EClass ? :
JONIOR s -aadlearning

eClass Junior Basic Training Workshop

Teacher Account

Login Website:

Login ID

Password

Part A: Front Page and Personal Setting

Login to eClass Junior
You can get access to eClass Junior with your Ltgiand Password. You may change your
password after you login into the intranet.
Steps:
Open the browser (i.e. Internet Explorer) and gthéoLogin Website
Enter your Login ID
Enter your Password

Reading Announcement and Event
A. Running Ticket Message
B. Public Announcement
C. My Group Announcement
D. Event List

Changing Personal Info
Go toPersonal Tools> Student Card

RIS | Jlooocs
Click , enter your personal info and cli

Changing Password
Go toPersonal Tools> Student Card

Click =
Enter your old password

Enter your new password twice

Click @ to update your password
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Email Setting

Click

Enter your valid email address

Press @

Campus Mail

1. Compose Mail

Click “Composé

Choose recipients Select the Group Category and then Select Useisk ClI
“Add” to add the users as a recipient. You cancteheultiple recipient by
pressing Ctrl button (Or make use of the “Seledt Alnction). Then click
Add after selection.

Enter theSubjectandMessage

If you have attachments, cliéktach Files and therBrowseto attach.

Check the box oNotification so that you can be notified upon recipients’

reply.

2. Reply Mail

Go tolnbox and click the title of the mail you want to reply.

Check the boReadto notify the sender and you can reply by comppsin
your message iour Reply.

Click Sendafter finish composing your message

3. Check Replied Message

Go toOutbox and click on the title of mail

You can check whether the recipients have readh#ssage and their reply in
the Status below your message.

Remark: You can only reply each mail once. If yaantvto reply again, please
send another mail with the same subject.

Resources Booking
1. Go toCampus Zone> Resources Booking

2. Click

3. Select the corresponding category from the itemTisen clickSingle or Periodic
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booking next to the item name.
4. Fillin all the required information and then cli8kibmit.
5. You may check the approval statusRiasources Bookingnain page.

My Group

1. Basic Function

Time table Chat Room
Bullrtin Share Files Share Links
Bulletin

Reply

1. Click into the topic

2. Amessage box will show at the bottom of theenr you can type the
reply message and then “Summit”

3. Click “Back” to back to Bulletin

Check Reply Message

1. Click into the topic

2. The first reply mail will show, if you want to chleother reply, press
“ALL".

2. Group Management

The group inGroup Corner are created by administrator according to your scho
structure. There is a group admin to manage eamipgi heir responsibilities include the
followings:

Basic Information
You can enter the address in the URL if your grbap a homepage.

Member List
Add Member
1. Click Import
2. Select the&Role of the user to be imported
3. Select the correspondir@group Category
4. Select the Users
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5. Click Add
Approving Enroliment List
1. Click Enrollment List

2. Group Admin can select the right candidates by kingcthe boxes

and clickApprove.
3. Click Rejectto reject other applicants.
Making Announcement
1. Click New
2. Fillin the necessary information and then cli&kbomit.
Creating Group Survey
1. click New
2 Fill in the necessary information
3.  Click construct survey to create the survey form
4.  You can refer to answer sheet in assignment focoimstruction
method of survey.

Part B: Classroom Area
You can view all the classes you teachMy“Class’

Classroom Tools
Function Setting
All student to access all or some functions iss&laom Area

6. Click Import

Part B: Teacher's Room

Uploading files in Resources

In Resources > Files, there are three differerd tfpcabinet:
Personal cabinet — all files are view by yourself
Student cabinet — your students can view orféelit here

Teacher cabinet — all teachers can copy, movepedelete files here
Uploading files:

Open Microsoft Word to create a document file aaneest with a recognizable

name (e.gyour_nameloc).

Go toResouces > Fileand click into the subject folder that your fileslong

to, then click the
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Click Browseto select the files.

Click Submit when you finish.
Remark: Personal cabinets are linked with diffefanttion. Please ensure files are
uploaded correspondingly.

Copying files in Resouces
You may copy files from Teacher Sharing Area toryoersonal cabinet.
Click Teacher Sharing Area Select the files by checking the box on the right

and then cliciCopy

Select the desired folder rocation and then clickSubmit.
Click that folder to check whether the files haweb copied.

Creating Notes
1. Creating notes with a web link
Go toNotes

Click New

Fill in the Page Title

Enter the web link in theecond rown Source of the page

Select théPosition of the pageo arrange the page index.

SelectPublic or Private to define whether or not you want to publish rege now
Click Continue to attach associated activities. Select AssignmEwrércise and
Bulletin to go with this new content page, if youdmt have any associated
activities now, you may do it later.

Select the group and cligkDD. By default, this Contents is open to the whoéssl
You may however give access permission for onlytagergroups. Click NEW
GROUPS if you want to form new groups first.

Click Finish when you finish.

2. Creating notes with your own material

Go toNotesand clickNew

Fill in the Page Title
Click Browse next to Souce of the page. Select the file by kingahe button on

the right hand side  in the pop-up window and clickttach . The file

path will then be displayed in the Source of page.
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Select thePosition of the pageo arrange the page index.

SelectPublic or Private to define whether or not you want to publish thage

now

Click Continue to attach associated activities. Select Assignmexrercise and
Bulletin to go with this new content page, if yoiwdmt have any associated
activities now, you may do it later.

Select the group and clickDD. By default, this Contents is open to the whole
class. You may however give access permission ity certain groups. Click
NEW GROUPS if you want to form new groups first.

Click Finish when you finish.

Homework
1. Creating Online Assignment

Click New and selecOnline Assignment
Fill in the Title andInstruction. If you want to compose your instruction with
HTML format, selecHTML-tag allowed and clickHTML Preview after
composing to view before saving it. SelBtiin Text if you are not
composing with HTML.
Click Browseto add attachment if applicable
Click Add next to answer sheet if the homework has to be datine.
Otherwise, the homework will be default for studenbhand-in by uploading
files.
Enter theWorkload, Start Date andDeadline Students who submit beyond
deadline will be remarked @isate Submission]
Click Submit when you finish

2. Creating Answer Sheet

Next to Answer Sheet, clicl ,m

Enter theSection Headeraccording to your attachment

Select the correspondiri@uestion Type

Select the number of Option (# options) if it is lkfle Choices.

Enter theNumber of QuestionsandMark for each question

Select from th&uestion Typefor the way you want to number your question.
(*Choose Short Answer if you are working with Rilkthe-blank question)

Click Add to insert the section in the answer sheet

Enter the correct answer before you can save

Repeat the steps to add more sections in the arsbwet.
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Click Submit when you finish creating the whole answer sheet.

Remark: Short Answer type supports multiple answéa can press Shift + \ to enter “| " to
separate multiple answer in the answer box.
Edit Answer Sheet

Move session upward

Move session downward
Delete
Change description

Change the number of questions

Remark: Apart from creating homeworkTaacher's Room you can also give assignment in

Classroom Area Go to theHandbook and click next to the subject to giv@nline

Assignmentor Other Homework.

Creating Online Question Paper

1. Before creating a question paper, questions hatse tveated iQuestion Bank You
canPublic some question for student to revisd@st Yourself Go to Teacher’s Room
> Question Bank.

Adding Multiple Choice question
i Click into Multiple Choice;
i a) ClickNew and enter the category, your question, optionciretk the
correct answer.
And click Submit when you finish.
b) Import questions: Prepare a document or txtaideording to the given
Format (You can view the format and sample filésratlicking import).
Click Browseto attach the import file and then cli€kibmit

Adding Fill-in-the-blank question

i Click the icon on the top right corner to get ifiti-in-the-blank ; Click
New for adding question.

il Enter the category and put the whole passage ihdken the left hand
side.

iii  Use the square brackets [ ] to bracket the andvegrybu want student to
fill in and click convert to preview. Text in red are will need to be filleg
student.
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iv Click Submit when you finish.
Remark: Fill-in-the-blank also supports multiplesasers. You can press Shift + \ to
enter “ | " to separate multiple answer insidelifackets.

2. Creating Question Paper
" Go to either Exercise or Exam Builder and civéw. Enter the Title,
Description, Duration, Start Date and End Date atiogly. You can also set
permission to specific group to do this exercisexam. ClickSavewhen you
finish.

Click and you will see a pop-up window of the questiank

System will show Multiple Choice as default. Yoine®lect other type of
guestion from the selection box above. Check thedmothe right side of the
target questions and clidelectto add questions in your question paper. Close
the pop-up window after finish adding all questions

You can change the mark for each question or saagprélering the question.
You canPreview your question paper and close the window aftevipvang.

Click Savewhen finish.

Viewing Student Learning Profiles

You can check th&lsageandParticipation record of your students. You can also go to
the Online Assessment Recortb view the result of the self-test, exercise axdm done
by your students.

Just now you understand the concept and detaileaiew functions of eClass. If you have any

further questions about eClass after the upgramemay click on the Question Mark Icon
at eClass Intranet to consult our Customer Suppelssite. You are also welcome to fill in the

enquiry form to contact oustomer Supportvia email. Thank you.
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