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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
e Logintoyouraccount.

e From the main dashboard, go to the Administration section.
1. Go to Administration | 7LMS.
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Step 2: Select "Users"
e |nthe Administration menu, click on Users to manage user accounts.
2. Choose Users.
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Step 3: Click on “New User”

e Onthe Users page, click the New User button to create a new account.

3. Click on New User.
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Step 4: Fill in Identity Details

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

4. Fill in the identity details.
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e Select the correct user role from the dropdown menu:
o Student
o Instructor

o Admin

B. Choose the role.

Step 6: Send Login Information via Email

6. Click on send information email icon.

When you click this icon, the user will receive an email within 20 minutes containing their login
details (username and password).
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7. Click on Save.

Step 8: Add Address Details

e Fillinthe address information as needed.

8. Next, write adress details.
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Step 9: Click “Save” Again

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

9. Click on Save.
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Step 10: User Created Successfully!

e The new useris 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
e Logintoyouraccount.

¢ Navigate to the Administration section from the dashboard

1. Go to Administration | 7LMS.
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Step 2: Choose “Classes”

e Inthe Administration menu, click on Classes to view your existing class list.

2. Choose Classes.
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Step 3: Click the “Modify Class Details and Courses” Icon
¢ Find the class you want to edit.

e Clickthe editicon (usually a pencil or gear) to update class information or rearrange
courses.

3. Click on Modify class details and courses icon to update your

class..
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Step 4: Click the “Manage Class Members” Icon
e To update student enrollment, click on the manage members icon.
e Add or remove students as needed.
4. Click on Manage class members icon to update students.
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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.

1. Go to File Manager | 7LMS.
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2. Click on the file that you want to delete.
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3. Click on the Delete icon.
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4. Confirm your request by clicking “Yes".
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Confirmation Required

File will be deleted. Are You sure?
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5. Your file is deleted successfully.
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Discussion Board

How to create a new virtual class?

Avirtual class is essential for delivering live, interactive training and discussions. Creating a
new session in the platform allows instructors to:

e Conductreal-time lessons with learners, no matter where they are.
e Share presentations, videos, and resources to enhance engagement.
¢ Facilitate discussions using chat, polls, and interactive whiteboards.

¢ Monitor learner participation and progressthrough built-in tracking tools.
This feature is widely used forcorporate 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.
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2. Choose Email Management.

P Discussion Board My Classes Workspace v : Qaseo-
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3. Click on Delivery Status.
YOUR LOGD My Learning Virtual Class Discussion Board My Classes Workspace : o A®QpH-
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Email Template Email List SMTP Settings Delivery Status

Created At Title Status Actions

2/18/2025, 11:42 PM Stay Updated: Exciting New Features & Improvementsin  Active s ® H

1/17/2025, 9:39 PM After Organization Created Active = ® B

1/17/2025,9:39 PM Register By Google Active 5 ® E

1/17/2025,9:39 PM Password Changed by Admin Active = ® B

1/17/2025, 9:39 PM After Announcement Created Active = ® B

1/17/2025, 9:39 PM After Calendar Event Created Active = ® E]-

1/17/2025, 9:39 PM After Class Expired Active = ® B

1/17/2025,9:39 PM Alert 3 Day Before Class Expire Active = ®© B £



4. Select the email you want to take action on.

YOUR LOGO My Learning Virtual Class Discussion Board My Classes
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5. Update the email status.
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6. Confirm the update by clicking Yes.

Confirmation Required

Selected content statuses will change. Are You sure?

e

My Classes

How to monitor emails and check their status

1. Go to Administration | 7LMS.
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2. Choose Email Management.
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4. Select the email you want to take action on.
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5. Update the email status.
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6. Confirm the update by clicking Yes.

Confirmation Required

Selected content statuses will change. Are You sure?
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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:

¢ Conductreal-time lessons with learners, no matter where they are.
e Share presentations, videos, and resources to enhance engagement.
e Facilitate discussions using chat, polls, and interactive whiteboards.

e 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.

1. Go to Virtual Class.
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2. Click on Schedule a Session.
YOUR LOGD My Learning 22| Virtual Class Discussion Board My Classes Workspace : Q m 7@ NS -

5% Virtual Class
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Title Organizer Class Scheduled Date Duration Participants Status Actions
Online Session - 6TIX Nergis Sahin Food Fun! 05.02.2025 14:50 30 0/0 Overdue
This engaging and interactive le T
Online Session - 561Z
Mergis Sahin Food Fun! 30.01.2025 13:25 30 1/1
This engaging and interactive le : ) °
Onling Sassian - Calars Nergis Sahin Colors 22.01.2025 00:00 30 0/0 Overdue
A colorful and interactive class . o
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3. Choose classroom.

+ Schedule A Session

Title * Description

[ Online Session - LOMX

) .

B=

Session Date * Duration *

[ =] 45 Minutes

Advanced Settings

4. Write description of the class.

+ Schedule A Session | ”
Title * Description

| Online Session - 10MX Describe personal habits and routines using present

simple tense.
Classroom * "

Practice sequencing words like "first," "then,” "after

I My Day in English that,” and "finally.|

Session Date * Duration *

[ 45 Minutes

Advanced Settings v




5. Choose Session Date.

+ Edit The Session

Title * Description

I Online Session - 10MX

This lesson helps learners describe their daily routines *

and activities in English using simple sentences and
Clsssroom structured vocabulary. By the end of the lesson,

| My Day in English participants will be able to:

Session Date * .

Duration

| 21/02/2025 - 10:10 45 Minutes

Advanced Settings v

6. Choose Duration.

+ Schedule A Session

Title * Description

I Online Session - 10MX Describe personal habits and routines using present

simple tense.

SR Practice sequencing words like "first," "then," "after
‘ My Day in English that,” and "finally."

Session Date * Duration *

‘ 21/02/2025 - 10:10 D [45 Minutes

Advanced Settings v 20 Minutes

30 Minutes

45 Minutes
60 Minutes

120 Minutes




7. Click on Schedule.

+ Schedule A Session

Title * Description

Online Session - 10MX Describe personal habits and routines using present

simple tense.
- 3 Practice sequencing words like "first," "then," "after
| MyDayin English that,” and "finally.”

Classroom *

Session Date * Duration *

| 21/02/2025 - 10:10 m 30 Minutes

Advanced Settings v

8. Your online session is ready-to-start!

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.
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Discussion Board

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

1. Go to Discussion Board | 7LMS

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.

YOURLOGO A MijnLeren Virtuele klas Mijn Klassen Werkruimte v : Q ASO-

Welkom, Nergis &

46 Begin met leren A Algemene voortgang
Voltooide cursussen: 1/7 i Cursussen ~
Een cursus starten .3, Cursussen: 1/7

Voortgang van de cursus

@ Nederlands leren voor beginners 1 Gegevensbeheer :
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2. Choose the class.
YOUR LOGOD Mijn Leren virtueleklas ™ Discussicforum Mijn Klassen Werkruimte v : Q AaZO6-
283 Explore the Seasons (O] @@ 9 5
s Food S.@%0
~ o

§ School Time Oeps! Geen kamer geselecteerd A\

23 Review @, selecteer een Kamer of Klas uit het linkerpaneel om deel te nemen aan de discussie! Als er niets
verschijnt, probeer dan te verversen of neem contact op met uw beheerder.

& English Language Teaching - 1
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3. Click on Bekijk de vertaling to translate the message.

YOUR LOGO Mijn Leren Virtueleklas ™) Discussicforum Mijn Klassen Werkruimte v : Q ASO-

" Discussieforum & Working culture in European Countries Q

,,,,, Ijk de vestaling

s Animals Around Us

MS mucosahin 10/02/2025 - 21:05
s Explore the Seasons helloo

Bekljk de

s Food Funt

S mucosahin  10/02/2025-21:05

184 At the Park hi everyone -

123 About Family

Here is your first task, Enjoy your learing!
483 School Time
E.pdr Exploring the Dutch working culture &
28 Review
MS mucosahin 10/02/2025-22:24
Stress Management for thanks

Healthcare Staff B

ekijh do vertaling

Working culture in European
MT Mehmettanis 10/02/2025 - 22:25

thanks teacher

Countries

s Englich Language Teaching- 1 Bekijk de vertal

G

4. The message is successfully translated!

YOuR LOGD Mijn Leren virtueleklas ™| Diccussicforum Mijn Klassen Werkruimte v : Q ASO-

W Discussieforum s Working culture in European Countries Q[

&8 Animals Around Us

83 Explore the Seasons helloo

& Food Fun
MS mucosahin  10/02/2025 - 21:05
a4 At the Park hatlo allemaal -

s About Family

Here is your first task. Enjoy your learning!
s School Time
E pdf Exploring the Dutch working culture &

s Review
MS mucosahin  10/02/2025-22:24
Stress Management for thanks

Healthcare Staff

Working culture in European
AR, M7 Mehmettams 10/02/2025-22:25
thanks teacher

&8s English Language Teaching - 1
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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.

1. Go to Workspace | 7LMS.
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2. Choose Surveys.
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5. Select a start and expiry date.

Sorvey

Dt irand s i ant aimesse b 18 ar s

6. Wrrite an explanation to the survey.

tngaging Kids in Language Learning - Educator Feedback Ssrvey
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3. Click on New Survey.
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9. Choose a Share Mode. e

The survey can only be shared with specific users on the platform using o code .

You can share via link or discussion board . If you choose to share via link, there are three
options:

Enzaging Kids inLanguage Lesrning - Dducator Feediback Survey

LT g e 01 e NS e bk 8 v Sarv

12. Choose Public.
10. Choose Private.

The survey is occessible to everyone on the platform via a link .
The survey can be shared with participants using a link or QR code.

How to share a survey via Discussion Board 2
13. Click on Share the survey.

15. Choose the class.

VOURLOES  Mylmerg  WesCm Dwmmenbeed Mplhme bl v Ademdbe o aAsp-

14. Click on 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.

Itis 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
e Thecourseis published and available to assigned learners.

e Onceacourseis approved, it cannot be edited unless its status is changed back
to processing .

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

Archive - Course is inactive
e The courseis no longer active but remains stored in the system.
e |Learners cannot access archived courses.

e Anarchived course can be reactivated by changing its status back
to processing or approved .

Here is how to approve a course:
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2. Click on Courses.
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3. Choose a processing course to change its status and click on
“Processing”.
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5. Your lesson is successfully approved.
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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.

6. Choose the course you want to update and click Approved.
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7. Click on Processing.

YOuR LOGD My Learning Virtual Class Discussion Board My Classes. s Workspace w Q A=Q-.
Q All - + Mew Cou

Code Course Name Last Revision Level Total Lessons Status Actions
3- Engaging Kids in Language Leamning (t) - .
EAEINE BUag el 1 { Approved a ) [n]
Multilingual ek o sbichebie i
. 1- Effective Strategies for Teaching Multilir 1 Approved s}

3- Beginner Conversation Skills (I)

C 54 01

Mult al

~ . 2- Dutch Basics for Newcomers (1) .

5 0 1 Approved [n]
Mult
1- English for E day Life (1)
NEiish for tverycay tiie | 14.02.2025 1 Approved ]

Multilingual
2- Employee Development Plans: A Step-b =

CODD004S . __p.’,_ P g s D 8

c " 0 025 Processing R |

0000042 0 Processing = DO 8
2- ing i i Wi

[ " .:.:h!bodrl}lll,,llld\"u“lt_u“uldlhurkpldL 5 8} E

. . 1 Effective Workplace Communication (e} N = O @

= - '
8. Course is now processing!
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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.

1. Go to Lesson List | 7LMS.
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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.

2. Choose the lesson and click on the icon “Delete the lesson”.
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3. Confirm your request.

Confirmation Required

Lesson will be deloted. Are You surei

4. Your lesson is deleted successfully!
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