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Introduction

NEO is a world-class, award-winning learning management system (LMS) for Schools and
Universities. The platform is known for delivering a great user experience while incorporating all the

essential tools schools need to support effective teaching and learning.

NEO is a product of CYPHER LEARNING, a company that specializes in providing learning platforms
for organizations around the world. CYPHER LEARNING provides a similar LMS for use by businesses
called MATRIX, and an LMS for Entrepreneurs called INDIE. CYPHER LEARNING products are used by

over 20,000 organizations, have millions of users, and have won several awards.
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We want you to get the best results when using our site, especially when you are just starting out.
That is why we created three getting started guides for the main types of users on NEO:

administrators, teachers and students.

Getting started guide for Administrators (this guide) explains topics such as: navigating

in NEO, configuring features, customizing the platform and managing users.

Getting started guide for Teachers explains topics such as: creating a class, using

competencies and grading assignments.

Getting started guide for Students explains topics such as: enrolling in classes, submitting

assignments and communicating with teachers.

Getting started guide for Parents explains topics such as: accessing the parent account,

accessing children's information, and how to navigate the platform.

This guide covers the most common steps administrators go through when they start using NEO.

Please consult the table of contents if you want to find a specific topic.

If you have any additional questions or want to explore more of the platform’s features, please browse
the Help Center or visit our support forum.
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Creating the school portal

To create your NEO site, go to the sign up page on our main website, fill in the required information,
then click the sign up button. We recommend choosing a short and simple URL, that can be easily

remembered by users.

Start using NEO right away

Sign up for the free plan, which includes a 14-day trial of all Enterprise features.

Organization name * University of Arts Anticipated plan * Premium plan (5000 v

URL* http:// | arts -neclms.com (select URL for your site, letters and digits only)
Country * United States v | State* California v

First name * James Last name * Stevens

Email * J_stevens@arts.com Confirm email * J_stevens@arts.com

UserID @ * j_stevens

Password @ x | Confirm password *

How did you find us?* | Recommendation v

y Policy * Required field

+| | agree to the Terms of Use and have read the Privac

Congratulations! You have created your NEO site and now you're ready to start setting it up. We will

be covering some basic options in the next sections.
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Navigating the platform

The administrator dashboard is the first page you see when you log in to your account. Here you can
see a set of widgets with the most important site data. There is also information related to your

account such as your calendar, to-do list, notifications, and more.
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lcons and navigation
You will see various icons in the platform that are used for adding, editing, deleting, and other actions.
Here is an overview of the most important icons:

4+ Add content such as classes, rules or portal pages.

== Remove items from your platform.

Edit a page or an item.

A

g Configure different areas of the platform.

 Deleteitems.

Access your messages through the messages icon in the top right bar.

n Notifications allow you to keep up with different changes in the system.

The trash icon opens a pop-up with deleted content such as classes.

ﬂ Your shopping cart contains your ordered learning items (if e-commerce is enabled).
This icon provides access to the NEO Help Center.

n Use the search icon to find specific content on your site.
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Left bar

The left bar displays tabs that allow you to quickly navigate to the main areas of the site, such as

Home, Classes, Groups, Catalog, Users, Resources, Reports, Organizations, and Admin.

The left bar gives you access to these tabs no matter where you are in the site. If you hover over a tab,

Groups
L]
=

Catalog

[

-
Users
o
Organizations
Resources
&

Reports

o

Admin

a pop-up window will appear with the most important options for that area.
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=n
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.

-
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&
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(1]
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-
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For example, when you visit a class, the main left bar is minimized, allowing you to navigate within
any area of the site by simply hovering over the main menu in the top left side of the page. The class
left bar shows tabs that lead you to class areas such as: start,admin, calendar, assignments, students,

and the gradebook.

How to use your DSLR

Dashboard Lessons

Lessons

Lessons and sections can be completed in a

Admin

Assignments

i

Calendar

Gradebook

th. L1 duck
Mastery . Introduction
Welcome to the class! Here you will learn
about everything you need to know about
how to use your DSLR cameral!

e
Media
il
Resources
°

-
Students

Wi x 2 sections

Parents

an
Teachers

Top right bar

The top right bar displays icons with access to your messages, notifications, calendar, trash can, help

center, search and profile.
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Right bar
In the right bar, you can find your to-do list, announcements, upcoming events, and a list of minimized

windows. To see more details, just click on an item.
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News feed
The news feed aggregates news items from users, classes, groups, and school. Product News
announcements usually contain updates from the NEO team. By default, a news feed only shows the

latest news and you can scroll down the page for more items.
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Help Center

We provide extensive support at every step of our collaboration. To access the Help Center, click the

icon in the top right bar.

A pop-up box will open with different options. Use the searchable online help to browse different help
topics. If you are on a certain page and need guidance, a help for the current page option will also
appear. Here you can also find access to our Support forum and Product news, where we frequently

post updates on new features.

Help center x

Overview  General ~Administrators eachers  Students

]

2
<
> |

Online help

Browse the online help or search for
specific topics.

Support forum
Our staff will respond quickly to your
support requests.

How-to videos

Videos that provide step-by-step guidance.

Suggestions
Let us know how we can improve our
product

®

Student help desk

If you're a student, post your help desk
questions here.

Product news
The place where we announce new
features

Getting started guides

Guides that you can downlead and print.

Roadmap

The features that have been scheduled

12
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Users can find help topics organized by account type in the searchable online help. Most topics have
detailed instructions with screenshots. The Help Center is a pop-up so you can browse through the

topics without leaving your current page.

Help center x

Overview  General ~Administrators
= Introduction
An overview of this e-learning platform.

Use our social networking features.

M Home
View and configure your home page.

i Messages
Send and receive messages, and receive
copies via email

News feed

News feed.

A Passwords
How our password system warks

Q Accessibility

Accessibility features.

Access files in your Google Drive

Libraries
Upload, share, and reuse resources using
the library feature.

Mobile

Our respensive design supperts phones
and tablets

OneDrive

Canfigure Microsoft OneDrive integration

Photos
Create an online photo album.

I -

& Blogs

Keep 2 journal using a blog

B Calendar ® Chat # Editor
View your calendars and add events. Communicate using our built-in chat Create content using our HTML editor.
rooms.
¥ Favorites Y Filters & Forums
Add resaurces to your favorites list. Filters Use aur threaded discussion forums.
& Friends & Google Drive & Groups

Create and join groups.

Locker
lUpload resources to your personal locker.

- Navigation
Navigate through the site.

v Online
See and communicate with your
connections that are online.

& Profiles
View your profile and update your
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Profile

Your profile page shows your basic information, account details, photos, and more. The information

that is visible depends on your account type and the portal’'s security settings.

To start setting up your profile, go to the top right bar and click on the profile button. Then, click on
the Edit button.

1 2695

= CBTBRAQ®

i} . .
Profile Student » Teacher = Administrator '~ District admin
e
Settings
a ‘ S
Rl .-James Stevens o
{3 -hups/arts neolms.com/profile/james_stevens. $¥- . - :
& ‘ o5
Purchases
g8 =
University of Arts 3
Hlog 0 @ o Schools in CA
[
Portfolio
= about Account
Photos B Joined
E About = May 11,2016
it Itis my pleasure to serve the University of Arts as an administrator. | am originally from the Pittsburgh area and earned my bachelor's B4 /}?fd?g‘bly:‘:r
a degree in special education and Art Education at the California State University of Pennsylvania and my Educational leadership degree e
et from Oxford University. | believe that each student can succeed when you meet their individual needs. | look forward to working with you & Archive
o5 and watching your children find success! Last activity at
£ [G]
34 minutes ago
(R
Tags 4
24 >
; 25 Awards & administrator, arts_teacher,
ogin history
Certificate Course Awarded photographer
L | Q
Notes ~ | Certificate of completion Portrait Photography Feb 11,2020 =
Language certificate = Sep 24,2019

14
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Go to the Settings tab in the left bar to choose different options related to your profile, such displaying

your online status for students or allowing users to request to chat with you.

Profile
&
Settings

o
Privacy

th.
Mastery

Purchases

*

Awards
Blog

|
Portfolio

ke

Photos

Gifts

2
-

Parents
2
a

Mentors

James Stevens

e WO RY

Settings

Here are your general account settings. Privacy settings are in Privacy tab.

Display

Feature

Audio notifications

Display small calendar in dashboard
Display suggested groups in dashboard?

Enable class switching

NN HNININ

Display shortcuts

Social media
Site

Facebook
LinkedIn

Twitter

Instagram
& FEdi

Integrations

Feature
[ ] Google Drive
] OneDrive
OJ

OneDrive for Business

Change your language in the Miscellaneous section:

.
-
Friends

>

Login history

Notes

Miscellaneous
Feature Setting

Default home tab (®) Dashboard

English (US) v

(GMT-08:00) Pacific Time (US & Canada)

(ONews () Custom

Logout automatically after the specified minutes of inactivity:

Language

Time zone

15
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Configuring features

As an administrator, you are responsible for configuring the site, including enabling or disabling

features. It's easy to do so by using the Admin menu in the left bar.

University of Arts

archive
& Al @ About & Accounts

% Affiliates B Blog & Calendar -
8 Catalog B Classes CometChat 4

& Compliance ® Dashboard W E-commerce -
B Email B Equella - Export :
Y Games th. Grading scales @ H5P

@ Help desk “ Import 3 Kaltura

Ao € MailChimp i Messages

b WModerate - Network ® Panopto -
W Plans @ Policies & Portal

2 sis Single sign-on K Subjects

2 Tumitin B webconferencing ¥ Zapier

L4 xarl

# App center

Features can be configured through our App center, which can be found under Admin/App center.

GaETwBQA®v

A Here are apps that allow you to extend the default LMS functionality: Search for app

. 7‘ L —
o = 7 !‘
About = N \\

.
uvity pl
Activity display Adaptive learning Affiliates
-
Affiliates e Uninstall Help Uninstall Uninstall
=]
Blog
B
alendar
atalog
2
Classes g
a Auth0 SSO Calendar
CometChat
Enterprise Help Install Help Uninstall Help Uninstall Help Uninstall
]

16
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Calendar Chat Class catalog

Installed Uninstall Installed Help Uninstall Free Help Install

Calendar Chat Class catalog

Installed Help Uninstall Installed Help Uninstall Installed fo Uninstall

Here you can find features such as Gamification, Adaptive learning or Groups. You can also find the

available integrations, including Google Drive, OneDrive or Turnitin,

17



Getting started guide for Administrators

Customizing the school portal

You can customize many aspects of your school's portal, including the color scheme, adding your

organization’s logo and changing the terminology. In NEO, it's easy to configure what visitors and

users see and you also have more advanced options such as adding Custom CSS.

Portal name, description and details

To set up details about your organization, visit the Admin/About section. Here you can edit your

organization’s name, add a description and website, add a contact email, select your language, and

more. To make changes, click the Edit icon.

App center
=
Blog

]

Calendar

Catalog

Classes
&
Compliance
®
Dashboard
-

E-commerce

Natural Science School

¢

About

Our teachers are chasen from the best. Their mission is not to just teach classes, but to prepare the kids for life, help them absorb the
knowledge that will serve them in the future.

Our classrooms provide the perfect environment for students to explore and learn. We combine classic learning methods with ultimate
learning technology because fram our experience this way of teaching brought us the best results

Portal ID: 112796

Info
Basics

® Language: English (US)
® Time zone: (GMT+00:00) London

Contact

James Stever
* Email: none o ‘
* Phone: none ' Julie And
* Fax none

District 2 >
@  Natural Science Schoo

W university of Arts
Administrators 2 >

o Zsolt Bertalan
0

Teachers 6 >

18
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Portal customization

Click on Admin/Portal in order to start setting up your options.

A General A A & Preview portsl
URL
o
API Your portal URL is: https//demoas.neolms corr
o # Edityour NEOURL | %% Use your own URL
About
Theme
The following color scheme is currently selected: University of Arts
# Select a new theme
Logo
= Your organisation’s logo.
Eod G Uplead picture | = Clear
Calenda Language
[ Display & language selection link in footer?
=) Use SSL everywhere
Classes
|1 Display all pages on your site using SSL.
c]
‘ometChat
=
Compliance

The portal administrator page is split into separate categories:

v General - set up your URL, color schemes, logo and language;

v’ Visitor view - configure how your portal will look for your site’s visitors, with options for portal

type, title, logo, pages, pictures, menu, panels and footers;

v' User view - configure how your portal will look for logged-in users, with options for avatar
display, menu bar decoration, home left bar picture, home tabs, left bar, welcome pop-up,
shortcuts, and footers;

v" Themes - customize the color scheme of the site by selecting or creating a new one;

v' Terminology - customize the terminology of your site by adding one or more substitutions;

19
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v' SEO-choose if you want your site to be indexed or not, set up a meta-description, catalog URLs

and keywords;

v Social media - set up which social media icons you want to show up on your portal, in both the

visitor and user view;

v" Custom CSS - you can use custom CSS to personalize the site;

v' Custom HTML - you can use custom HTML to personalize the site;

v Accessibility - enable portal accessibility options for users with disabilities;

v" More - configure options session timeout, default video dimensions, Google analytics, URL
redirection, bottom HTM and Whitelisted IP addresses.

Next, we will go over the most important options you need to know in the first phase of customizing

the portal.

URL
This section displays the current URL of your portal. To change it, click “Edit your NEO URL", and select
a new subdomain. We also provide a way to use your own URL, for which you can find instructions

under the Portal topic in the Help Center.

General  Visitor view Userview Themes Terminology

2 URL
API

Your portal URL is: https://appleton2.neolms.com

i ]
About # Edityour NEOURL | ¥ Use your own URL

20
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Choose between our built-in color schemes or you can
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the “Add custom theme” button:

o &

)

(]

L

Acxzminix
w
Affilismar
®
App conler
=
lexy

)

Calenaar

L T4 VISIlon viey T VIEY Themes

Themes

Lse the radla burton 1o select a new current theme, o Add A new custom theme

Accessibility

:‘ Allow users to select separate accessitulity theme via therr profile sethngs

G A MW B Q-

+  Add custom theme

Custom

Theme Colored tlles Aceessihiliny Curment Fdit  Delete
- : v © s B
Standard

Theme Colored tles  Accessibiiy  Gurrent

. e . :

[ ' X

create/edit your own custom scheme using

Then select the color values for each graphic element using either the color picker or by directly

entering the hex values into the input boxes.

Portal

General Visitor view Use

D
=

Create new theme

Click a color to change it, then click Add to add your color scheme

Name

. Custom Appleton School District ‘
Accounts

L
Affiliates TOp bar

Background seoa06
App center

Counters CB4437

=]

Blog

= Main navigation
Calendar Background 51 5A6.

Catalog Sorder A
= Icons white ¥

Classes

Selected background
5]

Selected text white ¥

Compliance:

®

Dashboard

Selected icon white ¥

3]
w
z
o 3
w o

- Headings

E-commerce

ew Themes Terminology Social media

21
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Logo

To upload a logo, select it from your computer, then click Save.

CABETEQRY Y

A General Visitor view Userview Themes Terminology Socialmedia Custom CSS Custom HTML Accessibility More @ Preview portal
] URL
AP
Your portal URL is: https://appleton2.neolms.com
(i}
About # Edityour NEOURL | £ Use your own URL
&
Accounts Theme
The following color scheme is currently selected: Appleton School District
Affiliates

& Select a new theme

»n
*

App center Logo
g8 Your organisation’s logo.
Blog
[zl Upload picture | = Clear
B
Calendar
.- Language
H
Catalog Display a language selection link in footer?
=]
[N Use SSL everywhere
Display all pages on your site using SSL
Compliance

You can choose if the logo is shown in the home page left bar by clicking the appropriate checkbox in

the User view tab.

GCaETBEQL

A General Visitorview Userview Themes Terminology Socialmedia Custom CSS Custom HTML Accessibility More & Preview portal
=] Avatar
API
Display user avatar in upper right?
(]
About Home left bar picture
This is the picture that is displayed at the top of the left navigation bar in the Home area.
Accounts
- (®) Yourlogo () User's organization logo () None I

22
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Portal pages
You can configure Portal pages under Visitor view. Portals have default pages such as Calendar,
Catalog, News or Contact. Only those that are enabled show up in the carousel and each page can be

edited separately. You can also click on Add to create a custom page.

Portal pages

Title Edit SEO Enable?  Delete
Catalog

Calendar

News

Cantact &

Sign up &

About us & + ]
Blog

Privacy (only available if palicy document is enabled) # X

Portal visual editor

The visitor portal can also be customized using panels, changing the header and adding a custom

footer. To customize your portal, click Edit under “Portal visual editor”.

Portal BT EQl~

Portal pages

Title Edit Enable?  Delete

Affiliates

»
-

App center New

= Contact &

Blog Sign up (only available if self-registration is enabled via Admin/Accounts) &

B Blog
Calendar -

About Us &

KR x &I REIER

T
.
Catalog

Classes

+ Add

Portal visual editor

& Click Edit to visually edit the portal header (logo picture and/or text) and panels
Compliance

Dashboard

23
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Portal panels

Currently, we have support for the following types of panels:

Add portal panel x

Select the type of panel to add:
Up to six clickable blocks of text

A graphical background with up to three counters

Custom HTML
Up to four images, each with a title, text, and a button

A colored background with some text and an optional button

One image with text and a button near it

A graphical background with a title, some text, and up to two buttons

Carousel

The carousel option allows you to add custom pictures, text, HTML and action buttons. To add a new
slide, click Add slide.

i 8;_1";1;‘5{% Catalog Calendar News Contag¥

Carousel

Slides

Welcome to the
University of Arts/

This is our E-learning portal,
r passior i powered by NEO

+ Add slide

Settings

Carousel speed

3
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Counters
This option allows you to add a graphical background with up to three counters with relevant
information for your school. Enter the text and numbers for each counter, choose a picture and click

Save.

< Back Liveview (3 i
wg’gﬁﬁ% Catalog  Calendar News Contact Aboutus Blog

Counters

Counter 1

Counter 2

440 10200 36

Teachers Students Faculties

Settings

Background image

[l Change picture

/| Fixed position background image

Simple text and button
If you want to separate two panel types that are very graphical, you can add a colored background

with text and an optional button.

< Back Liveview (3 w
- wg’;vil;‘s-?g Catalog Calendar News Contact Aboutus Blog

VVeEe O11 O

Text

Click the button to learn more

about us o % /}
University of Aris
This is our E-learning portal,

Colors powered by NEO

Background

P

Call to action

v Show CTA

CTAtext
More

CTAURL

Select page v

Click the button to learn more about us More

CTA shape

Rounded v

CTA style

Solid

CTA color

25
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Image blocks

You can add a panel that contains image blocks with text and call-to-action buttons. You can upload

your images, add the text, and you can select the destination page of the buttons.

Back Liveview [3
. veview [|§ univERsITY

I3Y OF ARTS Catalog Calendar News Contact Aboutus Blog

¢,
g

Image blocks

Captivating classes

Exceptional teachers

Interactive assignments

e

Image settings X
Circular —_— . . i .
< Captivating classes Engaging lessons Exceptional teachers Interactive assignments
Calls to action Interactive classes will keep Click the More button to We have the best teachers in Afun way to learn and
students engaged and they learn about our lessons. the region. evolve. Show us what you
| Show CTAs will be able to learn ata know.
faster pace
CTA shape
SR g G G
CTA style
Outline Y
CTA color

#3A919E

= o X ponon
Catalog Contact

Footers

You can customize the footer area of your portal. To add a new footer, click on Add, enter its name,

URL, and choose whether or not a new window is displayed when the footer is clicked, then click Save.

Portal footers
i Delete
[] Title Page Edit
[ » Information - &
[« Contact Contact i
IS Terms and conditions - &
+ Add | # Custom HTML
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Terminology
You can customize the terminology of the platform adding one or more substitutions. These
substitutions apply to all built-in text which appears on tabs, buttons, headings, instructions and tips.

Click on Add, then enter the original text and its replacement.

Portal

EO G Add substitution

Substitutions Original ‘ Assessment |

There are 8 substitutions
If you want to

replace the

current one ‘ Assignment |
[] campus | Eaad District

I'd
[] catalogue Catalog rd
[] course Class ra
[] curricula competencies V4

Here is how a school portal can look like for visitors:

| UNIVERSITY y y 7 2
OF ARTS Ale o dmin

Welcome to the
University of Arts

arning portal,

Engaging lessons Exceptional teachers Interactive assignments
Click the More button to learn abou We have the best teachers in the Afun w
our lesson region

About us

Contact
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Setting up policies

There are many policies that you can set for your site, such as the features that students, teachers,
administrators and parents can access. It is one of the most important things for an administrator to

do. Go to Admin/Policies to start setting up your options.

— o 2 s, >
=  Policies GCaETEQ®
A General Administrators ~ Teachers Students Parents Documents Miscellaneous
Login
& g
B Feature
(i} [] strong passwords (8 or more chars, at least 1 digit, 1 capital letter, and 1 of L@#.5,%,%&, or %)
About
L]
News feed
Account:
Feature
Affiliates Allow comments on home news feed announcements
* ] Allow disabling of announcement notifications
App center
8 Classes
Blog
Feature
i}
S [ Class sign off
n [] Enable class periods and terms
Catalog
a8 Profile
Classes
Feature
c]
CometChat D Require email addresses to be unique
- Picture moderation
[

e EREs Set time zone of all accounts 1o site time zone
o [[] Disable edit profile

Dashboard

- Mastery

Here are more details on some of the options:

Monitoring
If enabled, you can create monitor accounts. Monitors are read-only administrators that can access
most pages of a site but cannot change anything. If you enable monitoring, you can also enable it for

use by teachers, in which case they can monitor the communications of students in their classes.

Prevent simultaneous logins

If this feature is enabled, a student can only be logged on via a single session. When they start a new

session, any of their previous sessions are automatically terminated.
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Let members know that communications are monitored
If you check this option, it lets members know their communications are monitored. They will see a
small notification: "your school monitors communications for offensive language", when composing

messages or using chat rooms.

Set time zone of all accounts to site time zone

If enabled, set all user time zones to the time zone of your school.

Allow comments on home news feed announcements

If enabled, users can add comments on home news feed announcements.
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Configuring the class catalog

The class catalog showcases the classes that are available for students.

Classes/Catalog.

R

[

Home

==
Catalog

Orga
i
Resources
o
Reports

o]

Admin

ltems are organized by categories and subcategories to

Catalog

Classes

3D Animation

Artis present not only in the real
world but also in the wonderiand of
the digital world. At the University
of Arts, you can study 3D animation
10 learn how to make fairytales
come true.

3items

Fine Arts

If you have a good taste and you
like fine arts then you are in the
right place. Access this category t0

Photography

Art and Design

Art and Design hand in hand. Every
designer has an artistic side that
can be developed and improved. By
developing your artistic side, you'll
be able to create unique de

3items

Marketing

Take the classes in this category to
learn how to promote your
photography services online and

B8 Calendar view

Design

The concept of design is
everywhere, you can find itin all
main industries around the globe.
Take one of our design courses and
find the right track for you to
become a good designer.

2 items

Music

If you love music and want to learn
how it's made enroll in one of our
music classes. You can discover all

Fashion

If you are always interested in the
latest trends then you will find here
all the classes that can teach you
all about the Iatest fashion.

4 items

Photo Editing

Here you can learn how to edit
photos, apply photo effects and
add frames, graphics, and text.

Search the catalog Q

You can find it under

PENEL)

Sl CNORY

Categories

3D Animation

Art and Design

ocooopooooo

Visual Arts

Featured items

How 1o use your DSLR
Free class

University of Arts

N Helping student,

make it easier for students to find them.

Classes

Subcategories

your journey on the
of ars

12 items

~ Catalog

‘- aAsR A
3rd Year

These classes are more advanced
and can help you dive
the world of modern arts.

9 items

B Calendar view

4th Year

In the 4th year, the classes try 1o
add the finishing touches to the
vast knowledge of our students.

3items

Search the catalog Q‘

o)
m

oBooomoooB@

Featured items

. How 10 use your DSLR
Free class
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To configure the class catalog, visit the Settings area. Your options are as follows:

v
v
v

Options - you can enable catalog search, the catalog calendar, and location filtering;

Format - choose between Flat, Hierarchical, or Graphic;

Category ordering - choose between Alphabetical or Custom. If you choose Custom, you can
reorder the categories using drag and drop;

Class ordering - choose between Alphabetical or Custom. If you choose Custom, you can
reorder the classes using drag and drop;

Displaying short descriptions - you can choose to display the short description of categories
and items on their tiles;

Show sections in each lesson - if enabled, the list of sections will be displayed on the catalog
page of the class;

Only show open enrollment classes in visitor catalog - you can set classes to have an open
enrollment for visitors of your site. With this option they can only see what is available to them;
Hide old classes - hide classes that have started over a week ago;

Show time zone - include the class time zone in the listings;

Display classes for default organization in all catalogs - if you have enabled multiple
organizations for your platform, the default organization’s classes will appear in all catalogs;
Right column - you can enable the right column in the catalog to show the list of categories,

featured items, and boxes.

Class catalog

A Catalogs ~ Settings 25 Catalog
Options
a p
API Option Setting
(i ] Enable catalog search v
Apout Enable catalog calendar v
Enable location filtering v
Acti isplay LayOUt
] Feature Setting
Affiliates
Affiliares Format Graphic 5
=l
Blog Category ordering Alphabetical
& Class ordering Alphabetical ~
Calendar
=
Catalog Items
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All currently used categories and subcategories are listed in the Categories section of the local

catalog. You can change the descriptions and the picture associated with a category. You can even

add a metadata description and keywords for a category, under SEO Metadata.

Class catalog

ETUE ]

i 4 B W E

A Catalogs  Settings & Allcatalogs
= Local Catalog
API Name: University of Arts
) Introduction: X
About
& Edit
-
Accounts . .
Pagination
T Page size
Activity display
50 ~
-
Affiliates .
Categories + Add
=]
Blog i Delete
B . SEQ
Calendar Name i LB Metadata
] ’ 3D Animation 7 = +
Catalog -
& ‘:\‘ Accounting & [z +
Classes S; . p = +
c]
CometChat E_Q Architectural Studies P = +
] m Architecturar Studies & [z +
Compliance

Configure visitor access to the catalog

To allow portal visitors to browse the catalog, go to Admin Portal and find the Visitor view tab. Enable

Catalog from the Portal pages section.

28 4268

Portal i Il - WO R
- Portal pages
fccount Title Edit SEO  Enable?  Delete
. I Catalog I
Affi
or
" Contact &
Blog Sign up Y - -
i About us Va + @
Calendar Blog - -
privacy (only available if policy document is enabled) Va X
Catalog
=] + Add
Classes
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Configuring grading scales

Grading scales can be configured via Admin/Grading scales. You can set the default grading scale

that every class is initialized with. You can edit the default grading scale and add your own.

. 28 1268 — N
Standard grading scales LaETBBQA®
Grading scales  Options
o Grading scales I + Add standard grading scale I
API Here are your standard grading scales:
o .
About Standard regular grading scale (Default)
Number of classes, class templates, and assignments using this letters grading scale: 25
Aecounts Grade Minimum?% Letter%
- Ax 95 975
Affiliates
A 90 925
&
- A 85 875
App center
& B+ 80 825
Blog B 75 775
og
B- 70 725
]
Calendar C+ 65 67.5
= 9 60 625
Catalog C- 55 575
= D+ 50 525
Classes D 45 475
a D- 40 425
CometChat E 0 20
]
Compliance E; Make all classes use this grading scale
(8]

If you have multiple grading scales, when you create a class, you can select the grading scale for that
specific class. See the Options tab in the Add class pop-up. You can also add a different grading scale

for each assignment.

Add a class

Language: English (US) v| Time zone: (GMT-08:00) Pacific™ v

Grading sca\el | Standard regular grac ¥ |

Essay Letters grading scale
Essay Letters grading scale
Essay Numbers grading scale
Essay Numbers grading scale
Essay Numbers grading scale
Future of learning

Mastery Scale

quiz 1 grading scale

Standard pass/fail grading scale|
Standard regular grading scale

*Optional
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Creating accounts

Everyone who wants to use the site must have an account. The types of accounts that can be created
in NEO are:

v

Student - can enroll in classes, submit assignments, communicate with teachers and friends,
use collaboration tools;

Teacher - can create and teach classes, create and grade assignments, communicate with
students;

Administrator - has full privileges on the site, can customize the site, set policies, create
accounts;

Teaching assistant - can help teachers run classes but cannot change class content or delete
a class;

Parent - can access the site as well as track their children's progress;

Partial administrator - can administer only certain aspects of the site;

Monitor - read-only administrator that can access most pages of a site but cannot change

anything;

Mentor - are users that primarily provide personal assistance to other users, called mentees.
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Adding accounts

Go to Admin/Accounts to find your options for adding accounts:

28 1268 B

Accounts LG aBETHEQ®
A Overview Types Form Email Signup Fields Profiles Rules Inactivity Avatars Custom re
" Qverview & Import | = Export
API Here are the ways you can create accounts:
o Using a form
About Create accounts using a web form.
& Email invitations

Email account invitations from the admin area or from within individual classes.

Accounts
= Allow visitars to signup from your porta
ff‘ Allow visitors to create accounts by clicking the Signup button on your portal and entering an access code.
Affiliates
Allow visitors to create accounts via your class cata 0g
@ Allow visitors to create an account when they purchase classes or enroll in them via your course catalog.
Ap
Import them via a bulk upload
=] Upload a CSV file with the account details
Blag Using LDAP
B Use the sync option to creates new accounts the first time they login using LDAP.
Calendar Us\”.r: the API
- Create accounts and enroll them into classes using our API
H
Catalog

Add accounts using a form

This option allows you to quickly add accounts using a form. To start adding accounts visit the Form
tab. Select the initial type of account you want to create, whether you want to send login instructions,
whether you require the users to change their passwords when they first log in, and the approximate

number of accounts you want to add.

28 1268 Y
Accounts GaE2TBEQ®-~
A Overview Types Form Email Signup Fields Profiles Rules Inactivity Avatars Custom More
& Add using form
API Select the type and number of accounts you'd like to create (up to 50 at a time) and press Continue.
[ ] Type of account
About (® Student (O Parent () Teacher () TA () Mentor () Monitor () Affiliate () Administrator
F Organization
Accounts University of Arts M
= Require user to change password when they first login
Affiliates ~ =
() Yes (®)No
* Send log in instructions
App center @j Yes ‘:. No
= Approximate number of accounts you'd like to add
i)

Calendar )
Continue
=
==

Catalog
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Email invitations
To invite users via email, visit the Email tab. Select the initial type and approximate number of

invitations that you want to send, then click Continue.

28 1268 .
Accounts LaETBQ®
o Email invitations
API To send invitations, first enter the number of invitations you'd like to send (up to 50 at a time) and press Continue. Then enter the email addresses and press Send
(i ] Type of account
About (® Student () Parent () Teacher (OTA (O Mentor () Monitor () Affiliate () Administrator
-3 Organization
Accounts University of Arts v
= Approximate number of invitations you'd like to send
Affiliates
®
App center
=]
Blog

The email invitation is sent but the account is not created until the user accepts the invitation and then
goes through the normal sign up process. You can see a list of invited people by going to the Users

catalog in the left bar, under the Invited tab. Resend the invitations if needed.

GaEmBEQ®-

A Catalog Mycircle Invited B Archived +
: Invited
&
Lome Resend [l Cancel
Clﬁ [ Name Account type Email Sent Link Accepted
lasses
- [l n Philip Morrisson ~ Student philip.morrisson@gmaill.com Sep 26, 1:23 am %
1
= [l 0 James Dillon Student jamesdillon_46@yahoo.com 5:47 am AN
&
Groups
HH
Caralog
[ ]
-
Users
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Configure sign up

Generate access codes that allow users to create accounts

up tab.

28 4268 &
Accounts GaaETBAQA®-
A Overview Types Form Email Signup Fields Profiles Rules Inacti Avatars  Cu
Sign u;
o gn up
AP| Select the kind of sign up you want to allow:
o O None
About Visitors cannot signup for an account
= (O No access code required
Ancoirt Visitors can create a student account by clicking the sign up button.
- ess code required
Affiliates itors can create an account by clicking the sign up button and entering an access code.
* . .
Organization
App center
g [ use textinput field instead of dropdown for organization field to prevent students from seeing list of organizations
Blog Start with default organization in dropdown instead of "Select organization”
B . . .
RSN Sign up instructions
The following text is displayed in the sign up box.
Catalog "To join, enter the access code that was issued by your organization and click Continue”
8 # Edit
Classes

. To start configuring sign up, visit the Sign

If you choose the sign up option without an access code, users can create accounts just by clicking
the Sign up button, then entering their account details. If you want to use access codes, you can set

them up in the Access codes area.

Accounts

28 1268

GaEmTEQa®-

Access codes
CometChat
Access codes allow users to sign up for an account by clicking a Sign up button on your portal
5]
Compliance Type Access code Enabled
® Administrator
Dashboard Affiliate -
- Class Auto-generated v
E-commerce Monitor
Parent -
Email
Student Arts v
[£]
Equella ™
Teacher
>
Bxport
& Edit
b4
Games

Each user type can have its own access code. Codes can be either active all the time or for a limited

period.
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Students can then join the site by clicking the Sign up with an access code option, entering the code

and the required account information.

Catalog

Import accounts from a file

This option allows you to quickly create or update accounts by importing the information from a
comma-separated value (CSV) file.

ARI

o
About
-
‘Accounts:
-
Affiliates
&
App center

Blog
B

Calendar

Catalog

Accounts SAETEQ® -~
Overview
Overview

Here are the ways you can create accounts
sing a form

Create accounts using a web form.

Email invitations
Email account invitations from the admin area or from within individual classes.

Allow visitors to signup from your portal
Allow visitors to create accounts by clicking the Signup button on your portal and entering an access code

Allow visitors to create accounts via your class catalog

Allow visitors to create an account when they purchase classes or enroll in them via your course catalog.

Import them via a bulk upload
Upload a CSV file with the account details.

Use the sync option to creates new accounts the first time they login using LDAP.
the API

Create accounts and enroll them into classes using our API.
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Select the initial type of account you want to create, then choose the file from your computer that

contains the CSV rows and indicate which value is in which column.

A Accounts  Classes Enroliments  Completions eachers Paths Pathenrollments Organizations Groups —Group members X Cancel
& Import accounts
AP To add accounts from a CSV (comma separated value), first select the file to upload
° Then indicate the column for each value and press Continue.
About If you omit a user id and/or password, they are given unique values automatically.
" You will be asked to confirm the information before the accounts are actually added
-
Accounts If an account with a matching student ID or teacher ID is found, its fields will be updated
- with the new values instead of a new account being created
Affiliates Log in instructions will be sent to each new user with their id, password, and a link to log in. If the user has an email address, the message is also copied to their email
- account within 15 minutes.
Blog To customize the 'New account’ login instructions, click here.
] q
Calendar File
+ Addfile
Catalog
& Values
Classes
Value Column
a
RS st neme
“ Last name
Compliance
® Nickname
Dashboard
-
E-commerce Password None v

Every field except for the first and last name is optional. If you omit a user ID and/or password, they
are given unique values automatically. You have a few more options such as requiring users to change

password on their first login, the click Continue.

Options

Organization

‘ University of Arts v

Dry run: check impert but don't change anything
(®)ves () No

Require user to change password when they first login
(O Yes (®)No

Update passwords for accounts that already exist
()Yes (@ No

Date format

(® mmydd/yyyy O dd/mm/yyyy

Send log in instructions

(®Yes (JNo

Continue
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Managing users

You can see an overview of all users in the school by visiting the Users Catalog. Click on a category

to see more details about a user group.

A Catalog K3 + Enable alens
L]
Home
&
Groups
-
H
2 Teachers
Users 29 Users 10 Users
il
L4
Admin
Parents Monitors
8 Users 2 Users

For example, if you click on Students, you can perform several actions such as: sending messages,

viewing their grades, awarding badges and certificates, archiving students or even removal from the

30 415 B
Catalog a4 & W a® -
A Al Students ] Teachers TAs Parents Mentors Monitors Administrators Network admins — Affiliates + B & Users
q Students
L
aims Q | B Message Grades | [l Portfolio | @, Passwords | # Award | ® Trensfer ¢# Edit = Remove & Archive
& ° [] Name v Classes Paths Completed Deactivated  Groups Awards Parents  Last visited 4
asse!
- O ! Blackmare, Jeremy 5 1 - - 7 7 - 39 days ago
Groups
D Q Corser, Troy 5 1 - - <] 10 - 110 days ago
H
aad O n Dalton, Liv 3 1 - - 7 1 - 229 days ago
a
Users D o Demo, Admin 3 1 1 - 16 1 - 21 minutes ago
@ N
D o Dillon, James 8 1 1 1 8 20 - 96 days ago
Organizations
1] D o Dove, Rob 8 - - - 10 - - 11 days ago
Resources
O 0 Duvan, Tom 12 1 1 - 3 21 - 107 days ago
E]
Reports O e Ford, Tom 9 1 - - 9 1 - 25 days ago
]
Admin O Q Hopper, James 10 1 1 - i 16 - 45 days ago
[} e Jackson, Phil 8 - - - 7 14 - 108 days ago
[} 0 Jefferson, Tom 6 - - - " 12 - 9 days ago
[l n Jensen, Fred 6 1 - - 5 ] - 643 days ago
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Using automation

Automation allows you to set up rules that should be performed when students enroll in groups,
complete classes and learning paths and even when they fall behind on their mastery levels. For
example, you can define rules that trigger actions such as sending a custom message when students
enroll in a class or sending a notification when an account becomes inactive. Administrators are
usually responsible for setting rules for accounts, while teachers add rules for classes and learning

paths. Here is a list of rules that you can add:

Add action b 4

Access Awards Membership Other

M Hide assignment
Hide an assignment from the user
& Hide lesson
Hide a lessan from the user
Lock lesson
Lock a lesson

- }}

B Show assignment
Show an assignment to the user

¥ Show lesson
Show a lesson to the user

@ Unlock lesson
Unlock a lesson
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Adding rules for accounts

You can define actions that occur when accounts are created. Accounts rules include actions that are
triggered when users are added and when users are inactive. To add rules, visit the Accounts/Rules

section. Here you can add also Login actions.

Accounts ca'BmTEQAE-

A Overview Types Form Email Signup Fields Profiles Rules Inactivity at Cus re
o Added actions
API Add actions here that should be performed when an account is added
o Action Added Edit  Remove
ST Send the "new account’ canned message Jan 14,2016 & -
.
3 b ¥ Award badge Participation for game Site-wide game (Popup) Apr 15,2020 & -
\ccounts
5 Add to group Film Photagraphy Apr 15, 2020 & -
- .
Affliates " Enroll in path Mastering photography Apr 15,2020 ra -
=l
Blog + Add
i . .
Login actions
Calendar
- Add actions here that should be performed when an account is logged in
H
Catalog There are no actions.
= + Add
Classes

To add inactivity actions, visit the Inactivity tab:

Accounts

e

Ca"ETEQE -~

A Overview Types Form Email Signup Fields Profiles Rules Inactivity /a Cust re
Inactivit

Q y
APl Feature Edit
i ] 403  Number of days of not visiting the site before user is considered inactive &
About
£ o < .

N [nactivity actions
- Add actions here that should be performed when a user becomes inactive

Affiliates Action Added Edit  Remove
=| A Send custom notification to user Apr 15,2020 & -
Blog # Add to group Student team Apr15, 2020 & -
8

Calendar + Add
H

Catalog
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How students can enroll in classes

The class catalog displays all the classes and learning paths available in your school. Students can

access the Class Catalog via the visitor portal, or from their account by clicking on the Catalog button.

U gtgv;}l\‘s}l"rg Catalog Calendar' N < Login

Welcome to the
University of Arts

This is our E-learning portal,
powered by NEO

The catalog is organized in categories and subcategories. Each category has its own description and

displays the number of items in the category.

Ug’gvﬁﬁgg Catalog Calendar News Contact Aboutus Blog

< Photography Search the catalog

Subcategories Categories

1st Year 2nd Year 3rd Year 4th Year

These classes will help you start The classes in this category are for These classes are more advanced In the 4th year, the classes try 1o
your journey on the wonderful path the 2nd year students who want to and can help you dive deeper into add the finishing touches to the vast
of arts. learn even more about modern arts. the world of modern arts. knowledge of our students.

12 items 5items 8items 3items
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A category can have classes, learning paths, and items such as bundles, subscriptions, and digital

media if e-commerce is enabled. Each item has its own image and displays the teacher, a description,

class and section code, a price if e-commerce is being used, and reviews.

UNIVERSITY AL -
g OF ARTS Catalog Calendar

< 2nd Year

' [

Composition and Gold Portrait Photography

Storytelling

Advanced
Photography
Subscribe 1o Photography
Trends and get our newest
classes on advanced
photography. Choasing the
subscription pack, you will be
among the first users to
receive our updated classes.

$35/month

Subscription to 4 items.

Stevens, James

Contact About us Blog

Eooooooomon

Featured items

| [

Catalog item have their own overview page with details such as a description, the content outline of

the class or learning path, the certificates that it awards, and reviews.

< 1st Year

e

-

LU SR
; 1 How to use your DSLR

Class

0 James Stevens

About L Cert R

You're a seasoned photographer with a passion for improving your craft. Let us show you how to take your photography to the next level

Whether you want to be a photographer or just love taking pictures, learn what you need to know through the How to use your DSLR class that will teach you
how to use your camerz to tell 2 story, how to play with light and exposure, and more. Get tips on photo editing, studio photography, using backgrounds, and
composition basics as well

UNIVERSITY S A ~ o <
mop ARTS Catalog Calendar News Contact About us Blog

Quanity |KIKA

For someone eise [l

Access code required

This item is included in bundie:

Select session
London

®) Jan 3, 2020 - Dec 31, 2020

Info

© Jan3,2020-Dec 31,2020
Time zone: Athens

Style: Instructor

Class code: FG32

Section code: L450

M # % Do &

Lessons: 12
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Enrolling in a class via the class catalog is very simple. If the class has open enrollment, students can

enroll by clicking the Enroll button.

UNIVERSITY

' OF ARTS Catalog Calendar News Contact About us Blog

< 1t Year :

U RRL

18 How to use your DSLR Quantity [EIKA

For someone else [l

L]

0 James Stevens Free |

This item is included in bundle:
e e Ry

About

You're a seasoned photographer with a passion for improving your craft. Let us show you how to take your photography to the next level
Select session

Whether you want 10 be a photographer or just love taking pictures, learn what you need to know through the How to use your DSLR class that will tleach you  London
how 10 use your camera 10 tell a story, how 1o play with light and exposure, and more. Get tips on photo editing, studio photography, using backgrounds, and

(®) Jan 3,2020 - Dec 31,2020
composition basics as well.

Info

© Jan 3, 2020 - Dec 31,2020
@ Time zone: Athens
a Style: Instructor

# Class code: FG32
# Section code: L450
2

Lessons: 12

If the class requires an access code upon enrollment, then students have to enter the access code

provided by the administrator and click Enroll.

Enter access code

Enroll
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Setting up canned messages

Many actions that users take in the platform such as enrollment, unenrollment and deactivation have

associated messages that are sent to them. The content of these messages can be customized by

going to Admin/Messages.

Canned messages

2 1

L aEWTHQ

-
Affiliates
Blog

B

Calendar

.
tH
Catalog

Clas:

CometChat
&
Compliance
®
Dashboard
-

E-commerce

Summary
Click on an action to show/edit its message.
Account invitation
Sent to someone when they are invited to create an account.
Achieve level
Sent to a student when they achieve a game level
Archive

Sent to & user when they are archived via automation

Auto deactivation
Sent to a student when they are automatically deactivated from a class after the time limit has been reached
Auto deactivation warning
Sent to a student when they are being warned of automatic deactivation.
rd badge
Sent to a student when they are awarded a badge

Award certificate

Sent to a student when they are awarded a certificate.
ward coupon

Sent to a learner when they are awarded a coupon.

b

b

ward points
Sent to a student when they are awarded points

Bulk purchase access code

Sent to a user via email (usually) when they are granted access to a class via a bulk purchase access code.
Class completion

Sent to a student when they complete a self-paced class.
Class invitation

Sent to a user when they are invited to join a class
Drip content
Sent to a student when a new lesson is dripped to a class.

Enrollment
Sent to a student when they are enrolled in a class.
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To change the canned message associated with an action, click on its Edit option, then enter the new
subject and content.

21 128 Py
Canned messages GaBTAEQE
A Award certificate € Relum 10 canned messages
Subject
:‘:‘ You were awarded certificate @certificate_name
o Content
About
Congratulations, you were awarded certificate @certificate_namel!
Accounts @certificate_picture
. @why
Affiliates To see/print your awards, click @link_to_awards.
= # Edit
Blog
]
Calendar

Each action has variables associated with it that can be inserted into the canned message using the
"@" syntax.

Canned messages

A Award certificate X Cence
The following variables can be used in the subject and message: @certificate_name, @certificate_picture, @class_id, @class_name, @class_name_with_link,
o @link_to_awards, @organization_id, @organization_name, @user_first_name, @user_full_name, @user_id, @user_last_name, @why
APl
Subject
L ‘ b(ou were awarded certificate @certificate_name
About
. Message
Accounts ¥ b b B EE =EE EEB J U S x X L H o © ©
f:e. Paragraph ~ RobotolightNew ~ 12pt = = - (= - A ~ A~ &L & [0 — fx Q B % W
Affiliates
= Congratulations, you were awarded certificate @certificate_name!
Blog (@certificate_picture
] @why
Ll To see/print your awards, click @link_to_awards.
s
HH
Catalog
g
Classes
ﬂ 15WORDS r
CometChat
=]
Compliance
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Creating reports

You can create reports about many aspects of the platform such as system statistics, class

completion, and class enrollments. NEO also provides custom reports, which you can configure

yourself.
430 1115 aa
Reports LAaETHEHA®
A My reports Catalog History Scheduled + Custom report
- Catalo
P g
Home Check a report's box to add it to 'My reports', or click its name to run it

C\als.;es Assignments
.’-'Silgﬂ”ueﬂi usage

.
L2
Groups See how various assignment types are being used.
- Missing work
. List students and the assignments they have not submitted
2 Badges
= [] custom badge report @
& Custom badge report
QOrganizations D 'v’-,-‘eed‘y' Badge report o
il Weekly Badge report
Resources Classes
P
b [ Class activity
b List students with a submission count, progress, and current grade.
QV Class attendance report
Admin Class attendance report

Class completion

List students that have completed a class.
Class enrollment

List students that have enrolled in a class.

Please note that this feature must be installed first via the App Center. Then go to the Reports menu

in the left bar and click Catalog.

Here are some reports to get you started:

Site statistics
In this report, you will see statistics about the number of users, classes, enrollments, assignments,
storage, and more. To generate the report, enter a name and click Run. When the report is done, you

will get a notification. In the notification, you will have a link to the details of the report.
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Class enrollment
In the Class enrollments report you can see the enrollments for a class within a timeframe of your

choice.

Add report x

Name ‘ Class enroliment ‘
When (®) Date Range () Last periods () Current period
Start ‘Apm 08 2020 2] | Finish ‘April 152020 i) ‘
Classes input (® Select () Manually input IDs
Classes ‘ Select options - ‘
Organization ‘ Select options v ‘
Output ® chart (OHTML () csv
Catalog [ ] check to save in catalog
Run (®) Immediately () Schedule
Run

Class status

In the Class status report, you can see the enrollment status for the students of a class and the

number of assignments that they have to do.

Class completion
In the Class completion report you can see the number of completions for a class in the period that

you choose.

Assignment usage
In the Assignment usage report, you can see how teachers are using each type of assignment.
Administrators can run the report on all teachers or on a specific teacher, and the totals for each

assignment type are displayed at the bottom of the report.
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Missing work
In the Missing work report you can see the missing work of students from a class in the period that

you choose.

Terms and conditions

This report generates a list of users who have accepted the Terms and conditions of your portal.

Organization statistics

In the Organization statistics report you can see statistics about each organization you administer.

Custom reports
Custom reports allow you to select the data that they want to report on such as users, classes, paths,

organizations, and more.

Add custom report

Name: Weekly report

Description Report for the University of Arts

Libran Personal School District
V-

Report on Please select.

Please select.
Afflliates
Assignments
Badges
Certificates

Course Groups
Groups

Orders
Organizations
Paths

Users
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You can also select a variety of fields, use filtering options, sort and group data by different

parameters, and choose the chart output.

& J setup  Basics o B So G Summaries  Organize Charts = Reports | & Run
| NN .
y
= Setup
Admin
th. - ——
Sewp ’ Click Columns and then select one or more columns from the table you are reporting on, as well as zero or mare columns from

In the Columns tab, you can select which columns you want to report on, including your own custom

account fields.

Weekly report

related tables

Click Filters, Sort, Grouping, and Organize to define how rows are selected, sorted, grouped, and displayed

Click Charts if the columns should be represented graphically.

Click Run to run the report. A popup will appear that allows you to specify report parameters and specify whether the report
should be run immediately or on a schedule. The results of the report are saved in the report history.

. S Xy Seup Columns Sort  Gro Summaries Organize Charts = Reporis | &4 Run
y
& Classes
Admin ] Access code ] Allow deactivated students to access class [ Allow final grade to be overridden?
th. [ Allow students to enroll [ Allow students to unenroll [ Archived?
= Class ID ["] Class code [] credits
[ Deleted? [ Description [ Display in class catalog?
Duration End time O Grading scale
[T Include child classes? [T include links to uploaded files for students? Name
Round percentages D Round points Section code
[] Semester Start time Style
D Time zone
Badges »
Bundles »

Weekly report

Certificates »

Class sections »
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In the Chart tab, you can choose the charts you want to use as output for the custom report. The

available chart styles include area, bar, column, line, pie, and scatter charts.

Admin

Setup

Setup Basics Columns Filters Sort Grouping Summaries Organize Charts = Reports | & Run

Charts

Classes by Style

Micro class 26% (67 nstructor: 25% (58)
/‘I S seifpaced 23%
Blended (63) 7
‘ Pie chart v
Select

After running the report, you will get a notification with a link to access it. When you click the link, the

report is displayed.

Groups
um
=

Catalog

°
-

Users

&

Organizations

il
Resources
&
Reports

o

Admin

Reports CA'ETBQ@® -

Courses
Run at: Fri Apr 17, 2020, 5:23 am

& History

Report on: Classes - Configure report
Related: Teacher

Matches: 23

Classes by Style

~ Micro class: 9% (2)
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Upgrading to the Premium Plan

To purchase the Premium Plan, log in to your administrator account and click Admin/Plans. If you
don't upgrade to the Premium Plan by the end of the 14-day trial, you will be reverted by default to the
non-expiring Free Plan. The Free Plan doesn't offer access to some of the premium features such as

automation, ad-hoc reporting, customization options, technical support, and more.

To find out more about our pricing plans, please visit our website:

www.neolms.com/info/plans
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Summary

The Getting started guide for Administrators provides the basic information that administrators need
when they first start using NEO. Some of the topics we covered are: navigating in NEO, using the Help
Center, customizing your site, creating accounts, setting up policies, configuring the class catalog and

upgrading to the Premium Plan.

If you have any additional questions, please browse the Help Center or visit our support forum.

Wwww.neolms.com
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