Setting up classes in Quia

1. Log in to Quia  (www.quia.com/web) (You need to have already created an account.)
2. Click on “Classes” on the left sidebar.  
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3. Then, click on “Create a new class” OR “Edit” (to change a class you’ve already created)
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4. If you chose “Create a new class”, set up the class to meet your needs.  Directions are on the screen.
Be sure to set up your classes as "instructor enroll", not "student self-enroll" (For video instructions, visit www.quia.com/tutorials/class_roster and navigate the tutorial to watch only slides #6 and #7.)
5. Then, click “Submit”.
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6. Modify anything you would like or you may simply let this page stay as it is.  You can always come back and change the information later. (To do this, chose “Edit”in step 3 above.)
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7. Then, click “Save changes and edit roster” at the bottom of the page.
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For the next screen, I have already uploaded the vast majority of the student body to Quia’s database for you, so Quia has already generated a username and password for the student.  (In general, the username is the student’s first and last name with the number 58, and the password is the same password they use to access computers here at ALBHS.)
Therefore, all you have to do is: 
8. Start typing the student’s last name and choose the correct student that Quia offers to you. **If a student is not offered to you, see the important note at the bottom of this page. ** 
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9. Click “Save changes” at the bottom when you are done entering students.

10. Click “Continue”.

You are now ready to add activities for this class to do.

**IMPORTANT  NOTE: If a student is not offered to you, you can simply email me the student’s first name, last name, and ID number. I’ll send you a reply email letting you know that you can now search for and add the student. **
HELPFUL TIP:

There is a neat feature in Quia that will send you a list of your students’ usernames and passwords.  Simply click on the “Send” button next to the phrase “E-mail me a list of students’ usernames and passwords.” 
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 It will email a message like the one below.  The message will go to the email account you used to set up your Quia account.
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