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Preface 

Welcome to the Equal SciTech Learning Platform — an important step toward building more inclusive 
and gender-equitable STEM classrooms. 

This platform is part of the Equal SciTech initiative, which supports educators in developing teaching 
practices that are fair, inclusive, and responsive to gender-related issues in STEM education. The 
platform features eight interactive learning modules, each with four structured sessions, designed 
to help users better understand and apply gender-equitable approaches in their teaching and 
learning. 

Whether you are an instructor facilitating sessions or a student participating in the training, this User 
Manual is here to guide you. It provides clear, step-by-step instructions on how to use the platform 
— from logging in and accessing modules to navigating lessons and tracking your progress. 

No matter your role, this manual will help ensure that your learning experience is smooth, effective, 
and meaningful. Together, we can create learning spaces where every student feels valued, included, 
and empowered to thrive in STEM. 
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Administration /Users 

How to Create a New User (Student, Instructor, or Admin)  
Need to add a new user to your platform? Whether you're creating an account for a student, 
instructor, or admin, follow these simple steps to get started. The new user will receive their login 
credentials via email within 30 minutes. 

Step 1: Go to Administration Panel 

• Log in to your account. 

• From the main dashboard, go to the Administration section. 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Select "Users" 

• In the Administration menu, click on Users to manage user accounts. 

 

 

 

 



 
 
 
 
 
 
 

Step 3: Click on “New User” 

• On the Users page, click the New User button to create a new account. 

 

 

 

 

 

 

 

 

 

 

 

Step 4: Fill in Identity Details 

• Enter the user’s name, email address, and other required identity information. 

 

  

 

 

 

 

 

 

 

Step 5: Choose the Role 



 
 
 
 
 
 
 

• Select the correct user role from the dropdown menu: 

o Student 

o Instructor 

o Admin 

 

 

 

 

 

 

 

 

 

 

 

Step 6: Send Login Information via Email 

 

 

 

 

 

 

 

Step 7: Click “Save” 

• Click Save to store the identity details. 



 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

Step 8: Add Address Details 

• Fill in the address information as needed. 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

Step 9: Click “Save” Again 

• After completing the address section, click Save to finalize. 

 

 

 

 

 

 

 

 

 

 

 

 

Step 10: User Created Successfully! 

• The new user is now added to the system and will receive their login credentials shortly. 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

Administration /Classes  

How to Edit an Existing Class 
Need to update a class you've already created? You can easily modify class details, change 
assigned courses, or manage student members in just a few steps. Follow the instructions below to 
make quick updates to your class. 

Step 1: Go to Administration Panel 

• Log in to your account. 

• Navigate to the Administration section from the dashboard 

 

 

 

 

 

 

 

 

 

 

Step 2: Choose “Classes” 

• In the Administration menu, click on Classes to view your existing class list. 

 

 

 

 

 



 
 
 
 
 
 
 

 

Step 3: Click the “Modify Class Details and Courses” Icon 

• Find the class you want to edit. 

• Click the edit icon (usually a pencil or gear) to update class information or rearrange 
courses. 

 

 

 

 

 

 

 

 

 

 

 

Step 4: Click the “Manage Class Members” Icon 

• To update student enrollment, click on the manage members icon. 

• Add or remove students as needed. 

 

 

 

 

 

 



 
 
 
 
 
 
 

Administration/Information Hub 

Delete a file in the File Manager 
If you no longer need a file, you can remove it from the File Manager to keep your storage organized. 
Simply find the file you want to delete, click on it, and select the “Delete” option. Confirm your 
action, and the file will be permanently removed. 

Deleting unused files helps keep your workspace clean and ensures you only store relevant materials 
for your courses. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

Discussion Board  

How to create a new virtual class? 
A virtual class is essential for delivering live, interactive training and discussions. Creating a 
new session in the platform allows instructors to: 

• Conduct real-time lessons with learners, no matter where they are. 

• Share presentations, videos, and resources to enhance engagement. 

• Facilitate discussions using chat, polls, and interactive whiteboards. 

• Monitor learner participation and progress through built-in tracking tools. 
This feature is widely used for corporate training, educational programs, and 
professional development sessions. You can only create a virtual class as an 
administrator or an instructor. 

Administration/ E-mail Management  

How to monitor emails and check their status 

You can verify whether the emails automatically sent by the platform have reached users. 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

 

 

 

My Classes  

How to monitor emails and check their status 
 

 



 
 
 
 
 
 
 

 

 

  

 



 
 
 
 
 
 
 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

Virtual Class 

How to create a new virtual class? 
A virtual class is essential for delivering live, interactive training and discussions. Creating a new 
session in the platform allows instructors to: 

• Conduct real-time lessons with learners, no matter where they are. 

• Share presentations, videos, and resources to enhance engagement. 

• Facilitate discussions using chat, polls, and interactive whiteboards. 

• Monitor learner participation and progress through built-in tracking tools. 
This feature is widely used for corporate training, educational programs, and professional 
development sessions. You can only create a virtual class as an administrator or an 
instructor. 

 

 

 

  



 
 
 
 
 
 
 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

 

 

 

  

 

 

 

 

 

 

  

 

 



 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

When you create a Virtual Class , all students enrolled in that class will be automatically invited. 
There is no need to manually invite participants, as they will receive access automatically. This 
ensures a seamless setup, allowing students to join the session without additional steps. 

 

 

 

 

 

 

 

 

 

  



 
 
 
 
 
 
 

 
Discussion Board 

How to see your message in your native language in discussion board? 

 

To test this feature, first click on the language icon in the top right corner and change the platform 
language. 

In this example, we choose the Dutch language. 

 

 

 

  

 

 

 



 
 
 
 
 
 
 

 

  

 

 

 

 

  

 

 

 

 

 

 

 



 
 
 
 
 
 
 

  

Workspace / Survey 

How to share a survey? 
You can share surveys via link, discussion boards, or platform-specific options. Different share 
modes (private, limited, public) allow control over who can participate. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to share a survey via Discussion Board ? 

  

 

 

 

 

 

 

 



 
 
 
 
 
 
 

Workspace / Courses / Instructor 
In this platform, courses have three different statuses that determine their availability and editing 
permissions. Understanding these statuses helps ensure smooth course management. 

 Processing – Course in progress 

• The course is still being created or updated. 

• It is not visible to learners. 

• Before publishing, make sure all content is finalized. 

• If you want to update an existing course, you must first switch it to Processing . 

 Approved – Course is live 

• The course is published and available to assigned learners. 

• Once a course is approved , it cannot be edited unless its status is changed back 
to processing . 

• This ensures that learners always access a finalized version of the course. 

 Archive – Course is inactive 

• The course is no longer active but remains stored in the system. 

• Learners cannot access archived courses. 

• An archived course can be reactivated by changing its status back 
to processing or approved . 

Here is how to approve a course: 

 

 

 

 

 



 
 
 
 
 
 
 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

 

Would you like to make updates in an approved course? 
If you want to change the status of an Approved course back to Processing , you need to follow the 
same process. 

Simply go to the Course List , select the course with the Approved status, and change it 
to Processing . This allows you to make updates or modifications before publishing the course again. 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 

 

 

 



 
 
 
 
 
 
 

Workspace / Lesson 

How to delete a lesson? 
Deleting a lesson helps keep your course content organized and up to date. Removing outdated or 
unnecessary lessons prevents confusion and ensures learners access only the most relevant 
materials. This also helps maintain a structured and efficient learning environment, making it easier 
to manage your content library. 

 

 

 

Change lesson status to “Processing” 

To delete a lesson first you should change the lesson status to “processing”. An approved lesson can 
not be deleted directly. 

 

 



 
 
 
 
 
 
 

 

 

 


