School
Section

I scHooL ~

£ SCHOOL SETTINGS
A ANNOUNCEMENTS
CALENDAR EVENTS
B scHools

[ scHooL PERIODS
2 susJecTs

@ LEvELS

& cLasses
LESSONS

[E cLassroom

& users

[3 Testoes

¥ SCORESHEETS

2 MESSAGES

B CERTIFICATIONS
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Click the Certifications button and you will be transferred to the page below:

C \
PR D i

-
-

Home > Certifications '

Certifications

ACTIVE

Filter by Subject Level

All | Select Level ~

NAME SUBJECT LEVEL DUE DATE WRITING DATE ACTIONS

No results found.

In order to get started click the “+Create” button on the top.

Complete the provided form

| SN et A . SIS | I i b
| -
Home > Certifications > Create Certification
— o e
Create Certification
Name* 1 Select Subject 2 i Select Level 3 v
Writing Date a4 Price 5 Due Date &

info ;

Name of Examination

Select Subject (it’s a drop down menu with the Subjects you already have in your
school)

Select Level (it’s a drop down menu with the Levels you already have in your school)
Writing Date (when the examination takes place)

Price (the price of the examination)

Due Date (the deadline in order to pay the Price)

o kW
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7. Info (information about the examination)
8. Create

Look below for an example:

Heome = Certifications > Create Certification

rE——
Create Certification
Mame*
Cambridge B2 May 2020 English
Wiriting Date Price
23-05-2020 180

Info

After the successful creation you will see in list the Certifications that you have created.

|
Certifications

ACTIVE INACTIVE

B2

Due Date

10-04-2020

Filter by Subject Level

All ~ Select Level

@ NAME SUBJECT LEVEL DUE DATE
Cambridge B2 English B2 10-04-2020
May 2020

WRITING DATE

Z o w ¥
[

Showing 1-1 of 1 item.

The Certifications can be Active or Inactive. Active are the Certifications that will take place

in the future and inactive the ones that took place in the past.

You have to create a separate Certification for each examination. For example if the
examination takes place twice a year you have to create Examination B2 May 2020 and

Examination B2 December 2020.
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Action Buttons

ACTIONS
1 2 3 4 5 6
2 o i & & W
= -
78 9

1. Edit

You can change the information of the Certification you have created
Update Certification

Mame*

Cambridge B2 May 2020 English + B2
Writing Date Price Due Date

23-05-2020 180.00 10-04-2020

Info

2. Deactivate

Once the examination is finished and you have inserted the grades you can
deactivate the Certification.

The Certification is not been deleted. You can find it in the Inactive area by clicking

the button at the top of the page.
Certifications

ACTIVE INACTIVE

Filter by Subject Level
All ~ Select Level w
N
@ NAME SUBJECT LEVEL DUE DATE WRITING DATE ACTIONS
Cambridge B2 English B2 10-04-2020 23-05-2020 Z @ mw % & K
May 2020 =1 "I
3. Delete

You can delete a Certification that you do not need any more.
4. Candidates

Here you will see a list of the Candidates that will attend the examination.



5. Add Candidate

You can add a candidate one by one choosing this option.

Add Candidate

Select Candidate v O Payoft
Writing Venue Writing Date Writing Time
Oral Venue Oral Date Oral Time

The candidates that belong to the Level of your Certification will appear in the drop
down menu “Select Candidate”. Here you will find only the students with the correct
Level. If you are not able to find a student you should go to School-> Users and edit
their Class or their Level.

Complete the form:

Add Candidate

Select Candidate v [} Payoff 3
Writing Venue 1 Writing Date 2 Writing Time 4
Oral Venue 5 Oral Date 6 Oral Time 7

]

i) Writing Venue (where the writing examination will take place)

ii) Writing Date

iii) Payoff (if the Candidate has already paid for the examination, you can edit it also
later)

iv) Writing Time

v) Oral Venue (where the oral examination will take place)

vi) Oral Date

vii)Oral Time
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Add Candidate

Demao Student v [ Payoff
Writing Venue Writing Date Writing Time
Grand Hotel, Main Street 18A 22-05-2020 10:00

Oral Venue Oral Date Oral Tirme

Small Hotel, Secondary Street 9B 30-05-2020 16:00

After the successful addition of the Candidate you will be transferred to the Candidates page
(where you can find the list of candidates)

Candidates

Cambridge B2 May 2020 : Active

@ WRITING
NAME DATE WRITING TIME ORAL DATE ORAL TIME PAYOFF ACTIONS
Demo Student 22-05-2020 10:00 30-05-2020 16:00 x |_T¢,‘
® o)

Showing 1-1 of 1 item.

Here you can Edit your Candidate and change the Payoff section or Delete a Candidate from
the list.

6. Import Candidates from CSV

Add New Candidates from CSV

Upload your CSV file

UPLOAD

Choose your file from your PC and click the Upload button.
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Your CSV file should be like this

E12 M fe
A | B ‘ c D E F 6 H

1D Fullname Writing Venue Writing Date Writing Time Oral Venue Oral Date Oral Time Payoff
2 | 8836 studentexp EXPtest Grand Hotel, Main Street 184 22/5/2020 10:00 Small Hotel, Secondary Street 98 30/5/2020 16:00 0
3 | 8873 StudentEXPtest2  Grand Hotel, Main Street 18A 22/5/2020 10:00 Small Hotel, Secondary Street 98 | 30/5/2020 16:00 1
4 | 11311 test MEBEr Barou {Grand Hotel, Main Street 18A : 22{5/2020 10:00 Small Hotel, Secondary Street 98 30/5/2020 16:00 1
5 | 13584 Student Test3 Small Hotel, Secondary Street’  22/5/2020 10:00 Small Hotel, Secondary Street 98 30/5/2020 16:00 1
6 | 13595 students Tests Small Hotel, Secondary Street'  22/5/2020 14:00 Grand Hotel, Main Street 184 29/5/2020 13:00 0
7 | 13536 student6 Testf Small Hotel, Secondary Street’  22/5/2020 14:00 Grand Hotel, Main Street 18A 29/5/2020 13:00 0
8 Bctl

9 -

10

Mind that the format of the cells should be like:
Date: dd/mm/yyyy (day/month/year)
Time: mm:hh (minutes:hour)
Payoff: 0 for No,
1 for YES

You can find the file of your students at the first page of Candidates section by clicking the
button “Export Students”

o I -

Certifications
e

ACTIVE IMACTIVE

Filter by Subject Level
All ~ Select Level v
@ NAME SUBJECT LEVEL DUE DATE WRITING DATE ACTIONS
Cambridge B2 English B2 10-04-2020 23-05-2020 Z o mw % & K
May 2020 = kK

Showing 1-1 of 1 item.

37



7. Results

You can enter one by one the results of your Candidates by clicking the Edit button.
Results

LIST VIEW

Cambridge B2 May 2020 : Active

MNAME RESULT SCORE ACTIONS

Demo Student . E’: [ﬁl’

Showing 1-1 of 1 item.

Update Result
Candidate : Demo Student

Certification : Cambridge B2 May 2020

‘Select Result 4 Score

Select Result

Pass

Pending

Update Result
Candidate : Demo Student

Certification : Cambridge B2 May 2020

Score
Pass v 85|
Cambridge B2 May 2020 : Active
NAME RESULT SCORE ACTIONS
Demo Student Pass 85 E’f 'IE’

Showing 1-1 of 1 item.
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8.

Import Results from CSV

You can add the results of your Candidates massively by using a CSV file
Your file should be like this:

id lStudent Result Score

11 Demo Student 1 85

You can download the file in order to fill it from the Download Results button.

Mind that the format of the cells should be like this:

0 FAIL Result:
1 PASS
2 PENDING

default=2 - Pending

Score: No restriction, you can enter numbers or letters.

Download Results

You can download the results of this Certification for all your students.
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Online Lessons

In order to open the feature “Online Lessons” you have to go to School-> School

Settings. At the last page you will see the option “Online Lessons”. Click the button in

order to enable it.

e e e e - -
Manager to add comments for students.

Enable online lessons Allow usage of online lessons, by providing a off . on
link from a third party service

Showing 21-29 of 29 items.
« 1 2 n »

Step 1
Click on the Online Lessons button below.

”

- ” ,/ ‘ \
s \ / A

Calendar

Select a Level

Master ExpTest

MONTH

<] Sep7—13, 2020 |2

Mon 9/7 Tue 9/8 Wed 9/9
9:00
10:00
11:00
Step 2
Click on the Create Online Lessons button below.
AL
I -; 7 B e
V4
P 4 Home > Online lessons

- o ..

Online lessons

CREATE DNLINE LESSONS ef——

LESSON DESCRIPTION

Thu 9/1C
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Step 3
Complete the form provided

Create an online lesson

Select class 1

Online Lesson Name 2

@ [ @

Stream Video Link &

|:| Releaze 5

BACK

1. Select the class for which you are creating the .

2. Type the name of the (a characteristic name which helps you
identify the specific ).

3. Inthe text editor, you can type in the details/description the teleconference
platform, you use, provides you with.

4. Insert the link the teleconference platform of your choice provides you with.

5. Click on the Release box, if you want to let your teachers and /or students see
the .

Finally click on the button to be able to see the in your list of

created
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Step 4
Once you have saved your Online Lesson, the platform will re-direct you to the list of
created Online Lessons. When the time comes for the lesson, click on the Start
button below to start the online lesson created.

e TN - | BREREREE | i b

-

-\

Home > Online lessons

l\(r
I
/
x
|

Online lessons

CREATE ONLINE LESSONS

LESSON DESCRIPTION LINK ACTION

AS1 Monday with Mrs Mrs X. is inviting you to a scheduled Zoom meeting. ® & x

X
Topic: AS1, Monday, Mrs X.

Time: Aug 24, 2020 04:00 PM Athens

Join Zoom Meeting
https://zoom.us
/1/12345678910?pwd=WIBVaXIMUE4zYVk00GJzZkhsSFIrUT09

Meeting ID: 123 4567 8910
Passcode: g76g32
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GAMIFICATION

If you wish your school to use Gamification, the following steps must be taken:

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

NneE h Bt S =T b L4

e Sub School Settings

MW SCHOOL MANAGEMENT & LENDING LIBRARY o GAMIFICATION

Setting Name Setting Description
RESET FILTERS
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 B» o
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:

Manager Exp

T8@gmal.com
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Now you can click on Gamification and open the following menu:

&5 GAMIFICATION s

i clans 1

K22 ASSIGN BADGES 2

4 USER RANKING 3

1->Clan management

2->Badge management

3->How students are progressing in the Gamification process
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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
% : 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
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Enter the name of the Clan you are creating and then select the Logo for the specific

Clan and click on the Create button at the bottom.

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

Clanname

Search by Clan Name

# CLAN NAME LOGO MEMBERS

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.

(& & X
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The next job is to assign Students to Clans.

Click on the 2nd 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

# USERNAME STARS ELECS

No results found.

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

Clan Members

# 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.

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 A Select Students v
SHOW/HIDE SUBBADGES NAME DESCRIPTION IMAGE

Finally, click on Assign.
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MISSIONS

As School Manager, 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 ID:1009)

Update Class

Englizh ¥ SEMIOR B A Xeimerini A

Class Name *

2nd Class Class Description

# Active *

Pick the students that belong 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 specfic class is doing.
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Click on the box,

Pick the missions that are available to this class

Select missions ...

and then select the appropiate 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

Then 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.

Firstname Lastname Username
Search by Firstname Search by Lastname Search by Username
RESET FILTERS
Filter by Subject v Filter by Level v
FIRSTNAME LASTNAME USERNAME STARS ~
Student Epxre studentexp 0 2
Student Epxre studentexp 0

“Showing 1-2 of 2 items.

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

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