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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. 

 

 

 

 

 

1.2 What You Can Do as a Teacher 

From your courses on the website you can: 

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

2. Add activities such as assignments, quizzes and forums. 

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

feedback. 

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

5. Run live online classes and share the recordings afterwards. 

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

7. Send messages, post announcements and receive notifications. 

Note. The platform has different types of accounts – Administrator, Teacher and Student. This 

guide describes the Teacher experience. Some options below appear only when you are given the 

Teacher role in a course. 

 

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. 
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1.3 Before You Start 

To teach on the platform you need: 

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

Safari. 

● 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. 

● 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 Runs the whole site – creates courses and accounts and sets 

everything up. (Handled by EIIET.) 

Teacher Manages their own courses – adds content and activities, grades work 

and manages students. (This is you.) 

Student 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 

I want to… Go to 

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

or resource. 

Set an assignment Edit mode → Add an activity or resource → 

Assignment. 

Grade student work Open the assignment → View all submissions, or use 

Grades. 

See all marks Open the course → Grades. 

Add or remove students Open the course → Participants. 
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I want to… Go to 

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

session. 

Edit your details Your name (top right) → Profile → Edit profile. 

 

Chapter 2: Logging in to the Website 

2.1 Open the Platform 

● Open your web browser and go to my.eiiet.com. 

● On the 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 

 
 

 

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”. 

 

https://my.eiiet.com/
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2.3 Forgot Your Password? 

● On the login screen, click Lost password?.

 

 

● 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. 

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

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

● 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. 

mailto:info@eiiet.com
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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 

 
 

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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Figure 4 The Profile Page 
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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.  
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Figure 5 The Edit Profile Page 

 

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. 
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Figure 1 The Notifications Panel, Opened From the Bell Icon 

 

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. 
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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. 

 
View Mode 

 

Edit Mode
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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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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. 

● Turn on Edit mode (see Section 4.2). 

● In the section where you want the item, click Add an activity or resource. 

● A chooser opens, listing everything you can add, usually split into Activities and 

Resources. 

● Pick what you want, fill in its settings, and save. 
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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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3. 

 
 

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. 
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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 

 Open your course and turn on Edit mode. 

 In the right section, click Add an activity or resource and choose Assignment. 

 Give it a clear name and write instructions in the description so students know exactly 

what to do. 

 Set the options described below, then save. 
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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 

 Open the assignment from your course page. 

 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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Giving a Grade and Feedback 

1. In the 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 

 
 

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

grade and feedback. 

 

 

 

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. 

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

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

 
 

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. 
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Figure 9 Participants page

 

Enrolling and Removing People 

1. On the Participants page, click Enrol users. 
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2. Search for the person by name, choose the role to give them (usually Student), and 

confirm. 

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

 

 

 

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: 

● No groups: everyone works together as one class. 

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

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

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

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

students yourself. 
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● 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 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. 
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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
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Recordings 

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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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. 

 
 

 

 

 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 

log in. 

You may not be enrolled as a teacher yet. Ask EIIET 

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 

activity. 

Check that the activity and its section are not hidden, 

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

A student missed the deadline 

and needs more time. 

In the assignment, grant an extension for that student, 

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, EIIET is happy to help. 

● E-mail: info@eiiet.com 

● Phone: +49 30 233618555 

● Address: Lessingstraße 79, 13158 Berlin, Germany 

 

 

 

 

 

End of manual. 

mailto:info@eiiet.com

