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Welcome to your Teacher Admin user
guide

This guide will take you through the many features that are integrated into your
institution pages on the SLC Campus teaching and learning platform. It shows you how
to make the most of them, from creating student accounts to tracking progress, setting
up groups, sending messages and setting up Zoom meetings.

What is a Teacher Admin?

A teacher admin role covers everything a regular teacher can do on the platform — so
see content, view student work, leave feedback, mark student work, run reports, set
assignments, send messages (all detailed in this guide) — and they can also perform
important administrative tasks, including creating, editing and deleting students, and
creating, editing and deleting groups. Read on to find out how to do all these things.

Logging in

SiL C

Specialist Language Courses

Welcome to SLC Campus

Teacher Admins are created by SLC. When you
have been registered by SLC, you receive an email
to set a password and verify your account.

Once you have done that, any time you want to log
in, simply go to your institution page on the SLC
Campus platform and add your username and
password to log in.

When you log in, you will see a dashboard with four
tabs at the top: Dashboard, Courses, Groups & Users.
You will by default see the Dashboard page first.

Dashboard

From the Dashboard page, you can access your most recently viewed groups and
courses quickly and easily.




Courses

On the Courses page, you see the courses which have been assigned to you.
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If you click on a course, you then see three tabs. The first one, ‘Content’, shows

you the content of the course. Here, you can view the different units of the course.
The second one, Markbook, shows you the list of students in your institution who are
doing the course. Assignments are now set for groups not courses, so please
disregard this third tab.

Content

In the contents tab, after clicking on the course of your choice, you can access all the
course content and answer the questions as if you were a student completing the course.
Once you log out then log back in, the questions you answered will be reset and ready to
go again, so you can use them multiple times with different students, for example.

Markbook

In the Markbook, the students are alphabetically arranged A=>Z by default. However,
they can be filtered

1. by the group they have been assigned to — see Groups
2. by their status, i.e. active, expired or pending
3. by their scores status — pending marks

Pending marks means the students concerned have submitted work which needs to
be marked by the teacher. This could be a written submission on a practice test, for
example. This function allows teachers to immediately see which students are waiting
for a response.
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Students can be sorted alphabetically Z=>A. There is also a search tool to find
individual students from the list.

Next to each student, there is a progress bar which indicates how much progress they
have made through the course and what their average score is on the activities they
have done so far.

A blue icon by the progress bar indicates that there are exercises that need marking
by a teacher.

Markbook and marking

Clicking on a student will take you to the student’s Markbook which shows a unit by
unit breakdown of the course, and shows the percentage scored in each unit.

If you click on Z icon under the unit title, then you see how much time the student spent
on the unit, when they submitted the answers and what their scores for that unit are.

If you select ‘Review’, you then see the student’s pages as if you were them, so
enabling you to see which questions they answered correctly and which not.
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If you select ‘Reset’, you will clear the student’s answers. Very useful if they submitted
the unit by mistake or if you would like them to do the exercises again.

If there any units which require you to mark a written or spoken submission, then
‘Pending marks’ is shown. You can then review the student’s work, add feedback and
allocate a score to the box shown.

Pending marks icon

24%
Excellent work @
You can also add written or recorded feedback for each unit. ) o009 0w T
The student will then see this on their Markbook when they next
log in. They will also receive a notification in their Message Centre
that their work has been marked.
If the students are in a group that is ‘owned’ by the teacher, then
the teacher will receive a notification in their Message Centre
whenever a student submits a piece of work that needs marking.
Expression 2/2 Completed
Hello! has
1 Writing Pendingmarks A St
completed an activity named
Time spent 2min 11sec | Date 12 Aug 2020 Points (waiting) Review answers .Speaking‘ that needs manual

marking.
x Speaking 75% ~
11:29

Time spent 21sec | Date 14Jul 2020 | Points 3/4 Review answers

If the student is not in a particular group, then all teachers in your institution receive
a notification.

Groups is the third item on the top menu. Using groups is an excellent way of
managing your students — by course, by period of study, by teacher.

Using groups allows teachers to create group progress reports, send messages to
and receive messages from the group, set assignments to complete, create group
discussions, and set up group Zoom meetings.

A group has an owner, typically a teacher. Another teacher can be assigned to the
group as a ‘Marker’. However, only the owner receives notifications that students
have submitted work for marking.



Creating a group  %e R oo
Select ‘Add group’ from the Dk ot

top left of the screen. Enter .

the name of the group with

an optional image and

description.

Back

Courses Users  Groups

Add group X

213

Add members to the new group Add members to the group using the
Q searh list that comes up — there are
P P ——— alphabetical sort options and a
o g . search bar to help you find specific
- students. Then simply continue.
O @ Student
g g i You will then need to add the courses
the members of this group are
(= enrolled in. Simply pick 1 or more

courses from the list and continue.

Note that students must already have been given access to a course via a course
access code, or by an SLC administrator.

As the teacher creating the group, you are automatically set as group owner. A second
teacher can be added to a group as a marker. You can also be set them as owner
using the edit function.

Next, add the courses the students in the group have access to (remember they will
need to have been access first). This will allow a quick view of the students’ progress
within the group. Click create to confirm your choices.
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Managing groups

By clicking on the group, a group panel opens up. Here you can:

000 -
_I/"""\
@ '\._./J F
S )
/"_;7' \v._’: .
Coursen ser Ansig
1¥4
r‘k: .- I
Raach OET B Medicine
3rd edition
Edit the group

Demhooard  Courses  Groupe

L Rt e - Group 1 - CETN

Left to right: meeting,
message, report icons

# Edit

Edit button

Use the report icon to create a report on the activities of the group members.

Send a message to all members of the group

Use the meeting icon to start a Zoom meeting with the group members

Note: your institution must be set by SLC to use the messaging and meeting

functions.

Editing a group

To edit a group, click the ‘Edit’ button in the top right of your screen. From here you

can do the following:

Edit the name of the group

Change the owner of the group.

Change who can mark the students work in this group

Add or remove a user from a group.

Add or remove a course from a group

Add or remove subscriptions from a group
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Selecting a group or groups and then clicking ‘Apply action’ at the top also allows you
to delete the selection, generate a report for the selection or start a meeting with the

selection.
9’0@ &2 Dashboard Courses Groups  Users
Groups
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Sorting and searching for groups

At the top of the Groups page, there is a search bar and a
sort function, so groups can be displayed alphabetically
(A=>Z, Z=>A) or by date of creation, so making it easy to
find a particular group when there are many.
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When you click on Users on the top menu, you see all the users listed for your
institution. You see their first name, surname, email address, role, status and the last
time they logged in.
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Viewing and filtering users

You can filter your users list by: Q searen
either Student or Teacher. Note Fig: Click th
Student @ IC e X
there are two types of teacher, a e to remove an
Teacher Admin role who can create, e s active filter,
edit and delete accounts and groups, o
and a Teacher role who can use the 0 Teacher Toaale the
teaching features but not create - L 9 reves]
accounts and groups. o each filter’s
courees available
any group that has been e " P options.
created on the institution platform.
cncel (ETPe—=2—— Click ‘Apply’
any course that users are Student 20ctis to activate
filter(s).

doing.

active, suspended (the student cannot access the course as their account

has been suspended by an Admin) or pending (the user account has been created
but the user hasn’t activated it via email yet).

You expand each filter to make a selection. You can choose more than one filter and
check multiple options where applicable. Remove an applied filter by clicking on the x
to the right of each filter option.



Sorting and searching for users

By default, the users are listed
alphabetically by their first name.
However, you can also sort them
alphabetically in descending order, by
status, by the date the account was
created (starting with most recent)
and by the date of the last login.

There is also a search bar where you
can look for individual users. This can
be combined with the filtering function
if there are multiple results.

Adding a single user

S L C Courses Users  Groups

Users

+ Adduser

0 user Email

Select ‘Add user’ on the top left of the
screen. Then select ‘Create new user’.

Complete the details on the screen
(role, name, surname, email). You can
decide whether a Teacher should be
contactable or not.

On the next screen, assign the user to
a group where appropriate. You then
receive confirmation that the account
has been created.

The user receives an email requesting
them to activate their account via a link
and set their password.

This process creates their account. It
does not give them access to a course.
To do this, they need to activate a
course code via their dashboard.

Click here to
enter a search
term.
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Clicking
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= Filter - © T Username, H
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Role Statt Z-AUsername Last login drop dOWn'
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Student g ostloan ay6,2021 method is now
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Student Active Feb 15, 2021
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us

How do you want to add users?

Import from file Create new user

&> Download CSV template
(T
—
- (€ ) Continue

Clicking ‘Role’
activates the
drop down.

Introduce new usgre-

Student

Teacher Please

Teacher Admin
ensure you
Last name

type the new
user’s name,
surname and
email address
carefully.

Email

Once valid field
w0 entries are input
the ‘Continue’
button will
become active.

Define groups for the new user
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Tho user Specialist Language Courses has been created
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Adding multiple users
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How do you want to add users?

[0 user Email

Users

‘ Import from file ‘ Create new user

&> Download CSV template

Select ‘Add user’ on the top left of the
screen. Then select ‘Import from file’. oy o

Download the CSV template if this is the
first time you are doing this.

Complete the CSYV file as follows:

a. sourceld: a system field, leave blank.

b. enabledUser: a system field, leave blank.
c. orgSourcedlds: a system field, leave blank.

d. role*: student, teacher admin, teacher.

e. username: (optional) Can be specified but if left blank, the default username will
be givenName_familyName.

f. givenName*: User’s first name.
g. familyName®: User’s last name.

h. email*: User’s email address.

i. groupsNames: The name of the group (groups) the user will belong to. If you
add a group name that does not exist, it will be automatically created.

j. ownedGroupsNames: The name of any groups you assign to a teacher as the
owner.

k. tokens: A code or codes for courses that the student should be subscribed to.

* denote compulsory fields.

When the file is ready, upload it by following the on-screen instructions. You will
receive a confirmation that users were successfully imported and details of any which
were not.

The new users then receive an email requesting them to activate their account via a
link and set their password.

To access a course, students need to have the relevant course code if this has not
been included in the CSV. They enter this via their dashboard and then start the
course.




Editing multiple users

This same process can be used to edit the details of existing students. The CSV file
must include the same email address for a student as already on the system. This
enables to system to recognise which student details need changing.

In this way, student groups can be changed and course codes added for example.

Managing users from the users list

You can manage single or multiple users from the users list. First locate and select the
user(s). Then click ‘Apply action’. Here you have a number of options:

e ceeY=tor— |Indicates number

Users Q search of users selected.
« appiyaction | (g = Fiter =1 Sortby: Created date Click on the

B user email oo S e checkbox to
-—a— stuont Active hug28,200 select one or
ce st - o more users.

(<} Student Active Aug 28, 2019 ¢ Apply action’

(] 9252018 activates drop
0Q Student TR down of available
00 Student Active Fen 15,2021 actions.

00 Student Active Jan14, 2021

0 @ Student Active Oct4,2020

0@ Student Active 0Oct22.2018 Delete

U@ Student Active Dec 42020 B user AdcHD group

Export as CSV

°Aara Generate report

— -

Start meeting

a. Delete the user(s). Ny - Y T

b. Add them to a group — this can be an existing group or you
can create a new group for them to join as part of this process
by following the on-screen instructions.

c. Export the user details on a CSV file — doing this enables you to create a CSV file
with user email, first name, last name and group(s).

d. Generate a report of the user activity on their courses.

e. Start a meeting with the users with your institution Zoom account if you have one
integrated into your platform.



Managing users from the user panel

In the user list, when you select the user, a page opens up on the screen. This shows
the user’s details and the courses they are taking, and how far through the courses
they are.
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Here you can do several actions:

a. Delete the user.

b. Change the user’s name, surname and registered email address.

c. Change the status of the user from active to suspended and vice versa.
d. Add or remove a user from a group.

e. Use the report icon to pull a report on their activity.

f. Use the message icon to send them a message.

g. Use the meeting icon to start a Zoom meeting.

Note: your institution must be set by SLC to use the messaging and meeting
functions.




Setting students up with courses

Order your course codes from SLC. Codes are course specific. Access to a course
starts from when a code is activated. While there are default durations, SLC can set
them for a specific number of days or months. Speak to your relationship manager to
discuss.

When a student or a teacher has an account, they can then activate their code on the
dashboard, simply by clicking the + Add code’ button on the screen and adding the code.

When a student or a teacher does not have an account, they then go to your institution
landing page and click ‘Register’. They then follow the on-screen instructions to create
their account, activate their code, and start their course.
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Welcome to SLC Campus ‘register’
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create an
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Sanin e account.

Email
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Creating reports

Creating reports on student activity is very straightforward.

Either select a group via the Groups page or one or more individuals from the Users
page. Then select ‘Apply action’ and ‘Create report’. You can also select the ‘Create
report icon on the individual Group or User page.

This brings a menu with some options to select from, including completion rate and
average score. You can get a basic overview report, or you can get a report by each
section of the course by selecting ‘include selections’. You can then select the format
you want the report in — html, csv or excel.

Press export and the report is sent to your email.

Dashboard Courses Groups Users

SELGrp 22- Jo Lreport setup X
1 course selected Va 10 students selected Vs
Administration @ Learning ®
Institution name Completion rate
Teacher(s) name Average score
Report date Average skill score
Course start date Average number of attempts
Course due date Average time spent
C Include sections
Preview
Institution Report Date- 00/00/2025
Group name Teacher Owner name Teacher Marker name
‘Start date Duedate Completion Av. score Av. skill score Av.no. attempts Av. time spent

Group average
Student 1
Student average

Course 1
Section1

Section 2
Section 3

Section 4

Format ntml ] esv [ Excel
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Assignments

Creating an assignment

¥ Bethan's practice group

An assignment can be used to set work with a | ‘

deadline for students to complete. To create an

assignment, students must have access to an SLC ‘

course and be in a group. An assignment can be -

used to set work with a deadline for students to
complete a deadline for students to complete.

Courses  Students | Assignments

1. To create an assignment, go to a group and click
on the Assignments tab, click new assignment.

Give the assignment a name and optional description. Set the start and due date.
You can select which students receive the assignment by clicking the edit icon,
assignments are automatically set to assign to everyone on the group.

There is a discussion option in Assignments where you can create an additional
collaborative learning space. To create, toggle Discussion.

. Add Dashboard Coursas Groups Users CIICk edlt
d tltl,e tand \ New assignment |co|n ttO
escription selec
Assignment 1 s
- & students selected ri SpeCIfIC
Set start iy cceao students.
dateand N\ The default
B Stant dat due date . .
due date = = setting is all
students in
Click on Add lessons the group
course icon 208, WETE
REACH OET B
to select SURSING qugle _
content 4th edition Discussion
o £ ) ‘ to create
Reach OET B Nursing discussion

Upload Files (4th edition) space



2. To select Reach OET B Nursing (4th edition) > Anintroduction to OET
Content C| |Ck Reach OET B Nursing (-ﬁ‘th edition)

on the course OET Nursing - an introduction and overview

icon. Theln click ——@ + Anintroduction to OET +
on the + icon to

add content.

G2

+ OETListening Y OET B Nursing: introduction
Once you have 23 P o
selected the
content, click + OETReading T Vs #id i OET
add. g
v G
iR ECET L PEtE Learning vocabulary for OET
— " OET Listening: Part B 1- handover it (o]
Y OET Listening: Part B2 - safety briefing OET - The 12 Professions
i 3 < +

(<o

Using the transcript in Listening Part B

L]

You can add complete units or select specific
lessons. Content can be selected from any

(—> part of the course.
Cancel Add

New assignment

3. To edit the content for the assignment or Assignment 1
add more content, click ‘Add more’. You can

also upload supporting files from your device Deserintian
\Week 1 Assignment

by clicking ‘Upload files’
D\ﬂldate B8 Duedate
New assignment

Assignment 1 Addlessons [ Addmore

Description

\Week 1 Assignment

O start date B Due date
Dashboard Courses Groups Users
New assignment
Add lessons Assignment 1/
5 students selected
. Descrption
A???, SET:=) Week1 Assignment
— REACH OET B P e
— NURSING
— 4th edition
‘ Addlessons [ Addmore
Reach OET B Nursing OETNursing - anintroduction and overview

Upload Files

(4th edition)

mi An Introduction to OET Listening
‘ OET ListeningPart A1
i

Drag and drop files to upload. You can add Nlagenm
text files (.doc), presentations (.ppt), PDFs

(.pdf), images (JPG or PNG), videos (mp4) and

audio files (wav, mp3).

4. Click assign to create the assignment. o




Managing an assignment

Checking progress

Once an assignment has been created, check progress by clicking on the group and
then the assignment under the relevant tab. You will see an overview of students in the
group and their progress. Content can be viewed by clicking on the toggle below
students’ names.

Progress is shown as ‘not started’, ‘in progress’ when a student has opened the
assignment, or ‘submitted’ when the student has submitted the assignment. If

there are lessons in the assignment that require manual marking (such as writing or
speaking), a pending mark will show.

Note: The lessons themselves are treated and scored independently of the same
lessons that are available for self-study. In other words, if a student completes a lesson
that is part of an assignment with a score of 100%, this score will not be reflected in the
general markbooks in Courses and Groups.

Managing a discussion

To create a discussion, click on ‘open discussion’. This will take you to the first page of
the content in the assignment.

click to open
discussion
Active assignment X
Assignment 1 ¢ Edit
@ SLC Academic Discussion
Week 1 Assignment
Startdate: Jan 22, 2024 10:07 GMT+0
Learners Q search = Filter
@ Bethan Edwards Not started
e Bethan Edwards Not started
o Jo Langford Not started
e JosLC Not started
@ Chris Moore Not started

Content 4lessons v




OET Preparation Discussion

What does Jo say you should do help prepare for the OET? Drag the words into the correct
place

weaker  skils  exam  format  OET

Js(em( BE( BE( JL

1. Gettoknow the of the exam. 5participants

2. Gettoknow the different strategies. Today

e SLC Academic 1013
What do you think are the key leaming
points from this unit? How will you approach
thisinyour self-study?

3. Identify your language areas.

4. Practise your

Click through to choose a specific page of the
assignment content, add in discussion questions or
additional reflection questions for students.

add discussion questions

Students access and contribute to the discussion via
the discussion icon within the assignment, in the top
right hand corner or via the Message Centre. discussion icon

Assignment X

OET Nursing:
Introduction

and overview
o

s (cm{ sa(ee(a
390

Q search Assignment 1 Openassignment

Direct Messages

i Magnetbot

@8
e SLC Academic
Groups »
{, Bethan's practice group [1]
&3 sethan - Training Group - 2021
Assignments »
&) Assignment1 ;
€23 Testassignment Friday 1) Sparticipants D . .
iscussion question as
Tod: H
&) TestassignmentJanuary2026 @ . = / shown in the student
e SLC Academic 10-13
& % What do you think are the key from thisunit? How thisinyour self-study? Message Centre
Week 1




Creating discussions

You can create discussions for your groups to contribute to.

Simply go to the group and select ‘Discussions’, then ‘Create a new post’. Add the
title of the discussion and link any relevant content — either from the course materials
or something you would like to share with the students. Then type some instructions
or guidance and click ‘Publish post.’

You can also contribute to an active discussion by selecting it and adding your
comments.

Discussions are also available for assignments — see the relevant section in this
guide.

Dashboard Courses Groups Users

« Back

Academic Test: OET group 7 Edit

M Courses  (2) Students [E] Assignments | B Discussions

~ Active discussions [# Create new post = Filter Q Ssearch

OET writing 8B 11:58
Whatis improtant to consider when selecting relevant information in OET writing?

Reading skills work 1B 1158
Go to this article and summarise the main ideashttps://theconversation.com/not-all-women-who-freeze-their-_.

Reading C 2P 11:59
What language to express attitude and opinion can you find in this section?

= Reach OETB Nursing..




How the Zoom integration works

In order to set your institution up on SLC Campus with Zoom, please contact SLC to
go through the process.

To start a Zoom meeting with a student or group of students, select them via either
the Users list — single or multiple users — or on the Groups list, and click on the video
icon.

[ @ specalist Language Coursas Stident wﬂﬂm:—--
o@ Student 15 Dec 20 2 (@) (@
a ° Stusent 15 Dee 20 et
O @ il i Click on the
0 swoet  woszm | 90 video icon to
=N -} . Studont Uieets f| S start a Zoom
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This sends an email to the student o

. . . . Meeting invite

with a Zoom link or, if they are online

on your institution, a notification. -

They CI|Ck On the I|nk to j0|n you. If Iz;l;::ﬁr:gceivedameeting invite from Michael Foot, follow this link to join.

this is their first Zoom meeting, they

will be prompted to download the

software first. SLC Ty (B G

When a teacher is using the ® Daidstredameetingat 1401 &
integrated Zoom function for the first
time to hold a Zoom meeting with a
student, they will need to validate
their account. An email is sent to the
teacher’s email with a button to click.
They should do this and then follow
the on-screen instructions.




How the Messaging Centre works

SLC Campus has a Messaging Centre which is accessed via the message icon on the
top right of the screen. There is a counter on the messaging icon which lets you know
how many messages you have received. These notifications can be configured in My

Profile settings.

From here, you can contact your students or any other teacher that is available, as well
as reach out to members of your groups (students or teachers).

Chris Moore @A) (@) (:z)

Courses Users  Groups

Messages

Q search +

DirectMessages a

To send and receive messages
from students, you need to
make sure you are set to be
‘contactable’ — go to Users and
then select yourself in the user
list to open the user panel.

Click ‘Edit’ and switch the
toggle to On for the teacher to
be contactable and Off for the
teacher to not be contactable.
You will always be able to
receive and send messages to
other teachers.

You can also send and receive
resources such as a PDF or a
video. This can be useful for
sharing resources or setting
homework, for example.

To send a message to a user or
to a group, go to that user or
group and select the message
icon. The chat function then
opens up and you can type and
send your message.

@ ChrisMoore 13 days ago

@ ’

Chris Moore

@ )
Chris Moore

Name Student
Chris

Sumame o) (B) (B

Moore

Email

Email medical@specialistlangugfecourses.com

Last login
Contactable 0 Dec 20

Groups Groups

OET Nursigh Group 19 May 2020

Q search =1 Sortby: Selected

Crea| n date
Edit a Teacher role user
panel to toggle the
contactable switch.

English for Medical Academic Purposes (LME ..
Choose a student from SLCIELTS Practice Test 4
Users or Groups and click 7 Edit

the message icon.

@ Delete

) o)
Chris Moore w\uy) (\EI

Courses  Users  Groups

Messages

Q search + @ crismoore 4minutesago

Direct Messages S

@ Chris Moore

@ onrisMoore There is no previous message

Say Hello to Chris Moore and start a chat.

‘Groups o

T4 OETNursing Group 19 May 2020 Fruarastags




Using the help function || o

Q. Search for articles...

There is an extensive on-screen N O & Hovenwerdeyn
Help area for teachers and 03 Welcome
students. It is clearly signposted
and very detailed. To access it,
simply click on the question

mark icon on the top right of the [ Groups

screen. [ Messaging
3 My profile
O Reports

[ Open in full site 1 Scroll to Top




Get in touch

If you have any questions or issues
using the Teacher Admin, please
get in touch:

+44 1273 900 213

M enquiries@specialistlanguagecourses.com
& specialistlanguagecourses.com

g

4
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University of Sussex
Brighton BN1 9SB

United Kingdom
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