
 

 

 

 

 

 

 

 

  
 

 
User Guide for the Teacher Role  

Login 
Please go to the Teacher/OrgAdmin Login page at 
https://lms.learningupgrade.com/Account/login. 
HINT: You may want to bookmark this login page for the future. 
 
Any new Teacher 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. The second is a “Reset Password” email allowing each of you to immediately set your 
password. 

 
Creating a Class 
When you first login to Learning Upgrade, you’ll be prompted to create your first class. 

Our built-in Help Guide will pop-up to guide you through this process.  After reading the guide, 
close it and create your first class(es).  Click on Class Options, then Add Class. 

  

 

 

 

 

 

You will enter a class name.  It is recommended that you include the teacher’s name 
somewhere in the class name to be able to identify classes easier.   

You may add a personal image for your class or the system will assign you one.  *This can be 
changed later if needed.   

Then just click on “Add Class”.   

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


 

 

 

 

 

 

 

 

  
 
 

 

 

 
 
 
 
 
 
 
If you need to add multiple classes at once, you can do the following option as well. 

Uploading Multiple Classes 
To upload Multiple Classes at once, you can choose the Upload Class under the Class 
Options button. 

 

 

 
 
 
 
 
Download the template provided. 



 

 

 

 

 

 

 

 

  
 

 
 

You will now have an excel spreadsheet.  Under title, you will enter the class names.  Once 
done, save the spreadsheet and then upload the file.  

 

 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

  
 
 

 

Click on “browse” and look for the file and upload it.   

Click on “submit” and you will be asked to confirm the addition of classes.   

 
 
 
 
 
 
 

Click on yes.  Then you will be able to see your classes created. 

 



 

 

 

 

 

 

 

 

  
 

Adding Students to Your Class 
Click in your class once it’s created 

To get started, click the blue ‘+Add/Update Student(s)’ button in the menu above your class 
list. 

 

*You will have two options for adding students.  You may select to Add an Existing Student 
to Class or +Add a New Student s below. 

 

NOTE: To avoid duplicating accounts, it is recommended that you search for an existing 
student before adding the student as new. 

Add Existing Student to Class 

To add an existing student to your class, set your filters, select your students using check 
boxes, and then click the ‘add student(s)’ button.

 



 

 

 

 

 

 

 

 

  
 
 

+Add a New Student 

If you select the ‘+Add a New Student’ option, you’ll be prompted to Invite Students, Upload 
Student Information, or Create a New Student Account 

 

Option 1: Invite Student 

Students can self-enroll into Learning Upgrade and create their own accounts, you can invite 
your students with a class code. First click the ‘Generate Code’ button, and then click the 
‘Download Class Guide’ link. 

 

 



 

 

 

 

 

 

 

 

  
 
 

At the top, you will see a dropdown menu that you can use to change the language.  This will 
change the language for the guide you will give your students. 

 

 

 

 

 

 

 

 

You can now export the instructions into a PDF or Print.  This is what you will give students to 
help them self enroll. 

 

Option 2: Upload Student Information 

If you would like to upload multiple students from a spreadsheet, you can download our 
template and then upload the file. Before uploading the file, you can assign the courses to 
learners from this screen. 



 

 

 

 

 

 

 

 

  
 
 

 

 

 

 

 

 

On the spreadsheet there is a guide on the second tab with the required fields and examples 
for you.   

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

  
 
 

Once spreadsheet has been filled out, save and upload.  After uploading the file, it will display 
your uploaded student accounts. If you need to make any changes to student profile, you can 
do it from here by clicking on pencil.  Once you are done, click submit. 

 

Option 3: Create a New Student Account 

If you would like to create a new student manually, you can click the ‘Create a New Student 
Account’ and fill out all fields in the form. 

 



 

 

 

 

 

 

 

 

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

On notifications, the ‘platform’ must be checked, all others are optional.   

You can assign multiple courses to the student in the “Assign Course” field. 

 
Add student. It will ask you if you would like to add more, select yes or no. 

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

 

Congratulations! You have created your classes with students and you have assigned them 
courses!  Here are other features you can explore with Learning Upgrade’s LMS.  

 

Class Actions 
We’ve added the ability to select multiple (or all) students, and apply global actions like 
assigning courses, removing courses, printing report cards, and many more. Just select a few 
students to get started and click the grey ‘Perform Action’ button to view available actions. 

 



 

 

 

 

 

 

 

 

  
 

 

All of the actions available in the ‘Perform Action’ menu are also available for individual 
students using the ‘⋮ ‘ button in each student row. Right next to the ‘⋮ ‘ action menu, you’ll find 
buttons to edit a student’s profile, open the student monitor report, or view the student activity 
log.  

 

 
You can also toggle your student to be ‘active’ or ‘inactive’ on your license to clear space. 

 

 
 
 
 
 
 
 
 



 

 

 

 

 

 

 

 

  
 

Student Details 
For a detailed look at student accounts, you can view a student details screen by clicking on 
their name in your class. In Student Details, you can edit student account information, assign 
lessons, unlock a course, and view progress data in one spot. 

 

To assign lessons, click on the pencil button next to a course in Student Details. You will see 
a lesson menu pop up that will allow you to move your student ahead to any lesson. 

 

 

 
To assign a course, click on +Assign course. Select the course and assign.  



 

 

 

 

 

 

 

 

  
 
 

 
Teacher Whiteboard 
The Teacher Whiteboard can be used to view any course or lesson, share the lesson remotely 
or on a smartboard, or for guided practice in the classroom. Make sure your whiteboard is 
active and click start.  

 

Reports 
Once your students have access to a Learning Upgrade account and begin completing 
lessons, it’s time to track and monitor their progress using the Reports Tab.  

The first thing you notice is a handy dashboard that lets you track your students’ progress over 
time. This dashboard shows progress over the last month, but you can zoom in using the slider 
bar above the graph. 



 

 

 

 

 

 

 

 

  
 

 

Below the dashboard, you’ll find a full progress summary, and customizable reports. Each 
report has filters so that you can customize the data you wish to see. 

• The Student Monitor is a graphical representation of student progress. Use this report 
to see student activity in real time. Each cell represents a lesson and will be color 
coordinated to show gold (>95%), silver (>90%), bronze (>75%), or red (<75%). 

• The Student Progress Report is a table based report to view time on task data for 
student courses or overall student activity. 

• The Student Time Report is a session log for your class that will detail every session 
your students log on the app. 

• Student Pacing Report is a guided report to show you how much time on task your 
students will need each week to finish their Learning Upgrade courses. 

• The Student Class In vs Out is a way for teachers to view how much time there are 
logging in the class with Learning Upgrade vs out of class. 
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