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Introduction

CYPHER Learning is leading the necessary disruption of learning platforms to unleash human potential
with modern learning.

CYPHER exists to ignite lifelong passions through personalized, engaging, and limitless learning
experiences for all. We give teachers and professors more time to teach, build human connection into
everything we do, and deliver tailored learning experiences that are meaningful and measurable.

Just the way modern learners expect.

The CYPHER platform is easy-to-use, beautifully designed, and infused with Al-powered technology.
Every aspect beams thoughtful innovation and engineering that puts people first. Millions of users
experience their “just in time, just for me, just the way | want it" approach in 50+ languages with the
CYPHER award-winning platform.

We want you to get the best results when using our site, especially when you are just starting out. That
is why we created seven getting started guides for the main types of CYPHER users:

Getting started guide for Mentors (this guide) explains topics such as: creating your mentor account,
enrolling into classes, creating groups, 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 CYPHER, configuring
features, customizing the platform and managing users.

Getting started guide for Parents explains topics such as: accessing the parent account, accessing
children's information, and how to navigate the platform.

Getting started guide for Teaching Assistants explains topics such as: managing classes, grading
assignments and viewing attendance.

Getting started guide for Monitors explains topics such as: creating your monitor account, enrolling
into classes and creating groups.

This guide covers the most common steps mentors go through when they start using CYPHER. 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 your account

Mentor accounts are usually created by the school administrator. In that case, you will receive the log-in
details via email.

If the school administrator enables sign-up for mentors, 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.

Finase enter your acooss code hokw

Cr log In withy yaur credantals
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Enter the access code and then fill in your account details.

m;;*;“;;;s;f; Gatslog Galender News Contact Aboutus  Blog

Sign up

Ta finish joining, enter your details and click Submit

Name

First name
|

Last name

Login
User ID @

Password @

Caonfirm password

Basics
Organization
University of Arts -

Birthdate

Navigating the platform

The first thing you will see after logging in as a mentor is the Home Dashboard. On the dashboard,
mentors can see widgets of the class catalog, newsfeed, groups, and more.
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Top right bar

.

The top right bar displays icons that you can click to access your messages, notifications, calendar, help

center, search, and profile.

o Q. Tracy Sanchez @ v

Right bar

In the right bar, you can find the calendar, your to-do list, announcements, and upcoming events. 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, mentors have the option of adding posts 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, Classes, Groups, Class Catalog, Users, and Resources.

Groups

Catalog

Resources
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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 b 4
Overview General E

Online help Student help desk
? Browse the online help or search for specific Q If you're a student, post your help desk
topics. questions here.
" I Getting started guides
i 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

General

-> Navigation
Navigate through the site.

* Activity display
Display of site activity.

i Calendar
View your calendars and add events.

» Favorites
Add resources to your favorites list.

& Friends
Use our social networking features.
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Q Accessibility
Accessibility features.

O Alexa
Alexa integration

® Chat
Communicate using our built-in chat
rooms.

= Filters

Filters.

& Google Meet
Google Meet integration.

& Account types
Overview of supported account types.

8 Blogs

Keep a journal using a blog.

# Editor
Create content using our HTML editor.

= Forums
Use our threaded discussion forums.

& Groups
Create and join groups.
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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.

i & E Q. Tracy Sanchez (i) 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.

Tracy Sanchez

Aby
Ak Account
= Joined
Mentees About Sep 24, 2019
Last actlv
L F'm & proud Alumni at the Linlversity of Arts. Having been bath a photographer and an arts gallery auction proprietor, now | enjay spreading my knowledge to students who @ mrﬁe al.;ya
L need a mentor when it comes ta cregte photography. a sl
o rdentials
Awards 6 ? Site-wide game >
r
Badge Caurse Awarded
0 x 2
S Best student J phit Sep 24, 2019 e 4037
W crestor Actvaniced P et 15,202

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

k] Picture
Change your picture

# Description
This is the description that people see when they visit your profile
page.

Q, Password
Select a different passwaord.

O Info
Edit your account info, such as your name, birthdate and email
address.

B Social media
Social media settings
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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.

Tracy Sanchez & OA'H B O frcySseches (V)
Settings
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Social media
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Facchack

Linkedin

Titter
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# Edi

Integrations
Feglure
Gange Orhe:
Suogle Moat
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Mizcellaneous
Festiira Fattig

® Dashacard hews

Cedauli barre sk
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Accessing mentees information

Mentors can access their mentees’ profiles by clicking on Users, then Mentees.

My circle

.n. Friends My mentees

My mentees

P . ;
Groups

_—- Arnold Keith Damian Blyne
-m

Catalog

[
-
Users
fili
Resources ’ E 4

Ken Sanders Livia Mihai
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On the mentee's profile page, mentors can see detailed information about their awards, classes, groups,
friends, and more

Damian Blyne
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Awerds 42 3 ° .
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- | Lerwusge certilicaie . Sep 24, 2005
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Presography cermficats Jul 25 28

Hadge Caurse Awarded
& bes st et 6, 2021

' Customn Badge

Jun 3 2018

Communicating with users

You can communicate with your students and other users through our private messaging system. To see
your inbox, click on the message icon in the top right bar. A drop-down menu will appear that lists your
most recent messages. To send a message click New message, enter your message, and click Send.

4 _18
ha & FE Q, Tracy Sanchez @ ~
Armando Rangel
o Field trip - NY Arts Gallery X
17:25 am

Jamie Paowell

Parent's council X
11:23 am

Jess Potter

Lunch .4
11:19 am

James Stevens

Welcome to the team! X
1118 am

i= Seeall  Markallread <4 Newmessage #£¥ Configure
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To read a message, click on it. To reply to a message, click Reply, enter your response and click Send.
To delete a message, click Delete.

Message from Armando Rangel x

From o Armando Rangel @ Oct 15, 11:25 am (34 minutes ago)
To o Tracy Sanchez

Hi Tracy,

Did you happen to collect all students’ COVID passes? We don't want to create a commotion there.

To send a message to multiple mentees at once, go to the Users tab, My Mentees, select them from the
list, then click Message.

: R = n
My circle & B B Q mcysenchez (1) v
"_l;‘ rds bty mentees [ & Lgers
4%
& My mentees i selecial =
r 2
I
Cosoes [ i
i £s
i
‘, \f.z’ B
= Diarmian Biyne - Dantielle Murrry o Jarmes Slevens danice Doyle
H
Usws
il
Liviaa hitsai Mark Peltersan v Matabe Staten P Jpangan
Ryan Smith Sally Johinson ‘Sandie Jonson Sleve Paters

2
O
o

Steven Timm Tam MecGragar Tracy hullon
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Similarly, if your site administrator has enabled this option, you can also chat with online users.

About Infe  Ermiled  Grogps mipioted

Ahout
1% iy pleasien 1o sere the University of Arls as an administrator. | am anginally freem the Pittsburgh area and camod my bachek's Segree in special educaton

a1 the Califormia State University of Penasybeania and ry Educations) leadership degree from Owdond University. | believe thet each student ean suesed when you
Individual needs. | look forward ta werking with you &nd watching your children find suzcesst

Awards 28
Certificate

Certificate of comgletion

Larguege centificate

Photography certificate

Barge Course
@ et sludent

W st student How tousa

Mastering phoiopraphy

You can also add users as friends:

Ahout

Communication
= G

o g

Fi

, Virte a message You
Tracy
M Sanchez

M ¥ Mute

Communication

105 rroy pleisiane o serve the University of Ans a5 an administrator. | am osiginally from the Pittsburgh areds and eanmed rmy bachelor's depres in special education and Art Education

&t the Calif University of
individual needs. | ook forward to warking with you and watching your children find success!

Awards 2%

Certificate Course
Cartificate of comglation
Larguege certificate
Photography certificate Parksait Bhat
Badgs Course

W Best siadent
W Deststudent
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Viewing classes

From the mentee profile, you can see in the Enrolled tab all the classes your mentee has been enrolled in,
as well as the completed ones under the Completed tab.

Sally Johnson
3

0000 I E==3
Erends Abairt .--:,JIEnm"edI Groups

Communication
Enrolled B Ignoremessages
¥ Repodt use
Narmi
Advanced Fhotograpt .
::Ei;«l bl Friends 1 »
ﬂl Analog Photography ° £solt Bermalan

S Composition and Stanyielling
| HEDG - 92705

If mentors click on the link of a class, they will be redirected to the catalog page of a class where they can
see the description, the lessons, certificates, and reviews.

Mastering photography

e Zaoi Bertalon Access code required

s
Lo AL v,
i Aboul Lessons B -
| e Afh
Here is the class outline: & Time zone: Athens
3 & Syl Seif paced
& Lessons 2

oz Categony: Music, 151 Year, Ird

ﬁ nitreduction

&, How 1o use your DSLR

& Composition and Storytelling
Ei compesition quiz

= certificate of comaletion
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Groups for mentors

Mentors can build a group for them within the LMS to connect with fellow mentees and faculty members.

Group catalog

Wl 1 g O (2
1o where Uy can coltabormie.

For example, mentors can create an informal group just for mentees to share ideas, or they can make a
team where teachers and administrators are included, and all three parties can interact. If a mentor is a
member of a group or team, it will show up on their Dashboard under the Groups tab.

Classes for mentors

School administrators and teachers can create specific classes for mentors and add them as learners.
For example, mentors can do a micro class with tips on supporting their mentees during exam times or a
class on learning how to work with mentees to improve their grades. If a mentor is enrolled in a class, it
will show up on their Dashboard in the Enrolled tab.

None

Dashboard |

fa b

B i cataig

Classes  Ennalied B

Advyanced Photography
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Summary

The Getting Started Guide for Mentors provided the essential information that mentors need when they
first start using CYPHER. The topics covered were navigating in CYPHER, accessing mentee's
information, using the Help Center, classes for mentors, and how to contact school staff.

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

www.cypherlearning.com
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