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Thank you for your purchase of Learning Upgrade. This
user guide is designed to help administrators effectively navigate
and utilize the tools and features available with the platform.
Whether you are new to the platform or looking to deepen
your understanding of its capabilities, this guide will provide the

information needed to support your classroom goals.

Throughout this guide, you will learn how to access key features,
manage classes and students, monitor progress, and review
performance data. Step-by-step directions and screenshots are
included to help you quickly locate and use the tools most relevant

to your needs.

We encourage you to use this guide as a reference as you become

familiar with the platform.
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Getting Started

Please go to the Teacher Login page at https://Ims.learningupgrade.com/Account/login.

" HINT: You may want to bookmark this login page for the future.

Any new Teacher/Admin will receive 2 automatic emails directly from Learning Upgrade (info@learningupgrade.com).

1. The first email subject line is “Your Learning Upgrade Teacher Account is Ready!” This email provides your
username to login.

2. Thesecond is a “Reset Password” email allowing each of you to immediately set your password.

If you did not receive these emails or need help with logging in, please email support@proliteracy.org.

At launch you will have two roles, Teacher and Admin. Admins can use the drop-down to the left of their name to
navigate between the Teacher and Admin roles.

. Welcome back,
fii ProLiteracy New Readers Press ) ROLE: Admin A l Sample Teacher 3
£ Admin [Current) _
& Teacher
> Near the top left, you will find the sidebar with tabs to navigate through the platform. If you do
not see the tab names in the sidebar, you click on the arrow to expand the menu.
[a
&
iz
8
hY%
e



https://lms.learningupgrade.com/Account/login
mailto:info@learningupgrade.com
mailto:support@proliteracy.org

Quick Onboard Steps

Add Add Add

Students
(pg- 14)

Classes
(pg. 11)

Teachers
(pg- 5)

= Dashboard

When you first log in to your Admin role, you’ll land on the dashboard tab. You will see some schoolwide student
statistics, student progress, teacher performance, class performance, and total hours played. All of these are
defaulted to three months, but you can use the filters to change the data displayed on the charts. There are also
links to our most popular reports for your school toward the bottom of this page.

Schools

To access the Schools tab, click on Schools in the left-hand sidebar or click on Academic>Schools on the top menu.
The Schools tab allows admins to view basic school information that includes name, address, active students, and
license status. If your account is a hierarchy account, you can view the hierarchy here and add a teacher in a specific
school (if this applies to your account).

If you click on the address box, it will generate the teachers, classes, and licenses for the school.

Add a Teacher

Find the school where you want to add a teacher, and go to the Action column
on the right. Click on the +. On the screen that pops up, enter the required
information for the teacher being added:

B First name

Last name

Email

Username (This can’t be changed once it is assigned.)
Phone, address, and image (OPTIONAL)

Notifications: leave this checked

Permissions: If this is checked, it will hide personal student information from that teacher.

Click on Add Teacher.
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Additional Tasks

Click on the three-dot menu in the Action column to perform the following tasks:

B View hierarchical graph

B Configure Power Bl Report(s)

B Generate Shareable Google SSO Link
B Generate Auto Populate School URL
B Generate Public Portfolio URL

8 Teachers

To access the Teachers tab, click on Teachers in the left-hand side menu or click on Academic>Teachers on the top
menu. In the Teachers tab, you’ll find a list of all teachers registered in your organization. Here are the tasks you can
perform for teachers:

Add a Teacher

You can add a single teacher, or you can upload several teachers at once.
Click on Add Teacher to get started. & Adiinaches

From the drop-down menu, click on Add Teacher. On the pop-up screen, enter the required information for the
teacher being added:
B First name
B Last name
Email
Username (This can’t be changed once it is assigned.)
Phone, address, and image (OPTIONAL)

Notifications: leave this checked

Permissions: checking this will hide personal student information for that teacher
Click on Add Teacher.

Add Multiple Teachers

From the drop-down menu, click on Upload Teachers. Download the template and fill it out.

B First name, last name and email are required.

Once a username is assigned, it can’t be changed.

|

B Password and phone number are optional.

B Notifications are a drop-down; select yes for all teachers.
|

Permissions are a drop-down; if yes is selected, it will hide personal student information from that teacher.
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Once it is filled out, save it and come back to this screen.

Upload Teacher(a)

| & pownload Template

Sohoot® Upload Tamplate™

Probiteracy New Readers Fross x w & Choon File Drowse

Select the school where the teachers will be uploaded to and upload the file you just saved. Once you have
uploaded the file, you will get a confirmation screen.

& Teacher(s) information Preview X

Username™ Fhona Mumber

®

In this screen, you can edit any information or accept it as is. Once you are done, click Submit and your teachers
will be added.

Deactivate a Teacher

From the list of teachers, simply toggle the Active button under the Status column. This will deactivate the teacher.

o{,‘,_"_,":_ i3 Dashooard  [B] Academic « % Liconses (W Roports - Mens I Frolteacy New Resders Fress O rowamn 4 @l SeTRoc 2]
k= Dashboard
B schoos
F e L L
O, Teschars EEEEXD | soenaitain Teashes OrgAdmin ;JM\SIEMEW;M}M A Q=® 1|
IElmm—c'.m:-e- Io Iulu::xlmr Ihn\.inrncyﬂwknuunmhm Imlmmmu.rm Teather [Ju\limBOS:ZZPM Jud 17 2026 08:47 PM | Q= :

You will be asked to confirm with a pop-up message.




Deactivate Multiple Teachers

Select the teachers by clicking the box in front of their name. Once you have the teachers selected, click on the
Perform Action button at the top of the screen. From the menu, select Deactivate Teacher.

ﬂg;;;_-g_ ka Dastbosd ] Acadesmic D tcenses (9 Reports AT I Protiaeacy New Readers Prass £ ROLE: Agmin a Q; iprolee o
Erev—

£ Dachioard

[l schosis

=T LastLegin

B | Practica Teachar |0 prisacner ProLtsracy Naw Reacters Press | (DRI | pteacrargamad take | Tenchar JULT F06 03:22 PM | Jul TT 2026 DA:AT PRI o

XD | 5o fone

ProLiracy New Readers Press

dJul 312026 1010 AM | NA

£, Teachers | Teacher, GroAdmin

You will be asked to confirm with a pop-up message.

Activate a Deactivated Teacher

Go to the drop-down menu below the blue +Add Teacher button near the top right and select Inactive.

““““ 2 o ] T B Bepons or Prolneracy Hew Reaters Press L s p i v [C
0»‘..* ks Dusheoand [ Acacemic S B Popor My m Linerwcy Mev Reaters P £ ROLE Aa [ s Selon Toachor g
-—

k2 Dashboard n

[ senoets

£ Teachers

[

You will then see a list of all the teachers in your license who are inactive. Toggle the Inactive button under the
Status column to activate a teacher. You will be asked to confirm with a pop-up message.

NOTE: Go back to the drop-down menu and change the view back to Active to see your active teachers.

Impersonate a Teacher

You can impersonate, or act as, a teacher by clicking on the first icon under the

Email Teacher

You can send pre-made templates on the platform to a teacher (make sure they have
a valid email). Click on the yellow envelope and another screen will show up with the -

pre-made templates. o - -ff;f;‘u :
AN

I~
| |
>

Be careful not to make any changes when impersonating. Once you are done
impersonating the teacher, log out as that teacher and sign back in to your account.
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& Email Management

Cchocse Templats Typa *

Wew Pilai Teachar LIRS

[+]

Miwi Liceds Teached

License Expiration Teacher
Liconse ATty Arpor Teacher
License Activity Report Admin
Reseler Rop License Report

SR

Select the template of your choice. You will see the Prepare Email(s) button show up. You can preview what the
email looks like and who it is being sent to. Once you have confirmed the details, you can click Send and view the
delivery status.

B Emad Management 3

LEARNING
UpGRaDE®

Cangratuiations! W have approved your Learning Upgrade pilor for Proditeracy New Readers Press. You shoukd have
Tecefved an emadl 1o $61UR YOUr ACCOUNT DRSEWOrd. =11 you do mot see it check your spam folder =

Hello Tester,

Your LMS Username: [l

once you have your password 261 U, you can fagin o ger started. Our Getling Started Guide will prompt you 10 cresle
your first class and add students You can e the Help Guide' 1ab for addiional suppont

Start Date Expiry Dale

o L suiiing| January 01, 2025 | December 31, 2025 | 1000 December 03, 2024
3037 e Fiotis Reach] Start ——— [ T | I
Ennoling Your Studenest January 01, 2026 Decembar 31, 20268 1000 Nowember 03, 2025

[
oy

Schedule A Training Session

Ta maximize the benefits of your Laaming Upgrade pilon. we encourage o 10 schedule o raning session with one of
our experts, During this we will guide sludens, ging i CORIrES,

Email Multiple Teachers

Select the teachers by clicking on the box in front of their name. Once you have the teachers selected, click on the
Perform Action button at the top of the screen. From the menu, select Send Email(s). You can email some pre-
made templates on the platform to a teacher (make sure they have a valid email).

Teachers

Desctive Teacher
Active v Seultn Send Emails)

Expori Teacheris)

e 27 Eretim =
ProLiteracy New Resders Press |m

lhol.l{urw.-; Hew Rewdurs Press | [ oo @ ] J pleacherBemailfake JTludm- [Jul 720280322 PM | Jul 17 2028 02:47 PM I Q&

E Sample Teachar

B | { ractice Teacher ‘u

l prizacher

Select the template of your choice. You will see the Prepare Email (s) button.




= Emall Management

EChoose Template Type *

[ Hew License Teacher L3 v]

B Emai Management
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Congransations) We have apnicved your Learning Upgrade plot for ProLiteracy Mew Readers Press. You should have
recerved an emadl 30 $61UR YOUF ACCOUNS PassWard. 11 you do not see i, check your spam folder ++

Your LMS Username: [l

Hello Tester,

e yoi have youf password 61 U, poi <an Iagin 16 gt started, OUF Gelling Started Guide will prompt you 16 oreate
your first class and add students You can ui the Help Guide' 1ab for additional suppon

Start Dale Expury Dale

Yeu Loaiming a January 01, 2025 December 31, 2025 1000 December 03, 2024
e e Pt Ruacy| St — | ‘ | | e :
Enaling Your Studentst January 01, 2026 Decembar 31, 2028 1000 November 03, 2025 T
| | |

Schedule A Training Session

To maximize e benefiis of pour Leaming Upgrade pilon, we eNCOURage #ou 10 SChedule 0 Traaning sesskon with one of
aur experts, During this session, we will quide students, m e our,

You can preview what the email looks like and who it is being sent to. Once you have confirmed the details, you can
click Send and see the delivery status.

Edit Teacher Information

You can edit a teacher’s information by clicking on the pencil in the Action column.
You will be able to edit any of the information on the screen with exception of the
username. Once you are done, click Edit Teacher.

Assign Admin Role to a Teacher

If you would like to assign the Admin role to a teacher, you can . T )
click on the three-dot menu in the Action column. In the drop- eI
down menu, click on Assign Roles, click on the Admin box, then

click on Save Changes. Assign Roles

( ResetPassword

Send Reset Password Email

Fl

B




Reset Teacher Password

m You can reset a teacher’s password, or you can have an email be sent to

the teacher. Click on the three-dot icon under the Action column and

Assign Roles select either choice.

Reset Password i .
I To reset the password, you will enter the new password and save the

Send Reset Password Email =~ changes.
- o o i
I - N To send a reset email password, just select it in the drop-down menu.
p J p

Export Teacher Information

Select the teachers by clicking on box in front of their name. Once you have the teachers selected, click on the
Perform Action button at the top of the screen. From the menu, select Export Teacher(s). Check your downloads
for a spreadsheet with all the information.

Taachare » + Add Teacher

* Class#°" Username *° School “"  Swtus *"  Emaill “" Role *"  Enroll Dete *7  Lest Login bl -

Jul 31 2028 90:10 AM | N/A

Tesches Jul 17 2028 03:22 PM | Jul 17 2026 04:47 PM ° SR

1z Classes

To access the Classes tab, click on Classes in the left-hand sidebar menu or click on Academic>Class Management
on the top menu. In the Classes tab, you can add or clone a class, upload classes, share classes and delete classes.

Add Class

Click on Add/Clone Class. A pop-up box will appear.

If you have multiple schools, select the organization to which you will be adding the class. If not, your organization
will automatically populate.

Select the teacher from the drop-down menu. *Tip: Make sure your teacher has already been added and is active.
Name the class. (We suggest including the teacher’s last name in the class name for easier identification.)
You can upload an image, or one will automatically be uploaded.

Click Add/Clone Class.

Clone Class

Cloning a class will duplicate a class that already exists.

LEARNING

UPGRADE® User Guide for the Admin Role 11




Click on Add/Clone Class. A pop-up box will appear.

Toggle the red”’No” to ”Yes” when you are asked, “Do you want to clone an existing class?”

Add/Clone Class

Do You Want To Clone An Existing Class? cn

Select the organization where the class will be added to.
In the Clone From box, select the teacher and the class you want to clone.
Next, select the teacher you want to assign the cloned class to.

Lastly, name the new class. (We suggest including the teacher’s last name in the class name for easier
identification.)

You can upload an image, or one will automatically be uploaded.

Click Add/Clone Class.

Upload Classes

If you would like to add multiple classes for one teacher, use this option.

Click on Upload Classes.

Download the template by clicking the Download Template button.

Enter the names of the classes on the template. Save the file.

Go back to the LMS and select the school where the new classes will be added.
Select the teacher who will be assigned to these classes.

Upload the file. You will see a confirmation screen of classes being added. You can edit or delete from this screen.
Once finished, click Submit. You will be asked if you want to add these classes; select Yes or No.

Share Class

Select a school and a teacher, then click Apply Filter to see classes assigned to that teacher.

LEARNING . .
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Classos Manageman

Search Classes

Wiriler AN Mareada | Woten Teacher
ACE Marcads a0 Taachar

Muse Creath

@ & Welness Balen Tead ot

Sereanshat Balen Teacher

From this screen you can do three things: share, clone, and delete classes.

Share: Click the Share button in the Action menu to share an active class with another teacher. Select the associate
teacher from the drop-down menu and click Assign.

e == e

Sharo Class with Associate Teacher
Search Classes

Sehool * Frahat* Socth.viiner GED

Prolfleracy Wi Resdies Prass o Delen Tawchar

dct v Saaech -
‘Wmh Winter GED .Erhrwdmv T | 1 | “ (D@ @
‘uwu-nu,mm«m |n>-|mn-m|»« ‘ 1 | | oo (BN

) . . .
Clone: Click {-)) button in the Action menu to clone an active class. Enter a class name for the new class and select
the teacher who will be assigned to the class. Click Clone.

Delete Class

Delete: Click the red trash can in the Action menu to delete an active class. Confirm you want to delete the class by
typing the word “delete.” Once you type it, click Delete.

Reverting a deleted class: If you ever need to undo the deletion of a class, change the Action drop-down menu
to show the deleted classes.

LEARNING
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Search Classes

Schoal * Tomcher *

Proiitesncy New Rusdurs Press o Reien Tuachs

Glass Mame ** Teacher **  Associsle Teachers * stadets =+ action i
Marcadu, Winler AN Balin Teacher 1 - @ ® =
Winte &M_Mercada Daten Tascher 1 u © @ @

Find the class you want to restore and click Revert Class.

2 Students

To access the Students tab, click on Students in the left-hand sidebar menu or click on Academic>Students on
the top menu. The Students tab allows Admins to see student information, add or update students, activate or
deactivate students, and search for students using filters. You can do additional tasks individually or for multiple
students at once.

Add a New Student

Click on the blue +Add/Update Student(s) button.

waOmn CaE,

| o et &2 Onsmbonrd | [l ‘Mcademic 3 Ucenses (B Roparts .- Mnnu [ ProLserscy New Resders Press O mwane 4 @ T 73

Stugent(s) Managemant

k5 Dashboard
B e ProLiteracy New Readers 1000 @ 704 e
neste Press @ Lisense Limit Available Seatis) 4

B Tictm Selected School

fig classes

2 sudesss Search Studem(s)

T Lesdernoans Schoals Teachars Clags Stalis

2 ProLitsracy Hew Resdacs Press PR Search Teacher . - Aclive -
Licenses

- EZI3 e

@ v = <]

In Step 1, click on Add a New Student. In Step 2, click on Create a New Student Account. On the following screen,
you will enter student information.

*Fields are required, but if you have additional information, we suggest entering it.




Basic Information

First Name * Last Name * Email

Username Password Assign Grade *
K -

Assign Course * Total License Seats Total Available Seats

Search Course - 1000 669
Country Profile Image Lessons Unlocked

Select Country A Choose File Browse Lessons Locked o
Phone Number WhatsApp Number Same as Phone? [ Student 1D

= +1 ~ 201-555-0123 BE= +1 ~ 201-555-0123

Language

‘Search Languages v

Notifications

© © © ©
E @ =@ Platform

Fields:

B Assign Grade: This will not assign them to a course; it is just recorded on a student’s profile.
B Assign Course: You can assign multiple courses at once.

B Lessons Unlocked: If lessons are unlocked, students do not have to earn a score of 75% to move on to the
next lesson.

B Language: Selecting a language here will give the student’s intro video in that language. If students take the
placement test and score in the Beginner English course, the first 10 lessons will be in this language as well.
If Closed Captioning is available, it will also be in the language selected here.

B Notifications: The Platform box must be checked. All others (Text, WhatsApp, Email) are optional.

Once all the information is entered, click Add Student. It will ask you if you would like to add more; select yes or no.

It will provide you with a PDF that you can download and give to the learner. You can change the language as well on
this document. Then you can export or print.

Add an Existing Student to Class

Click the blue Add/Update Student button. For Step 1, select the first choice, which is “Add an existing student to
class.” Search for the existing student using the filters. Once you apply the filter and find the student, select the
student by checking the box next to their name. At the bottom of the screen, you can select the class you want to
add student to. Click Add Student and the student will be added to the class.




[ —

Add From Existing Student(s) x

Filter Studeni{s) Studentis)

Stucer Nams

‘Sparch Studentin

Sewch Schoa|

Grade | all -

Add Multiple Students at Once

Click on the blue Add/Update Student button. For Step 1, click on Add a New Student. On Step 2, click Upload
Student Information. Download our template at the top of the screen for Step 3, fill it out, save it and then come
back to this screen.

Add Student(s)

Step 3

£ Download Template

Behools * Teachers

Saarch School

Gourse
class®
Soarch Gourse

Username Farmat

First Initial Lasiname -
Update Criteria Pazawoed Criteria

Kt - Eagy (8g: 1sdo ) b
Upload Template®

L Choose e Hrowss

The following fields are required to do the upload of students:

W School
B Teacher
B Class




The following fields help with the setup of a student and are optional:

B Course

B Username format

B Update criteria (leave this as is)
B Password criteria

Once this is all filled out, upload the template. You will get a confirmation screen where you can leave as is, or you
can make changes to the upload. Once confirmed, click Add Students.

Create Anonymous Students

Creating anonymous students allows you to create student accounts in which none of students’ personal
information will be visible to teachers.

Click on the blue Add/Update Student button. For Step 1, click on Add a New Student. For Step 2, click on Create
Anonymous Students. On Step 3, add the following information to generate anonymous students.

Schools * Teachers *
ProLiteracy New Readers Press x v Belen Teacher x v
Class * Course

Password Criteria
Name Generation Criteria *
Easy (eg: 'tsdo') v
Class Name + Numbers A

Number of Students *

=
5
&

s Generate Students

Required fields: School, Teacher, Class, Name Generation Criteria, and Number of Students

Once the information is entered, click on Generate Students. You will then see a confirmation screen where you can
leave it as is or make changes. Once you are done, click Add Students.




Deactivate/Activate Students

You can deactivate a student. Deactivating a student will free up their seat and you can reuse the seat.

Deactivate a Single Student

SY—— e T
O F—. -
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0 Mhree Retee EB,ALCOFL [+ ] Mia Mo 19 2004 B30 AN [ s ] @ Q:)@ i

From the list view, you will see a table with the students in your organization. To deactivate one student, toggle the
Active button.

Deactivate Multiple Students
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To deactivate more than one student at a time, select the students you wish to deactivate. Then go to the top and
click on the gray Perform Action button. Select Deactivate Student/s. Then you will confirm this action.

Activate a Single Student

If you are looking to activate someone who has previously been deactivated, make sure to change the drop-down to
Inactive so that it will show the inactive students. Then toggle the red Inactive button to Active.
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Activate Multiple Students

Make sure you have changed the status to show Inactive students. Then follow the same steps as you did to
deactivate multiple students. This time you will select Activate Student/s.

View Student Report Card

In the Action column, you can click the first icon to view a student’s report card. The report card will give you data
on students from the time they began using Learning Upgrade to the current date. You can export or print the
report card.

Print a Student Password

Click the second icon in the Action column to print the student’s login credentials. Once you click on it, another
screen will appear and you can change the language at the top to translate the instructions in the language selected.
You can print or export the document.

i Individual Tasks for Students
Click on the 3-dot icon in the Action column to do the following:

View Activity Log Report
View Student Monitor Report
Completed Lessons Report
Assign/Remove Courses

Edit Student information
Manage Tag(s)

Manage Note(s)

Generate Auto Populate School URL




Activity Log Report
The Activity Log Report is going to display every session for a student. A student must complete a lesson in order
for the session to be recorded on this report. The report will show the course, lessons, start and end dates/times,

score, minutes spent in lesson, and what type of device they used. This is a good report to view repeated lessons by
students to make sure they are making progress.

Student Monitor Report

The Student Monitor Report will display a table with all the courses the student is enrolled in. It will show what
lessons have been completed and the score the student earned. If you hover over the score, you can see the lesson
name. The report also displays the last time a student played, their total hours played, average on lessons, number
of certificates earned, and number of lessons completed.

Completed Lessons Report

This report is similar to the Activity Log Report. You can see all the completed lessons on this report. You will see
the course name, initials used for the course, lesson number, lesson name, score, minutes spent on lesson, last date
and time lesson was played, and the medal earned on lesson.

Assign a Course to Single Student

From the 3-dot menu, click on “Assign Course.” A box will pop up and you can click - ) (e ;
on the drop-down menu to select the course you would like to assign. You can select ey
{Engash Ungrase &

more than one course at a time. Once all the courses have been selected, click on ||
Assign Course. ==

Remove a Course From a Student
: :
From the 3-dot menu, click on Remove Course. You will see a box e — —
populate with all the courses that are active and inactive. Toggle an
Active button to Inactive to remove a course from the student. =3
[ o]
[ o]

Edit Student Information

From the 3-dot menu, click on Edit Student and you can change any of the information that populates in the box.
When you are done editing, click on the blue Edit Student button at the bottom of the box.

Manage Tags

From the 3-dot menu, click on Manage Tags to assign tags to student.
If you are assigning tags, the tags have to be created before you can

| Tags

assign them. (See the “Tags” section in this guide to create tags.) To b '
assign, click on the drop-down arrow to find your tags. Select the tag | | .
you want to give student. You can select multiple. j
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Manage Notes

From the 3-dot menu, click on Manage Notes and another screen will appear. You can click on the blue +Add Note
button on the right top side of the screen. A box will pop up where you can add your note on the student. Once you
have added the note, you will be able to see the note on the screen and you can later edit or delete the note. Any
Teacher or Administrator who has access to student can view and edit the notes on student.

MNote(s) Managemant

Student Name: [T Search iy Rake ¥ Semch “

' Date Update ik ** Updater Rote

Student wil be out far 2
Aug 1) 2028 Besen Teacher | Armin Wk Bue 19 8 persanal A A A
matler

Generate Auto Populate School URL

This will generate a link that will direct student directly to the website they use to login. From the 3-dot menu, click
on Generate Auto Populate School URL and the link will be copied to your clipboard. You can then paste the URL
where needed.

Tasks for Multiple Students

If you are needing to perform a task for several students at once, you can perform those tasks by using the
Perform Action button. The button will activate once you have selected at least one student from the list.

0 iz Dashioard  [H] Acadeenic A Gearsas (B Reporis T L Proliteracy Hew Readers Press ) ROLE: Agmin 4 uﬂ" it amanias ]

+ AddlUipdan Studwntis)

Srudent{s) Managemen

ProLiteracy New Readers Press 1000
ﬁ] Selected School Ligense Limit

e
B

Search Student(s)

Schook Teachers Clags

facy Niew Readers Presl ®v Search Teaches v - Acthe -
= [ 5 s |
“t Teschers =" Enrol Date ©T LastPlayed Deta e

E

B | eucoa Gump DUt ProLiteracy Mew Readers Press | Boien Teacner Jud 29 2026 1051 AM | NS

& 8| Dee Aoo daams Proliteracy New Readers Prats | Duaen Rubin Jul 24 7026 3T AM [N

From this menu, you can perform the same action for multiple students simultaneously.

B Print passwords

Deactivate/activate students
Print report cards
Assign/fremove courses
Export student information

Update grade level
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B Lock/unlock lessons
B Manage tags

B Assign languages (This will translate the intro video.)

Show/Print Class Password for Multiple Students

From the gray Perform Action button, click on Show/Print Class Password. You will have the option to print the
password list. This is very useful for teachers who are wanting to keep usernames and passwords together. It will list
all the students with their first and last name, email, username and password, and their school ID. It can be printed
and/or exported to a spreadsheet. Or you can choose to print one student per page. This way, you can change the
language on the instructions for the students. When you export or print the PDF, every student’s information will
be on their own page.

Deactivate Multiple Students

From the gray Perform Action button, click on Deactivate Student(s) and then confirm your deactivation by
answering the question on the pop-up box.

Activate Multiple Students

In the Search box for students, make sure you change the Active status to Inactive. This will give you a list of all your
inactive students. Select the inactive students you want to activate. From the gray Perform Action button, click on
Activate Students and confirm your action.

Print Report Card for Multiple Students

From the gray Perform Action button, click on Print Report Card to get one report card per page. You can also
export or print this document.

Assign a Course for Multiple Students

From the gray Perform Action button, click on Assign Course. A box will pop up and you can click on the drop-down
menu to select the course you would like to assign for the students. You can select more than one course at a time.
Once all the courses have been selected, click on Assign Course.

Remove a Course for Multiple Students [ ]

From the gray Perform Action button, click on Remove Course and a box will show all the
courses students are enrolled in. You select the course you want to remove. You can only
select one course at a time. Then click on the red Remove Course button.

Export Selected Student

From the gray Perform Action button, click on Export Select Students and this will automatically export all the
information into a spreadsheet.

Export Anonymous Selected Student

From the gray Perform Action button, click on Export Anonymous Selected Student and it will automatically export
information into a spreadsheet. On the spreadsheet, you will have different tabs with instructions on the last tab.
Follow instructions there.
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Update Grade Level for Multiple Students

From the gray Perform Action button, click on Update Student(s) Grade Level and select the new grade level. Click
on the blue Update button.

Update Lock/Unlock Lessons for Multiple Students

From the gray Perform Action button, click on Update Student(s) Lesson Lock and select which option you would
like.

When a lesson is locked, students have to earn at least a 75% to move to the next lesson. Students can’t skip
lessons and they have to follow the pathway set by Learning Upgrade.

When a lesson is unlocked, students can earn any score and move on to other lessons. They can access any lessons
they want to work on and not follow a pathway.

Manage Tags for Multiple Students

From the gray Perform Action button, click on Manage Tags to assign tags to students. If you are assigning tags, the
tags have to be created before you can assign them. (Visit the “Tags” section in this guide to create tags.) If your
tags are created, click on the drop-down arrow to find your tags. Select the tag you want to give students. You can
select multiple.

Assign Language for Multiple Students

From the gray Perform Action button, click on Assign Language. Selecting a language here will put the student’s
intro video in that language. If students take the placement test and score in the Beginner English course, the first 10
lessons will be in this language as well. If Closed Captioning is available, it will also be in the language selected here.

2 Leaderboard

To access the Leaderboard, click on Leaderboard in the left-hand sidebar menu or click on Academic>Leaderboard
on the top menu. The Leaderboard allows Admins to see how students are performing by class and teachers. The
leaderboard is designed to encourage student participation and lesson completion. Students can earn points,
badges, and awards as they progress through their lessons. Click on the Leaderboard tab on the side menu. When
this dashboard opens up, you can select a class and change the filters if you'd like.

SCHOOL TLACHER CLASS
5y Quick alark: The firs shodl, beaches, afd class losd sulomalically whin feng g salected. Adjl the diopdawr
anytime; Advanced filters for dates. Tap N, or Apaly,

= Advanced filters

DURATION START DATE END DATE TORMN

i ) — & i " “

Toward the middle of the dashboard, you will see the top three spotlight students for the class selected.
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As you scroll down, you will see the Leaderboard. Students can earn points based on their performance and time
spent in platform. They can also earn awards and badges.

Badges

Students can earn a badge based on their performance percentile (Legend: Top 5%, Champion: Next 15%, Rising
Star: Next 25%, Explorer: Next 30%, or Starter: Remaining).

Points

Students will earn points based on their performance, engaged time, lessons completed, and time to complete
lessons.

Completed/Attempted

This shows lessons completed and attempted by the student.

Awards

Students can earn awards (Top Scorer: Highest/Best Score, Most Consistent: Highest # of Activity Days, Fast
Finisher: Highest # of Completed Lessons, and Time Master: Highest # of Minutes Played).

2 Licenses

To access license information, click on Licenses in the left-hand sidebar menu or click on Licenses on the top menu.
Here, you can identify the number of seats purchased for each school within your program, along with start and
expiration dates—making it easy to know when your license is up for renewal. You can also search for inactive
licenses by changing the drop-down from Active to Inactive.

©& Reports

To access reports, click on Reports in the left-hand sidebar menu or click on Reports on the top menu. Here,
you'll find reports sorted by category: License Reports, Student Reports, Progress Summary Reports, and Impact
Reports. Student Reports are organized into these categories: Most Used, Progress and Planning, Standards and
Subject Areas, and Roster and Export.




" TIP: Use the date filter on all reports, as they all default to a different date range.

> 'Tags

To manage tags, click on Tags in the left-hand sidebar menu or click on Menu>Tags Management on the top menu.
In the Tags Management tab, you can manage any current tags or add new ones as well. Tags are created to assign
to students.

Create a New Tag

To add a new tag, click on blue +Add Tag button. Drop down and select your _

organization. Enter a tag name for your tag. Then switch the status button from
Inactive to Active. Click on the blue Add Tag button. e imdiane

Deactivate a Tag

Tags Management + Add Tag
Search

Y Status *T School ** No. of Assigned Students “T Action
1 Dollar General Grant ProLiteracy New Readers Press il i
2 ESL ProLiteracy New Readers Press 2 !
3 SpED ProLiteracy New Readers Press ] 4
4 Cohort 1 ProLiteracy New Readers Press o] i
a ESL 123 ProLiteracy New Readers Press o] 1

To deactivate a tag, toggle the Active button to Inactive. Once these are deactivated, teachers will not have access
to them to assign to students.

Activate a Tag

To re-activate a tag, switch the Inactive button to Active.

Edit a Tag

To edit a tag, click on the 3-dot button in the Action column. Edit the information and click on Update Tag.




Delete a Tag

To delete a tag, click on the 3-dot button in the Action column. Click on Remove and confirm it.

Organization

To access information on organizations, click on Organization in the left-hand sidebar menu or click on
Menu>Organization on the top menu. If you need to add another organization, contact support@proliteracy.org.

Settings

To adjust your settings, click on Settings in the left-hand sidebar menu. Here, you can change your password and
manage the Session Expiry. When you turn Session Expiry on, you can set a time frame when you want the system
to log you out.

® Accessibility

For accessibility information, click on Accessibility in the left-hand sidebar menu. In this tab, you can view all the
shortcuts and assisted technology Learning Upgrade has to offer.

@ Theme

To change the appearance, click on Theme in the left-hand sidebar menu. A menu will open on the right
side with different interface settings you can turn on and off.
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