Scratch card admin

selfaccess.com

“\ J For Students of English as International Communication

Selfaccess courses and library memberships

Use your selfaccess credits to provide logins for your students.
To make this simple, we create a Selfacess Institutional Administrator and give this person a special username
and password. This person can:

1. Assign resources to users automatically, see how many students already have accounts or how
many credits you still have left.

OTHER LINKS 2. Look for an individual by searching name, username, password or
About us Selfaccess resource.

Contact Us _ . -

3. View and edit the username, password and email address of the

What Members Say Selfaccess Institutional administrator for your account.

Institutions & Schools

Tell & Friend About Us 4. Run a usage report. Find out how often resources are being used.

Useful Links
To see this screen your Institutional administrator signs in with the username
and password we have created for them.

Help

Adrnin

English When they log in, they will see an extra button on the left hand navigation
column called Admin.

Simply click on this link to be taken to the Institutional Administrator's screen.
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Assign resources to many users automatically

Create username and Passwords
Assign resources to students automatically

. Create usernames and passwords for either a group of students or an individual student automatically
and have these emailed to your account.

. These logons are valid for 1 year. They become active once a student logs in. If the logon is for 1
month, this begins the first time it is used.

. Each student can have their own account and change all user details

. SelfAccess credits can be bought at any time to make logons to give to your students. 1 month's library
access or 3 month exam course costs 1 credit. If you would like more information about credits, email
sales@selfaccess.com.

Mumber of individual See the number of credits

users to date: 2 your institution has.

MNumber of credits

available: 3. Choose the course or library
. access from the dropdown
Assign resources:
menu.

Selfaccess resource |Upper.in‘[gqmed|a‘tg course 02 j Fora
description of the courses, click here

Number of users to be ﬁ— i

Fill in how many logons you
want to make.

assigned;
Click "Submit Form".
Submit Form >>
The next screen will allow you
You now have 17 credits in your Selfaccess institutional account. to check you are happy with

the logons being made.
This order will cost you 3 credits and you will be left with 14 credits.

If you are satisfied, click "Yes,
Do ywou wish to proceed? continue".

¥es, continue >>> Mo, stop! >5>>

You will then go to a screen showing you the logons you have created for which resources. These will
be emailed to the Institutional Administrator's account.

This email will have the logons attached as a spreadsheet to give you 2 copies and make it easier to
keep on file.
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Search function

Search function

Look for an individual by searching name, username, password or Selfaccess resource.

Search User (English-to-go Ltd.)

Search for a
o ] ) resource b
Look for an individual by searching for their name, username, password or | 4 the Y
Selfaccess resource. You can then make any changes you wish. dropdown
_ menu or type
First name: in the name of
a student, their
Last name: username or
their user
Username: number.
User ID number:
Selfaccess resource: | EIEMGHUER EIGREOTEER j
: Then press
Submit Form >=> "Submit Form".

In the next screen, click the button next to the user whose details you would like to change and again press
"Submit Form".

. Please note: Logons that have not been created automatically for a large group, can not be changed
until they have been activated.
Until someone has logged in to Selfaccess.com using that username and password, the resource that
logon had been given can not be altered.
To change an unused login, either send an email to helpdesk@selfaccess.com or you can activate it
yourself.
Log in with that username and password and then it will be active.
Then log in as the institutional administrator, search for that username using the search function
explained above and then assign a different resource to it.

file:///C|/kereru/admin_manual/search.htm [21/08/2006 12:41:24 p.m.]
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Edit Institutional Administrator details

Institutional Account Details

View and edit the username, password and email address of the Selfaccess Institutional administrator
for your account.

We are able to provide more than one administrator per institution.
However, if you wish to have more than one administrator for your institution, you will need to email us at
helpdesk@selfaccess.com .

We will first need to create an account for them.

This screen also lets you opt to receive our free newsletter of hints, tips, ideas and news on our lessons.

Use this form to change your administrator’s settings.
Make the changes you wrant and click “submit™,

Requirad helds (* )

First Mameg ' |
Last Name «|
LUsermame * |

wour @mall addrgss?

Re-Enter Your Email & [
Afddress

(Please ensure this email address is correct. )

Do you wish to changa

YOUr password? Passwiord . |

Re-enter password  * |

We send out 3
newsletter with our
acest lessons and
useful ips

v ves, please send me email updates
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Usage report

Selfaccess Usage Report
Run a usage report.

From our reporting screen you can run a report to see how often selfaccess.com resources are being used,
which lessons are used and how frequently your institutional user limit was exceeded.

. You can ask for the number of lessons opened by choosing yes or no from a dropdown menu.

« You can get information on how many times your institutional user limit per username was exceeded by
choosing yes or no from a dropdown menu. For example, if only 25 students from your institution can
log on to selfaccess.com at any one time, you can see how often more than 25 students tried to use
Selfaccess at the same time.

. If you have individual accounts at Selfaccess.com you can see how long each student is logged on to
Selfaccess by choosing yes or no from a dropdown menu.

Online resources - Usage report (English-to-go Ltd.)

Use this form to run a report to see vwho has been using Selfaccess, how many lessons
they have been using and how often.

Usernames: Select all ¥ or type in username
Selfaccess usage report: - h1mm5 till [m,ﬂgm (ddfmmlyyyy)
Report number of lessons =

opened? I?ES J

Report length of time students |‘fes ﬂ

spent on Selfaccess?

Report number of times user
o [Yes =]
limit exceeded per username?

Post report to: email address |editor@selfaccess. com

Submit Form >>

« You can decide who you would like this report emailed to.



	Local Disk
	Scratch card admin
	Assign resources to many users automatically
	Search function 
	Edit Institutional Administrator details
	Usage report


