
 

User Guide 

 
 

 

 

  



ONEder Academy User Guide 4.7 10-11-2020  2 / 64 

Table of Contents 

 

1. Teachers’ Experience 5 

1.1. How to sign into the teacher website 5 

1.2. How do I receive my username and set up my password? 5 

1.3. Need help with your password? 6 

1.4. How to update your personal information 7 

1.5. How to sign out 7 

2. Teacher Guide, Student Workbook, Certificate of Completion and more 8 

2.1. How to save or print each of the course’s attachments 9 

2.2. How to access Student Workbooks on Google Drive 10 

3. Course Preview, Delivering the Course to a Group on a Smart Board or via Screen 

Sharing 12 

3.1. How to preview the online content of a course 12 

3.2. What happens if I answer the questions in the course preview? 12 

3.3. How to navigate the course when you preview it 13 

3.4. Previewing student accommodations 14 

4. Assigning Courses to your Students 15 

4.1. How to assign courses to your students 15 

4.2. Setting learning order and pacing 17 

4.2.1. Learning order 17 

4.2.2. Pacing 19 

4.3. How to assign a course to multiple students 22 

4.4. How to unassign a course 23 

4.5. How to restart or abort a course 24 

5. Tracking Students’ Progress, Grading, and Feedback 26 

5.1. My students’ progress 26 

5.2. How to filter the activity feed to show tasks only 26 

5.3. How to grade (score) students work 27 

5.4. How to review students work and provide feedback 28 

5.5. Want to update a grade for a student? 28 



ONEder Academy User Guide 4.7 10-11-2020  3 / 64 

5.6. How to allow a student to retake an assessment? 29 

6. My Student’s Dashboard 32 

6.1. How to access the student’s dashboard 32 

6.2. Looking for more details on a student’s progress? 33 

6.3. How to download your student’s progress report to a PDF file 33 

7. Students’ Experience 34 

7.1. How to get your students to begin their courses 34 

7.2. How do students receive their username and password? 35 

7.3. Helping students with their password 36 

7.4. Student’s account 37 

7.5. How to sign out? 37 

7.6. How to start a course, resume a course, or review a completed course 38 

7.7. How to navigate within a course 38 

7.8. How can students track their progress? 39 

7.9. Zoom, read aloud, and text highlighting accommodations 39 

7.9.1. When Read Aloud is enabled: 39 

7.9.2. When Auto Play is enabled 41 

7.9.3. When Text Highlight is enabled 41 

7.10. Translation 41 

8. District and School Administrator Website 43 

8.1. Assigning district administrator 43 

8.2. How to sign into the admin website 43 

8.3. Need help with your password? 44 

8.4. How to add a new district administrator 44 

8.5. How to unassign a district administrator 45 

8.6. School administrators 45 

8.7. District and school administrator dashboard 46 

8.8. How to create new units (school, program, or grade) in my district 47 

8.9. How to manage users accounts in my district 47 

8.9.1. How to add a new teacher to a school in my district 47 

8.9.2. Resending ONEder Academy welcome email 49 

8.9.3. How to add a new student account to a school in your district 50 



ONEder Academy User Guide 4.7 10-11-2020  4 / 64 

8.9.4. How to assign students to teachers and vice versa 52 

8.9.5. How to reset student’s password 53 

8.9.6. Resending ONEder Academy welcome email to a student 54 

8.9.7. Assigning a student or a teacher to more than one school in your district 54 

8.9.8. How to update accounts details 55 

8.9.9. How to deactivate accounts 55 

8.9.10. How to delete accounts 56 

8.9.11. How to create multiple teacher accounts 57 

8.9.12. How to create multiple student accounts 58 

8.10. How to deactivate a school (unit) in my district 63 

8.11. How to delete a school (unit) in my district 63 

9. Support Options 64 

9.1. Introductory video 64 

9.2. Contact us 64 

 



ONEder Academy User Guide 4.7 10-11-2020  5 / 64 

1. Teachers’ Experience 
 

ONEder Academy’s teacher’s website is where you can preview the online component of 

the courses, download printed materials, and assign the courses to students. You can 

also track students’ progress, grade assessments, and provide feedback. 

1.1. How to sign into the teacher website 

Welcome to ONEder Academy! To begin your ONEder Academy teachers’ experience, 

visit academy.oneder.com. Next, click on the “Teacher Sign In / Register” button on the 

right upper corner. 

 

 

1.2. How do I receive my username and set up my password? 

 If you are part of a district you will receive a welcome email with your username 

and a link to set your personal password. Follow the directions in the welcome 

email and note that the link to set the password, expires within 24 hours. If your 
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email is connected to a Google account, you can skip the password set up step 

and sign in with Google. 

 If you registered via academy.oneder.com, sign in with the user name and the 

password you have set for your account or if your email is connected to a Google 

account you can sign in with Google. 

 We also support log in via Clever. Please reach out to us if your district would like 

to implement this option. 

1.3. Need help with your password? 

Do not worry if you forgot your password or if the welcome email password set-up link 

has expired. You can receive a new password set-up link by clicking “Forgot 

password?” button in the “Sign In / Register” window. A pop-up box will appear. Enter 

your email address associated with your account. A password recovery email will be 

sent to your email address. In the email, click on “Reset Password” button. ONEder 

Academy will redirect you to the reset password page. Enter and confirm your new 

password. 
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1.4. How to update your personal information 

After logging in, you can update your personal information or password by clicking on 

the “User Icon” at the top right corner of the window and then selecting “My Account” 

from the drop-down menu.

 

 

1.5. How to sign out 

In order to sign out from ONEder Academy Website, click the “Sign Out” button. 
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2. Teacher Guide, Student Workbook, Certificate of Completion 

and more 

 

Most of the courses have a Teacher’s Guide, Student Workbook, Certificate of 

Completion and more: 

 The Teacher’s Guide provides step-by-step lesson plans, explicit vocabulary 

instruction, differentiated instruction strategies, and embedded professional 

development.  

 The Student Workbook contains vocabulary activities, graphic organizers, 

collaborative activities, and vocabulary glossary and is available both the PDF 

and Google Docs format.  

 Some courses include an answer keys of the online assessments. We are 

working to add answer keys for all our courses. 

 The Certificate of Completion should be provided to the student once they have 

completed the course. 

 

To access the PDF files (Teacher Guide, Student Workbook, Certificate of 

Completion, Answer Key, and the instructions how to download the Students 

Workbooks in Google Docs format) for each of the courses navigate to “My Courses” 

tab. 

 

Once in “My Courses” tab, click on one of the courses. 
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Click on the “Content” tab. 

 

2.1. How to save or print each of the course’s attachments 

Under “Attachments” click on the files in order to save or print them. 
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2.2. How to access Student Workbooks on Google Drive 

Under “Attachments” click on the document labeled “Google Doc”. 

 

Read the disclosure on the first page and find the link to access the Google Drive on 

the second page. Click on the link. 

 
In the course directory, click on the name of the unit. Right click on a worksheet 

and select make a copy. This will add the worksheet to your Google Drive 

allowing students to make changes once you share the worksheet with them.  
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An entire unit folder can be downloaded. However, as the worksheets will be 

downloaded in Microsoft Docs the format of documents may be different and/or 

changed due to the change between Google Docs and Microsoft formats. 
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3. Course Preview, Delivering the Course to a Group on a Smart 

Board or via Screen Sharing 

3.1. How to preview the online content of a course 

If you would like to preview the online content of a course, deliver the course to a 

group of students using a smart board or screen sharing, click on either an 

assessment, unit, or lesson in the course outline (on the left side of the “Content” 

tab). Once you selected the content you would like to preview, click the “Preview” 

button on the right upper corner. The course preview window will open in a new web 

browser tab. 

 

Note: The course preview window is identical to the student’s view when they take 

the courses. 

 

3.2. What happens if I answer the questions in the course preview? 

You can navigate through the course and complete the questions. Do not worry, the 

course is in preview mode therefore no data will be tracked. 
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3.3. How to navigate the course when you preview it 

In the “Preview” mode, you can navigate throughout the course by clicking on the 

menu located at the upper left corner. Once the course outline appears, click on the 

unit, lesson, or assessment you would like to preview. Use the arrow buttons at the 

bottom of the page to navigate between pages in a unit or lesson. If you are 

previewing an assessment, click on the red “Start Assessment” button to begin the 

assessment. Remember that the course is in preview mode therefore no data will be 

tracked. 
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3.4. Previewing student accommodations 

Click on the gear icon on the top right corner of the course preview page to access 

the accommodations and the features that are available to your students. 
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4. Assigning Courses to your Students 

 

Your next step is to assign courses to your students. Students will only be able to see 

courses assigned to them. 

4.1. How to assign courses to your students 

To assign courses to your students, click on “My Students” tab. 

 

 

On the left side of the “My Students” homepage, select the student you would like to 

assign a course to. The student’s name will highlight in blue. 
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Click the “+ Assign New Course” button in order to assign courses to the student. 

 

Select the courses that you would like to assign and click “Next”.
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4.2. Setting learning order and pacing 

When assigning a course to a student, you have an option to set learning order 

and pacing. Learning order is the order in which you would like your students to 

complete the units and lessons. Pacing allows you to restrict students from 

moving on to the next unit or lesson without teacher’s approval.  

4.2.1. Learning order 

Select the learning order for your student.  

 If you select the "Units and lessons must be completed in order" option, 

students will be required to complete all questions in each lesson before 

moving on to the next one.  

 If you select "Units and lessons can be completed in any order," students 

will be able to start any lesson or assessment at any time. 
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If you select a course to be taken in order, you can change it to be taken in any 

order even after the student started the course, but not the other way around.  
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4.2.2. Pacing 

Select the pacing for your student. Pacing allows you to prevent students from 

moving pass specific lessons or units without your approval. You can place 

"checkpoints" on specific lessons or assessments. If you select checkpoints, you 

will need to approve the checkpoint to allow a student to advance.  

 If you select “Let students go at their own pace,” students are free to 

move on at their own pace. 

 If you select “Decide when students can move on to the next unit,” a 

checkpoint will be placed at the end of each unit. 

 If you select “Choose the specific lessons where students will need 

approval to proceed,” a list of the course units and lessons will appear. 

You can select the specific lessons or assessments where you would like 

to set checkpoints. 

Note: Once a student started a course, you cannot change these pacing 

options. 

 



ONEder Academy User Guide 4.7 10-11-2020  20 / 64 

Once the student reaches a checkpoint you will receive a notification in the 

activity tab. Click “Approve Now” to approve the checkpoint and allow the student 

to continue to next lesson. 

 

 

In addition, you can unlock all checkpoints, up to a specific lesson or unit 

for all students taking a course by using the “Change Pacing” button. 
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Select a lesson or assessment that you would like to allow students to proceed up to 

and click “Okay.” 

 

 

A tip: There are helpful ways that the learning order and pacing features can be 

used together. For example, you would like today’s class to complete Unit 1 

Lesson 4. One of your students was absent and that student is only on lessons 

2. By setting the learning order to allow that student to take lessons out of order, 

that student can take Lesson 4 with the rest of the class. If you use this tip in 

combination with pacing, you can let students access the lessons they need, 

while preventing them from jumping too far ahead. 
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4.3. How to assign a course to multiple students 

Click on “My Courses” tab, then click on the tile of the course you would like to 

assign.

 

 

Click on the “+ Assign New Student” button. 
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Mark the students that you would like to assign and click “Next”.  

 

Note: The number of available licenses is indicated at the bottom of the 

“Assign Students” window. 

4.4. How to unassign a course 

You can unassign a course if the student has not yet started taking the course. When 

a student is unassigned from a course, its license returns to the unused licenses pool 

and can be assigned to another student. Remember, if a student has begun a 

course, the license cannot be assigned to another student.  

In order to unassign a course go to “My Students” tab, then on the left side of “My 

Students” tab, select the student. The student’s name will highlight in blue. Click the 

“Unassign” button for the course you would like to unassign. 
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4.5. How to restart or abort a course 

You can restart a course that was completed or abort a course that is in progress. 

When restarting or aborting a course, student’s progress, answers, grades, and 

teachers’ feedback will be deleted without a possibility to recover the data. Please 

use this option with caution. 

 

4.5.1. In order to restart a completed course, go to “My Students”, then on the left 

side of “My Students” tab, select the student. The student’s name will highlight in 

blue. Hover over the row that represents the course that you would like to restart 

and click on the three dots menu on the right side of the row. Then, click on the 

“Restart Course” option. 
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4.5.2. In order to abort a course that is in process, go to “My Students” tab, then 

on the left side of “My Students” tab, select the student. The student’s name will 

highlight in blue. Hover over the row that represents the course that you would 

like to abort and click on the three dots menu on the right side of the row. Then, 

click on the “Abort Run” option. 
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5. Tracking Students’ Progress, Grading, and Feedback 

As students work through the courses in ONEder Academy, their progress is 

automatically tracked. If an assessment question is not one that is automatically graded, 

such as a writing assignment, you will need to provide a grade for the student to move 

on to the next unit. You can also update students’ grades and/or provide feedback to 

your students for both formative and summative questions throughout the course. You 

can also allow students to retake assessments. 

5.1. My students’ progress 

There are several ways to track students’ progress in ONEder Academy. To track 

recent students’ progress and find assessments that require grading or feedback 

opportunities, click on the “Activity” tab. On the “Activity” tab, you will see 

notifications about recent progress of your students, such as which student has 

completed the course, feedback you submitted, assessments that are awaiting 

grading, and much more. 

  

5.2. How to filter the activity feed to show tasks only 

To filter the activity feed to show task only items, such as grading, review, and 

checkpoints approval, simply slide the toggle button “Show tasks only” on the upper 

left corner. 
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5.3. How to grade (score) students work 

Remember, not all assessment questions are automatically graded. When a student 

completes a question that needs a grade, a yellow notification will appear in your 

activity feed. Click the “Grade” button to grade the question.  

 

 

To enter a score (grade), type the score in the space provided. You can also provide 

feedback, if necessary. 

 

 

To submit a score or feedback, click the blue “Submit” button.  
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5.4. How to review students work and provide feedback 

When a student completes all assignments in a lesson, a blue notification will appear 

in your activity feed. Click the “Review” button to review students' work and provide 

feedback, if necessary. 

 

5.5. Want to update a grade for a student? 

A score that was automatically calculated by the ONEder Academy can be updated 

by clicking on the  button.  

 

Enter the updated score and then click the  button to submit it.  
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You can also provide feedback for questions that were automatically graded by 

ONEder Academy. 

 

5.6. How to allow a student to retake an assessment? 

Begin by clicking on the “My Students” tab. Then, select a student by clicking on their 

name (their name will highlight in blue). Click on the name of the course the 

assessment is part of. 

  

In “Run Details,” navigate to the assessment you would like the student to retake and 

click the “Retake Assessment” button. 
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Note: The old grade will not be saved, nor will the grades be averaged if a 

student takes the assessment multiple times. ONEder Academy will only store 

the last grade for the student. If you would like to keep a record of the grade, you 

can download current progress report before clicking “Retake Assessment”. 
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After the educator clicks “Retake Assessment” the student will receive a notification 

to their Activity feed in the student website. Students will click “Retake Assessment” 

button and be redirected to the assessment that needs to be retaken. 

Students’ website: 
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6. My Student’s Dashboard 

 

The “Dashboard” tab is where you can preview the data that has been submitted by an 

individual student as they work through their assigned courses. In this tab, you can 

compare pre- and post-assessment grades, check on the status toward completing the 

course, enter and view grades, provide feedback, and create a PDF report of student`s 

progress. 

6.1. How to access the student’s dashboard 

Begin by clicking on the “My Students” tab. Then, select a student by clicking on their 

name (their name will highlight in blue). ONEder Academy will open the student’s 

dashboard automatically.  
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6.2. Looking for more details on a student’s progress? 

Once you have selected a student, click on the name of the course you would like to 

review. You will be brought to the “Run Details” tab.  

 

 

Using the course outline, navigate through the course, review student's work, grade 

assessments, or provide feedback. 

 

6.3. How to download your student’s progress report to a PDF file 

In order to download a summary of student’s progress to a PDF file, click the 

“Report” button on the right upper corner of the “Run Details” page. 
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7.  Students’ Experience 

 

ONEder Academy student website is where students will access and take assigned 

courses. Students can see how many courses you have assigned them, and how much 

they have left to do in each course. Students can also check out the grades and the 

feedback from you on work they have submitted. 

7.1. How to get your students to begin their courses 

Students can begin their courses by signing in to the student website, which is 

academy.oneder.com/student/ or by clicking the “Student Sign In” button on the 

teacher’s website. 

Student’s website: academy.oneder.com/student/ 

 

“Student Sign In” button located on the teacher’s website: 
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7.2. How do students receive their username and password? 

District and school admins will add students accounts and choose one of the 

following login options: 

 Log In with Google: Students that have emails connected to a Google 

account and their email address was added to their profile, will be able to log 

in using the “Sign In with Google” button. Students will receive a welcome 

email to either set up their password or proceed to signing in with 

Google. Students can skip the password set up step and log in by clicking on 

the “Sign In with Google” button. 

 Sign in with username and password: Admins can create usernames and 

initial passwords for each one of the students and communicate the log in 

credentials to the students. 

 Allow students to create their password: Students that have emails added 

to their profile will receive an email with a request to create their password. 

 Log in with Clever: Please contact ONEder to set up log in with Clever. 

If you have registered via academy.oneder.com, invite your students by navigating to 

“My Students” tab and clicking on the “Add New Student” button. 

 

Complete your student’s email, first name, and last name then click the “Add” button. 

An email will be sent to your student inviting them to join ONEder Academy and set up 

their personal password (note that the link to set the password, expires within 24 

hours). 
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If your student can’t login, call us at (646) 278-9959 ext. 3, e-mail us at 

support@oneder.com, or chat with us. 

7.3. Helping students with their password 

Do not worry, if the student forgot their personal password or the welcome email link 

has expired. Student that have an email address associated with their ONEder 

Academy account can receive a “Reset Password” link by clicking the “Forgot 

password?” button in the student’s website homepage. A pop-up box will appear 

asking the students to enter their email address (associated with their account). If 

students forgot their password, they should repeat the same steps.  

A password recovery email will be sent to student’s email address. In the email, 

students should click on the “Reset Password” button. ONEder Academy will redirect 

the students to the reset password page. Students should enter and confirm their 

new password.  

Please ask your district administrator to reset a password for student that does not 

have an email specified in their profile. 
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7.4. Student’s account 

Once students have signed in, guide the students to click the “User Icon” button at 

the top right corner of the application in order to update their personal info or create / 

update their personal password, if necessary. 

 

7.5. How to sign out? 

Students should click the “Sign Out” button in order to sign out from the student’s 

website. 
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7.6. How to start a course, resume a course, or review a completed course 

You should guide your students to click on the course title in order to start a course, 

resume a course, or review a completed course. 

 

7.7. How to navigate within a course 

Students will navigate through the course by using the navigation arrows at the 

bottom of the screen. 
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7.8. How can students track their progress? 

In the student website, students can track their own learning path, determine what 

activities they need to complete, view grades, and review feedback from you in real 

time by checking out their “Recent Activity” or navigating to the “Activity” tab. 

  

7.9. Zoom, read aloud, and text highlighting accommodations 

Students can choose accommodations such as: Zoom, Read Aloud, and Text 

Highlighting while learning. 

 

 

7.9.1. When Read Aloud is enabled: 

The entire content of the page will be read aloud. Students can control the 

reading sequence by using the controls on the lower left corner of the screen. 
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Students can play and pause the read aloud and move to the next or previous 

sentence. 

 

Students can also select a specific sentence or paragraph and click the  

“Read Aloud” button. 
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Answers to questions can be read aloud by clicking on them. 

 

7.9.2. When Auto Play is enabled 

Read Aloud will automatically start every time a student navigates to a new page. 

7.9.3. When Text Highlight is enabled 

Text that is read aloud will be also highlighted. 

7.10. Translation 

Students can translate words, sentences, or paragraphs into a language of their 

choosing. In order to use the translation, students should first choose the language 

they would like to translate to. 

 

Then students should mark the word, sentence, or paragraph that they would like to 

translate and click the “Translate” button. 
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Students will also be able to hear the translated text when the “Read Aloud” 

accommodation is enabled (if this feature is not supported for the language your 

student selected please contact us). 

To enable translation of answers, students should enable the “Translate answers on 

click” option. Once this option is enabled and students click on the answers, the 

answers will be translated, and the translated text will be displayed for several 

seconds. 
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8. District and School Administrator Website 

 

ONEder Academy’s district admin website is where the district administrators and school 

administrators can overview district level course assignment and usage over time status 

and manage teacher and student accounts. 

8.1. Assigning district administrator 

The district administrator will be assigned by the ONEder team. Once the initial 

district admin is assigned, they can assign other colleagues as additional district 

admins. 

8.2. How to sign into the admin website 

To sign in to the administrator portal, click the link in the welcome email or navigate 

to academy.oneder.com/admin. If you have already set your ONEder Academy 

password for your teacher account, please use the same credentials access the 

admin website. If your email account is connected to Google you can also sign in 

using the “Sign In with Google” button.

 

If you are signed into the teacher portal, click on your initials at the right upper corner 

and click on the “Administration” link. The admin portal will be opened in a separate 

browser tab. 
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8.3. Need help with your password? 

If this is your first time logging in to ONEder Academy, you should have received a 

welcome email with a link to set up your ONEder Academy password. The link to set 

the password, expires within 24 hours, you can receive a new password set-up link 

by clicking the “Forgot password?” button in the “Sign In” window. A pop-up box will 

appear. Enter your email address associated with your account. A password set up 

link will be sent to your email address. In the email, click on “Reset Password” 

button. ONEder Academy will redirect you to the reset password page. Enter and 

confirm your new password. 

 

8.4. How to add a new district administrator 

 The first district administrator will be assigned by ONEder team. 

 Once the first district admin is assigned, he or she can assign additional 

district administrators. 

 District administrator should be first added as a new teacher. 
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 Once the user was added as a teacher, click on the district “Administrators” 

tab. 

 In the “New Admin” field select the teacher you would like to grant the 

administrator role to. 

 Click “+ Assign”. 

 

8.5. How to unassign a district administrator 

 To unassign a district administrator, click on the “Delete” icon. 

 

8.6. School administrators 

District administrator can assign school administrators. School administrator can 

manage teachers and students accounts within their school and assign additional 

school administrators. Note:  

 School administrator will see the district data in the Admin Dashboard. At this 

point we do not have school specific dashboard. 
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 School administrators cannot delete users. 

 To assign school administrator, navigate to the Unit you would like to assign 

an administrator to. 

 Click on the unit “Administrators” tab. 

 In the “New Admin” field select the teacher you would like to grant the school 

administrator role to. 

 Click “+ Assign”. 

8.7. District and school administrator dashboard 

The district and school administrator dashboard present an overview of course 

assignments and usage over time. To monitor district’s usage of the ONEder 

Academy programs please check the number of courses assigned, number of active 

students (students that have assigned courses), and number of completed courses.  

 

To view course specific data and time specific data, filter the data presented in the 

dashboard by course name or by time window. 
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8.8. How to create new units (school, program, or grade) in my district 

To manage teacher and students accounts per school, program, or grade you can 

organize the accounts within units. If you would like to add a new unit (school, 

program, or grade) to your district follow the below steps:  

 Click on the district name. 

 Click on the “Units” tab.  

 Click the “+ New” button.  

 Enter the name of the new unit and click “Create”. 

 You can update unit’s names after a unit was created. 

 

8.9. How to manage users accounts in my district 

To manage users’ accounts, navigate to the “Users” tab. Use the search and filter 

options to find the account you are looking for. Use the “Active Only” toggle to view 

active only or active and inactive accounts. 

 

8.9.1. How to add a new teacher to a school in my district 

Complete the following steps to add a new teacher to one of the schools in your 

district: 

 Click on the “Units” tab. 

 Select the school you would like the new teacher to be assigned to. 
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 Click on the “Users” tab. 

 Click the “+ New” button. 

 

 Select “User Type” as “Teacher”. 

 

 Complete the required fields.  

 Note: Usernames within ONEder Academy are unique. In order to insure you 

are choosing a unique username, we recommend using email addresses. 

 When all fields are complete, click the “Create” button. The teacher will 

receive a welcome email inviting them to set up their personal password and 

log in to ONEder Academy teacher website. Teachers that have their email 

connected to a Google account, can skip the password set up step and sign 

in with Google. 

 After an account was created, click on “Assigned Students” button to assign 

students. 

 Note: Accounts creation can be done from the district “Users” tab as well as 

from the school “Users” tab. When creating a teacher account from the 
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district “Users” tab, make sure to select the school the teacher should be 

assigned to. 

 

8.9.2. Resending ONEder Academy welcome email 

If a teacher did not have a chance to set up their ONEder Academy password or 

happened to forget the password, the administrator can resend the teacher the 

link to set up their password, by resending the welcome email. Note: The link to 

set the password, expires within 24 hours. In order to resend the welcome email, 

navigate to teacher’s account and click “Reset Password”. 
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8.9.3. How to add a new student account to a school in your district 

Complete the following steps in order to add new student accounts to your 

district. 

 Click on the “Units” tab. 

 Select the school you would like the new student to be assigned to. 

 Click on the “Users” tab. 

 Click the “+ New” button. 

 

 Select “User Type” as “Student”. 

 

 Complete the required fields.  

 Note: Usernames within ONEder Academy are unique. To insure you are 

choosing a unique username, we recommend using email addresses. 

 Choose one of the following login options: 
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 Log In with Google: Students that have email connected to a Google 

account and their email address added to their profile, will be able to log in 

using the “Sign In with Google” button. Students will receive a welcome 

email to either set up their password or proceed to signing in with 

Google. Students can skip the password set up step and log in by clicking on 

the “Sign In with Google” button.  

o To allow “Sign In with Google” complete the required fields, add 

student’s email to the email field and to the username field and 

choose the “Invite student to ONEder via email. The email will include 

a link for the student to set their password” option. 

 

 Sign in with username and password: Admins can create usernames and 

initial passwords for each one of the students and communicate the log in 

credentials to the students. 

o To allow sign in with username and password complete the required 

fields, add student’s username and password, and choose the “Set 

student password now” option. Make sure to follow ONEder Academy 

password convention: use at least one upper case character and at 

least one number or special character. Password length must be 8-20 

characters. 

 Allow students to create their password: Students that have emails added 

to their profile will receive an email with a request to create their password. 
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o To allow students to set up their own password complete the required 

fields, add student’s email to the email field and to the username field 

and choose the “Invite student to ONEder via email. The email will 

include a link for the student to set their password” option. 

 Log in with Clever: Please contact ONEder to set up log in with Clever. 

 Note: Accounts creation can be done from the district “Users” tab as well as 

from the school “Users” tab. When creating student account from the district 

“Users” tab, make sure to select the school the student should be assigned 

to. 

 

8.9.4. How to assign students to teachers and vice versa 

To allow teachers to assign courses to students, the student must be assigned 

first to that teacher. Once students and teachers accounts are created, navigate 

to a teacher account, and click on “Assigned Students”. In the “New Students” 

field look up the student you would like to assign to this teacher and click 

“Assign”. 
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It is also possible to assign a teacher to a student. To do so, navigate to the 

student account, click “Assigned Teachers”, look up the teacher the student 

should be assigned to and click “Assign”. Note: a student can be assigned to 

more than one teacher. 

8.9.5. How to reset student’s password 

District administrator can reset student’s password. To reset student’s 

password, navigate to the student’s account and click “Reset Password”. 

Enter the password, confirm the password, and click “Set Password”. 
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8.9.6. Resending ONEder Academy welcome email to a student 

The administrator can resend students the welcome email so the student can 

set his/her own ONEder Academy password. Note: The link to set the 

password, expires within 24 hours. To resend the welcome email, navigate to 

student’s account and click “Reset Password”. 

 

8.9.7. Assigning a student or a teacher to more than one school in your 

district 

To assign a student or a teacher to more than one school, navigate to the 

account and click on “Assigned Units”. Check the units you would like to assign 

the user to and click the “Save Changes” button. 
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8.9.8. How to update accounts details 

To update student’s or teacher’s details, navigate to the account, update the 

relevant fields, and click “Save”. 

 

8.9.9. How to deactivate accounts 

To deactivate an account, uncheck all units and click “Save Changes”. When the 

account is not assigned to any of the units the user will not be able to access 

ONEder Academy. Students data will still be saved. 
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8.9.10. How to delete accounts 

 To delete a teacher’s account, navigate to the teachers account and click 

“Delete”. Please note that the account will be permanently deleted, 

including all its content. This action cannot be undone. Students will 

still be able to take courses that were assigned by the deleted teacher’s 

account. Students will also be able to see the grades and the feedback 

that were provided by the deleted teacher’s account. 

 To delete a student’s account, navigate to the students account and click 

“Delete”. Please note that the account will be permanently deleted, 

including all its content. This action cannot be undone. 

 Note: Only district admins can delete accounts. 
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8.9.11. How to create multiple teacher accounts 

You can create multiple teacher accounts by uploading teachers’ accounts 

information via an excel template. 

Follow the below steps to create multiple teacher accounts: 

 Navigate to the school you would like to assign your teachers to. 

 Click on the “Import Teachers” option. 

 
 Click “Download” (Step 1) to download the template, excel file. 

 
 In the excel template click “Enable Editing” and save the excel to your 

computer. 

 

 Enter the required teachers’ information (Step 2): 

o First name, last name, email, and username. 
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o Note: We recommend using email addresses for the usernames, in 

order to make sure usernames are unique within ONEder 

Academy. 

 Once the excel is complete and saved, click “Upload” (Step 3), and select 

the file from your computer. 

 

 Following the upload of the excel, please review the data in the import 

data review table. Click “Cancel” to cancel the upload or “Import” to create 

the accounts. 

 Following the upload, the teachers will receive a welcome email to create 

their passwords. 

8.9.12. How to create multiple student accounts 

You can create multiple student accounts by uploading students’ accounts 

information via an excel template. 

Follow the below steps to create multiple student accounts: 

 Navigate to the school you would like to assign your students to. 

 Click on the “Import Students” option. 
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 Click “Download” (Step 1) in order to download the template, excel file. 

 

 In the excel template click “Enable Editing” and save the excel to your 

computer. 

 

o Enter students’ information (Step 2): 

 Enter required students’ information:  

 First name 

 Last name  

 Grade - select one of the options from the drop-down 

list. In cases when there is no grade to provide (or you 

wish to leave the grade out), please select the option 

“none”. 

o Username and password: choose one of the following login options: 

 Log In with Google: Students that have emails connected to 

a Google account and their email address added to their 

profile, will be able to log in using the “Sign In with Google” 

button. Students will receive a welcome email to either set up 

their password or proceed to signing in with Google. Students 

can skip the password set up step and log in by clicking on the 

“Sign In with Google” button.  

 To allow “Sign In with Google” complete the email and 

username fields.  



ONEder Academy User Guide 4.7 10-11-2020  60 / 64 

 Note: We recommend using email addresses for the 

usernames, in order to make sure usernames are 

unique within ONEder Academy. 

 Sign in with username and password: Admins can create 

usernames and initial passwords for each one of the students 

and communicate the log in credentials to the students. 

 To allow sign in with username and password complete 

students’ usernames and passwords.  

 Make sure to follow ONEder Academy password 

convention: use at least one upper case character and 

at least one number or special character. Password 

length must be 8-20 characters.  

 Note: We recommend using email addresses for the 

usernames, in order to make sure usernames are 

unique within ONEder Academy. 

 Allow students to create their password: Students that 

have emails added to their profile will receive an email with a 

request to create their password. 

 To allow students to set up their own password add 

students’ emails to the email field and to the username 

fields.  

 Note: We recommend using email addresses for the 

usernames, to make sure usernames are unique within 

ONEder Academy. 

o Assigned Teachers – Select the teacher/s you would like to assign 

to each one of the students, by selecting the teachers’ names from 

the drop-down lists in columns Teacher 1 – Teacher 5.  

 Note: teacher names must be selected from the drop-down 

lists. If new teachers were added to the school, since the excel 

was last downloaded, please download the excel again to 

make sure all teachers are available. You will be able to 

assign up to 5 teachers via the excel. Additional teachers can 

be assigned via the admin website. 
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 Once the excel is complete and saved, click the “Upload” link (Step 3), 

and select the file from your computer. 

 

 Following the upload of the excel, please review the data in the import 

data review table. Click “Cancel” to cancel the upload. 

 

 If that data in the excel is not entered per the format expected by ONEder 

Academy, an error will be presented in the data review table. Point to the 

field that is marked in red and refer to the error message. In the example 

below the password was not entered per the expected convention. Fix the 

error in the excel, save the excel, and upload the file again. 
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 Once you visually confirm that the data is presented correctly, click 

“Import” to upload students accounts data into ONEder Academy or click 

“Cancel” to cancel the upload. 

 

 Account details update via the excel: Upload of students accounts via an 

excel is not designed for existing accounts details update. If the user 

already exists and active in the school and the admin tries to upload this 

user’s data again, no updates will be performed and an error message that 

the username is already in use will be presented. If you would like to 

update accounts details, please do so via the admin website. 

 

 Upload of an inactive student account via the excel: If student’s account is 

inactive (was previously assigned to the school but is no longer assigned 

to it) and the same student’s account (same user name) is uploaded via 

the excel, the account will be activated following the upload. Note: The 

following data will be updated per the details in the excel: first name, last 

name, email, and grade. Students password will not be updated. New 

teachers will be assigned per the excel. Teachers that were assigned prior 

to account deactivation will be assigned to the student as well. 
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8.10. How to deactivate a school (unit) in my district 

If you would like to deactivate a school in your district, navigate to the school tab and 

move the “Active” toggle button to the left, then click the “Save” button. Once the 

school is inactive, teachers and students assigned to the school (unit), will no longer 

be able to log in to ONEder Academy. The data that was collected so far will still be 

saved.  

 

8.11. How to delete a school (unit) in my district 

If you would like to delete a school in your district, navigate to the school tab and 

click “Delete”. Please note that the unit will be permanently deleted, including all 

its users and content. This action cannot be undone. 
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9. Support Options 

9.1. Introductory video 

Watch an introductory video or access this user guide online by clicking on the 

“Resources” button at the right upper corner of the home page. 

 

9.2. Contact us 

Send us your questions or feedback via the chat window located at the lower right 

corner of the application, call us at (646) 278-9959 ext. 3, or e-mail us at 

support@oneder.com. 

 

 

We would like to thank you for your feedback! 

The ONEder team appreciates it! 

 


