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Introduction

CYPHER Learning is leading the necessary disruption of learning platforms to unleash human potential
with modern learning.

CYPHER exists to ignite lifelong passions through personalized, engaging, and limitless learning
experiences for all. We give teachers and professors more time to teach, build human connection into
everything we do, and deliver tailored learning experiences that are meaningful and measurable.

Just the way modern learners expect.

The CYPHER platform is easy-to-use, beautifully designed, and infused with Al-powered technology.
Every aspect beams thoughtful innovation and engineering that puts people first. Millions of users
experience their “just in time, just for me, just the way | want it" approach in 50+ languages with the
CYPHER award-winning platform.

We want you to get the best results when using our site, especially when you are just starting out. That
is why we created seven getting started guides for the main types of CYPHER users:

Getting started guide for Teachers (this guide) explains topics such as: creating a class, using
competencies and grading assignments.

Getting started guide for Administrators explains topics such as: navigating in CYPHER, configuring
features, customizing the platform and managing users.

Getting started guide for Students explains topics such as: enrolling in classes, submitting
assignments and communicating with teachers.

Getting started guide for Parents explains topics such as: accessing the parent account, accessing
children's information, and how to navigate the platform.

Getting started guide for Teaching Assistants explains topics such as: managing classes, grading
assignments and viewing attendance.

Getting started guide for Monitors explains topics such as: creating your monitor account, enrolling
into classes and creating groups.

Getting started guide for Mentors explains topics such as: creating your mentor account, enrolling into
classes, creating groups, and how to navigate the platform.

This guide covers the most common steps Administrators go through when they start using CYPHER.
Please consult the table of contents if you want to find a specific topic. If you have any additional
guestions or want to explore more of the platform'’s features, please browse the Help Center or visit our
support forum.
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.

Navigating the platform

The administrator dashboard is the first page you see when you log in to your account. Here you can see
a set of widgets with the most important site data. There is also information related to your account such
as your calendar, to-do list, notifications, and more.

University of Arts
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lcons and navigation

You will see various icons in the platform that are used for adding, editing, deleting, and other actions.
Here is an overview of the most important icons:

“+ Add canlent such as courses, rules, or portal pages.,
—_ Remave items fram your platform,

Edit a page or an itermn,

Configure different areas of the platform.

Delete items,

Access your messages through the message’s icon in the top right bar.

DB & & N

Motifications allow you to keep up with different changes in the system.

The trash icon opens a popup with all your deleted content.

g &

Your shopping cart containg yvour ordered items

This icon provides access to the CYPHER Help Center.

Use the search icon to find specific content on your site.

L O
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Left bar

.

The left bar displays tabs that allow you to quickly navigate to the main areas of the site, such as Home,

Classes, Groups, Catalog, Users, Resources, Reports, Organizations, and Admin.

Admin

The left bar gives you access to these tabs no matter where you are in the site. If you hover over a tab, a

pop-up window will appear with the most important options for that area.

University of Arts

Admin

- _

Teaching

-
m Flipped-Class Pedagogy Methods

m Faod and Product Photography

Cla=s code MBT - Cectian

58 Catalog = List = Enrcll 4+ Add

[ G not instaled

a3 instalied =}
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For example, when you visit a class, the main left bar is minimized, allowing you to navigate within any
area of the site by simply hovering over the main menu in the top left side of the page. The class left bar
shows tabs that lead you to class areas such as: start, admin, calendar, assignments, students, and the
gradebook.

How to use your DSLR

Lessons

Lessons

Lessone and sections can be completed in 2

Top right bar

The top right bar displays icons with access to your messages, notifications, calendar, trash can, help
center, search and profile.

28 1
ha & EE Q, James Stevens (

L
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In the right bar, you can find your to-do list, announcements, upcoming To-do +
events, and a list of minimized windows. To see more details, just click 22 assignments due
on an item # 29 assignments to grade

Announcements
#  Hil The class starts on M.
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Trip to Yasomite National

&
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News feed

The news feed aggregates news items from users, classes, groups, and your school. Product News
announcements usually contain updates from the CYPHER team. By default, a news feed only shows the
latest news, and you can scroll down the page for more items.

. . W i
University of Arts LATZ W AQE-~
< May 2020 >
= S M TWTF S
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Help Center

.

We provide extensive support at every step of our collaboration. To access the Help Center, click the icon

in the top right bar.

A pop-up box will open with different options. Use the searchable online help to browse different help
topics. If you are on a certain page and need guidance, a help for the current page option will also appear.
Here you can also find access to our Support forum and Product news, where we frequently post updates

on new features.

Overview

Online help

]

specific topics.

Support forum

SUppOrt requests.

How-to videos

B ¢

ideos that provide step-by-step guidance

Suggestions

Let ug knaw Naw we can improve our

product

L

Browse the online help or search for

Our staff will respond quickly to your

Student help desk
Q If yau' tudent, post your help desk

Product news

The place whare we announce new

features.

wil Getting started guides

Guides that you can download end print

Roadmap
The features that have been scheduled

Help center x

Users can find help topics organized by account type in the searchable online help. Most topics have
detailed instructions with screenshots. The Help Center is a pop-up so you can browse through the topics
without leaving your current page.

General nistTrEtors Bachers

= |ntroduction

A overview of thig edearming platform

ur calendars and add events

W Favorite

Add resources 1o your favorites list

W Friends

Uze our sooal networking festurss

& Home

View and configure your home page

& hMessages
Send and recalve messages, and receive
COpi il

SSWOId SySTem works.
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# Editor
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Profile

Your profile page shows your basic information, account details, photos, and more. The information that
is visible depends on your account type and the portal’'s security settings.

To start setting up your profile, go to the top right bar and click on the profile button. Then, click on the Edit

button.

L]
Profile

~James Stevens

Account

. Joined

May 11, 2006

1 the Pittsburgh area and earned my bachelor's & sfueh b_""l
L0 Certalar
niz an nal p degree

Last y at
© 34 minutes ago
Tags &
Awards 24 > P s
sUminisiraior, ars_tescher,
Certificate Cotursa Awarded photographer
4  |ogincredential
Certificate of completion Portrait Ph Feh 11,2020
L5
Language certificats = Sep 24, 2019
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Go to the Settings tab in the left bar to choose different options related to your profile, such displaying
your online status for students or allowing users to request to chat with you.

James Stevens

Settings
Here are your geEnerat account se:tlrgs. Prl'v'i:[.' S?'_:I":gs arein F'I'v'a:'_.' ji-1v8

o Display

Display small calendar in dashboard
Display suggested groups in dashboard?

Enable class switching

& &R E

Display shortcuts

Social media

Site 5
Awards
Facebook
- Linkedin
Blog
Twitter
=
Fortiolio Instagram
[zl -
Photos # Edn
Integrations
Feature

Drive

OneDrive for Business

Miscellaneous
Login history Feature Setting
[ Default home tab (%) Dashboard () Mews () Custom
Logout automatically after the specified minutes of inactivity: | Never v
Language English (US) ¥
Time zang

[GMT-08:00) Pacific Time (US & Canada)
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Configuring features

As an administrator, you are responsible for configuring the site, including enabling or disabling features.
It's easy to do so by using the Admin menu in the left bar.

University of Arts

[4 xap

# App center

& AP 0 About @ Accounts

w  Affiliates B =g B Calendar -
52 Catalog B Classes @ comelChat :

[ compliance ® Daznboard W E-commarce z
B Emsil B Eauela > Export &
¥ Games th. Grading scales H5P

@ Hslp desx € Import % Kaltura

LS| £ MailChimp i Mossages

o Nodsrate . Netwark & Panopto -
W Flans & Falicies & Foral

& s & Single sign-an % Sunjects

B Turnitin % e conferencing ¥ Zapier .: +

Adaptive learning

Auth0 S50

Entatprise
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First, you must install the app:

Calendar Class catalog

Installed Uninstall Installed Help Uninstall Free Help

Then click on the configure button to start setting it up:

-
el Sehonis “ 0;4!- _

b Tod emec Surs, woat can| bad
waswith Saby?

e b
Chat

Installed Help Uninstall

Class catalog

Installed £ Uninstall

Calendar

Installed Help Uninstall

Here you can find features such as Gamification, Adaptive learning or Groups. You can also find the
available integrations, including Google Drive, OneDrive or Turnitin.

Copyright © 2023 CYPHER Learning®. All rights reserved.
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Customizing the school portal

You can customize many aspects of your school's portal, including the color scheme, adding your
organization’s logo and changing the terminology. In CYPHER, it's easy to configure what visitors and
users see and you also have more advanced options such as adding Custom CSS.

Portal name, description and details

To set up details about your organization, visit the Admin/About section. Here you can edit your
organization's name, add a description and website, add a contact email, select your language, and more.
To make changes, click the Edit icon.

b

E@ ia

ot Natural Science School

>

- ¢
App cemer About District 2 »
=] Dur ieacners are chosgen from the best Their mission is not 1o just teach classes, but 1o prepare the kids for life, nelp them absarb the (4]
Blog knowledge that will serve themin the future
B . _ W U
hel Our classrooms provide the parfect environment for students to explore and keam. We combine classic leaming methods with ultimate
learning technalogy because from our experience this way of teaching brought us the best results S
Administrators 2 >
Portal 1D: 112796
Info 9 ol
Basics
» Language: English {U5) Teachers 6 >
* Time zore: (GMT+00:00) London o o
Caontact
* Email- none Q

* Phone: nore

® Fax: nans
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Portal customization

Click on Admin/Portal in order to start setting up your options.

e

AT EQ®

The portal administrator page is split into separate categories:

Visitor view - configure how your portal will look for your site’s visitors, with options for portal
type, title, logo, pages, pictures, menu, panels and footers;

User view - configure how your portal will look for logged-in users, with options for avatar
display, menu bar decoration, home left bar picture, home tabs, left bar, welcome pop-up,
shortcuts, and footers;

Themes - customize the color scheme of the site by selecting or creating a new one;
Terminology - customize the terminology of your site by adding one or more substitutions;
SEO - choose if you want your site to be indexed or not, set up a meta-description, catalog
URLs and keywords;

Social media - set up which social media icons you want to show up on your portal, in both
the visitor and user view;

Custom CSS - you can use custom CSS to personalize the site;

Custom HTML - you can use custom HTML to personalize the site;

Accessibility - enable portal accessibility options for users with disabilities;

More - configure options session timeout, default video dimensions, Google analytics, URL
redirection, bottom HTM and Whitelisted IP addresses.

Next, we will go over the most important options you need to know in the first phase of customizing the

Copyright © 2023 CYPHER Learning®. All rights reserved. 16
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URL

This section displays the current URL of your portal. To change it, click “Edit your CYPHER URL’, and select

a new subdomain. We also provide a way to use your own URL, for which you can find instructions under
the Portal topic in the Help Center.

General Visitor view  User view

@

—
T
@
3
D
n

es Terminology

URL

Your portal URL is: https://appleton2.n

(1]
w
8

About # Edityour NEOURL £¥ Use your own URL

Themes

Choose between our built-in color schemes or you can create/edit your own custom scheme using the
‘Add custom theme” button:

G A MW A Q-

I hermes BIINNDIOY

B

o Themes = Agd custom theme
AF|
Lisa the racdle BUTTan 10 select & newd clUment thome, or Add a new custam themo
L ]
B Accessibility
] alierw users to select separate accessitility theme via their profile setings
- Custom
Affillarer
* Theme: Colored tlies. Anoessibify CurnenT Fdir  Delpre
App contor - 3l I ¥ - = rl 1]
]
e Standard
Theme Colored tiles Accessibility Current
l v .
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Then select the color values for each graphic element using either the color picker or by directly entering
the hex values into the input boxes.

Portal
Themes erminology  Social media
Create new theme
Clicka color to change it then click Add to add your color scheme
Name

Custom Appleton Scheaol District

l'op bar

Background Segage

Counters

Main navigation

Background

Border

|cons white ¥ .

Selected backgrounc

Selected text white ¥
Selected icon white ¥

Headings 2

Logo

To upload a logo, select it from your computer, then click Save.

A General  Visitor view SETViEW hemes  Teminglogy ooial media Istom = GListam HTh Accessiniliy & Preview portal
o RL
| )
Your portal URL ks, Iiitpsappleton
(]
# Edityour NEOURL | #F Use your own URL
-
Theme
The fallowing coler scheme is currently selected: Appleton Schoaol District

# Select 5 new theme

Logo

Your organisation’s logo.

sl Uplosd picturs | = Clear

Language

| Display & language selection link in footer?

Use SSL everywhere

iv’| Display all pages on your site using S50
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You can choose if the logo is shown in the home page left bar by clicking the appropriate checkbox in the

User view tab.

AT T EQE -

Avatar

A I of v Userview T
o
F
L]

Iv] Display user avatar in upper right?

Home left bar picture

This is the picture that is displayed at the top of the Ieft navigation bar in the Home area

® Your loge () Users organization logo ) Mone I

Portal pages

& Preview poral

You can configure Portal pages under Visitor view. Portals have default pages such as Calendar, Catalog,
News or Contact. Only those that are enabled show up in the carousel and each page can be edited

separately. You can also click on Add to create a custom page.

Portal pages
Title
Catalog
Calendar
News
Contact
Sign up
About us
Blog

Privacy (only available if policy document is enabled)

+ Add

Copyright © 2023 CYPHER Learning®. All rights reserved.
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Portal visual editor

The visitor portal can also be customized using panels, changing the header and adding a custom footer.
To customize your portal, click Edit under “Portal visual editor”.

i Portal pages
Accounts
~ Title Edit Enable? Delete
Affiliates
£
App center
= &
Blog Sign up (only available if self-registration is enabled via Admin/Accounts) & X
& Blog
Calendar P _
About Us 4 m
H
Catalog + Add
=
Classes - .
o5E Portal visual editor
c B‘l Click Edit to visually edit the portal header (logo picture and/or text) and panels
ompliance

Dashboard

Portal panels

Currently, we have support for the following types of panels:

Add portal panel X

Select the type of panel to add:
Clickable text blocks
Up to six clickable blocks of text
Counters
A graphical background with up to three counters

Customn

Custom HTML

Image blocks
Up to four images, each with a title, text, and a button

Simple text and button

A colored background with some text and an optional button
Split text and image

One image with text and a button near it

Text and buttons
A graphical background with a title, some text, and up to two buttons

Copyright © 2023 CYPHER Learning®. All rights reserved. 20
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Carousel

The carousel option allows you to add custom pictures, text, HTML and action buttons. To add a new
slide, click Add slide.

{ Back Liv W
| |§ UNIVERSITY Catalog Calendar News Contag?
Carousel : U g
o -..-
Slides
N | Welcome to the
University of Arts”
+ 4
Settings

Carousel speed

Counters

This option allows you to add a graphical background with up to three counters with relevant information
for your school. Enter the text and numbers for each counter, choose a picture and click Save.

{ Bac Live view  [3 " .
wg&ﬁﬁg& Catalog  Calendar Mews Contact aAboutus Blog

Counters

Faculties

seftings
Background image
B Change plerure

v Fixed position background image
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Simple text and button

If you want to separate two panel types that are very graphical, you can add a colored background with
text and an optional button.

Text

¢ Back euisw (3 o
UNIVERSITY o Ty SO TR ey B - (R
- &O‘F ARTS atalog  Calendar News Contact  Aboutus 0 m

Click the button to lessn more

Call to action

» Show CTA

Click the butten to learn more about us

P N A " Do

Image blocks

You can add a panel that contains image blocks with text and call-to-action buttons. You can upload your
images, add the text, and you can select the destination page of the buttons.

b v 3 Y univeRsiTY
OF ARTS

Image blocks

Image settings §

Carcular . 2 ¢ %
i < Captivating classes Engaging lessons Exceptional teachers Interactive assignments
Calls to action Imeractive claszes will kesp Click the Mare button to We have the best teachers in A fur way to leam and
learn about our lessons heregion evolve. Show us what you
KW,

~f Show CTAs

CTA shape

Rounded ¥

b

CTAstyle

Outline L

CTA color
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Footers

You can customize the footer area of your portal. To add a new footer, click on Add, enter its name, URL,
and choose whether or not a new window is displayed when the footer is clicked, then click Save.

Portal footers

i Delete

Title Page Edit
L g
[1 » Information - &
1« Contact Contact &
[ « Terms and conditions - &
+ Add | # CustomHTML

Terminology

You can customize the terminology of the platform adding one or more substitutions. These substitutions
apply to all built-in text which appears on tabs, buttons, headings, instructions and tips. Click on Add, then
enter the original text and its replacement.

Add substitution

Origina AIIETIMENT

B If you want o

Assignment

|Afc

Welcome to the
University of Arts

Here is how a school portal can look
P

for visitors:
or visitors ﬁ ﬁ% T

Cantnsiing chsies Engagn issons Escepinnal leachets Wil 4SS
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Policies

Setting up policies

There are many policies that you can set for
your site, such as the features that students,
teachers, administrators and parents can
access. It is one of the most important
things for an administrator to do. Go to
Admin/Policies to start setting up your [l
options.

Mastery

Here are more details on some of the options:

Monitoring

If enabled, you can create monitor accounts. Monitors are read-only administrators that can access most
pages of a site but cannot change anything. If you enable monitoring, you can also enable it for use by
teachers, in which case they can monitor the communications of students in their classes.

Prevent simultaneous logins

If this feature is enabled, a student can only be logged on via a single session. When they start a new
session, any of their previous sessions are automatically terminated.

Let members know that commmunications are monitored

If you check this option, it lets members know their communications are monitored. They will see a small
notification: "your school monitors communications for offensive language", when composing messages
or using chat rooms.

Set time zone of all accounts to site time zone

If enabled, set all user time zones to the time zone of your school.

Allow comments on home news feed announcements

If enabled, users can add comments on home news feed announcements.

Copyright © 2023 CYPHER Learning®. All rights reserved. 24



Configuring the class catalog

The class catalog showcases the classes that are available for students. You can find it under
Classes/Catalog.

3o M5

Catalog GAeETEA®

Classes & | E Calendarview

Fashion

IF you are sbways interested i the
Iatest trends then you will find hee
Hlthe classes that can teach you
&l about the latest fashion

Featured items

. Free cl

Here you can leam how o edt
photos. apply photo effects and
= frarmes, graphics, and text

15

Photography &3 T EQ

Classes ~ Catalog E§ Calendar view

Categories

Subcategories

ocBoooponooo

In the 4th year, the classes ry 10
add the finishing touches to the
vast knowledge of our students. Featured items
How 10 use your DSLR
9 items 3items Free class

12 items
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To configure the class catalog, visit the Settings area. Your options are as follows:

Options - you can enable catalog search, the catalog calendar, and location filtering;

Format - choose between Flat, Hierarchical, or Graphic;

Category ordering - choose between Alphabetical or Custom. If you choose Custom, you can
reorder the categories using drag and drop.

e Class ordering - choose between Alphabetical or Custom. If you choose Custom, you can
reorder the classes using drag and drop.

e Displaying short descriptions - you can choose to display the short description of categories
and items on their tiles.

e Show sections in each lesson - if enabled, the list of sections will be displayed on the
catalog page of the class.

e Only show open enrollment classes in visitor catalog - you can set classes to have an open
enrollment for visitors of your site. With this option they can only see what is available to
them.

Hide old classes - hide classes that have started over a week ago.

Show time zone - include the class time zone in the listings;

Display classes for default organization in all catalogs - if you have enabled multiple
organizations for your platform, the default organization's classes will appear in all catalogs;

e Right column - you can enable the right column in the catalog to show the list of categories,
featured items, and boxes.

34 Fal o=
Class catalog CAaETBBQAE
A Catalogs  Settings 25 Cetalog
Options
o P
AP Option Setting
i ] Enable catalog search v
Eboil Enable catalog calendar v
L Enable location filtering v
Accounts
L]
Activity display L ayout
o Feature Setting
Affiliates = =
Format Graphic ~
|
Blog Category ordering Alphabetical v
] .
Class ordering Alphabetical ~

Calendar

Catalog Items
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Categories

.

All currently used categories and subcategories are listed in the Categories section of the local catalog.
You can change the descriptions and the picture associated with a category. You can even add a

metadata description and keywords for a category, under SEO Metadata.

Class catalog

G EzmmBa®@-~

Catalogs  Sel

Local Catalog
name: University of Arts
Introduction: X

# Edt
Pagination

N “Eassiz=

50 =~

Categories

-
Canslog

Configure visitor access to the catalog

€ Al carslogs

+ Add

i Ha SEQ
Edit Picture. s

# (] +
& [zal +
# [ +
# +
& +

To allow portal visitors to browse the catalog, go to Admin Portal and find the Visitor view tab. Enable

Catalog from the Portal pages section.

S mTEA®-

Portal pages

Title

EdiT

SEQ Enable? Deleie

[ ] |

L
o = v
App —
’ P

Sigriup rd 2 | :

A F + "l [i]

3 ] h
=y (anly available if policy document is enabled) £ x

+ fdd
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Configuring grading scales

Grading scales can be configured via Admin/Grading scales. You can set the default grading scale that
every class is initialized with. You can edit the default grading scale and add your own.

TG

Standard grading scales Gy ETBEQ® -

Grading scales Oy

o Grading scales [ + Add standard grading scale I
AF Here are your standard grading scales:
(i ]

Standard regular grading scale (Default)

Number of classes, class templates, and assignments using this letters grading scale 25

Grade Minimum Lettars
A+ 05 a7 5
& 90 925
2 85 87.5
2+ =l a25
3 75 75
8- 70 725
G+ 65 675
[ 60 625
c- 35 57.5
o+ 50 525
o 45 475
D 40 425
= 0 20

M tske all classes use this grading scale

If you have multiple grading scales, when you create a class, you can select the grading scale for that
specific class. See the Options tab in the Add class pop-up. You can also add a different grading scale for
each assignment.

Add a class
Language English (US) v | Time zone: (GMT-08:00) Pacific ™ v
Class:* Section: *

Semester:* | Credits: *

Gradirg SCS|EI | Standard regular gran * i

Essay Letters grading scale
Essay Letters grading scale
Essay Numiers grading scale
Essay Numbers grading scale
Essay Numbers grading scale
Future of learning

niastery Scale

quiz 1 gradin

*Qpticnal
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Creating accounts

.

Everyone who wants to use the site must have an account. The types of accounts that can be created in

CYPHER are:

e Students - can enroll in classes, submit assignments, communicate with teachers and

friends, use collaboration tools;

e Teacher - can create and teach classes, create and grade assignments, communicate with

students;

e Administrator - has full privileges on the site, can customize the site, set policies, create

accounts;

e Teaching assistant - can help teachers run classes but cannot change class content or

delete a class;
Parent - can access the site as well as track their children's progress;
Partial administrator - can administer only certain aspects of the site;

Monitor - read-only administrator that can access most pages of a site but cannot change

anything;

e Mentor - are users that primarily provide personal assistance to other users, called mentees.

Adding accounts

Go to Admin/Accounts to find your options for adding accounts:

Accounts Qe THQ® -

n Overview

Overview
o
AP Here are the ways yoL Can create accounts:
a S TorT
Abaut Create accoumnts using a web fomm.
& Emai tations
Emall account invitations fram the admin area ar from within incividual classes
ACCounts
L] MR SO e e . - 4
Allow visitors to create accounts by clicking the Signup button on your portal and entering an sccess code
Affiliates
W Y t Coount woulf Cla: £
» : : i
* Allow visitars to create an account when they purenase classes or enroll in thermn via your course catalog.
o Center

1l L s
Uploada CSV fi

ih the account details.

Use the sync option to creates naw accounis the first time they login using LDAP
Bi

Creste sccounts ang enroll them into classes using our AP|
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Add accounts using a form

This option allows you to quickly add accounts using a form. To start adding accounts visit the Form tab.
Select the initial type of account you want to create, whether you want to send login instructions, whether
you require the users to change their passwords when they first log in, and the approximate number of
accounts you want to add.

Accounts

Add using form

A Juerviey Types Form
1
AR

Select the type and number of accounts you'd like to craste {up 1o 50 at & time) and press Continue.

i ] Type of accourt
About (®) Student () Parent () Teacher () TA () Mentor (J Moniter (T Affiliste () Administrator
- Organization
fecounts | University of Arts %
L y ; S
Require user to change password when they first login
(J)Yes (®iNo
# 3
i Send log in instructions
(®)¥es (Na
=] Approximate number of accounts you'd like to add
Biog

Continue

Email invitations

To invite users via email, visit the Email tab. Select the initial type and approximate number of invitations
that you want to send, then click Continue.

Accounts GgeamEmEQ® -

- — I

Ee

&

Accouns

Emai

Email invitations
To send invitations, first enter the number of invitations you'd like to send (up to 50 at a time) and press Continue. Then enter the email addresses and press Send

Type of account
() Student () Parent () Teacher (JTA () Mentor () Maonitor () Affiliate () Administrator

QOrganization
University of Arts *

Approximate number of invitations you'd like to send

v
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The email invitation is sent but the account is not created until the user accepts the invitation and then
goes through the normal sign up process. You can see a list of invited people by going to the Users
catalog in the left bar, under the Invited tab. Resend the invitations if needed.

GaAmEQ® -

A ] circle  Invited Al +

: Invited
L,
Home Bl Resend | Cancel
|_| MName Accounttype Email Sent Link Accepted
hilip Marrisson  Student shilip. morrisson@gmaill .com ep 26, 1:23 am t
Philip M 5 philip @gmail Sep26,1:23 %
I
Ll ] 0 James Dillon Studernt jamesdillon_d6@yahoo.com 547 am %
[
& S
-
Lisers

Configure sign up

Generate access codes that allow users to create accounts. To start configuring sign up, visit the Sign up
tab.

e i

Accounts SammEQ® -

A Overview Types F “mail Signup. Fields
s
F
o

Sign up
Select the kind of sign up you want to aliow:

Apout Visitors cannot sign up for an sccount

Rcire Visitors can creste a student account oy cicking the sign up button
@] ACCESE 18 recy =
Af Vigitors can create an account by clicking the sign up button and entering an acoess code.
. Organization
A
Use text input field instead of dropdown for organization field to prevent students from seeing list of organizations.

/| Start with default organization in dropdown instead of *Select organization®

Sign up instructions
The following text is displayed in the sign up box.
& “To join, enter the access code that was issued by your organization and click Continue:

# Edit
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If you choose the sign up option without an access code, users can create accounts just by clicking the
Sign up button, then entering their account details. If you want to use access codes, you can set them up
in the Access codes area.

GAmTERAQ®

Access code Enabled

Aris vl
Equella

2>

ExpoeT

>

Each user type can have its own access code. Codes can be either active all the time or for a limited
period.

Students can then join the site by clicking the Sign up with an access code option, entering the code and
the required account information.

Catalog
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Import accounts from a file

This option allows you to quickly create or update accounts by importing the information from a
comma-separated value (CSV) file.

Accounts

ﬁ OVENVIEW

& Overview —) Export

AP Here are the way's you Can Create Becounts:
0 2 for
Aot Create accounts using a web form.
Ernail sccount Bwiations fram the n & fram within individus! classas
e Ernail account ewitations frorm the admin ares er from within ndkidus! classe:

Alicw visitors to create sccounts by clicking the Signup button on your gortsl and entering an sooess Code

Allow isitors to create an sccount when they puichase classes crervall in them via your cowrse catalog.

[~ Uplaad a C5V file with the sccount detalls
By
=1 Uz the sync option 1o Crestes new accounts the first fima they login wsing LDAR

Create accounts and anroll them into classes using our AP

Select the initial type of account you want to create, then choose the file from your computer that
contains the CSV rows and indicate which value is in which column.

Import

Value Colimn

Import
Options
Organization

Every field except for the first and last name is optional. If you e

Dry run: check impert but dont change anything

ity of Arts x

omit a user ID and/or password, they are given unique values Dves ONo
automatically. You have a few more options such as requiring e e e
users to change password on their first login, then click Update passwords for accounts that already exist

[_I¥es [®!ND

Continue.

Cate format

{_add ron/yyyy

Send log ininstructions
*) Yes /Mo

Continue
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Managing users

You can see an overview of all users in the school by visiting the Users Catalog. Click on a category to see
more details about a user group.

N s

GCAa@mmTBEBQ®~

ﬁ‘ Catalcg I irl + Insbkalkns
£

Parents

For example, if you click on Students, you can perform several actions such as: sending messages,
viewing their grades, awarding badges and certificates, archiving students or even removal from the
platform.

3 4HE ~
Catalog GAaEmBA®~
R stiéisBl Teschets Ths e s e e PRI
o Students
SENTE: Q B beccage | B Giodes | B Ponfolic | S Pascwords | Awand | =» Tramsfer | g Edit | = Remove | & Archive
Name » Classes Paths Completed: Deactivated Groups Awards Parents  Lastvisited #

L] -! Hla =, Jere 5 1 = - 7 7 - 30 days ago

5 1 : F 9 10 £ 110 days age

3 1 = - 7 1 = 229 days ago

3 4 5 . 18 9 = 21 miutes ago
8 1 1 1 g 20 - 96 days ago

B - - - 10 - - 11 days ago

107 days age

i
|

o
w

25 days ago
10 4 9 : 11 16 - 45 days ago
g B = - 7 14 = 102 days aga

[} - = - 1 12 - 9 days ago

2000000005 D

643 days 200

i
i
T
o
w
=3
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Using automation

Automation allows you to set up rules that should be performed when students enroll in groups, complete
classes and learning paths and even when they fall behind on their mastery levels. For example, you can
define rules that trigger actions such as sending a custom message when students enroll in a class or
sending a notification when an account becomes inactive. Administrators are usually responsible for
setting rules for accounts, while teachers add rules for classes and learning paths. Here is a list of rules
that you can add:

Add action b 4

Access Awards Membership  Other

¥ Hide assignment
Hide an assignment from the user
¥ Hide lesson
Hide a lesson from the user
Lock lesson
Lock a lesson

-}

M Show assignment
Show an assignment to the user

Show lesson
Show & lesson to the user

m Unlock lesson
Unlock & lesson

Adding rules for accounts

You can define actions that occur when accounts are created. Accounts rules include actions that are
triggered when users are added and when users are inactive. To add rules, visit the Accounts/Rules
section. Here you can also add Login actions.

LT AR

Accounts L4 AE B QlE -~

'n Sryie im Ema g g Fiele Prifiles | Rules  |na
o

Added actions

Add actions here that should be performed when an account is added
L Action Added Edit  Remove
i B Send the ‘new account” canned message Jan 14, 2016 # -
n
- W Award badge Part for game Site-wide game (Popup) Apr 15,2020 & -
Accounms
& Add to group Apr 15,2020 & -
= = - :
Affilates T Enrollin path Mastering photagraphy Apr 15,2020 # -
.E + Add
Blog
) 2 Login actions
Calendar
= #Add actions here that should be performed when an account is logged in.
H
Caralog There are no actions.

+ Add
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To add inactivity actions, visit the Inactivity tab:

o 122 -
= Accounts G4 EWHAQE
n sriie wes |Eann) Ems T T —

o Inactivity

Feature Edit

o 403 Number of days of not visiting the site befare user s considered inactive rd

About

. Inactivity actions

Accoums i

Add gctions here that should be performed when a user becomes inactive
Action Added Edit  Remove
A send custom notification to user Apr 15, 2020 # -
@ Add to group Studert team Apr 15, 2020 & -
+ Add

Catalog

How students can enroll in classes

The class catalog displays all the classes and learning paths available in your school. Students can

access the Class Catalog via the visitor portal, or from their account by clicking on the Catalog button.

‘ e
UNIVERSITY _ ) J 4
OF ARTS nat Calendar

Welcome to the
University of Arts

This is our Elearning partal,
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The catalog is organized in categories and subcategories. Each category has its own description and

displays the number of items in the category.

W univeRsTY o
OF ARTS Catalog

Calengar visw

About us

Blog

< Photography

Subcategories

Ath Year

I i drh pess, the clasees wy 1o
ad the finishing io 103 the wast
Inowienne of ow STLgRNTS:

Jdems

Categories

Art and Dasign

A category can have classes, learning paths, and items such as bundles, subscriptions, and digital media
if e-commerce is enabled. Each item has its own image and displays the teacher, a description, class and

section code, a price if e-commerce is being used, and reviews.

| e o N
OF ARTS Canabon alenda

< 2nd Year

&

Compesition and Portrait Fhotography

Storytelling

BONG T V5L LS4 1D
eCR U (et

Featured items

|
Catalog items have their own overview
page with details such as a
description, the content outline of the
class or learning path, the certificates
that it awards, and reviews.

B
' to use your DSLR
) G

0 James Savens

Apdut

Vou'Te 5 seazoned ghotographer with & pa

Enrolling in a class via the class
catalog is very simple. If the class has
open enrollment, students can enroll
by clicking the Enroll button.

comaasnon Basics as wel
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If the class requires an access code upon enrollment, then students have to enter the access code
provided by the administrator and click Enroll.

Enter access code

Setting up canned messages

Many actions that users take in the platform such as enroliment, unenrollment and deactivation have
associated messages that are sent to them. The content of these messages can be customized by going
to Admin/Messages.

Canned messages

Summary

Click on anvaction 1o show/edit its message.

Sent 1o sormeone when they ane invited (o Creats an account,

Sent to a8 student when they achieve a game leval.

Sent 1o g usar when they are archived via aulomation

o
it to 8 student when they are sutomatically desctivated from a class sfter the time limit has been reached
ALtto deactivation warning

it to a student when they are being warmed of sutomatic deactvation,

Santto a stugent when they are swarded a badge

Sent to a student when they are awarded a certificate

Award coupor

Sentto a leamer when they are awarded a coupon.
ard points

Sent to a student when they are awarded paints

S code

email {usually) when they are granted access 1o 2 class via 2 bulk purchase access code

student when they complete a self-paced class.

a usar when they are Invited 1o |oin 2 class.

P content
Sant to a student when a new lesson is dripped 1o a class.

Sent 1o 8 student when they ara enrolled in & class.

Copyright © 2023 CYPHER Learning®. All rights reserved. 38



.

To change the canned message associated with an action, click on its Edit option, then enter the new

subject and content.

Canned messages

e

124

Award certificate
Subject

You were awarded certificate @certificate_name

Content

Congratulations, you were awarded certificate @centificate_name!
(@certificate_picture

@why

To see/print your awards, click @iink_to_awards.

& Edit

Vi

FWwAQ®-

€ Retwrn to canned messages

Each action has variables associated with it that can be inserted into the canned message using the "@"

syntax.

Canned messages

(¥

a7

94

£'E WA QlE-~

Award certificate

The following variables can be used in the subject and message: @certificate_name, @certificate_pictur

@link_to_awards, @organization_id, @erganization_name, @user_first_name, @user_full_name, @user_id, @user_last_name, @why

Subject

frou were awarded certificate @certificate_name

Message

Congratulations, you were awarded certificate rtificate_name!
@certificate_picture

@why
@why

To see/print your awards, click @link_to_awards
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Creating reports

You can create reports about many aspects of the platform such as system statistics, class completion,
and class enrollments. CYPHER also provides custom reports, which you can configure yourself.

15

a2 mBa®-~

A eports  Catalog 5 Sehediled +  Custom report

Catalog

Check a report's box to add it to "My reports’, or click its name to runit

e Assignments

] Assignment usag
See how vanous assignment types are being used
] Missing work
e List students and the assignments they have not submitted
2 Badges
Lisers | tom badge report @
Custom badge report
org | Neekly Badge ot
i ‘Weekly Badge report
ESOURCES C}HSSEH
= T sss actvits
hepoits List stucients with 2 subimission count, progress, and current grade
o G ; :
Admin Class attendance report
¥ Gless con o
List stucents that have completed & class
V] Class e Tent

List students that have enrclled in a class.

Please note that this feature must be installed first via the App Center. Then go to the Reports menu in the
left bar and click Catalog.

Here are some reports to get you started:

Site statistics

In this report, you will see statistics about the number of users, classes, enrollments, assignments,
storage, and more. To generate the report, enter a name and click Run. When the report is done, you will
get a notification. In the notification, you will have a link to the details of the report.
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Class enrollment

In the Class enrollments report you can see the enroliments for a class within a timeframe of your choice.

Add report x

Name Class enrollment

vinen ® Date Range () Lastperiods () Current period

Start April 08 2020 B | Finish April 15202 il
Classes input ® Selact Manuslly input 1IDs

Classes Select options - |

Qrganization Select options - |

Quiput ® Chart (_JHTML (O csv

Catalog check to save in catalog

Run ®) Immediately () Schedule

Class status

In the Class status report, you can see the enrollment status for the students of a class and the number of
assignments that they have to do.

Class completion

In the Class completion report you can see the number of completions for a class in the period that you
choose.

Assignment usage

In the Assignment usage report, you can see how teachers are using each type of assignment.
Administrators can run the report on all teachers or on a specific teacher, and the totals for each
assignment type are displayed at the bottom of the report.

Missing work

In the Missing work report you can see the missing work of students from a class in the period that you

choose.

Terms and conditions

This report generates a list of users who have accepted the Terms and conditions of your portal.

Copyright © 2023 CYPHER Learning®. All rights reserved. 41



Organization statistics

In the Organization statistics report you can see statistics about each organization you administer.

Custom reports

.

Custom reports allow you to select the data that they want to report on such as users, classes, paths,

organizations, and more.

Add custom report

Narne: . Wigekly repoet

Cescription: | Report for the University of Arts

") Personal (@) scnool |

e
Affiliates

Course Groups
Grougs

Orders
Qrganizations
Paths

Users

You can also select a variety of fields, use filtering options, sort and group data by different parameters,

and choose the chart output.

Weekly report

Grouping  Summares  Chasnize Charts = Reporis | & Run

Click Columins and then select one or more columns from the t1able you are reporting on, as well as zero or more columns from
related tables.

Click Filters, Sort. Grouping. and Organize to define how rows are selected, sorted, grouped, 2nd displayed

Click Charts if the columns should be representad graphically.

Click Run to run the report. A popup will appear that allows you 1o specify report paramerers and specify whether the report
should be run immediately or on & schedule. The results of the report are saved in the report history,
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In the Columns tab, you can select which columns you want to report on, including your own custom
account fields.

5 an

Weekly report CaAaEmBEal-

columns  Elliers LI o : 1 = Reports | @4 Run

Afiow deactivared students to access class Alow final grade to be ovemidden?
Alow students to urenroll Archived?
¥l class D | Class cooe | Cragis
"] Deleted? Description [] Display i class catalog?
| Duration | End time | Grading scale
[linclude child classes? [T Include links to uploaded files for students? ¥l Name
Round points | section code
v SartTime o] Siyle

Badges >

Bundles >

Certificates »

Class sections »

In the Chart tab, you can choose the charts you want to use as output for the custom report. The available
chart styles include area, bar, column, line, pie, and scatter charts.

FIE VT

Class custom report Ga'EmEQAE -

= Charts = Reports | & Run

Charts

Fie chart "

Sglact

After running the report, you will get a
notification with a link to access it. When
you click the link, the report is displayed.
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Summary

The Getting started guide for Administrators provides the basic information that administrators need
when they first start using CYPHER. Some of the topics we covered are: navigating in CYPHER, using the
Help Center, customizing your site, creating accounts, setting up policies, and configuring the class
catalog.

If you have any additional questions, please browse the Help Center or visit our support forum.

www.cypherlearning.com
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