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1- Electronic device ( Computer – Smart phone – Tablet – Etc..) 

2- Internet Connection with the electronic device 

3- Available browsers  Chrome or Firefox 

4- For Virtual Classrooms services( distant learning )  :  

(Flash Player plugin)  on the used browsers, and it could be downloaded 

from the following link : 

https://get.adobe.com/flashplayer 

a/ update 

b/ Java update  https://java.com/en/download.  

     c/   provision of (Speakers, Microphone & Camera ) and activating them on 

the electronic  .  

5- Mobile application of Classera are available on all stores 

 

 

 

 

 

 

 

 

  

1- Operational Requirements 

https://www.google.com/chrome/browser/desktop/index.html?utm_source=google&utm_medium=sem&utm_campaign=1001342%7cChromeWin10%7cGLOBAL%7cen%7cHybrid%7cText%7cBKWS~TopKWDS-Exact&brand=CHBD
https://www.mozilla.org/en-US/firefox/new/
https://www.mozilla.org/en-US/firefox/new/
https://get.adobe.com/flashplayer


 

5 

 

 

 
 

In order to log in to Classera you can search of ( Classera ) on Google or you can go 

directly to link: 

https://me.classera.com 
 

then the following screen will appear: 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

  

1 

2 

3 

2- Logging into Classera   

1 

1 

1- Type username 

2- Type Password 

3- Click on Login 

 انقر  لتسجيل الدخول-3

You can login through 

Google or Microsoft 

accounts, after linking 

them with Classera account 

,steps are shown in ( 

personal profile ) page 

You can restore the account 

via Email after adding it on 

personal profile page 

Choose 

Language 

https://me.classera.com/
https://me.classera.com/


 

6 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

1  /Upper bar :  

a. Your Info   :( Edit Profile  – Public Profile  –  Interface language 

(Arabic/English)   )– (Log out   

b. Messages Notification   : Latest Messages received  .  

c. Notifications of homework submissions  .  

d. Adjustment   : Hiding and showing the side vertical list 

2  /Main Menu : 

a) Home   : browse home page or going back to it from a subsidiary page  .  

b) Training coures  : specified courses for users. 

c) Mail Box  : Click here to view your Inbox 

d) Discussion Rooms   : Teacher/students forum for discussion and free 

opinions  .  

e) Calendar :Academic Calendar  .  

f) Smart Classroom  :  Distant virtual Classroom 

g) Library : Browse Classera’s Public Library 

3- Home page 

1 
Upper bar 

3 
Courses list 

Communication 

Tools 

Main 

Menu 

2 
4 

Chat 

5 
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h) Schedule   : Teacher’s Lectures' schedule 

i) Attendance  : Statistics of students’ absenteeism in the teachers’ courses  .  

j) E-Portfolio    : log of teacher’s achievements   .  

k) Certificates/Letters : exhibitions of previously issued certificates and letters 

to the teachers  .  

l) Google Drive   : Link with properties of Google Drive  

m) Virtual Meetings   : Distant Virtual Meetings  .  

n) Share Your Ideas   : Users can share their ideas for improvement  

o) Success Partners List of Active partners in Classera’s success partner 

program  .  

p) My Card  : Scores card of the teacher  .  

q) Evaluations/Surveys   : Surveys and evaluations related to teacher  .  

r) Social Media Tools : Facebook / Twitter / Instagram Classera Accounts. 

 

3/   Courses List : 

Appears a list of courses taught by the teacher during the current semester.  .  

By Clicking a course icon appears all its details including assignments, course 

materials .. etc. 

 

4/ Communication tools  :  

a) Mail Box   : Notification of newly received messages  

b) Discussion rooms   : Notifications of new discussions room  .  

c) Academic calendar   : Calendar of schools events 

5 /Chat   
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name 

Edit profile 

Public profile 

Choose Language 

Log out 

Account settings 

Browse Public 
Profile 

Education Skills & 
Interests 

Contact 
Information 

Personal 
information 

Save 

Change photo 
jpg 

4- Personal Profile  

Changing date format ( Gregorian / Hijri ) 

Change Language  

Current score 

Select font size 

Brose User manual 

Connect with google drive 
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from home page of the system a teacher can browser new messages notifications and 

view it from the same page 

 

 

1- from Main Menu Choose  : Mail Box  .  

1. Choose Mail box  .  

2. compose a message   : to send a new message 

3. Browse Mail Box components    : Inbox  – Sent Messages  – Drafts(Saved to be sent 
later  )– Archive(Archived to be used later )- Trash  ( Deleted messages) 

4. Searching for a certain message   : Sender  – Subject  .  
5. Print current page or Export it to excel  .  
6. by clicking on Subject you can open current message 

7. Deleting a message and moving it to Trash  .  

 
 

 

1

Notifications of new messages  

Browsing messages 

7 

5/ Messages ( Mail Box ) 

1 

2

3 

4 

6 

5 
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Writing a new message  

3Fill  the message body  and click  send 

1

Click on Compose message 2 

1 

From the side 

menu choose 

Mailbox 

Send button 

Subject 

Message body 

Choose receivers 

 اضافة مرفق

 مستوى الأهمية

Choose name of receivers 
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from home page of teacher account. 

1- Choose the course you’re willing to 
manage its time table  .  

 

 

 

 

 

 
 

3- Choose a section you’re willing to 
add a timeslot in. 

4- Then click on add ( timeslot )  
5- Added timeslots list appears 

 

 

 

 
6- Choose ( add timeslot ) to add a new lecture. 
By clicking on it appears the following 

options:: 
a /Day: Choose Day. 

b /Lecture: Select a lecture from lectures order. 
 
 
 

6- Manage Timetable (lectures’ schedule ) 

2- go to last page   
(Manage time table) 



 

12 

 

 

Checking teacher’s schedule 

from home page of teacher account: 

in the main menu of the teacher 
account appears (Schedule) where  
teachers can check the schedules 
they edited themselves  
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7- Course preparations  
 

 

 

 

1 - from the list of courses taught by a teacher  

2-  choose page ( 2)  then choose course preparations 

 

 

 

 

 

 

Appears course preparations screens: 

 

 

 

 

 

 

 

 

 

  

 

 

 

1 

3 

4 

5 

Add new 

preparation 

إضافة إعداد 

 جديد

List of previous 

  preparations 

Actions on 

added 

preparations 

(view – edit – 

delete ) 

2 
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After Clicking on (Add Preparation) as shown on the previous screen: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Steps of adding a new 

preparation 

قائمة الإعدادات 

 السابقة

Choose lesson 
title from 
Course Tree 

(by just clicking 
on the title)  

 

You can 
edit the 

title 
 

1 

2 

يمكن التعديل 

 على العنوان
 

List of lesson 
criteria (objectives ) 

 

Add 
preparation 

 
 

Add weekly 
study plan  

3 

4 

Select lecture date 

 اختر تاريخ الحصة

Select lecture time slot 

5 

6 

Save 
Preparation 

7 

  Adding  timeslot is required 

to add a preparation  

You can add a preparation as 

text or picture or link   

(via edition bar) 

 يمكن إضافة الإعداد كـ 

 نص أو صورة أو رابط 

 )عبر شريط التنسيق(

Appears to students 
and  parents 
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8- Library 

 plenty of Digital interactive content is available ,a teacher can browse through them and make 

use of their collegues work   ، teachers can also share their work.  .  

1- From the menu on the left click on Library 

 

 

 

 

 

 

 

 

 

 

 

 

                                           Choose the view of Libraries  

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose Library 
 

1 
2
1 
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Search 
filter 

 

print   /

export 
to excel 

 

Archive ( teacher’s files) 

View public library  

Custom libraries 

طباعة 

النتائج / 

التصدير 

 اكسل
 

Direct view for 
content 

 

share 

content 
to 

student 
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 9- Training courses 

a teacher has two conditions in the training courses: 

first condition : to be a trainer and the training course appears as one of the teachers taught courses. 

Second condition :to be a trainee and get enrolled in a training course as the following steps  :  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Teachers page turns to a trainee page ، they can receive assignments, exams and a variety of interactive 

content in order to make use of it in their training courses  .  

 

 

 

Then a teacher can switch from   : teacher  – trainee as demonstrated in the previous steps 

. 

 

 

 

 

choose 

training 
course 

 

choose go to 
trainee  page 

 

1 
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10- Assessments 

they’re tools to evaluate students on their homeworks and projects, School 
admin specifies the requirements of the teacher in the 
assessments then adds it to the teacher to benefit from 
it. 
Open assessments: (from course icon) ex. Math G1 

1- By crossing the pointer on the course name, appears 
the choice of Assessments 

2- Click on New Assessment  

3 - Choose Assessment template type  
 

4-  As demonstrated above there three types  :  

a - Rubric 
After choosing the template type, elements are added by clicking on 

Item in Actions list. 
 

 

 

 

 

Then click on “ New item” 

 

 

 

 

 

 

 

 

 

 
 

 

Then add the item’s title and its weigh  
(percentage ) of the assessment considering that the total sum of all items is 100 %  
After adding items and distributing the weigh on them, Indicators are added and the 
criteria of  indicators starts from the least to the highest, and indicators are added to 
each item.  
Then type indicator’s weigh from the least to the highest then submit, submission of an 
indicator and another will be automatic until you’re done with them. 

1 

2 

3 
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After finishing up adding Items and their indicators, the assessment as a whole will 
appears as shown below: 

 
 

b - Rating scale  
Following the same steps used in the previous type, adding items and distributing weigh 
on them and then adding their indicators but here there is no limit for indicators, the 
more you add, the weight of the item will be distributed equally on indicators 

then type the criteria of an indicator then submit you will be taken automatically to the 
next indicator until you are done،after finishing up adding items and their indicators, 
assessment will appear as follows: 

 
 
 



 

20 

 

 

c - Checklist  

Following the same steps used in the previous type, adding items and distributing weigh 
on them and then adding their indicators but here there is no limit for indicators, the 
more you add, the weight of the item will be distributed equally on indicators and here 
indicators are yes or no . 
then type the criteria of an indicator then submit you will be taken automatically to the 
next indicator until you are done،after finishing up adding items and their indicators, 
assessment will appear as follows: 
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 It’s a library that includes all lectures recordings either recorded by the teacher or 

added from an external source and you can view it and add in it by crossing the 

pointer on the course name moving to the page No. (1): Choice (Video lectures) 

 

 

By clicking on it, appears the following choices: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11- Video Lectures 

1 

upload  a 
New video 

 

Added 
videos 

 

Actions on 
added 

videos  :  

 view  / stats 

/edit/delete 
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After clicking on upload a new video, appears the following screen: 

  

Steps of uploading a new video lecture 

Title  
 

Video 

Description 
 

Sharing a youtube video, 

vimeo or upload from 

computer 
 

specifying publish 

date to students 
 

Linking video with a preparation 
 

Share video on your timeline 
 

Share video on Classera 

library  / School/none 
 

7 

Sharing on a custom library 
 

7 

Tags on the name of the video on classera 

library 
 

Choosing sections to 

watch the video 
 

9
8

Upload video 
 

Allow student to download on their devices  
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It’s the list of different attachments and worksheets added by the teacher on the 

system. 

you can view it and add in it by crossing your pointer on 

the course name , then go to page  (2) choice :course 

materials 

 

by clicking on it, appears the following screen : 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12- Course Materials 

upload  a 
new material 

 

Added course 
materials 

 

Actions on 
added course 

materials : 

 view 

/Statsitics 

/edit/delete 
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 By clicking on add a course material appears the following screen: 

  

Steps of adding a new course material 

title 
 

description 
 

Upload from computer 
 

Type of formats  

acceptable to upload a file 
 

specifying publish 

date to students 
 

 

Linking it with a preparation 
 

Share on your timeline 
 

Share on classera library/school/none 
 

7 

Share in custom libraries 
 

7 

Tags of course materials in classera library 
 

Options to share 

file with sections 

or certain students 
 

9
8

Upload attachment 
 

Size limit 300 MB 
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by crossing your pointer on the course name , 

then go to Lecture management   

 

 

 

 

 

 

 

 

in case of clicking on Daily attendance icon the following options appear: 

 

 

 

 

 

 

 

 

 

 

 

13- Students List 

Date 
 

 تاريخ اليوم
 

Search for a student 
 

Taking attendance 

upon student status 

P :Present 

A    : Absent 

L :Late 

E :Excused 
 

  There is no submit or save button, after clicking on 

students status, it’s automatically submitted 

 تاريخ اليوم
 

Click to add a 

behavior 
 

Added behavior 
 

Choose section 
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by crossing your pointer on the course name 

, then go to grades management   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1- Grade management 

Customize grade 

categories 
 

8 

Manage Letter 

Grade 
 

Choose section 
 

View students 

reports 

summary 
 

List of students 
 

View 

Students’ 

Grades 
 

3 3 

submit 
 

Fill Report Card 
 

Customize report cards 
 

Specify 

date 
 

Choose 

report 
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by crossing your pointer on the course 

name , then go to Manage Content  

 

 

the following screen appears: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2- Manage Content 

List of 

preparations 
 

Related Content 
 

Edit Preparation 
 

Monitoring 

indicator 
 

Preparation Title 
 

Quick Add Buttons 
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Discussion frums between teachers and their students  .  

opening discussion rooms   :  

 

  

14- Discussion Rooms 

Search for a 

discussion room 
 

Creating a 

discussion room 
 

Browsing a created 

discussion room 
 

2 

1
8 
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In case you’re willing t create a new discussion room, the following screen appears: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1/ adding a discussion room 

Add a catchy title 
 

Add room instructions 
 

Click Next 
 

Select sections and 

students to participate  
 

Click here to create room 
 

Click to enter the room 
 

Room is created 
 

Actions n a room: edit /delete 
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2/ adding a topic 
 

  

When entering a room the following screen appears: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Add a topic 
 

Type your topic 
 

Approve adding topics 
 

Topic appears to 
students as follows 

 

Approval or rejection of other topics added by students 
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how users see comments? 

  

view  / hiding 
comments 

 

delete or disapprove in 

appropriate comments 
 

Approval or rejection of other topics added by students 
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After clicking on (add new smart classrooms) the following screen appears :  

 

15- virtual classrooms/virtual meetings 

adding a new classrooms 

Choose smart 

classrooms 

انتقل لقسم الفصول 
 الذكية

 

انتقل لقسم الفصول 
 الذكية

 

Adding a new smart 

classroom 
 

انتقل لقسم الفصول 
 الذكية

 

Added smart classrooms 
 

Actions on smart 

classrooms 
 

1 

Smart classroom title 
 

Choose course and section 
 

Start date and time 
 

Duration ( from 31 to 20 minutes) 
 

Availability to share in 

libraries 
 

Tags 
 

Creating a smart 

classroom 
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Opening a smart classroom in Classera: 

 

1- On scheduled time of a smart classroom students and teachers click on (start) 

from actions list of the added smart classroom 

2- The smart classroom will start loading and then its tools will open.  

3- when starting a smart classroom the following screen appears and they represent 

its tools.  

 

1- . upper control bar  .  

2 -.settings bar of audio, camera and internet. 
3- Live video  .  

4- Attendees list  .  

5- Chat box. 

6- Recording and timing indicator. 
7- white board. 

8- Writing tools  
 
 

Using Smart Classrooms 

8 

7 

3

 

4 

5 

6 

1 
2 
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from the main screen of smart classrooms appears the name of each 

added smart classroom : 

1 -Start smart classroom  

 2 -view  :to view recorded smart classroom in the system  .   

3 -download  :download recorded classroom and view  .  

4 -attendance   : view list of students attended the smart classroom  .  

5 -Delete  :To delete the smart classroom  .  

(Notice   : Deleting a smart classroom requires erasing the lecture if it was recorded 

already for students ) 

 

  

Actions on a smart classroom 

1

2

3

4

1

5

1

https://v6.classera.com/teacher/vcrs/launch_recording/113538
https://v6.classera.com/teacher/vcrs/launch_recording/113538
https://v6.classera.com/teacher/vcrs/download_recording/113538
https://v6.classera.com/teacher/vcrs/download_recording/113538
https://v6.classera.com/teacher/vcrs/view_attendees/113538
https://v6.classera.com/teacher/vcrs/view_attendees/113538
https://v6.classera.com/teacher/vcrs/delete/113538
https://v6.classera.com/teacher/vcrs/delete/113538
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 by crossing the pointer on the course name moving to the page no. 3 you will find 

(Exams/quizzes ) 

 

 

 

 

 

 

 

 

 

 

Adding an Exam   : add a new Exam  / Quiz  .  

 

 

 

 

 

16- Exams/Quizzes 

 

Adding an Exam/ Quiz 
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1-  Offline Exam   : This exam to create an exam on Classera and mark them online , and 

use Statistics to view students’ performance. 

 

 

 

2-  Import Exam  : This feature allows you to import exam questions with QTI format, in 

some cases, teachers haveexams with QTI format Question and Test Interoperability 

and a teacher is able to create an exam on 

Microsoft word  and convert it to QTI  .   

In this type of exam a teacher can upload 

these files directly to Classera by clicking :  

upload file  :  

 

 

 

 

3-  Attachments Exam  :  

This type of exam don’t include questions 

 ،it allows a student to upload an 

attachment   ، and this attachment can be 

marked later  

And this type of attachement could be in 

the following cases   : projects  – 

researches  ... Etc   ،  

In this type a teacher adds  :  

Mark of attachment   : this is the grade of the project or research  .  
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From student account   :  

a student can upload an attachment from upload file screen. 

 
 

Marking  :  

- A teacher can find the exam on the exams list  .  

- Click on Submissions  .  

- Choose the section in which exists the student you want to mark his/her exam 

- Downloading the attachment to view it 

- Input the Mark 

- Click submit to approve grade (note the maximum grade specified by the 

teacher when creating the exam which can not be exceeded) 
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4- Classic Exam  : Classera Classic Exam, in which all questions appear to student at once 

. 

 

5- Question By Question   : this exam presents questions to students question by 

question 

In this exam, a certain time is specified for each question 
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Exam settings 

Exam title 
 

Exam publish date 
 

Due date 
 

Cut off date 
 

Grade Category 
 

Preparation 
 

Notes 
 

Privacy  
 

Randomizing question order to 

students 
 

 عنوان الواجب
 

Allow attachments 
 

Choose sections and 
students participating 

 

allow multiple submissions, you have to 

specify a number   ،  

Send notifications to 
students 

 

Click create 
 

Adding a password, to be given to students in examination place 
 

Conditions of showing correct answers to 
students 

 

Adding questions to school 

question banks only 
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by crossing your pointer on the course name , then go 

to exams/quizzes   

 

 

 

 

      

 

 

 

 

2- Click on questions list in 

Actions column 

 

 

 

 

  

 3 - Add a new question 

4 - add question from question 

banks 

5 - Questions Preview 

Adding Questions 

1 

2 

3 
4 5 
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This feature allows you to generate exams linked with standards automatically using 

Classera’s Question banks:  

1- Choose Create new exam automatically 

 
the following screen appears, follow the steps illustrated below:  

 

 

Create a new exam automatically 

Specify Area 1 Specify objective 

2 Specify 

taxonomy 

3 
Specify Specify 

4 

5 

6 
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appears a number in the available field indicates the available number of questions 

linked with the standard and objective chosen in Question banks.    

 

 

Note: you need to specify the number of question in order for the system to generate a 

sample exam according to your requirements 

 

7 

Click Generate Questions 

Add more objectives from here 

8 Click Create Exam Sample 

Scroll down to view generated 

questions 
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From exams list you can click on Monitor in order to monitor what’s going on : 

 

 

the following screen will appear: 

Through which you can monitor from your account any student  :  

1  – submitted exams/quizzes  2-Failed to submit  3- Solving now  4-Not attempted yet  .  

 

 

Exams Monitoring 

1

2

1
3

1

4

1
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from exams list you can reach statistics:  

 

you will receive accurate reports about students performance 

 

Exams/Quizzes Statistics 
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17- Calendar 
Calendar   : it’s a tool to record and notify users with important events  .  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 
3 

4 

5 

View calendar 
 

 عرض التقويم
 

Browsing  

through months 
 التنقل بين الشهور 

 

Added events 
 

 اختبار الدراسات
 

 يوم البيئة 
 

 رحلة مكة
 

 حدث مضاف
 

Add an event 

View events  
according to 

Days, Weeks 

, Months 



 

46 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding an event in Calendar 

Add an event 
 

Event Title 
 

Event Start date 
 

Event Details 
 

Event End date 
 

View event in a 
certain timeslot 

 

View event  All 

Day 
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A school management can add any official certificates or letters to your account in 

Classera 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can view your Certificates/ Letters  

 
 

1- By clicking on Action  
You can choose viewing type of certificate 

a /View  .  

b /Print  .  

c   / Export file   pdf 

 

 

 

18- Certificates / Letters 

Certificates/ letters 
/ Letters  

View issued certificates to 

teachers 
 

Notification of a new 

certificate issuance 
 

1 
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 2 -Note the presence of   QR   Code which enables any user to verify the certificate by 

scanning the code by using QR reader which exists in smart phones. 

 

(School admin or principals can prepare certificate template’s text and 

background and type of users to which certificate is issued… Etc. ) 

 

By the same way  Letters and school writing which are specified for certain users can be 

issued. 
  

2 
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