EIIET Learning Platform

Staff User Manual

Your step-by-step guide to teaching on the EIIET online learning platform (Moodle)

Version 1.0

European Institute of Innovation, Entrepreneurship and Technology
LessingstraBe 79, 13158 Berlin, Germany
Platform: my.eiiet.com - Support: info@eiiet.com - +49 30233618555



EIIET Staff User Manual

Contents
B G ] o= ] =Y (=T [PPSR 4
1.1 ADOUL THIS IMANUAL ..ttt b e sttt et e sbe e sbeesat e st e e bt e beennees 4
1.2 What YOU Can DO @S @ TEACKET ....eiiiiiieiieectee ettt ettt sttt ettt e bt e e sab e st e s baeesabeeeneeas 4
1.3 WAt YOU NEEU...cceiieitieeee ettt ettt ettt ettt et e st e s b e e st e e bt e e s ateesabeeesabeesabeesbaeesabeenaneeas 4
1.4 Before Your First Class: CheCKIiST ........eeiiiiiiieeieeeeete ettt s 4
1.5 QUICK REFEIENCE ..ttt b e sttt ettt e sbe e sbeesate st e e b e e nbeennees 5
R oY ={={T o - [ s I a o [ @ LU | SRS 6
2. L0 TN e 6
2.2 L0B OUL e e e e e e e e e e e e e e e e aaeaaens 6
2.3 Change YOUI PaSSWOIT ...cccciiiiiiiiiee ettt ee ettt et e e sttt e e st e e e e ate e e e estaeeeensaeeeenssaeeesnssaeeesnnsseeean 7
P o= Lo Y A (o U g o T VYo o USRI 7
. Your Dashboard and Profile ... e 8
3.1 ThE DAShBOAI ...ttt sttt et e b e s bt s ae e et e et e et e e sheesaeesaee e 8
A 1 V=T e oI 2 F- 1 PR PT 8
R Lo 1T gl o) {1 [T O T T O TP P PO U OO PP POTOUPRRPPPTOPPON 9
3.4 Notifications, Messages and ANNOUNCEMENTS ......uuiiiiiiiieeiiiiee e eeieee e eritee e etee e e sree e s esebaee e s sreeeeenarees 10
. BUIIING YOUT COUISE ...uutiiiiiiiie ettt ettt ettt e e ettt e e et e e e e e ta e e e e ebteeeeeaaaeeeeeaseeeesansteseessseseesseneeeanssesananes 12
4.1 HOW @ CoUrse IS OrZaniSEa........ueiiiiuiieeieiiiee et ettt e e eette e e e ette e e e etae e e e etbeeeeebtaeeseasaaeeessseeeesnnsenaeanns 12
4.2 Turning Editing On and Off ... ...eeii e et e et e e e et e e e s ebt e e e e ebeeeeeentaeaeaaes 12
4.3 Adding Materials and ACHIVITIES .....ccuviii it e e et e e e ebee e e e ertaaeeeans 13
G T oY (o ¥ Yo oY== T |1 SR UUTPURPIN 15
cASSIENMENTS AN GradiNg .ccccuvviee it e e et e e e et e e e e sbteeeeebaeeeesbteeeessteeeeanseeeesansseeenanss 16
5.1 Creating an ASSIZNMENT......ceiiiiiiiiiiiieeie e eee e e eeeeeeeeerereeeeaaae e teataaaatetaterrrererrreaeratererararerrrrrnnes 16
5.2 Seeing Who Has SUDMITEEA .......coouiiie ettt e et e e et e e e e eare e e e e abe e e e ennes 17
5.3 Grading and GiViNg FEEADACK ..........eeii it e e e e e e e e e 19
5.4 The GradebOOK ......couui ittt sttt e 20
e CrEATING @ QUUIZ ottt e e sttt e e e e s s sttt e e e e e s e saa s bbb a e e e eeeseaaaabtbaeeeeesennabbataeeeeeseannanes 22
Lo Yo Lo o= = T LU 28RS PRP 22
6.2 QUIz Settings That IMatter IMOSE ...uuiiii i e e e e e st e e e e e e e b ea e e e e e e e e e nnseaneees 22
6.3 AdAING QUESLIONS .....eeiiiieieee et e e e e e et e e e e e e e e beareeeeeeeessntataesaeeeeesanntasaeeeeeesaannnsrannees 22
SR S ATV o T d= T o To I € - o |1 o =SSR 22
. Live Classes and RECOIMMINGS ....ciiiicuiiieiiiiiee it ettt e ettt eeete e e e ettt e e e sate e e e sbaeeeeebteeeesbteeeesnstaeessnsseeaeanns 23
7.1 Your Course Already Has @ Live ClasSrO0OM .......coccuiiiiiciiieeceiiee e cetee et eetee e e etae e e eevae e e e sava e e e e 23

Page 2



EIIET Staff User Manual

A T T T =g o T T P11 SURR 23
7.3 Creating an EXLra LIVE Class ....uuiiiiiiiee it ceitie ettt e st e e sttt e s s stae e e s abae e s e snbeee s snbeeesennseeeeennees 25
A (= ToleT e [T o T4 SRR 25
I I | g =g N € =T a [o F= Y Tol TSR 27
8.1 Marking Attendance fOr @ SESSION ....cccviiiiiiiiie et e et e e e et e e e e eabae e e e eareee e earees 27
LAV T Y oY N i =Yg Vo F- [ o] SRR 27
9. People, Groups and the Calendar... ... e e e e sba e e ssnbae e e sntaeeeesnsaeee s 28
1 B o [ Aol o - [ | £ PPPUPPPTROPPP 28
1S B2 € (o TU T o LI PP P PP PP PPPPPPPPPPPPPPPPPRE 29
S B 1 o Tl 61 1= oo o TSP S TP PROPRRPPRRPRRTRR 29
10. What YOUT STUTENTS SEE.....uiiiiiiiiiiiieeet ettt ettt sttt ettt b e b e s bt st st e e bt et e e sbeesaeesaeesaee 31
R o =1 TSP 32
11.2 COMMON QUESTIONS ...eeiiiiiiee ettt ettt e ettt e ettt e e ettt e e ettt e e e ne et e e s nb et e e snbe e e e snneeeesnsneeesnneeeesannneeean 32
N =] oY= =1 o TSRS 32

Page 3



EIIET Staff User Manual

1. Getting Started

1.1 About This Manual

This manual shows you, step by step, how to teach on the 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.

Teachers work on the website, my.eiiet.com, which you open in any web browser on a computer or
laptop. There is no separate teacher app: the My EIIET mobile app is for students.

Note. The screenshots in this manual come from sample courses. Names and personal details have
been blurred. Your own account shows your own courses and students.

1.2 What You Can Do as a Teacher

e Build and organise your course: add sections, files, pages and links.
e Add activities such as assignments, quizzes and forums.

e Collect student submissions, and grade them with feedback.

e See every student’s marks in the gradebook.

e Run live online classes and share the recordings.

e Take attendance for your classes.

e Send messages, post announcements and receive notifications.

1.3 What You Need

e A modern web browser: Google Chrome, Microsoft Edge, Mozilla Firefox or Safari.

e Your EIIET username and password, given to you by EIIET. Your username is a short login name, not
your email address.

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

Table 1: Who can do what on the platform

Role What they can do

Administrator Runs the whole site: creates courses and accounts. (Handled by EIIET.)

Teacher Manages their own courses: adds content and activities, grades work and takes
attendance. (This is you.)

Student Takes part in courses: reads materials, submits work and joins live classes.

1.4 Before Your First Class: Checklist

Work through this short list once, before you teach your first class:

1. Login at my.eiiet.com (Chapter 2).
2. Change your password to one only you know (Section 2.3).

3. Check your timezone in your profile, so class times and deadlines are correct (Section 3.4).
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4. Open each of your courses from your dashboard and check that everything looks right.
5. Open Join the Class in one course and check that the live classroom opens (Chapter 7).

6. Save this manual, so you can come back to it any time.

1.5 Quick Reference

Table 2: Where to find the most common tasks

| want to... ‘ Go to

Add or change course content Open the course - Turn editing on - Add an activity or resource
Set an assignment Turn editing on - Add an activity or resource - Assignment
Grade student work Open the assignment - View all submissions - Grade

See all marks Open the course - Grades

Start my live class Open the course - Join the Class -> Join session

Take attendance Open the course - Attendance -> take attendance for the session
See who is in my course Open the course - Participants

Change my password Your name (top right) - Preferences -> Change password

Edit my details Your name (top right) - Profile - Edit profile
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2. Logging In and Out

2.1loglIn
1. Open your web browser and go to my.eiiet.com.
2. Click Log in at the top-right corner. The login screen opens.
3. Type your username in the User Name box.
4. Type your password in the box below it.
5. Click LOG IN.

Figure 1: The login screen (the same for every user)

I Note. Type your username, not your email address.

2.2 Log Out

Always log out when you finish, especially on a shared computer. Click your name at the top-right corner
and choose Log Out.

Profile
Grades
Calendar
Private Files
Reports
Preferences

Switch Role To...

Log Out

Figure 2: The menu under your name, with Profile at the top and Log Out at the bottom
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2.3 Change Your Password

If EIIET gave you a temporary password, change it the first time you log in:
Click your name at the top-right corner.

Choose Preferences.

Click Change password.

Type your current password, then your new password twice.

i & W R

Click Save changes.

Tip. Use a password you do not use anywhere else, and never share it. EIIET staff will never ask you
for your password.

2.4 Forgot Your Password?

1. Onthe login screen, click Lost password?.
2. Enter your username or your email address and click Search.

3. Openthe email you receive and click the reset link. The link works once and expires after 30
minutes, so always use the newest email.

4. Enter your new password twice and save.

To reset your password, submit your username 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

Figure 3: The “Lost password” screen

Still cannot log in? Email info@eiiet.com.
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3. Your Dashboard and Profile

3.1 The Dashboard

After you log in you arrive at your Dashboard, your home page. It brings together:

e Navigation (left): the main menu, with all your courses under My courses.

e Upcoming Events: your next live classes and deadlines. Click Go to calendar... for the full calendar.

e Course Overview: a card for every course you teach. Click a card to open the course. You can search,
sort, and switch between card and list view.

e Calendar: a month view of all your classes and deadlines.

e Recently Accessed Items (right): quick links back to what you opened last.

Figure 4: The Dashboard: Navigation, Upcoming Events, Course Overview and Recently Accessed Items

3.2 The Top Bar

APPLY ONLINE BLOG FAQ

T35 £uropean Institute of Innavation, info@eiiet.com +49 30 233618555 P =Vey o©

W Entreprenaurship, and Technology

Figure 5: The top bar, shown on every page
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Table 3: Items on the top bar

Item ‘ What it does

Bell Your notifications. A red number shows how many are unread.
Speech bubble Your messages to and from students and colleagues.
Your name and photo Opens your menu: Profile, Grades, Calendar, Preferences and Log Out.

3.3 Your Profile

Your profile is how students see you. To open it, click your name (top right) - Profile. To change your
details, click Edit profile. You can update your name, email address, photo, description, city and
timezone.

Reset page to default  Stop customising this page

ADVISOR

User details Miscellaneous
Edit profile Elog entries
Email address Forum posis
Forum discussions
Country Leamning plans
Germany
City/town
Berlin
Timezone HEPCHE
Europe/Berlin
Today's logs
Alllogs

Outline report

Complete report
Privacy and policies Browser sessions

Grades overview

Data retention summary Grades

Course details Login activity

Figure 6: Your profile page, with the Edit profile link under User details
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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.
2, £ info@eistcom 4930233618855 D ' -

iogeletcom 193023018855 (D5 o

Doshboard / Preferences / User account | Edit profile Dashbosrd / Proferences / User account | Edi profile

Aoviso
Oty
 User picture
Gt pcre -
et
News = e
-

Figure 7: Opening Edit profile and updating your details

Important. Set your Timezone correctly (EIIET uses Europe/Berlin). Class times, deadlines and the
calendar are all shown in your timezone, so a wrong setting makes every time look wrong.

3.4 Notifications, Messages and Announcements

Notifications

The bell tells you when something happens, for example when a student submits an assignment, or
when a deadline is near. Click it to read your notifications.
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info@eiiet.com +49 30 233618555 Ao

Notifications v o
Q You have upcoming activitise due

e
2 days 10 howrs 200 View full nofification
Q You have upcoming activities dus

9 deys 10 howrs 200 View full notification

Q You have upcoming activities dus
18 days 10 houre ago View full notincation

) EIET Admin nae given feedback for aesignment Test

Assalgnment
22 days 18 hourt ago View full notification
Q Youhave your for

Test Assignment
22 daye 18 houre ago View full notification

© You have upcoming activities dus
23 daye 10 houre ago View full notification

Q Weicome to M13 - Consumer Bshaviour

24 dayt 18 hours ago View full notification
Q to M5 -
v
24 davt 18 hours ago View full notification

o = 0

Figure 8: The notifications panel, opened from the bell

Messages

Click the speech bubble, search for the person by name, type your message and send it.

Announcements

Every course has an Announcements forum at the top. A post there reaches all students in the course at
once, and stays on the course page.

Tip. Use Announcements for news for the whole class (timetable changes, reminders) and messages
for one student.
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4. Building Your Course

4.1 How a Course Is Organised

A course is made of sections. At EIIET most courses use the same sections:

Table 4: The usual sections of an EIIET course

Section What it holds

General The Announcements forum.

Join / Class Joining Link The Join the Class live classroom (Chapter 7).
Attendance The Attendance activity (Chapter 8).

Class Materials Your slides, PDFs and other files.
Assignment Your assignments.

4.2 Turning Editing On and Off

To change your course, you switch on editing:

1.
2.

Open the course.
Click Turn editing on at the top right.

Editing controls appear: a pencil next to names, a : menu on each item, and Add an activity or
resource in every section.

When you have finished, click Turn editing off.
[

Turn editing on

Figure 9: The “Turn editing on” button, at the top right of the course page
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Normal view Editing turned on

GENERAL GENERAL &

[Z) Announcements [Z) Announcements &

n ‘CLASS JOINING LINK.

@ Class Joining Link

CLASS JOINING LINK &

& Ciass Joining Link ¢
n ATTENDANCE

z& Class Attendance

ATTENDANCE &

z& Class Attendance &

CLASS MATERIALS

L}) Class Material poF

.@ Business Organization Learning objectives PDF

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

.@ Forms of Business Organisafion PPTX CLASS MATERIALS &

,@ Business Organisation PPTX

@ Class Material # FDF

,9 Class 1 Business Orgnanisation and Management 07/04/2026 PDF
@ Business Organization Leaming objectives # PDF

I3 Ciass 2 Business Oraanization and Management. Global Economy Analysing 21/04/2026 P

Figure 10: The same course in the normal view (left) and with editing turned on (right)

With editing turned on you can:

e Add materials and activities with Add an activity or resource.
e Rename, move, hide or delete an item with its : menu.

e Rename a section with the pencil next to its name.

e Hide a section until it is ready.

Tip. Build a new section while it is hidden, then show it when it is ready. Students never see your
unfinished work.

4.3 Adding Materials and Activities

Everything you add to a course starts the same way:

1. Turn editing on.

2. Inthe section you want, click Add an activity or resource.
3. The chooser opens. Pick what you want to add.
4

. Fill'in the settings and click Save and return to course.
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Figure 11: “Add an activity or resource” at the bottom of each section

Add an activity or resource

| Search

All Activities

(D

Aszsignment

i @

Database

ir @

Survey

v e

Resources

2
Atftendance

v @

4z
Feedback

i @

&

ME content
package

w e

b—g
T
]
Text and media

area

w e

BigBlueBution

v e

Or browse for content on ThoodleNet

Book

i e

)
Folder
ir @

Forum

i @

Warkshop

w e

Ll
]
Choice

i @

at]

Glossary

w e

®

SCORM
package

v e

Figure 12: The chooser, with all the activities and resources you can add

Table 5: Materials (resources) you can add

Resource

Use it to...

EIET Staff User Manual

File Share one document: a PDF, Word file or slides.

Folder Group several files together.

Page Write notes or instructions directly in the course.

URL Link to a website or an online video.

Text and media area Add a short heading, note or picture on the course page.

Table 6: Common activities

Activity

Students use it to...

Assignment Submit work (a file or typed text) for you to grade. See Chapter 5.
Quiz Answer questions that can be marked automatically. See Chapter 6.
Forum Discuss a topic with you and with each other.
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BigBlueButton Join a live online class. See Chapter 7.

Attendance Have their attendance recorded. See Chapter 8.

4.4 Uploading a File

1. Turn editing on - Add an activity or resource - File.

2. Type a clear Name, for example “Week 3 slides — Marketing basics”.

3. Dragyour file into the box under Select files, or click the box to choose it from your computer.
4

. Click Save and return to course.

New File
Expand all
v General
Name O | riet |
Description
Edit View Insert Format Tools Table Help
S B I HE B £33 I O Z == 8 W%
P Cwords  @tiny
[ Display description on course page @
Select files Maximum size for new files: 512 MB
o m o= m

= Files

®

You can drag and drop files here to add them

> Appearance

> Common module settings
> Restrict access

> Completion conditions

> Tags

> Competencies

[ Send content change notification @

A
Save and return to course Save and display Cancel .

Figure 13: Adding a file: give it a name, then drag the file into the box
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5. Assignments and Grading

5.1 Creating an Assighment

1. Open your course and click Turn editing on.
2. Inthe Assignment section, click Add an activity or resource - Assignment.

3. Giveit aclear name, and write the instructions in Description, so students know exactly what to

do.
4. Set the dates and options below, then click Save and return to course.
Add an activity or resource ]
All Activities Resources
o m G
BlueBution Book Chat Chaoice
w8 w e i @ e
5] ® 0 E
Datzbase Feedback File Folder Forum Gloszary
w @ w e w 9 w e w e w e
@ & B ] EJ @
MS content SCORM
H5P package Lesson Page Quiz package
w e w e w0 w e w e w e
11 e
Text and media
Survey ares URL Wik Workshop
v e i @ e w e i @
Or browse for content on T MNet

Figure 14: Choosing Assignment in the chooser

Table 7: The assignment settings that matter most

Setting What it controls

Allow submissions from

The date students can start submitting.

Due date

When the work is due. Later submissions are marked as late.

Cut-off date

After this date, nobody can submit any more.

Remind me to grade by

Adds a grading reminder to your dashboard.

Submission types

A file upload, typed online text, or both, plus the number and size of files.

Maximum grade

What the assignment is marked out of, for example 100.
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New Assignment

B/ DEH®wsE I =23 @

B ODEHéMmwe @ I === (@

Figure 15: The assignment settings page

Tip. Set a Due date, and a Cut-off date a little later. Late work is then clearly marked, but you can still
accept genuine late cases until the cut-off.

5.2 Seeing Who Has Submitted

1. Open the assignment from your course page.
2. Click View all submissions.

3. Atable shows every student and their status, for example Submitted for grading or No submission.

Page 17




EIET Staff User Manual

akes ! 5 | Sales 5 il

Sales Management Assignment-1

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

W] Sales Management Assignment-1.pdf 17 March 2026, 1:16 PM

L=

Vvt s

Grading summary
Hidden from students No
Participants. 264
Submitted kS
Needs grading 38
Time remaining Assignment is due
« Asendance Jump to... B Sales Managament Assigrment- 2 =

Figure 16: The assignment page, with the View all submissions and Grade buttons
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ales Maragement | Assignment | Sales Maragement Assignment-1 | Grading

Sales Management Assignment-1

Dowmioad 2l submissions

Submissions
rru:l';:l'uu_-_ B CDEFGHIJKLMUEOIGPDBRSTUWV WX Y Z
Liﬂr”'l'l-‘n AB C D E F G H JK L mu|lo FloR S Tu|lv w x|y z
2 3 4|5 8|7 B 9 10 a7
First
namsa Last
Usar iLast modified
seioct  plcture  nama Emall addrass Statun Grama Emit {submizzbon]  Flle submizsicna

Edit *  Thursday, 23
Ocinbesr
2028, 323
P

Edit =

submission

Figure 17: The submissions table (student details blurred)

5.3 Grading and Giving Feedback

In the submissions table, click Grade next to a student.
Open the student’s file and read their work.
Type the mark in Grade out of 100.

Write your comments in Feedback comments.

LA I e

Click Save changes, or Save and show next to go straight to the next student.
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Course: M4 - Sales Management

o . v
Assignment: Sales Management Assignment.1 4‘ Change use "
View sl submissions. Due dale: 24 October 2025, 1.00 AM 201208 T Reseltable praferences
Submission
Submitted for grading
Not graded
Assignment was submitted @ hours 38 mins early
Studant ean edit this submission
% 23 October 2025, 3:23 PM
* Comments (0}
Grade
Grade out of 100 @
Current grade in gradebook
Not graded
Feadback comments
Edit View Insert Fomar Tools Table Halp
Bl BHB¢BMw R I === 4%

Dwords @ tiny

LB LN  Save changes  Save andshownext [EEEES

Figure 18: The grading page: the grade box and the Save changes button are highlighted

Tip. A sentence or two of feedback helps students a lot. Say one thing they did well and one thing to
improve next time.

To act on several students at once, for example to give extra time, tick them in the submissions table and
use With selected... at the bottom.

5.4 The Gradebook

The gradebook shows every grade in your course in one place. Open your course and click Grades. The
Grader report shows students in rows and activities in columns.

e See every student’s marks and their course total.
e Add a grade item by hand, for work done outside the platform.
e Export the grades to Excel or CSV.
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Jsiness Organisation and M. it /| Grades / Grade administration / Grader report
Grader report - Search users Filter by name ~
M05 - Business =
‘Organisation and
Management
First name / Last name * Email address - & Class &n |_—¢'] Business
Attendance COrganization
and Human
Resource
Management

Figure 19: The Grader report (student details blurred)

EIET Staff User Manual

Turn editing off

[f] Business
Organisation
and
Management

Important. Changing a grade directly in the gradebook can override the grade from the activity.
Grade inside the assignment where you can, so the student also gets your feedback.
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6. Creating a Quiz

A quiz tests students with questions the platform can mark for you, such as multiple choice, true/false

and short answer. You build it in two stages: first the quiz settings, then the questions.

6.1 Adding a Quiz
1. Open your course and click Turn editing on.
2. Inthe right section, click Add an activity or resource - Quiz.
3. Give the quiz a clear name. In Description, say what it covers and any rules.
4. Set the options below, then click Save and display.

6.2 Quiz Settings That Matter Most

Table 8: Quiz settings

Setting ‘ What it controls

Timing When the quiz opens and closes, and the time limit for each attempt.

Grade How many attempts students get, and which attempt counts (for example, the
highest).

Layout How many questions appear on each page.

Question behaviour Whether questions and answers are shuffled, and when students see feedback.

Review options What students can see after they finish: their marks, the right answers, your
feedback.

6.3 Adding Questions

1. Open the quiz and click Questions.

2. Click Add - a new question.

3. Choose a question type, for example Multiple choice, True/False, Short answer or Essay.

4. Type the question and the answers, and mark which answers are correct.

5. Click Save changes. Repeat for each question.

I Tip. Your questions are saved in the course Question bank, so you can reuse them in future quizzes.

6.4 Previewing and Grading

Click Preview to try the quiz yourself before students take it.
Multiple-choice and similar questions are marked automatically.

Essay answers are marked by hand: open the quiz, go to the attempts, and enter a mark and
feedback.

All quiz grades appear in the gradebook automatically.
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7. Live Classes and Recordings

Live classes run on BigBlueButton, inside the platform. You do not need Zoom or any other app.

7.1 Your Course Already Has a Live Classroom

Every EIIET course has a ready-made live classroom called Join the Class, in the Join (or Class Joining
Link) section. You do not need to create one: just open it at class time.

Dashboard | My courses | MO4 - Sales Management Tum ediing off

Course Lecturer

SENERAL#

¥ Dashboard
# Site home
» Sie pages
My courses,
» Genersl Garman
Language
> M10 - Business
English
> M11 - Tourism Product
> M13 - Research on
Tourizm Services
> M14- Safetyin
Tourism
» Mig - Talent
Management
» Mzi - Straegic
Management
» Mi1-Business Eng
> Mid-Talent
Management
» Mis - Safaryin
Tourizm
VMO4 - Sales
Management
» Paricipants.
U Badges
%] Compstencies
£ Grades
» Genersl
> New section
> Join

> Anendance ) Sales Management Assignment-1 &

; » Assignment “'" Opened: Monday, 20 September 2025, 1:00AM Due: Friday, 24 October 2025, 1:00 AM
fore.
> Courses
) Sales Management Assignment:2 & 1
_ - Opened: Sunday, 9 November 2025, 1:00 AM  Due: Sunday, 30 November 2025, 1:00 AM

Figure 20: The Join the Class activity on the course page

7.2 Starting Your Class

Open your course.

Click Join the Class.

Click Join session.

Choose Microphone (to speak) or Listen only.

You are now in the classroom. Students can join once you have started the session.

o U A W N R

When the class ends, click Leave session, or end the meeting for everyone from the : menu.
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1. Go to your course.

2. Click “Join the Class”".
3. The class page will open.

Dashboard / My courses / MO4 - Sales Management

 Dashboard
# Site home
> Site pages
v My courses
General German
Language
M10- Business English
> M11 - Tourism Product
>M13 - Research on
Tourism Services
> M14- Safety in
Tourism
> M19 - Talent
Management
> M21 - Strategic
Management
> M11 - Business Eng
M14 - Talent
Wic0 + Soleiy
Tourism
v M4 - Sales
t Participants
Badges
) Competencies
© Grades
> General

> Join the Class.

> Attendance

> Assignment
More,
> Courses

Quick Flow

o Open Course

Go 1o your course.

EIET Staff User Manual

v Dashboard
> Ste home

> Shepages
v My courses
v MO4 - Sales Management
> General
> Announcements

el eyl e—
(B Join the Class ]

Attondance
> Assignment

'

© cenveces (T

Click the “Join the Class”

activity. @) sointhe Class »
e Join the Live Class Join the Class Joring the session
Click “Join session™ and This rooem is ready.

choose how to join

o Start the Class

(Teacher)

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

You can join the - Q ﬂ

session now.

E=R e

E3tabinhing 3030 connection

'

Join the Class all a2

ou N v e . v

L

*1000

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

Figure

Attendance

G" Sales Management Assignment-2

21: Joining the class in four steps

© Join the Live Session © Recordings
Click “Join session” to enter If the class was recorded, it will appear here
the live class room. after processing is complete.
Recordings
Join the Class T =z | Playback Name Description  Preview Date Duration
2 g . Click —_——
This room s ready. You can join the session now. in session
Joln session” | O Presentoton  nthe - p ©  TueDec16,2025 287
ciass A
$ © Presentation éms"‘e v ©  TueDec9,2025 309
. L = © Presentation g.': :ﬂe > 4 ©  TueDec2,2025  0:00
Joining the session... X %
© Presentation é:';;’" pa ©  TueNov18,2025 114
/ Choose how
Jointh .
\Q} ﬂ you want to O Pressnnaicn | JIe | g ©  TueNov4, 2025 176
ol tharaio, O Prosmcaion | Jointhe | p ©  Tueoct7.205 082
Microphone Listen only §
© Presension | JOiNthe g ©  TueSep30,2025 159
Class
Click ‘ O Presentation ;:’;;”' rd ©  Tue Sep16,2025 203
Establishing audio connection... © Presentation 3:" the v ©  TueSep9,2025 106
55
| Page 1 Go Rows 10 v

MESSAGES

Q putcchat

T om—— 53

) shared Notes

‘ useRs ()

@o Koy kun (You)

O Click “Join the Class”™
¥/ to open the live class room.

A

Open Course

—

Click on any “Presentation”
(play button) to open and watch
the past class recording.

You are now
in the class! L

Presentation Recording - Join the Class x

Q 4,

When finished,
click “Leave session”
to exit.

a

Press OK to return to the course. o . "
¥ if you missed the live class.

Watch anytime, learn better!
You nmmggeanumfmecummnce ! &% Perfect for revision or

o - - - - -~ O
Click “Join the Class™ Click “Join session” Choose audio Join the live class Leave session Watch recordings

when done anytime

Figure 22: The full flow, from the course page to the recording

Tip. Open the classroom 5 minutes early, check your microphone and camera, and share your slides

with the Share screen button.
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7.3 Creating an Extra Live Class

If you need a separate classroom, for example for a revision session:

1. Turn editing on - Add an activity or resource -> BigBlueButton.

Enter a Room name.

2.
3. Set the date and time, and tick Record session if you want a recording.
4.

Click Save and display.

Live Classes — Create and Join

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

EIET Staff User Manual

o Turn editing on

Open your course and click

Turn editing on.

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

@ Join Google Meet Session

el

[E Announcements

o Configure the live class

@ Enter the class name
in Room name.

© setthe session
date and time.

© Enavle recording
(optional).

@ ciick save and display
to create the session.

New BigBlueButton

~ General

Room name

~ Session timing

Start time.

Duration (minutes)

~ Recording view

Record session

=|[107] 00z

i) -0

:-@

Add BigBlueButton activity

Click Add an activity or resource and
choose BigBlueButton.

coooLe weTL #

@ Join Google Meet Session

Apnouncements.

o Students join the session
Students open the activity

and click Join session
1o enter the live class.

MARKETING STRATEGIES LIVE CLASS usens )

*

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

7.4 Record

If a class is recorded, the recording appears in the Recordings list of the same activity, once it has

ings

Figure 23: Creating a new live class

‘Add an activity or resource
w—
o i s e
5] 2 (b}
N | i | s G
- o r O
@ 3 g
& s | T |
o 0 0 L a0

MARKETING
STRATEGIES

Live Class

finished processing. This can take some time after the class ends. Students can watch it from the course
page, which helps anyone who missed the class or wants to revise.
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Recordings

Flayback

Prasentation
Presentation
Prasentation
Presantation
Prasentation
Presentation
Presentation
Presantation

Prasentation

- Annauncer

Watch a Recording

Click on any “Presentation”
(playback) to open the past

Name
Recarding
&

Join the
Class
Join the
Class
Jain the
Class
Join the
Class
Join the
Class
Join the
Class
Jain the
Class
Jain the

Class

mers

class recording,

Desription

4

'

Rows

Preview

Recordings appear after processing.

Students can watch anytime - perfect for those who missed the class
o want to revise.

.

Date

Tuesday.

Tuesday.

Tuesday,

Tuesday,

Tuesday,

Tuesday.

Tuesday.

Tuesday,

Tuesday,

December 16, 2025

December 9. 2025

December 2, 2025

November 18, 2025

November 4, 2025

Qctober 7, 2026

September 30, 2025

September 18, 2025

September 9, 2025

Duration

287

300

14

150

263

188

Sales Management

Lecture

&
. S
5 Q

Figure 25: Click Presentation to watch a recording
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8. Taking Attendance

Each EIIET course has an Attendance activity in the Attendance section. It records who came to each
class session.

8.1 Marking Attendance for a Session

1
2
3.
4

5.

Open your course and click Attendance.
The Sessions list shows your class sessions with their dates and times.
Find today’s session and click the Take attendance icon (the green arrow) on its row.

For each student, choose P (Present), L (Late), E (Excused) or A (Absent). Use the letters at the top
of a column to set everyone at once, then change the exceptions.

Click Save attendance.

Note. Sessions are usually set up for you by EIIET. If a session is missing or a date is wrong, contact
EIIET instead of creating a new one.

8.2 Viewing Attendance

Open Attendance and choose Report to see each student’s attendance across all sessions, with a
percentage for each student.
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9. People, Groups and the Calendar

9.1 Participants

Open your course and choose Participants to see everyone enrolled, their role, and when they last

opened the course.

Use the menu to
browse your course
sections easily.

e User list

Displays all enrolled
users with key
information.

0 User actions

Click the gear icon
to manage
individual users.

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

2. Enrolled users - [EXTEY
a Navigation ———

@ Dashboard
@ Site home
> Site pages
v My courses
> General German
Language
> M10 - Business
English
> Mt1 - Tourism Product
> MI3 - Research on
Tourism Services
~ Participants
Course blogs
Notes

D Badges

© Competencies

& Grades
> Google Meet Link
> M4 - Safety in
Tourism

> M6 - Talent
Management

> M21 - Strategic
Management

> M1 -Business Eng
> M4 - Talent
Management

> M1S - Safety in
Tourism

More...

> Courses

Select ¢ o

Match Any 2

+  Add condition
8 participants found
Firs(namemABCDEFGHIJKLMNOPORSTUVWXYZ

Lastrame [ A 8 c D EFGH I UKLMNOPQRSTUVWXY?Z

Clear filters  [WESYEICIN

First name
/ Last name
a Email address Roles Groups  Lastaccess to course  Status
Student #  Nogroups 1 year 118 days Emo (o
. Noroles #  Nogroups 100 days 1 hour =me (o
Student # No groups ~ Never [ Active I B -]
Student #  Nogroups  Never Eme (o
Student # No groups  Never [ Active I i IR - 3
Student #  Nogroups 1 year 120 days =me (o
' Noroles #  Nogroups 20 days 4 hours =me o
e Teacher #  Nogroups  now Eme (o

With selected users... Choose.

Figure 26: The Participants page (personal details blurred)

4

&) Filters

Use filters to find
specific users
quickly.

[ T
Click to add new

users to your
course.

Note. Students are normally enrolled by EIIET. Only enrol or remove people yourself if EIIET has asked

you to.

If you do need to enrol someone:

1. On the Participants page, click Enrol users.

. Search for the person by name.

2
3. Choose their role (usually Student).
4

. Click Enrol users.
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Enrol users

Enrolment options

Select users No selection

[Assign role ‘ Student : ‘

Show more....

Figure 27: The Enrol users window

9.2 Groups
Groups split a class into smaller sets, for example seminar groups or project teams.

1. Open your course - Participants.

2. Open the drop-down at the top of the page 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.
Assignments and forums have a Group mode setting:
e No groups: everyone works together as one class.

e Separate groups: each group sees only its own members and work.
e Visible groups: each group works on its own, but can see the other groups.

I Tip. Auto-create groups splits a class into equal teams for you in one click.

9.3 The Calendar

The calendar shows your live classes and deadlines automatically. To add your own event, for example a
revision session, open the calendar and click New event. Choose whether it is for the whole course or
just for you.
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o Open Calendar

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

<« May June 2026 iy >
Mon Toe  Wed T St S
v o2 3 4 s 6 7
0 Geman
] n 12 "oy
-
16 7 18 19 2 2
T O German

8GO eodhe Geman
W e
9
ouoeca

Click the course event
on the calendar date.

EH @ —

Open Calendar

o Click Course Event

Click on the course event
on that date.
The event details will open.

‘MO08-Cost Accounting X

@ Tuesday, 9 June, 12:45 PM » 3:45 PM

L oo |

i=  Class Joining Link

@  EIIET Berlin on-Campus (Classroom:434)

ooy oy

o o

2]

Click "Course You canalso click | | This is the
event” “Class Joining | | course name
(course name) Link", to go | you are

to open the directly to | attending.
course page. the meeting.

m | e | T

Click “Course event”
(course name).

0 — (E

Click Course Event
(course name)

Figure 28: From a calendar event to the live class

Course Page Opens

e Open Course Page

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

This will take you to

the course page.

Class Joining Link
Class Joining Link

Recordings
Pemace [ —
-

LR

EIET Staff User Manual

o Join the Class

On the course page,

click “Class Joining Link"
or “Join session”.

Then you can join the class.

Joining the session.

g O

Manare st oty

PR

Establishing audio connection

You are now on the
course page.

Click Class
Joining Link /
Join session

— —

Join the Class

You have logged out of

Press the beston 10

o Click “Join session” o
“Class Joining Link” to join.
Use the controls to

participate and click
“Leave session” to exit. [Ji}q

— [

Leave Session

Tip. Course events also appear on your students’ dashboards and in their app, which helps them plan.
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10. What Your Students See

Most EIIET students use the My EIIET app on their phone (Android and iPhone). Some also use the
website. Everything you add to your course appears in both.

Table 9: Your course in the student app

You add... Students see it in the app...

Files, folders and pages In the course, and they can open them on their phone.

Assignments with a due date In the course, in their calendar and in their assignment list, with reminders.
Live classes They open Join the Class in the app and join from their phone.
Announcements As a notification on their phone.

Grades and feedback Under Grades, as soon as you save them.

Tip. To make your course work well on a phone: give files clear names, prefer PDF for documents, and

always set a due date on assignments so students get reminders.

Note. A few interactive content types, such as SCORM and H5P packages, open inside the app’s built-
in browser instead of a native screen. They still work, but may look slightly different.
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11. Help

11.1 Common Questions

Table 10: Common questions

EIIET Staff User Manual

Question ‘ Answer

My courses don’t appear after | log in.

You may not be enrolled yet. Ask EIIET to add you to the course as a
Teacher.

| can’t see the editing controls.

Click Turn editing on at the top right of the course page.

A student 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 needs more time for an
assignment.

In the submissions table, tick the student and use With selected... >
Grant extension.

Dates and times look wrong.

Set your timezone in Edit profile (Section 3.3).

Students can’t join my live class.

You need to start the session first. Open Join the Class and click Join
session.

The password reset link doesn’t work.

Each link works once and expires after 30 minutes. Request a new one
and use the newest email.

11.2 Getting Help

If you are still stuck, EIIET is happy to help:

e Email: info@eiiet.com
e Phone: +49 30 233618555

o Address: Lessingstralle 79, 13158 Berlin, Germany
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