
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Teachers’ Administration 
 

Instructions Manual 
 

For each teacher using the program please print a hard copy of this document 
and place it into a ‘plastic-sleeve’ folder as a Setup and Instructions Manual. 

 
 

This manual can also be accessed online from any one of your Teachers 

Administration Pages by clicking the Help Icon ....  

If you are starting from scratch just follow the Quick Summary Guide. If you need any further 
guidance, follow each step as it is laid out in the manual. 
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Site Map 

 
 
 
 

Each teacher should allow ten to fifteen minutes to complete their setting-up process.  
 

  Log on to our website www.thecomputerschool.net 
 

  Click the Teachers link … Enter your teacher’s username and password. 
 
 

  STEP 1.  Teacher’s Administration - Creating Subjects and Subject Folders 
  Log into – Teachers link -> go to – Learning Resources -> Subjects and Folders -> Create your Subject Folder 
   -> Enter a name for your folder, then click Create. Now create your Subject (Step 1-Step 2), then click Create. 
 
 

                  Teacher’s Administration - Create your Class  
                   Log into – Teachers link -> Teacher Management -> Classes -> Create Class -> Enter class name. 
 

  STEP 2.  Teacher’s Administration - Creating Students 
  Log into – Teachers link -> Class Management -> Students -> Create Student -> Enter details for a student. 
 

  Students can be created initially in the School Administration area individually, or imported as an Excel CSV 
  file. 
 

  STEPS     Teacher’s Administration –  

  3, 4 & 5.    Registration of Students and Assigning Tutorials and Tests to your Class.    
 
 

A) Go to -> Class Management -> Students -> Register Students.  
B) Select a class from the drop down menu. 
C) Hold down the Ctrl Key and click the students that belong to your class.  
D) Go to Learning Resources -> Tutorials -> View All Modules.  
E) Ensure you have your correct Class number/name showing in the Class Box. 
F) Go to the Assign column and ‘tick’ the boxes beside each Tutorials you want to assign to your class, then click the 

Assign button at the bottom.  
G) Go to Learning Resources ->Tests -> click on View Tests.   
H) Select Tests by ticking the box in the Add column and then click the Assign Button. You have now assigned your 

Test/s to your Class. These assigned tests will now be available to your students through the Student’s 
Administration area of the Website.   

       You are now ready to use the system.  
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 Windows Vista 
 
   1    How do I start using Windows Vista 
   2    How do I use My Computer 
   3    How do I work with Windows 
   4    How do I use the Start menu 
   5    How do I use Windows Explorer 
   6    How do I personalise My Desktop 
   7    How do I customise the Taskbar 
   8    How do I use the Sidebar 
   9    How do I work with Files and Folders 
   10  How do I work with Microsoft Paint 
   11  How do I use The Microsoft Paint Toolbox 
   12  How do I use Wordpad 
   13  How do I format text in Wordpad 
   14  How do I use the Recycle Bin 
   15  How do I search Files and Folders 
   16  How do I use Windows Media Player 
   17  How do I use Windows Photo Gallery 
   18  How do I use Windows Mail 
   19  How do I use a Printer 
   20  How do I Install and Uninstall Applications 
 
 
 
 
 
 
 
 
 

 Photoshop CS3 
 
   1     How do I use Adobe Photoshop  
   2     How do I work with a Photoshop Document 
   3     How do I Customise a Workspace  
   4     How do I Save, Delete or Switch between  
          Workspaces 
   5     How do I use Palettes  
   6     How do I work with Menus 
   7     How do I work with Tools 
   8     How do I work with Rulers 
   9     How do I work with Preset Manager 
   10   How do I Adjust Image Size and  
          Resolution 
   11   How do I View Images 
   12   How do I Crop and Rotate images 
   13   How do I use the Canvas function 
   14   How do I Repair an Image 
   15   How do I Add Effects to an Images 
   16   How do I work with Layers and Groups 
   17   How do I Add and Edit text 
   18   How do I use Brushes 
   19   How do I use Gradients 
   20   How do I Create Avatars 
 
 
 
 
 
 
 
 
 

 Microsoft Word 2007 
 
   1     How do I use  Word (2007) 
   2     How do I work with a Word Document 
   3     How do I Edit a Document 
   4     How do I Find and Replace Text 
   5     How do I change the Text Appearance 
   6     How do I Format Paragraphs 
   7     How do I use Bullets and Numbers 
   8     How do I change the Page Background 
   9     How do I change the Page Setup 
   10   How do I add Headers and Footers 
   11   How do I add Page Numbers 
   12   How do I apply Borders and Shading 
   13   How do I Work with Images 
   14   How do I Work with Shapes 
   15   How do I Work with Tables 
   16   How do I Check Spelling and Grammar 
   17   How do I Insert Hyperlinks and Bookmarks 
   18   How do I use WordArt 
   19   How do I Print a Document 
   20   How do I Create a Document Template 
   21   How do I use Ribbons 
   22   How do I use Ribbons with a Keyboard 
   23   How do I use the Quick Access Toolbar  
          with Ribbons 
 
 
 
 
 
 
 

 Movie Maker (Vista) 
 
   1     How do I use Windows Movie Maker  
   2     How do I Work with a Project  
   3     How do I Import Video, Images and Audio  
   4     How do I work with Timelines  
   5     How do I Work with Clips  
   6     How do I Work with Transitions  
   7     How do I Work with Effects  
   8     How do I Work with Movie Titles and Credits  
   9     How do I Preview Clips or Projects  
   10   How do I Move a Frame or 'clip in' a Project  
   11   How do I Work with Preview Screens  
   12   How do I Work with Narration  
   13   How do I work with Collections  
   14   How do I Edit a Movie  
   15   How do I Work with Storyboards or Timeline Views 
   16   How do I Work with General Options  
   17   How do I Work with Project Properties  
   18   How do I use The Auto Movie Function  
   19   How do I Publish a Movie  
   20   How do I Download Videos to a Computer  
 
 
 
 
 
 

 Dreamweaver CS3 
 
   1    How do I Start using Dreamweaver  
   2    How do I work with Dreamweaver Documents 
   3    How do I Create a Document 
   4    How do I work with Document Windows 
   5    How do I use Toolbars, Context Menu and 
         Property Inspectors 
   6    How do I use the Insert Bar 
   7    How do I use Panels 
   8    How do I customise the Workspaces 
   9    How do I work with Files Panels 
   10  How do I work with Asset panels 
   11  How do I Manage Assets 
   12  How do work with Web Pages 
   13  How do I use text on a Web Page 
   14  How do I use images in a Web page 
   15  How do I Set Layouts for pages using HTML 
   16  How do I work with Tables using HTML 
   17  How do I Format Tables using HTML 
   18  How do I Work with Frames using HTML 
   19  How do I set up a Dreamweaver site 
   20  How do I Create a Root Folder 
 
 
 
 
 
 
 
 

 Publisher 2007 
 
   1  How do I Use Publisher  
   2  How do I Work with a Publication 
   3  How do I Create a New Publication 
   4  How do I Edit Text 
   5  How do I Find and Replace 
   6  How do I Change the Text Appearance 
   7  How do I Format Text 
   8  How do I Create a List 
   9  How do I Format a publication 
   10  How do I Add or Delete Publication Pages 
   11  How do I Work with Images 
   12  How do I Work with Shapes 
   13  How do I Work with Tables 
   14  How do I Work with Borders 
   15  How do I Use Templates 
   16  How do I Create and Print Banners or Posters 
   17  How do I Create a Calendar 
   18  How do I Create a Business Card 
   19  How do I Create a Brochure 
   20  How do I Work with Web Sites 
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 Keyboard Shortcuts 
 
   1  Use Windows Keyboard Shortcuts 
   2  Use Mac Keyboard Shortcuts 

 Email 
 
   1  How do I use Outlook Express 
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CREATING CLASSES 
 
On the toolbar,  
go to Class Management - > Classes  
then click Create Class  
 
Enter your class name in the box provided then 
click Create.  
 
A green box will then appear if your class was 
created correctly. If it wasn’t, a red box will 
appear letting you know it was unsuccessful.  

CREATING SUBJECTS 
 
On the toolbar,  
go to Learning Resources - > Subjects and Folders  
then click Create Subjects  
 
Step 1. 
 

Enter your Subject Name in the box provided then 
click Create. 
 
Step 2.  
 
Simply select which Subject Folder you want to 
assign your subject to from the drop-down menu. 
Then click Assign. 
 
A green box will then appear if your subject was 
successfully assigned to your selected subject 
folder. If it wasn’t, a red box will appear letting you 
know it was unsuccessful.  
 

 

CREATING SUBJECT FOLDERS and SUBJECTS 
 
On the toolbar,  
go to Learning Resources - > Subjects and Folders  
then click Create Subject Folders  
 
Enter a Subject Folder Name in the box provided 
then click Create. (E.g. ICT Grade 9) 

 
A green box will then appear if your subject folder 
was created correctly. If it wasn’t, a red box will 
appear letting you know it was unsuccessful.  
 
N.B. You must first create a Subject Folder before 
creating your subjects. As you’ll see below, when 
you do create your subjects, you’ll then assign 

them to a subject folder. 

 Teacher Administration  1. 
Subjects, Folders and 

Classes 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CREATING STUDENTS 
 
 

(Individually)   
 
On The toolbar,  
go to Class Management - > Students - > Create 
Student  
 
Enter student details in the form provided and 
click Create. Again, a green box will appear if 
your student was created correctly. If they 
weren’t, a red box will appear letting you know it 
was unsuccessful.   
 

CREATING STUDENTS 
 

(Uploading from a CSV file)   
 
On The toolbar,  
go to Class Management - > Import - > Import 
Students  
 
  
 

Before you commence using our upload facility 
click the CSV Format Link to ensure your Excel 
file has been created in the correct format. When 
it has, and you have saved the file onto your 
computer, you will then be ready to upload your 
students’ list.  
 
 

------------------------------------------ 
 
 
 
 
When you are ready, click the Browse link and 
locate your saved file – highlight it and click 
Open.  
 
Your file name will now appear in the box to the 
right of the Browse link.  
 
Simply highlight the CSV File, click Open and 
then click Import. Your entire list will then be 
uploaded into your selected class. 
 
You can also create a new class to upload your 
CSV to. Just tick the box beside New Class and 
enter the name of your new class in the box 
provided. 
 

 

 Teacher Administration  2. 
Creating and Uploading 
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REGISTERING STUDENTS 
 
 
 
Now that you have created your Students,  
you need to register them.   
 

On the toolbar,  
go to Class Management - > Students  
and click Register Students  
 

 
Step 1.  
 
Select a class from the drop-down menu to 
register your students into then click next. 
 

Step 2.  
 
 
Select as many students as you like by simply 
holding the Ctrl Key while clicking once on each 
student you want in that particular class.  
 
Then click the Register button. You have now 
registered those students in to your class  
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Registering Students 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
ASSIGNING TUTORIALS:   
 
 
On the toolbar,  
go to Learning Resources then click 
Tutorials. 
 
The tutorials index page will then appear.  
 
From here you can either select any 
individual program by simply clicking on 
the one you want, or click the View All 
Modules link to see all tutorials. 
 
N.B. This page will take a minute or two to 
open because of the total size of each of 
the modules.    
 

Click on the View All Modules link – when the page opens, 
select the correct class you want to assign your tutorials to, 
from the class drop-down menu. (You will have to wait another 
minute while the program loads your class details). 
 
 
The View Module navigation bar (to the left) will take you 

directly to any one of those listed modules.   

Assign Tutorials by ticking the box in 
the Assigned Column next to the 
tutorial you want use. Then click 
Assign Tutorial. 

 
You then will have instantly sent all 
ticked tutorials to every student in the 
class.  

 
Your Tutorials will then change from 
black to red indicating they have been 
assigned to that class.  

 
The Date Assigned will also appear to 
the right of the tutorial.   

 
Select the tests you want to assign by 
ticking the box in the Add Column -
then click the Assign button. 

 
While you can view each tutorial from 
here by simply clicking on the tutorial 
name itself, we recommend viewing of 
all tutorials from our Skills Index 
Page. It operates much faster for 
viewing.  
 

 Teacher Administration  4. 
Assigning Tutorials 



 
 
 
 
 
 
 
 
 
ASSIGNING TESTS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Each test can be printed with all of the correct answers. It will also display as a percentage all students’ 
results for each answer option, for both the class and for all students at the school who have sat that 
particular test. These results can also be viewed by clicking on the test name itself.  
 
 

Tests can be assigned to subjects or subject folders from a drop-down menu. 
 

On the toolbar,  
go to Learning Resources - > Tests then click on View Tests. Select the class you want to assign your tests to 
from the class drop-down menu. Select the tests you want to assign by ticking the box in the Add Column. 
Then click the Assign button. Your selected test will then instantly be sent to every registered student in that 
class.     

 
To remove a test from a class … 
Select the test you want removed by ticking the box in the Remove Column then click the Assign button.  
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Assigning Tests 



 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Teacher Administration  6. 
Monitoring Student’s Progress 

MONITORING STUDENT’S PROGRESS 
 
On the toolbar,  
Go to Class Management > Tests > then click Test Results. Select your class from the drop-menu box.  

 

Teachers are able to view all of their student’s results from this one page as each student progresses through 
their assessment tests. 
 
Scores are displayed in a percentage format showing: how much of that test the student has Attempted (A) and 
how much of what they have attempted, is Correct (C). If you click on the Correct Score (C) of any student’s test 
result, this will instantly display for the teacher, the entire content of that student’s test, with correct and 
incorrect answers for what they have attempted. Teachers also have the option for students to redo their tests if 
they’re not satisfied with their results.  (As seen below) 
  



 
 

 
 
 
 
 
 
MESSAGING STUDENTS 
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STEP 2. 
 

When the Message Box appears:  
 

1. If you want to upload a file click the Browse 
link to find the file you want to upload, then 
click the Upload link. (PDF, txt, or .doc files only). 

You are now ready to complete the Message 
Form.  

2. Both the Message Title and Message 
Content boxes MUST be filled in otherwise 
your message will not be sent.  

3. When you have finished, click Post Message 
and your message will be sent to the entire 
class (or to individual students). 

 
The Message Box will clear itself ready for your 
next message. If you have finished, use the 
toolbar to navigate to another part of the site. 
 
Your Message Title will be displayed under Class 
Messages, or Individual Messages, depending 
on which message you sent. 
 

  

 STEP 1. 
 

On the toolbar,  
go to Learning Resources  
> Messages then click View all Messages. 
 
 
Select your class from the drop-down menu. 
Then click the small white envelope on the right 
hand side of the orange Class Messages box to 
Post Message to the entire class.  
 
 
* Messages can be deleted by ticking the box 
  to the left of the message,  then click  Delete. 
 
 
 
 

* Messages can posted to individual students.  

 Teacher Administration  7. 
Student Messaging 
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 STEP 1. 
 

On the toolbar,  
go to Class Management, scroll down to Tests 
then click on Student Summary Report. Then 
select the class for the report and click OK. 
 
 
 
 
 
 

STEP 2. 
 

Highlight the tests you want to run a report on 
and click Run Report.  
 

N.B. Hold down the Ctrl Key and click on the test name  
for multiple test reports. 

  
 
 
Please allow a few minutes for this information 
to be downloaded. A PDF will then appear with 
your report ready for printing.  
 
 
 
 
 
 

There are three different types of reports 
available to you. 
 
1. Student Summary Report – This is the example 

we have just done above. This displays the results 
of each selected test, for each selected class.    

 
 
2. Test Report – will display each of the tests you 

select, with the results of each student for that test.  
 
 
3. Student Report – will display individual reports for 

each student for each of your selected tests.  
 

 Teacher Administration  8. 
Student, Class and Test 

Reports 



 
 
 
 
 
 
 
 
 
CREATING TESTS   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

Any teacher from any subject can create their own self-marking multiple-choice tests. 
On the toolbar,  
go to Learning Resources > Tests, click Create Test then simply follow the prompts  
 

STEP 1. 

 
Create a new test OR a 
new version of an existing 
test 
 
Tick the correct box and 
click Next.  
 

STEP 2. 

 

Choose a Test Name 
 
Type in your Test Name & 

then click the Next link.  

STEP 3. 
 

 

Assign to a Subject 
 
 Choose from the drop-
down menu which subject 
to assign your test to.  
 
Then click the Next link. 
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Creating Tests 



 

 
 
 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 4. 
 

 

Allocate a Time Period  
 
for students to complete 
their test in  
 

Then click the Next link.  

STEP 5. 
 

This is the area where you 
now start to create your 
test.  
 
If you want to upload an 
image with a question you 
must do this before you 
start typing your question  
 
Click Browse, locate your 
image, then click Open and 
then the Upload Image 
link.   
 
Type in your question. (As 
short or as long as you 
like).  
 
Now type in your Answer 
Options (more answer 
options can be added by 
clicking New Options). 
Each answer can also be 
as short or as long as you 

like. 

In the correct column, tick the correct answer. Once you have finished your question either click New Question – to 

create a new question, or click the Save and Finish link to complete your test. 

 Teacher Administration 
Creating Tests … contd. 



 
 
 
 
 
 
 
CREATING ASSIGNMENTS 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

STEP 2. 
 

 

Uploaded Files 
 
This page lists your uploaded file(s). If 
you want to upload another file click 
Yes, otherwise click No to move on to 
Step 3.  

STEP 3. 
 

Choose Assignment Name 
 
Types in your assignment name in the 

box provided, then click Next.  

STEP 4. 
 

 

Type Instructions 
 

Type in your assignment instructions in 
the box provided. Give your students very 
clear and precise details on what you 
expect them to do with this assignment. 
(Activities, tests, completion times etc).  
 
When you have finished typing your 

instructions … click Next.  

 STEP 1. 
 

Before you use this feature, create your 
Assignment/s and save them on to your  
Computer.  
 
Assignments can only be uploaded in a .doc or 
PDF format. (max. file size 250kb)  
 

On the toolbar, go to Learning Resources - > 
click on Assignments then click Create 
Assignment.  
 

 

Find and upload files 
 
Click the Browse link and locate your saved 
assignment on your computer. Highlight it and 
click Open, then click Upload.   
 

STEP 5. 
 

 

Assign to a Subject 
 
From the drop-down menu, select the 
subject to assign your assignment to. 
Then click Create. 
 

N.B. Subjects and Subject Folders must 

be created first.  

 Teacher Administration 10. 
Creating Assignments 
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