NEF LMS Training Manual

For Academy/School Directors

Please contact (703) 82899 oregrewal@cyberlearning.onyith any questions.



mailto:egrewal@cyberlearning.org

Welcomel

In this manual, you can find directions for everything you
will need to do in the LMS as an Academy Director.
The Academy Director is the person who oversees
the LMS for all schools in the district.

As Academy Director, you are responsible for creating
group accounts for schools, and assigning them
course packages and a school administrator.

The school administrator can then create classes,
teachers and student accounts, and distribute the
courses among the classes. If you would like to
retain that control over all the schools (creating
classes, teachers, students), please see page 6.

On top of this, you may be responsible for training
teachers to use the LMS, using our Tea
Manual as a guide. Teachers are only able to view
reports and courses.



Steps for Using NEF LMS

In this manual, we will use an example of ABC School
District. You will learn how you, as Academy Director,

can.

Create a group that represents a school
Assign packages to the school
Create a user ID for the school administrator

Assign the role of group administrator to the school
administrator




Steps for Using NEF LMS

Next, you will learn how you or the school administrator can:
I Create classes and assign them course packages
I Create user IDs for teachers
I Assign teachers to classes
I Upload students from an Excel file
I Assign courses to students directly
I Assign courses to students via class
I View reports




Structure In NEF LMS2.0

NEF will create an account for your district which you will manage.

If you would not like to have administrators at the different schools,
let us know. In that case, please follow the directions for school
administrator, but within your Academy Director account i you have
all the same capabilities. All teachers will have to contact you if they
need to change passwords or move students.

I The benefit to maintaining control is that you control who gets
what number of course licenses. That means, though, that you
must field all the requests for changes.

If you would like to have groups within a school, such as all the

eighth graders or all the AP students, please let us know. The LMS

Is flexible and can very easily allow different organizational
structures based on your district

*Note: the students and teachers in a group can be assigned to
multiple classes in that group. In other words, a teacher can see
reports for her Calculus class and her Algebra class using the same
teacher account. A student can access her math class and her
history class using the same account.



Roles in NEF LMS2.0

A A quick review of your responsibilities:
I Create school groups
I Assign them packages

I Assign them group administrators, unless you
would like to control packages and accounts
completely.

I You CAN do anything 7 create classes, students,
teachers; view reports and courses. However you
can also delegate those to the school administrator.

AA quick review of the school

I Create classes and assign them packages, based
on the packages you made available to that school.

I Create teacher and student accounts and assign
them to classes.

I View reports.

I Remember, you can take on these duties instead of
assigning them to a school administrator.

admi




Teachers and Students

A A teacher can
I View the list of courses assigned to his class/es
I View group and individual reports for his class/es

A A student can
I View courses in the classes to which she has been assigned

I View individual reports for herself, for all the courses in which she
Is enrolled




Getting into the LMS

Point your Internet Explorer browser to http://Ims.cyberlearning.org
Note that a copy of the manual is on the left side of the page.
Login to the LMS with your Academy Director username and password.
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Getting Back to the Main Page

Wherever you are in the LMS, go to the main page by clicking
the NEF link in the navigation tree in the top left corner.



