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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 Login ID and Password. You may change your 

password after you login into the intranet. 

Steps:  

¨  Open the browser (i.e. Internet Explorer) and go to the Login 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 to Personal Tools > Student Card�

 

¨  Click , enter your personal info and click . 

Changing Password 
¨  Go to Personal 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�  
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Campus Mail 

1. Compose Mail 

¨  Click “Compose” 

¨  Choose recipients� Select the Group Category and then Select Users. Click 

“Add” to add the users as a recipient. You can select multiple recipient by 

pressing Ctrl button (Or make use of the “Select All” function). Then click 

Add after selection. 

¨  Enter the Subject and Message 

¨  If you have attachments, click Attach Files and then Browse to attach. 

¨  Check the box of Notification so that you can be notified upon recipients’ 

reply. 

2. Reply Mail 

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

¨  Check the box Read to notify the sender and you can reply by composing 

your message in Your Reply. 

¨  Click Send after finish composing your message 

3. Check Replied Message 

¨  Go to Outbox and click on the title of mail 

¨  You can check whether the recipients have read the message and their reply in 

the Status below your message. 

¨  Remark: You can only reply each mail once. If you want to reply again, please 

send another mail with the same subject. 

 

Resources Booking 

1. Go to Campus Zone > Resources Booking 

2. Click  

3. Select the corresponding category from the item list. Then click Single or Periodic 
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booking next to the item name. 

4. Fill in all the required information and then click Submit. 

5. You may check the approval status in Resources Booking main page. 

 

My Group 

 

1.  Basic Function 

Time table  Chat Room  

 

Bullrtin � Share Files  Share Links  

 

Bulletin 

·  Reply 

1. Click into the topic 

2. A message box will show at the bottom of the screen, 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 check other reply, press 

“ALL”. 

 

2. Group Management  

The group in Group Corner are created by administrator according to your school 

structure. There is a group admin to manage each group. Their responsibilities include the 

followings:  

 

Basic Information 

·  You can enter the address in the URL if your group has a homepage.  

 

Member List 

·  Add Member 

1. Click Import  

2. Select the Role of the user to be imported 

3. Select the corresponding Group Category 

4. Select the Users 
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5. Click Add 

·  Approving Enrollment List 

1. Click Enrollment List  

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

and click Approve. 

3. Click Reject to reject other applicants. 

Making Announcement 

1. Click New 

2. Fill in the necessary information and then click Submit. 

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 for the construction 

method of survey. 

 

Part B: Classroom Area                                           
 

You can view all the classes you teach in “My Class” 

 

Classroom Tools 

·  Function Setting 

 All student to access all or some functions is Classroom Area 

·   

6. Click Import  

 

Part B: Teacher’s Room                                                 
Uploading files in Resources 

In Resources > Files, there are three different type of cabinet: 

  Personal cabinet – all files are view by yourself  

  Student cabinet – your students can view or edit files here 

 Teacher cabinet – all teachers can copy, move, edit or delete files here 

Uploading files: 

¨  Open Microsoft Word to create a document file and save it with a recognizable 

name (e.g. your_name.doc). 

¨  Go to Resouces > Files and click into the subject folder that your files belong 

to, then click the . 
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¨  Click Browse to select the files. 

¨  Click Submit when you finish. 

Remark: Personal cabinets are linked with different function. Please ensure files are 

uploaded correspondingly. 

 

Copying files in Resouces 

You may copy files from Teacher Sharing Area to your personal cabinet. 

¨  Click Teacher Sharing Area. Select the files by checking the box on the right 

and then click Copy  

¨  Select the desired folder in Location and then click Submit. 

¨  Click that folder to check whether the files have been copied. 

 

Creating Notes  

1. Creating notes with a web link 

¨  Go to Notes 

¨  Click New  

¨  Fill in the Page Title 

¨  Enter the web link in the second row in Source of the page. 

¨  Select the Position of the page to arrange the page index. 

¨  Select Public or Private to define whether or not you want to publish this page now 

¨  Click Continue to attach associated activities. Select Assignment, Exercise and 

Bulletin to go with this new content page, if you didn’t have any associated 

activities now, you may do it later. 

¨  Select the group and click ADD. By default, this Contents is open to the whole class. 

You may however give access permission for only certain groups. Click NEW 

GROUPS if you want to form new groups first. 

¨  Click Finish when you finish. 

 

2. Creating notes with your own material 

¨  Go to Notes and click New  

¨  Fill in the Page Title 

¨  Click Browse next to Souce of the page. Select the file by checking the button on 

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

path will then be displayed in the Source of page. 
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¨  Select the Position of the page to arrange the page index. 

¨  Select Public or Private to define whether or not you want to publish this page 

now 

¨  Click Continue to attach associated activities. Select Assignment, Exercise and 

Bulletin to go with this new content page, if you didn’t have any associated 

activities now, you may do it later. 

¨  Select the group and click ADD. By default, this Contents is open to the whole 

class. You may however give access permission for only 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 select Online Assignment 

¨  Fill in the Title  and Instruction. If you want to compose your instruction with 

HTML format, select HTML-tag allowed  and click HTML Preview after 

composing to view before saving it. Select Plain Text if you are not 

composing with HTML. 

¨  Click Browse to add attachment if applicable 

¨  Click Add next to answer sheet if the homework has to be done online. 

Otherwise, the homework will be default for student to hand-in by uploading 

files. 

¨  Enter the Workload, Start Date and Deadline. Students who submit beyond 

deadline will be remarked as [Late Submission]. 

¨  Click Submit when you finish 

  

2. Creating Answer Sheet 

¨  Next to Answer Sheet, click  

¨  Enter the Section Header according to your attachment 

¨  Select the corresponding Question Type 

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

¨  Enter the Number of Questions and Mark for each question 

¨  Select from the Question Type for the way you want to number your question. 

(*Choose Short Answer if you are working with Fill-in-the-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 answer sheet. 
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¨  Click Submit when you finish creating the whole answer sheet. 

 

Remark: Short Answer type supports multiple answers. You 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 homework in Teacher’s Room, you can also give assignment in 

Classroom Area. Go to the Handbook and click  next to the subject to give Online 

Assignment or Other Homework. 

 

Creating Online Question Paper 

1. Before creating a question paper, questions have to be created in Question Bank. You 

can Public some question for student to revise in Test Yourself. Go to Teacher’s Room 

> Question Bank. 

 

¨  Adding Multiple Choice question 

i Click into Multiple Choice; 

ii  a) Click New and enter the category, your question, option and check the 

correct answer.  

And click Submit when you finish. 

b) Import questions: Prepare a document or txt file according to the given 

Format (You can view the format and sample files after clicking import). 

Click Browse to attach the import file and then click Submit 

 

¨  Adding Fill-in-the-blank question 

i Click the icon on the top right corner to get into Fill-in-the-blank ; Click 

New for adding question. 

ii  Enter the category and put the whole passage in the box on the left hand 

side. 

iii  Use the square brackets [ ] to bracket the answer that you want student to 

fill in and click convert to preview. Text in red are will need to be filled by 

student. 
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iv Click Submit when you finish. 

Remark: Fill-in-the-blank also supports multiple answers. You can press Shift + \ to 

enter “ | ” to separate multiple answer inside the brackets. 

 

2. Creating Question Paper 

¨  Go to either Exercise or Exam Builder and click New. Enter the Title, 

Description, Duration, Start Date and End Date accordingly. You can also set 

permission to specific group to do this exercise or exam. Click Save when you 

finish.  

¨  Click  and you will see a pop-up window of the question bank. 

System will show Multiple Choice as default. You can select other type of 

question from the selection box above. Check the box on the right side of the 

target questions and click Select to 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 swap for ordering the question. 

¨  You can Preview your question paper and close the window after previewing. 

¨  Click Save when finish. 

 

Viewing Student Learning Profiles 

You can check the Usage and Participation record of your students. You can also go to 

the Online Assessment Record to view the result of the self-test, exercise and exam done 

by your students. 

 

 

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

further questions about eClass after the upgrade, you may click on the Question Mark Icon  
at eClass Intranet to consult our Customer Support website. You are also welcome to fill in the 

enquiry form to contact our Customer Support via email. Thank you. 


