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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 use by 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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Getting started guide for Parents

We want users to get the best results when using our site, especially when they are first starting out. That
is why we created three getting started guides for the main types of users on NEO: administrators, teachers,

students and parents.

Getting started guide for Parents (this guide) explains topics such as: creating your parent

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

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

assignments, and communicating with teachers.

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

competencies, and grading assignments.

Getting started guide for Administrators explains topics such as: navigating in NEO, configuring

features, customizing the platform, and managing users.

This guide covers the most common steps parents 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.
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Creating your account

Parent accounts are usually created by the school administrator. In that case, you will receive the log-in

details via email.

B Login with Clever

A Log in with Office 365

Or sign up with an access code

If the school administrator enables sign-up for parents, they can also create an account on their own using
an access code. To create an account, go to the school portal, then click on Log-in and select Sign Up/ Sign

up with an access code.

Please enter your access code below

ccess code

Or log in with your credentials
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Enter the access code and then fill in your account details.

"“APPLETON Catalbg  Calendsr News Gontact Aboutus  Bio

SCHOOL DISTRICT

Sign up
To finish joining, enter your details and chick Subrmit

Name

First name

Last name

Log in
User ID @

Password @

Confirm password

R
Organization

Appleton School District ~

Birthdate

Email {optiona

Confirm email
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Navigating the platform

The first thing you will see after logging in as a parent, is the Parent Dashboard. On the dashboard, parents
can see tiles with their children and their details. Parents can access their children's profiles by clicking on
the appropriate tiles on the Dashboard. School administrators are usually responsible for linking parent

accounts with student accounts.
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The top right bar displays icons that you can click to access your messages, notifications, calendar, trash

can, help center, search, and profile.
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Right bar

In the right bar, you can find the calendar, your to-do list, online users, announcements, upcoming events,

and a list of any minimized windows. To see more details, click on an item.
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Newsfeed

The news feed aggregates items such as announcements, today's events, upcoming events, and your to-

do list. When you first open the news feed, it only shows the latest items.
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If enabled, parents have the option of adding announcements to the news feed. You can do so by clicking

on the Post button.
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Left bar

The left bar displays tabs that allow you to quickly navigate to the main areas of the site: home, users,

resources.

Resources

10
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Help center
We don't want you to encounter difficulties when first using the site. Access our Help Center by clicking the

icon in the top right bar. A pop-up box will open with options for choosing the searchable online help
and getting started guides.

Help center x
Parent B

@

Overview  Genera

Student help desk

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

? Online help

s Browse the online help or search for specific
topics.

will Getting started guides

Guides that you can download and print

The searchable online help has topics organized by account type, it includes detailed instructions with

screenshots for most of them, and because the Help Center is a pop-up, you can browse through the topics
without having to leave your current page.

Help center x
erview General Parents B

- Navigation Q

-

Accessibility

Navigate through the site

& Activity display

Display of site activity.

B Calendar
View your calendars and add events

® Favorites
Add resources to your favorites list.

& Friends
Use our social networking features

Accessibility features

O Alexa
Alexa integration

® Chat

Communicate using our built-in chat
rooms

= Filters

Filters

Gifts
Give digital gifts to your friends.

y a Account types

Overview of supported account types

& Blogs

Keep a journal using a blog

# Editor
Create content using our HTML editor.

E Forums
Use our threaded discussion forums

& Google Drive
Access files in your Google Drive
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Accessing children information

Parents can access their children's profiles by clicking on the appropriate tiles on the Dashboard.
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Parents can click on the small icons for each child tile to get instant access to their children's classes,

groups, grades, and calendars:

Dashboard
A Children B
L
Homa
L
Sl
< a

This icon displays the number of groups the student is enrolled in;
This icon provides access to the child's grade report;
This icon provides access to the child's calendar,;

This icon displays the number of classes the student is enrolled in.
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Accessing your child's grade report

By clicking the grade report icon, parents can quickly access their children's grades. A new tab will open,

displaying an overview of your child's grades for each class he/she is attending.
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Accessing your child’s calendar

By clicking the calendar icon, parents can quickly access their children's calendar. A new tab will open,

displaying the calendar with all the classes and activities your children are attending.

Katie Johnson V| Q, Miranda Johnson m v
Oct 2020 < Oct 2020 >
[ , Today < > [ Week | Ed Month | @@ Agenda S MTWTF 8
i Sat 27 28 29 30 1 2 3
o 3 4 5 6 7 8 9 10
Profile
11 12 13 14 15 16 17
819 20 @ 2 3
25 26 27 28 29 30 31
4 10 Calendars v
= : - 3 @ Appleton parents -
R O 5 ok
i P Chemistry workshof St @ Chemical reactions
Calendar a e 2pm @ Chemistry
] @ Computer Networks
LIRHOR Parents meeting " @ Debate clut
Parents I mesing @ Geology group

14



Getting started guide for Parents

Viewing classes

From the student profile, you can see in the Enrolled tab all the classes your child has been enrolled in. The
school can decide what level of detail you can see about your child's classes, including its lessons,

assignments, mastery, and grades.
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If parents click on the link of a class, they can see more details such as the children's progress in each

lesson, assignments and submissions, attendance, mastery, and more.
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Profile

Your profile page contains your basic information, account details, friends, photos, awards, and more. You

can access your profile by clicking the icon in the top right bar.

1
&k B Q MirandaJohnson@ v

You will first see the About tab. Which displays details such as your name and a short description. To edit

your profile, click on the Edit button.

=mam Q Miranda Johnson fv) ~

Miranda Johnson

St Joseph Hospital | am also actively involved in the Parents Council

Highly dedicated parent Currently working as a nurse at

t 4
L 4 Children 2 >
: L]

(2]
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Here you can edit your profile picture, description, password, and account info.

Edit x

[ Picture
Change your picture
# Description
This is the description that pecple see when they visit your profile
page.
%, Passwort
Select a different password
@ Info
Edit your account info, such as your name, birthdate and email
address
@ Social media
Social media settings

In the Settings tab, you can enable/disable different options for your profile and how you appear to other

platform users. You can also change your default language setting by choosing a language from the
dropdown menu in the Miscellaneous section.

Miranda Johnson

Settings
' Here are your general account settings. Privacy settings are in Privacy tab.
o Display
LS Feature
A bl Use accessible theme
Settings

" v Audio notifications
o
Privacy v Display small calendar in dashboard
+| Display shortcuts
Purchases +| Display online users
*
-
Childres : q
RN Social media
a
a
Mentors Site 1D
Facebook )
L]
Friends LinkedIn _J
Twitter J
Instagram J
L §
— # Edit

Katie Johnson
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Contacting staff

To contact an administrator, click Users/Administrators, select the administrator, then click Message to

send them a message.
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Sally Johnson earned my bachelor's degree in special education and Art Education at the California State University of Pennsylvania and Friends 4 N
my Educational leadership degree from Oxford University | believe that each student can succeed when you meet their
individual needs_ | look forward to working with you and watching your children find success! e rave
Awards ‘11 4 I
~

To contact a teacher, go to your child profile and first, select the class he/she is attending from the Enrolled
tab, then click from the left bar the teachers section, select which teacher you'd like to contact then click

Message to send them a message.
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Groups for parents

Site admins and teachers can get parents more engaged in school activities by building a group for them

within the LMS to connect with fellow parents and faculty members.
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For example, admins can create an informal group just for parents to share ideas, or they can make a team
where teachers and administrators are included, and all three parties can interact. If a parent is a member

of a group or team, it will show up on their Dashboard under the Groups tab.
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Classes for parents

School administrators and teachers can create specific classes for parents and add them as learners.
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For example, parents can do a micro class with tips on supporting their children during exam times or a
class on learning how to work with children to improve their grades. If a parent is enrolled in a class, it will

show up on their Dashboard under the Enrolled tab.
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Summary

The Getting Started Guide for Parents provided the essential information that parents need when they first
start using NEO. The topics covered were navigating in NEO, accessing children's information, using the

Help Center, classes for parents, and how to contact school staff.

If you have any additional questions, please browse the Help Center.
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