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Chapter 1: Getting Started

1.1 Introduction

This manual shows you, step by step, how to use EIIET Learning Platform. It is

written for teachers and teaching staff who run courses, share materials, set and grade work,

and hold live classes online.

Staff work through the website only:
 The website — my.eiiet.com, which you open in any web browser on a computer or
laptop.

« There is no separate staff app. The EIIET mobile app is for students; as a teacher you

do everything from the website.

The screens shown here come from a sample account, so the courses, names and dates are
only examples — your own account will show your own courses and details.

1.2 What You Can Do as a Teacher

From your courses on the website you can:

1.

2.

Build and organise your course — add topics, files, pages, links and labels.

Add activities such as assignments, quizzes and forums.

Set assignments with due dates, collect student submissions, and grade them with
feedback.

Use the gradebook to record and review every student’s marks.

Run live online classes and share the recordings afterwards.

Enrol and manage the students in your course, and organise them into groups.

Send messages, post announcements and receive notifications.
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1.3 Before You Start

To teach on the platform you need:

e A modern web browser such as Google Chrome, Microsoft Edge, Mozilla Firefox or

Safari.

e Your EIIET staff username and password. These are given to you by EIIET. Your

username is a short login name — it is not your e-mail address.

e The Teacher role in at least one course. If your courses do not appear, ask EIIET to

enrol you as a teacher.

A Note on Roles: It helps to know who can do what on the platform:

Table 1 User Roles on the Platform

Role

What they can do

Administrator

Teacher

Student

Runs the whole site — creates courses and accounts and sets
everything up. (Handled by EIIET.)

Manages their own courses — adds content and activities, grades work
and manages students. (This is you.)

Takes part in courses — reads materials, submits work and joins
classes.

1.4 Quick Reference

Where to find the most common things, once you are inside one of your courses:

Table 2 Quick Reference for Common Tasks

| want to...

Goto

Add or change course content Turn on Edit mode (top right), then use Add an activity

Set an assignment
Grade student work

See all marks
Add or remove students

or resource.

Edit mode — Add an activity or resource —
Assignment.

Open the assignment — View all submissions, or use
Grades.

Open the course — Grades.
Open the course — Participants.
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| want to... Go to

Hold a live class Add a BigBlueButton activity, then open it to start the
session.

Edit your details Y our name (top right) — Profile — Edit profile.

Chapter 2: Logging in to the Website

2.1 Open the Platform
e Open your web browser and go to my.eiiet.com.
e Onthe EIIET page, click the Log In button at the top-right corner. This opens the

login screen shown below.

Table 3 The Login Page — the Same Login Screen for All Users

User Name

LOG IN

2.2 Enter Your Username and Password

1. In the User Name field, type your EIIET staff username.
2. In the field just below it, type your password.
3. Click LOG IN.

Note Remember: type your username, not your e-mail address. The password

box is the line directly under “User Name”.
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2.3 Forgot Your Password?

e On the login screen, click Lost password?.

To reset your password, submit your userame or your email
address below. If we can find you in the database, an email will be
sent to your email address, with instructions how to get access

again.

Search by usemame

Usemame

e Enter your username or registered email address and click Search. If a matching
account is found, a password-reset link will be emailed to you.

e Check your email for a password reset link. The link expires in 30 minutes.

e Click the link and enter your new password twice to confirm.

e If you still cannot get in, contact EIIET at info@eiiet.com.

2.4 Logging Out
When you have finished, log out so that no one else can use your account — especially

on a shared or public computer. Click your name at the top-right corner and choose Log out.

Prof. (Hon.) Dr. Naresh Seetharam * - (\

Profile
Grades
Calendar
Private Files
Reports
Preferences

Switch Role To..

Log Out
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Chapter 3: The Dashboard - Your Home Page
After you log in you arrive at your Dashboard — your personal home page. It pulls
together your courses, a timeline of what is coming up, and a calendar, so you can see at a

glance what needs your attention.
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Figure 2 The student Dashboard, with the Navigation block (left), your courses and events (centre) and

recent items (right).
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Typical blocks on the dashboard include a Course overview (a card for each course
you teach), a Timeline of upcoming deadlines and events, and a Calendar. You can open any

course directly from its card.

3.1 The Top Navigation Bar
The bar across the top of every page is how you move around the platform. From here

you can reach your courses, your notifications, your messages and your profile.

Figure 3 The Top Navigation Bar, Shown Across the Top of Every Page

APPLY ONLINE BLOG FAQ

info@eiiet.com +49 30 233618555 8 D. Frof. (Hon.) Dr. Naresh Seetharam ﬁ A o)

Table 3: Items on the Top Navigation Bar

Item What it does

Notification bell Shows new notifications. A red number means unread items.

Messages icon Opens your messages, SO you can write to students and
colleagues.

Your name & photo Opens a menu with your Profile, Preferences and Log out.

3.2 The Navigation block
The Navigation block on the left is the main menu for moving around the platform. It usually
contains:
» Dashboard — returns to this home page.
« Site home and Site pages — general areas of the site.
» My courses — click to expand the list of courses you are enrolled in, then click any
course name to open it.

» Courses — browse the full list of courses on the platform.
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3.3 Upcoming Events
This block lists what is coming up soon — for example, scheduled live classes and
assignment due dates — each with its date and time. Click “Go to calendar...” at the bottom to

open your full calendar.

3.4 Course Overview
The Course Overview shows a card for each course you are enrolled in as a staff
member or teacher. For each course you can see a short title and a progress bar such as “0%
complete”. Using the controls at the top of this block you can:
« Filter the list (for example All, In progress, or Completed).
+ Search for a course by name.
« Sort the courses (for example by name).

» Switch between Card and list views

3.5 Finding Your Courses

You can open a course in several ways: from the Course overview on your dashboard,
from a Courses or My courses menu in the top bar, or from a recently-accessed list. Once a
course is open, a course menu (with Participants, Grades, Reports and more) lets you move

around inside it.

3.6 Your Profile
Viewing Your Profile
Your profile is how you appear to your students. To open it, click your name at the

top-right corner and choose Profile.
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Prof. (Hon.) Dr. Naresh Seetharam $ -

Profile
Grades
Calendar
Private Files
Reports

Preferences

Switch Role To...

Log Out
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[Z251 European Institute of Innovation,
X entrepreneurship, and Technology

Dashboard / Profile

 Dashboard

Site home
> Site pages
~ My courses
> General German
Language
> M10 - Business
English
> M11 - Tourism Product
> M13 - Research on
Tourism Services

Figure 4 The Profile Page

info@eiiet.com +49 30 233618555

ADVISOR

APPLY ONLINE BLOG FAQ

Hon.) Dr. Naresh Seetnaram @) - @D

Bpo

Reset page to default  Stop customising this page

Advisor with extensive experience in educational leadership, curriculum development, and academic administration. Expertise includes

promoting student achievement, evaluating instructional practices, and supporting data-driven educational improvement. Experience in

curriculum and systems for

such as Pearson Edexcel, 1B, and Cambridge. Active

involvement in school accreditation processes, including candidacy, authorization, and reviews, as well as supporting pathways for students

pursuing higher education in international universities

> M14 - Safety in User details
Tourism
> M16 - Talent
Management Edit profile
> M21 - Strategic Email address
Management naresh.seetharam@eiiet.com (Visible to everyone)
> M11 - Business Eng
> M14 - Talent Country
Management Germany
> M15 - Safety in Citytown
Tourism
Berlin
More
> Courses Timezone
Administration
I Priacy and polcies
Add A Block Data retention summary
There are no blocks that you
can add fo this page.
Course details
Course profiles
General German Language
M10 - Business English
M11 - Tourism Product
M13 - Research on Tourism Services
M14 - Safety in Tourism
M16 - Talent Management
M21 - Strategic Management
M11 - Business English
14 - Talent Management
M15 - Safety in Tourism
View more

European Institute of Innovation, Admission
Entrepreneurship, and Technology

LessingstraBe 79,

13158 Berlin, Germany
Phone: +49 30 233618555
Fax: +49 30 233618556

Email: info@eilet.com

Download

Gallery

Partnership Programme

Guest Lectures

Blog

Miscellaneous

Blog entries
Forum posts
Forum discussions
Learning plans

Reports

Today's logs

All logs

Outline report
Complete report
Browser sessions
Grades overview
Grades

Login activity

First access to site
Thursday, 24 October 2024, 7:25 AM (1 year 247 days)

Last access to site
Sunday, 28 June 2026, 10:48 AM (29 secs)

Mobile app

QR code for mobile app access
Scan the QR code with your mobile app and you will be automatically
logged in. The QR code will expire in 10 mins.

View QR code

This site has mobile app access enabled
Download the mobile app.

Frequently Asked Questions
Privacy Policy

Legal Disclosure

© 2023 European Institute of Innovation, Entrepreneurship, and Technology | All Rights Reserved
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Editing Your Profile
To change your details, open your profile and choose Edit profile (or use your name
menu at the top right). Here you can update information such as your name, e-mail, photo,

description, city and time zone.

C @ [ 2 myeiietcom/user/profile.php [} & O3 h* 4 @ School

ag &% European Institute 0... 5° Dashboard « Europe... [ EIIET Web Wiki & Home - Google Drive = Web ver Pas...  [E8 SEO Details - Thaku... > 3 All Bookm:

Dashboard / Profile Reset page to default Stop customising this page
Navigati
VISOR
* Dashboard
Site home Advisor with extensi in ional leadership, curriculum and ic admini 1. Expertise includes
> Site pages promoting student it I fi and supporting data-driven educational improvement. Experience in

v
My courses curriculum coordination and examination systems for intenational programmes such as Pearson Edexcel, 1B, and Cambridge. Active

> General German

L 1t in school i 1 including authorization, and reviews, as well as supporfing pathways for siudenis
anguage
% M10 - Business pursuing higher ion in ir i i
English
> M11 - Tourism Product
> M13 - Research on
Tourism Services
> M14 - Safety in User details Miscellaneous
Tourism Z/
> M16 - Talent
Management Edit profile Blog entries
> M21 - Strategic Email address Forum posts
Management naresh.seetharam@eiiet.com (Visible to everyone) Forum discussions
» M11 - Business Eng
3 M14 - Talent Country Learning plans
Management Germany
> M.15 - Safety in City/town
Tourism "
Beriin
More.
Reports
? Courses Timezone P
Europe/Berlin
Today's logs
All logs

Qutline report
Complete report
Privacy and policies Browser sessions

Grades overview

Data retention summary Grades

There are no blocks that you
can add to this page.

Course details Login activity
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Figure 5 The Edit Profile Page

Click Edit profile Edit your information
Open your profile menu (your name & photo) Update your information such as your name,
and click “Edit profile”. e-mail, photo, description, city and time zone.

nfogoletcom 1493023061885 (D5 Prt (o) O Nresh Sethram (RN v

Important. Set your Timezone correctly. Due dates, class times and the calendar are all
shown in your time zone, so the wrong setting can make times look wrong for you and

confusing when you set deadlines for students.

3.7 Notifications and Messaging Students

Notifications

The bell icon in the top bar keeps you informed — for example when a student submits
an assignment, posts in a forum, or a deadline is approaching. A red number shows how

many unread notifications you have. Click the bell to read them.

info@oiietcom  +4930233616855 (D ' Prot. on) O Naresh Sestharam D
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Figure 1 The Notifications Panel, Opened From the Bell Icon

info@eiiet.com +49 30 233618555

a o

Notifications . o

Q Younave upcoming activities due -
2 dayc 10 howrs 290 View full notification

@ You have upcoming activities dus
9 days 10 howrs ago \iew full notification

Q You have upcoming activities dus
18 dayt 10 hours age \iew full notincation

) ENET Admin nas given feedback for assignment Test
Aszalgnment
22 daye 18 houre ago View full notification

(’_7 You have submitted your assignment submisalon for
Test Aesignment
22 dayg 18 hours ago View full notification

Q You have upcoming activities dus
23 days 10 houre ago View full notification

© welcome to M13 - Consumer Bshaviour
24 dayt 18 hours ago \iew full notification

Q weicome to M15 - Innovation Management

v

24 davs 18 hours ago View full notification

Messaging
The messages icon lets you write directly to students and colleagues. Open it, search
for the person by name, type your message and send. You can also message all the students in

a course — useful for reminders and announcements.

Announcements

Most courses have an Announcements area at the top. Posting there is the best way to
reach everyone in the course at once; students are notified and a copy stays on the course
page for reference.

Tip. Use Announcements for class-wide notices (timetable changes, reminders) and

messages for one student. Keep both short and clear.
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Chapter 4: Managing Your Course

4.1 Understanding Your Course Page

How a Course Is Organized
A course is made up of sections (also called topics or weeks). Each section holds the
resources and activities for that part of the course — for example a file to read, a page of notes,

a link, or an assignment. Students work down the page, section by section.

Dashboard | My courses | MO4 - Sales Management Tumn editing on

n GENERAL
Dr. Maresh Seetharam

3 = =

Navigation

“ Dashboard JOIN

# Site homs
> Site pages

© Jointhe Class
» General German

My courses

Language

» M10 - Business
English

» M11 - Tourism Product
# M12 - Research on ATTENDANCE
Tourism Services
» M14 - Safetyin
Tourism :rr Attendance
> M1G - Talent
Management

*» M21 - Strategic
Management

> Mi1 - Business Eng
> M14 - Talent n ASSIGNMENT
Management

» M15 - Safetyin
Tourism

':‘] Sales Management Assignment-1
M - Sales L 51 i 2

Opened: Monday, 28 Septerber 2025, 1:00 AM  Due: Friday, 24 October 2025, 1:00 AM
Mznagement

» Participants.
U Badges L':‘] Sales Management Assignment-2

[ Competencies Opened: Sunday, @ November 2025, 1:00 AM  Due: Sunday, 30 Movember 2025, 1:00 AM
= Grades
> General [:‘J Sales Management Assignment-3
L

> JOIN Opened: Tuesday, B December 2025, 100 AM  Due: Wednesday, 24 December 2025, 1:00 AM
» ATTENDANCE

> Azsigrment
Mare...
7 Coursas
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View Mode and Edit Mode

Your course page has two modes. In the normal view you see the course just as a
student does. When you turn on Edit mode, extra controls appear that let you add, move, hide
and change everything on the page. You switch between the two at any time — see the Edit

Mode section, below.

Turn editing on

View Mode Edit Mode

GENERAL

‘CLASS JOINING LINK

@ Class Joining Link

ATTENDANCE

3 Class Altendance

CLASS MATERIALS

.@ Class Material PDF

.@ Business Crganization Learning objectives POF

.@ The-Entrepreneurs-Guide-to-Building-a-Successiul-Business-2017 PDF

L) Forms of Business Organisation PPTX

.@ Business Organisation PPTX

@ Class 1 Business Orgnanisation and Management 07/04/2026 PDF

[ Class 2 Business Orqanization and Management. Global Economy Analysing 21/04/2026 A

GENERAL #*

EJ Announcements  #

CLASS JOINING LINK #*

@ Class Joining Link &

ATTENDANCE #

% Class Attendance &

CLASS MATERIALS #

,@ Class Material & PDF

,@ Business Organization Learning objectives # PDF
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Blocks
Around the main content you may see blocks — small panels such as a Calendar,
Activities, or Search. Blocks are optional helpers; you can add or remove them in Edit mode

using “Add a block”.

4.2 Edit Mode
Turning Edit Mode on and Off
Edit mode is the switch that lets you change your course.
1. Open the course you want to change.
2. Find the Edit mode switch at the top-right of the page and turn it on. (In some
versions this is a Turn editing on button instead.)
3. The page now shows editing controls next to every section and item.

4. Turn the switch off again when you have finished, to return to the normal view.
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Dashboard | My courses / MO4 - Sales Management Turn editing off

n GEMERAL #*

Dr. Naresh Seetharam
2
naresh.seetharami@eiet.com

“ Dashboard
# Site home
? Sitz pages
My courses
» Genaral German
Language
» M10 - Business
English
? M11 - Tourism Froduct
> M13 - Research on
Tourism Senvices
> M14 - Safety in
Tourism
> M1E - Talent
Management
> M21 - Strategic
Managsment
> M11 -Business Eng
> M14 - Talent
Managsment
» M15 - Safety in
Tourism
M4 - Sales
Mznagement
> Participants.
U Badges
<] Compstencies
= Grades
» Genarzl
> JOIN
> ATTENDANCE
» Assignment

Sales Management Assignment-1  #

More... “'" Dpened: Mondsy, 28 September 2025, 1:00AM  Due: Friday, 24 October 2025, 1:00 AM
> Courses

-

What You Can Do in Edit Mode
With Edit mode on you can:
+ Add content with the Add an activity or resource link inside each section.
« Edit an item — use its Edit menu (often shown as three dots) to rename, move, hide or
delete it.
» Move items by dragging them, or hide them from students until they are ready.
» Rename a section, or add and remove sections.

» Show or hide a whole section from students.
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Tip. Build a section while it is hidden, then reveal it to students only when it is ready.

Students never see your work in progress.

4.3 Adding Resources (Materials)
The “Add an Activity or Resource” Chooser
Everything you add to a course — whether a file to read or an activity to complete — starts the
same way.
e Turn on Edit mode (see Section 4.2).
e In the section where you want the item, click Add an activity or resource.
e A chooser opens, listing everything you can add, usually split into Activities and
Resources.

e Pick what you want, fill in its settings, and save.

u GEMERAL #
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GENERAL &

20

Add an activity of resolfce
| Search
All Activities Resources
() a o m (& T
Assignment Attendance BigBlueButton Book Chat Choice
ir 6 ir @ iv @ ir O ir O ir 8
g e [ 3 85 S
Databasze Feedback File Folder Forum Glossary
ir @ v O v o v © v O yw g i)
& o0 = = D
IMS comtent SCORM
HE&F package Lesson Fage Quiz package
ir 6 ir @ i @ ir @ v O ir 8
1 IT] & He A
Text and media
Survey area URL Wikd ‘Workshop
ir 6 ir @ iv @ ir O ir O

O browss for content on Thoodlehet
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Common Resources
Resources are materials for students to read or view. The most useful are:

Common Resource Types

Resource Use it to...

File Share a document, such as a PDF, Word file or slideshow students
can download.

Folder Group several files together in one tidy place.

Page Write a page of notes, instructions or embedded media inside the
course.

URL Link out to a website or an online video.

Text and media area Add a heading, a note or an image directly on the course page
(formerly called a Label).

Uploading a File
1. Edit mode — Add an activity or resource — File.

2. Give the file a name.
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Add an activity or resource 3

| Search

All Activities Resources

e
@ a o) m @ P
Assignment Altendance BigBlueButton Book Chat Choice
w0 v 0 w 0 w0 it O w 0

s (3 3 5 &
Database Feedback File Folder Forum Glossary

v 0 ir @ v @ v 0 v O w 0

i-+] & = E ®

IMS content SCORM
H5P package Lesson Page Quiz package
w 0 w 0 w o w 0 v @ w0

o o L)
W & *H AR
Text and media
Survey area URL Wiki Workshop

v O ir @ v 0 v 0 v O

Or browse for content on FhoodleNet

New File
Expand all
v General
Mame O | et
Description
Edit View Insert Format Tools Table Help
S0 B I HBE @ LR I FFE AN
) Owords @tiny
(] Display description on course page ©
Select files WMaximum size for new files: 512 M8
D DO =S m
= Files
You can drag and drop files here to add them.
> Appearance

> Commen medule settings
> Restrict access

> Completion conditions

> Tags

» Competencies

[) Send content change notification @

T o B

4. Drag your file into the upload box, or click to browse for it on your computer.

5. Click Save and return to course.
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4.4 Adding Activities

Activities are things students do, rather than just read. They are added with the same “Add an

activity or resource” chooser. Common activities include:

Common Activity Types
Activity Students use it to...
Assignment Submit work (a file or typed text) for you to grade. Covered in
Chapter 5.
Quiz Answer questions that can be marked automatically.
Forum Discuss a topic with you and each other.

BigBlueButton

Join a live online class. Covered in Section 7.3.

Add an activity or resource

| Search

All Activities

Resources

D o i} ‘@ T
Assignment Aftendance BigBlueButton Book Chat Choice
it O w o w O ir O it O w 0
= s = [
Database Feedback File Folder Forum Glossary
w 0 w O v O w O w O v O
o & o5 2 @
IMS content SCORM
H5P package Lesson Page Quiz package
it O w o w O ir O it O w 0
() & gt 23
Text and media
Survey area URL Wiki Workshop
v O w O v O w O w 0

Or browse for content on ThoodleNet
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To add any activity, turn on Edit mode, click “Add an activity or resource” in the right
section, choose the activity, complete its settings and save. Each activity has its own settings,
but they all share a common pattern: a name and description, availability dates, and grading

options where relevant.
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Chapter 5: Assignments and Grading

5.1 Creating an Assignment
Add the Assignment
e Open your course and turn on Edit mode.
e In the right section, click Add an activity or resource and choose Assignment.
e Give it aclear name and write instructions in the description so students know exactly
what to do.

e Set the options described below, then save.

Add an activity or resource %
| Seanch
All Activities Resources
m ‘@ T
Book Chat Choice
v O v O w 0
8 s B 3 85 E
Database Feedback File Folder Forum Glossary
ivr @ ir O v @ ir © v O i @
e B >0 3 = i
M5 comtent SCORM
HEF package Lesson Page Quiz package
v O v O i @ v O ir O v 6
ica o alF e
L nTa {: l.-"".-';:"\I f-.“'r'r:\
Text and media
Survey ares URL Wik ‘Workshop
i O v O i @ v O v O
Or browse for content on ThoodleNet
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Figure 7 Assignment settings page
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The Settings That Matter Most

Table 6: Key Assignment Settings

Setting What it controls
Allow submissions from The date students can start submitting.
Due date When the work is expected. Later submissions are marked as
late.
Cut-off date The point after which submissions are blocked completely.
Submission types Whether students upload a file, type online text, or both — and
limits such as number and size of files.
Maximum grade The number of points the assignment is marked out of.
Remind me to grade by Adds a reminder to your dashboard timeline.

Tip. Set a Due date so late work is flagged, and a Cut-off date a little later as a hard
deadline. That gives students a clear target while still letting you accept genuine late cases up

to the cut-off.

5.2 Grading Student Work
Seeing Who Has Submitted
e Open the assignment from your course page.
e Click View all submissions to see a table of every student and their status — for

example Submitted for grading or Graded.
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Dashboard | My courses | MO4 - Sales Management | Assignment | Sales Management Assignment-1

Sales Management Assignment-1

Dpened: Monday, 29 September 2025, 1:00 AM
Due: Friday, 24 October 2025, 1:00 AM

“ Dashboard

Site home
> Site papes ] Sales Management Assignment-1.pdf 17 March 2026, 1:16 PM
My coursas
» General German k/
Languags
? M10 - Busimess
Englich
» M11 - Tourism Product Grading summary
» M13 - Research on
Tourism Services
* M14 - Safety in Hidden from students Mo
Tourism
* M1E - Talent Participants 280
Management
? M21 - Strategic Submitted 28
Managemsnt
» M11 - Business Eng
> M14 - Talent
Management
» M15 - Safety in
Tourism
 M04 - Sales
Management
? Participants

View all submissions Grade

Needs grading 33

Time remaining Assignment is due

Bzdges

Competencies
Grades
» General

- Anendance Jump to. Salex Manapges

» Mew section

? Join

? Atendance

¥ Assignment

| Sales Management
Assignment-1

[ Sales Management
Assignment-2
[ Bales Management
Assignment-3
Maore...
» Courses

Giving a Grade and Feedback

1. Inthe submissions table, click Grade next to a student (or use the Grade button to

step through them one by one).
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Figure 8 "View all submissions” grading table

Demshbeard | My courses | MD4 - Sales Monagement | Assignmenl | Sales Management Assignment-1 | Grading

- Sales Management Assignment-1
Download dll submissions
“ Dashbaard
Submissions
¥ Stz pages
~ My cowrses Grading i:|:|0’1 Choase...
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Langus
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2. Read or open the student’s work.
3. Enter a grade, and write feedback in the comments box so the student knows how to

improve.
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23 my.eiiet.com/mod/assign/view.php?id=5788&rownum=08action=grader&userid=14

=F SEQ Details - Thaku...

ropean Institute 0... & Dashboard < Europe...  [&| EIIET Web Wiki £ Home - Google Drive  [=f Web Developer Pas...
Course: MO4 - Sales Management Gursewak Singh
Assignment: Sales Management Assignment-1 € gursewaksingh9747 @gmail com
iew all submissions. Due date 24 October 2025, 1:00 AM
Submission
Submitted for grading
MNot graded

Assignment was submitted & hours 38 mins early
Student can edit this submission

lw] DE240017.paf 23 October 2025, 3:23 PM

» Comments (0)

Grade

Grade out of 100

Current grade in gradebook
Not graded

Feadback comments

Edit \iew Insert Format Tools Table Help

B I HMN?® Bw & 7

"
L1}
il
=

4| Change user v |P

20t289 ¥ Resettable preferences

0word:  @tiny

Notify student® © Save and show next ==

4. Click Save changes. The student’s status changes to Graded and they can see your

grade and feedback.

thing they did well and one thing to work on next time.

Tip. Even a sentence or two of feedback makes a real difference to students. Say one

Returning Work in Bulk

From the submissions table you can also act on several students at once — for example

to send feedback files back to everyone or to extend a deadline for selected students. Use the

“With selected...” option at the bottom of the table.
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5.3 The Gradebook
Opening the Gradebook

The gradebook collects every grade in your course in one place. Open your course
and choose Grades from the course menu. The main view, the Grader report, shows a grid of

students against activities.

b 23 my.eiiet.com/grade/re| Jindex.p 9 Q @

£ European Institute 0... 5 Dashboard < Europe... [& EIET fiki me - Goo: ver Pas. =% SEOQ Details - Thaku...

Dashboard / My courses / MO05 - Business Organisation and Management / Grades / Grade administration / Grader report Turn editing off

—
Grader I’epol‘t “ Search users Filter by name ~

" Dashboard
Site home MO05 - Business
> Site pages Organisation and
My courses Management

> General German
Language
> M10 - Business
English
» M1 - Tourism Product
> M13 - Research on
Tourism Services
> M14 - Safely in
Tourism C. Chemy. == cherry21121993@gmail com aas s
> M16 - Talent
Management
? M21 - Strategic
Management
» M11 - Business Eng
> W14 - Talent
Management
? M15 - Safety in A
Tourism
¥ M0O5 - Business.
Organisation and D
Management
> Participants
Badges A
Competencies
Grades

First name / Lastname = = Email address = & Class = [ Business ne [f] Business
Attendance Organization Organisation
and Human and
Resource Management
Management

S. Sahil . - Sahilantilg54@gmail com s aas)

A

=

Aakash Aakash == jaglanaakash000@gmail.com s .

=

Abhay Abhay == Abhaypanipat2102004@gmail.com = £

3

Dipanshu Aggarwal == diapnshu5555@gmail.com = £

3

Akashdeep Akashdeep *= akashkamboj0013@gmail.com aas s

A

=

> General Akshay Akshay s Godaraakshay565@gmail com o -

> Class Joining Link
> Attendance
» Class Materials
> Assignments
More... A
> Courses

A

=

Ansar Ali s ansarali460@gmail.com as s

=

Ankit Ankit = ankit0565@outiook.com . -

What You Can Do There
 See every student’s marks across all activities, and the course total.
« Enter or change a grade directly, or open a single student or single activity with the
Single view.
» Add grade items by hand for work done outside the platform.

» Export the grades to a spreadsheet (for example Excel or CSV) for your records.

Important. Changing a grade directly in the gradebook can override the grade from the
activity. When in doubt, grade inside the assignment itself so the student also gets your
feedback.
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Chapter 6: Creating a Quiz
A quiz lets you test students with questions that the platform can mark automatically,
such as multiple-choice, true/false and short-answer questions. Building a quiz has two

stages: first you add the Quiz activity and choose its settings, then you add the questions.

6.1 Adding a Quiz
1. Open your course and turn on Edit mode.
2. In the section where you want the quiz, click Add an activity or resource.
3. Choose Quiz.
4. Give the quiz a clear name and, in the description, tell students what it covers and
any rules.

5. Set the options described below, then click Save and display.

6.2 Quiz Settings That Matter Most

6. Timing: Set an Open and Close date to control when the quiz is available, and a
Time limit if each attempt should be timed.

7. Grade: Set the maximum grade and the number of attempts allowed. If you allow
several attempts, choose the grading method (for example, highest grade).

8. Layout: Choose how many questions appear on each page.

9. Question behaviour: Decide whether the questions and answers are shuffled, and
when students receive feedback.

10. Review options: Control what students can see after they finish, such as their

marks, the correct answers and your feedback.

6.3 Adding Questions
After saving the quiz, add the questions it will ask.

11. Open the quiz and click the Questions tab (or Edit quiz).
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12. Click Add, then choose a new question.
13. Pick a question type, for example Multiple choice, True/False, Short answer or
Essay.
14. Type the question, add the answer options, and mark which answers are correct
and their grades.
15. Click Save changes. Repeat to add more questions.
Tip: Questions are stored in the course Question bank, so a good question you write once

can be reused in future quizzes.

6.4 Previewing and Grading
16. Click Preview to try the quiz yourself before students take it.
17. Multiple-choice and similar questions are graded automatically. Written answers
(for example, Essay questions) are marked by hand: open the quiz, choose the
attempts, and enter a grade and feedback.

18. All quiz grades appear automatically in the course Gradebook (Section 5.3).
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Chapter 7: People, Classes and Progress

7.1 Managing Participants

The Participants Page
Open your course and choose Participants from the course menu to see everyone

enrolled, their role, and their status.

=2 Edit course: M ) _ o

25 my.eiiet.com &, [ @ School

2 Dashboard < Europe.. [ Wik n le Drive = Web D ; O An

Dashboard / My courses / M13 - Research on Tourism Services Turn editing off

Dr. Naresh Seetharam

o ¢ Join Google Meet Session &

naresh.seetharam@eiiet.com

=| Announcements &

“ Dashboard
# Site home
» site pages + Add section
My courses
> General German
Language
» M10 - Business
English
* M11 - Tourism Product
M43 - Research on
Tourism Services
? Participants ==
U Badges
] Competencies
= Grades
? Google Meet Link
» M14 - Safety in
Tourism
> M16 - Talent
Management
» M21 - Strategic
Management
» M11 - Business Eng
> M14 - Talent
Management
* M15 - Safety in
Tourism
More...

> Courses
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Figure 9 Participants page

Dashboard / My courses / M13 - Research on Tourism Services / Participants

o Navigation ——

35

@ Dashboard
Use the menu to A Site home [
browse your course > Site pages Match | Any ¢ | Select ¢ [x]
sections easily. v My courses |
Language
%1800 ~Rusioey 8 participants found
English
3 M1t= Tourlem Product Firstname @ A B C D E F G H | J KLMNOPQRSTUVWXYZ °Filters
> M|? - Rm-rch on Use filters to find
Tourism Services Lastname il A B C D EF G H I JKLMNOPQRSTUVWXYZ specific users
v Participants quickly.
e " Course blogs First name
User list ————f Notes / Last name :
Displays all enrolled Prof. (Hon.) Dr. - Email address Roles Groups Last access to course  Status
i Naresh Seetharam R
sers with ke B & 5
?‘ w'. oy o - V. Vivek. viveksodhi7@gmail.com Student & No groups 1 year 118 days [Active I IR - 3
information. Bacg
Competencies F
& Grades @] @ EIET Admin admin@eiiet.com Noroles #  Nogroups 100 days 1 hour [ Active I IR -3
& o hesriig ) VC Vikas Chandl ikas673( il. Student & N N ive I ]
> Mi4-Safetyin ] Ve as Chandla ranavi @gmail.com tudent o groups lever L3
Tourism N - 2
SAra 1 GK Gagandeep Kamboj Gagandeepkamboj230@gmail.com  Student & No groups  Never E=ne (o
Management =
. WP WSTiH Poland class@eiiet.com Student # No grou Never Active
> M21- Strategic o graups [ Active ll K]
e User actions Hwagment T AR Asha Rani ashasaharan9@gmail.com Student & No groups 1 year 120 days o &
a i > M1 - Business Eng
Click the gear icon P
to manage i “aen o . Vaibhav Sai Sri vaibhav@eiiet.com Noroles #  Nogroups 20 days 4 hours o &
lanagement
individual users. i
> M15 - Sa
T L D * Prof. (Hon.) Dr. Naresh naresh.seetharam@eiiet.com Teacher & No groups  now E=ne (o
& seetharam =
More... 1
> Courses
With selected users...  Choose... ¢

Enrolling and Removing People

1. On the Participants page, click Enrol users.

Enrolment options

[Select users No selection

Assign role | Student ‘

Show more ..

oo

e Enrol users

Click to add new
users to your
course.
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2. Search for the person by name, choose the role to give them (usually Student), and
confirm.

3. Toremove someone, use the delete (bin) icon on their row.

Note. Depending on how your courses are set up, students may be enrolled for you

automatically by EIIET. Check with EHET if you are unsure whether to enrol

7.2 Groups and Groupings
Groups let you divide the students in a course into smaller sets, for example seminar
groups or project teams. You can then run activities per group and filter the Participants list

and Gradebook by group.

Creating a Group
1. Open your course and choose Participants from the course menu.
2. At the top of the Participants page, open the drop-down and choose Groups.
3. Click Create group, give it a name, and click Save changes.
4. Select the group, click Add/remove users, choose the students, and add them.
Tip: You can also let the platform build groups for you with Auto-create groups,

which quickly splits a class into equal teams.

Using Groups in Activities
Many activities, such as assignments and forums, have a Group mode setting with three
options:

e No groups: everyone works together as one class.

e Separate groups: each group only sees its own members and their work.

e Visible groups: students work in their own group but can see the other groups.



EIIET STAFF USER MANUAL 37

e Set the Group mode in the activity settings, or for the whole course in the course

settings.

7.3 Live Classes and Recordings

Creating a Live Class

Live Classes - Create and Join

Follow the steps below to create a live class and join the session.

o Turn editing on e Add BigBlueButton activity
Open your course and click

Click Add an activity or resource and
Turn editing on. choose BigBlueButton.

Add an activity or resource

Search
Cashbard My corses / M13 - Resarc onTorom S N (Erens
GOOGLE MEET LINK 2
y ) ‘e
(@ Join Google Meet Session
. Assigamen 8 chat
(5] announcements %0 ° X

B2 coooiemesTunk 2 s bt S
e Choice Datsbsse  Eemaltool  Feedback File
-
@ Join Google Meet Session "o ” -4 o -1

=) Announcements

1o home
> Site pages

e Configure the live class

New BigBlueButton o Students join the session
Students open the activity
o Enter the class name v General and click Join session
in Room name. Room name Marketing Strategies Live Class -Q to enter the live class.
res
o Set the session v Session timing ) s MARKETING
date and time. s o STRATEGIES
Start ime 20: My |25 107008 .
> L —e x i Live Class Y.
o Enable recording Ouration (minutes) & @ onsensi on
(optional).
~ Recording view O recorsings

@ ciick save and display Record session -

to create the session.
Save and display JIRE L] 40

0 Tip: Al live class recordings (if enabled) will appear in the Recordings section after the session has ended and been processed.

Live online classes use a BigBlueButton activity. To set one up:

1. Open your course and turn on Edit mode.
2. Click Add an activity or resource and choose BigBlueButton.

3. Give the session a name, add any instructions, set the date and time, and save.



EINIET STAFF USER MANUAL 38

Starting and Joining

On the course page, click the live class activity to open it, then use the join button to
start the session. As the teacher you open the room for your students; they can join once the

session has started.

A Live Class Activity, With the Join Button and the List of Recordings

23 my.eiiet.com/co

rd « Europe.

Dashboard | My courses / M4 - Sales Management Turn editing off

u GENERAL ##

Dr. Naresh Seetharam
2
naresh seetharam@eiet com

* Dashboard
# Site home

» Site pages

My courses
» General German
Languags
» M10 - Business
English
2 M11 - Tourism Froduct
> M12 - Research on
Tourism Services
> M4 - Safetyin
Tourism
> M16 - Talent
Management
» M21 - Strategic
Management
> M11 - Business Eng
> M14 - Tzlent
Management
> M1E - Safetyin
Tourism
*M0D4 - Sales
Management

» Participants
U Badgss
] Competencies
= Grades
> General ASSIGNMENT #

» New section
> Join
» Attendance

Sales Management Assignment-1  #

» Assignment “'" Opened: Mondsy, 20 Septernber 2025, 1:00AM Due: Friday, 24 October 2025, 1:00 AM
More...

¥ Courses

Sales Management Assignment-2  #

_ Opened: Sunday, @ Movember 2025, 1.00 AM  Due: Sunday, 30 November 2025, 1:.00 AM

=¥,
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(2

3

Open Course

Go 1o your course.

Click Join the Class

Click the “Join the Class”
actuwity.

Join the Live Class

Click “Join session™ and
choose how to join,

Start the Class
(Teacher)

As the teacher, click
“Join sesson” to
start the class.
Students can join
once the session
has started

v Dashboard
> Skte home
> Shtepages
v My courses

v MO4 - Sales Maragemaent

> Genenal

> Announcemnents

\

Attendance
> Assignment

’

p :
| £ Join the Class J

@ Join the Class #

Join the Class

This ro0mn i ready
You can join the
LA35I0N NOW.

)

-

)

Jorung the sesson

g 0

N rophone

Laten ordy

'

£ stabinhing audo connection

'

Join the Class il

o You Neve jowrd the audip Convierersie

1000 =

Live classes use BigBlueButton, You open the room for your students,
and they can join once the session has started.

“

39
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o Join the Class
1. Go to your course.
2. Click “Join the Class”.
3. The class page will open.

Dashboard / My courses / MO4 - Sales Management
{ e

Or. Naresh Seetharam
i g

@ Site home
{ © vointheciass H J
Language

> Site pages
Click
M10 - Business English ¢ |
|

-
v My courses
> M11 - Tourism Product LJoln the Class’

~ Dashboard ‘ 5
General German

> M13 - Research on
Tourism Services

> M14 - Safetyin &3, Atendance
Tourism 3

> M19 - Talent > ==
Management [

> M21 - Strategic
Management

> M11 - Business Eng

M14 - Talent
W80 + S0lciy
Tourism

v M04 - Sales -

e ] Sales Management Assignment-2

tk Participants e}

Badges

Competencies
[ Grades
> General
> Join the Class
2 Attendance O Click “Join the Class”
> Assignment Y/ to open the live class room.

|

Completion v

=
?

Sales Management Assignment-1

More,

> Courses

Quick Flow

a -

Open Course

©

Recordings

Click “Join the Class”

40

g Join the Live Session

Click “Join session” to enter
the live class room.

e Recordings

If the class was recorded, it will appear here
after processing is complete.

Recordings
Join the Class (" Cgk 5 Playback Name Description  Preview Date Duration
This room is ready. You can join the session now. 4+— . . . 2
“Join session” D Presentation é“’a':s"" . Va @  Tue Dec16,2025 287
¢ D Presentation éz: ;"t s [} Tue,Dec9,2025  3:09
O Presentation é‘;’;;"e P ©  TueDec22025 000
Joining the session... X :
© Presentation éz';;"@ Va £} Tue, Nov 18,2025  1:14
Choose how
Q/ ﬂ 4 you want to O Presenaton | Jointhe g ©  TueNova202s 176
join the audio.
. © Presentation | o ihe | g ©  TueOct7,2005 082
Microphone Listen only
© Presentation é:’;:;"f Vi ©  Tue Sep30,2025 1:59
* O Presentation é::’;;"e rd ©  Tue Sep16,2025 203
Establishing audio connection... © Presentation é:::;"e Vi ©  TueSep9,2025  1:06
Page 1 Go Rows 10 v

Click on any “Presentation”
(play button) to open and watch

MESSAGES Jointhe Class & G

You are now

the past class recording.
Q Pubicchat in the class! L 2
Nores Presentation Recording - Join the Class x
You have joined the
Statedtiobs audio conference o e . O
& When finished,
USERS (1) a click “Leave session”

to exit.

>

——
@ '

- &
e = Watch anytime, learn better!
You have logged out of the conference W Perfect for revision or
Press OK to retun to the course.
¥ »

if you missed the live class.

— Join session —>

Leave session
when done

[ 03
N =¥ - =¥

Choose audio

- 0O
Watch recordings
anytime

Click "Join session” Join the live class

If you record a session, the recording appears in the same place once it has finished

processing. Students can then watch it back from the course page — useful for anyone who

could not attend or wants to revise.
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Recordings
Pt _[Go] Rows[0 ]
Playback Mame Description Preview Diate Duration

Presentation l;ec:nrdlrg & Tuesday. Decamber 18, 2025 287
Jaoim 1

Presentation ,__:l"l;_"'e ra Tuesday. December 8, 2025 388
Jain the

Presentation Class ra Tuesday, Deceamber 2, 2025 0
Jaoin 1

Presentation '__Tm F'; & Tuesday. Movember 13, 2025 114
Class
Jaoin f

Presentation ,__:l"l;_"'e ra Tuesday, Movember 4, 2025 178
Jain the

Presentstion Class & Tuesday, October 7, 2025 82
Jaoin 1

Presentation :l"” "'; P Tuesday, September 30, 2025 | 150
Class
Jaoim 1

Presentation :l"';_"e s Tuesdsy, September 16, 2025 | 263

. Jain the
Presentation Class F Tuesday, September 9, 2025 168

F'age|1 | Go Rows[10 %]

Afendance

A Announcemernts

Jump to.

Watch a Recording

Click on any “Presentation” R Sales Management
(playback) to open the past 3
class recording. 8 e

Recordings appear after processing.
Students can watch anytime - perfect for those who missed the class
Of want to revise
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7.4 Calendar and Events

The calendar shows deadlines, live classes and other events. Assignment due dates
and scheduled live classes appear automatically. You can also add your own course events —
for example a revision session or a reminder — from the calendar using “New event”, and

choose whether the event is for the whole course or just yourself.

I~ — y
H O —- U - — — W
Click Class
Open Calendar Click Course Event Course Page Opens Joining Link Join the Class

“ Open Calendar

Go to your calendar.
Find the date of your class.

o Click Course Event

Click on the course event
on that date.

e Open Course Page

Click on the “Course event”
(course name).

o Join the Class

On the course page,
click “Class Joining Link"

or “Join session”.
Then you can join the class.

The event details will open. This will take you to

the course page.

Class Joining Link
OMsca. Olssds o @  Tuesday, 9 June, 12:45 PM » 3:45 PM

'{@ Course event 1 —Ts i
‘ /‘ LEE C!aschlmnngki

@  EIET Berlin on-Campus (Classroom:434)

{s MO8 - Cost Accounting 1

] }

gy I
- 24 22) 29

Click "Course You can also click | | This is the
n B P 7z @ event” “Class Joining | | course name
WhCe. Ohwode o (course name) Link", to go | youare
ot i o open the directly to attending.
course page. the meeting.

Q¢ | %

w0820 =)

Click “Join session” or

“Class Joining Link” to join.
Use the controls to
participate and click

“Leave session” to exit. [}

o Click the course event
on the calendar date.

Click “Course event”
(course name)

You are now on the
course page.

&

o) =
—- 0 — —+ S — W - B
Open Calendar Click Course Event Course Page Opens Joining Link / Join the Class Leave Session
(course name) Join session

Tip. Putting key dates on the course calendar helps students plan — the events also show up in

their own dashboards and reminders.
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Chapter 8: Help

8.1 Tips and Troubleshooting

Common Questions

Questions Answers

My courses don’t appear after I You may not be enrolled as a teacher yet. Ask EIIET

log in. to add you to the course with the Teacher role.

I can’t see the editing controls. Turn on Edit mode using the switch at the top-right of
the course page.

A student says they can’t see an Check that the activity and its section are not hidden,

activity. and that any “Allow access from” date has passed.

A student missed the deadline In the assignment, grant an extension for that student,

and needs more time. or adjust the cut-off date. You can do this for
individuals from the submissions table.

Dates and times look wrong. Set your Timezone correctly in Edit profile (Section

3.6) so everything shows in your local time.

8.2 Getting Help
If you are still stuck, EHET is happy to help.

e E-mail: info@eiiet.com

e Phone: +49 30 233618555

e Address: LessingstralRe 79, 13158 Berlin, Germany

End of manual.
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