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ReadSpeaker TextAid
Instructions for Admins:
Account Types and Creation

This guide has instructions for defining account types and creating accounts. It
will also cover how to promote a user to a higher account type. For instance,

how to move a user from an individual user account to a coordinator account.

Account Types

Account creation is set up on a hierarchy.

e Admins can create coordinators, teachers, group owners, and individual
accounts.
e Coordinators can create teachers, group owners, and individual accounts.

e Teachers can create group owners and individual accounts.

Let's look at each of these types of accounts.

Admins

Admins can do anything in the account. They can create and delete coordinators,
teachers, groups, group owners, and individual user accounts. Admins can work
with ReadSpeaker Support to set up a process where users who have not used

TextAid in “x” months can be moved to a “to be deleted” area. Admins can also
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see the user accounts that are scheduled to be deleted. If the admin does not
want the account deleted, they can have it moved back to active.

Accounts set up to be deleted do not count against your total licenses. Admins
can also see the LTI, renewal, and account information.

Admins can also view account statistics, which allow them to see who has used
what tool. They can also view the Exam Log, which lets them know who has taken

and submitted exams.

Coordinators

Coordinators can do everything an Admin can except create another coordinator
account and view account statistics, usage, renewal, and purchasing options.

Coordinators can also see the LTI information.

Teachers

Teachers can see the Exam Log and share documents. Teachers cannot create
users or create or delete groups.

Group Owners

A group owner can share documents only with members of their group.

Individual Users

An individual account user cannot share documents.

Creating Accounts

Now that we know the different account types, we can examine how to create

accounts.
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Creating User Accounts

User accounts can be created in two ways. One way is for the user to click on the
TextAid LTI link inside their Learning Management Systems.

The second way is to create an account manually. This would be for individuals
who do not have a learning management system (LMS) account.

Let's create a user account.

e You begin by clicking on your name at the top right corner of the TextAid
page, next to the black stripe.
o Click on Organization and then on Manage Users.

' Engish Your Name-

Library
FAQ
Manage Users Organization »

Click on your name )

! User Acc s Scheduled to be Deleted LTl

Manage Gr@ups Usage
| ExamLog Renew Click on Organization
Settings e Account »
: My Apps
(Cllck on Manage Users)
My Profile
Log out

e Click on Add User, located on the screen's top right-hand side.

' english Your Name

Click on
Add User

© Add User

e Fill out the Add User screen.
e Enter the user's email address.
e Enter the user's first name.
e Enter the user’s last name.
e Enter a password.
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e Re-enter the same password.
e C(lick on Add User.

engish Your Name

Add User <

Do not use if not an exam accourD

Enter user information:

-
Exam Account @ Language *
’ No, not an exam account I Engiish 9 Enter a
0 Single Seat Login (Exam Mode) © Enter the user's | counny- Password and
- Email * Email Address | United States confirm it.
(Emas .

First Name *

(Fist ame .
%‘\9

Enter the user’s
First and Last Names

Click Add User

Removing a User Account

Once user accounts are created, they may need to be removed if the employee is
no longer with the institution. Removing an account is very similar to creating

one.

e You begin by clicking on your name at the top right corner of the TextAid

page on the black stripe.
e C(lick on Organization and then on Manage Users.
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A Engish Your Name-

Manage Users

I User Accduts Scheduled to be Deleted
Manage Gr@ups

! Exam Log
Settings 9

Click on Manage Users

Library

FAQ

Organization 4
LTI

Usage

Click on your name )

Renew
Account »

Click on Organization

My Apps
My Profile

Log out

e C(lick on the user's email address in the email list.

Manage Users

| 11/250

Displaying users 1 - 11 of 11

@ Delete Selected Users
0 Email

O 2

salesdemo@readspeaker.com

Log Out Selecte

Total number of users: 11
You can add 239 more user(s).

© Add User

Click on the user’'s email

Clear Search
address
First Name Single Login
salesdemo

e Click on Delete, located in the screen's lower-left corner.

Manage Users

Editing user: salesdemo

Coordinator

Make this user a coordinator. Coordinators can manage users and groups.

@ Assign Coordinator Role

Exam Account

No, not an exam account

Log out all sessions

Email

salesdemo@readspeaker.com ‘

First Name *

salesdemo

Last Name *

| ginger dewey@readspeaker.com |

Single Seat Login (Exam Mode) @

< Back to user list

Teacher

Make this user a teacher. Teachers can share documents and exams.

@ Assign Teacher Role
Language *
| English v|
Country *
| United States v|
Password @

[—

‘ Repeat Password

{ Click on Delete | . e
password.

o~
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o If you have selected the correct user to delete, click “Yes, delete this user.”

If you have clicked on the wrong user, click Cancel.

Confirm delete

Click on,

You are about to delete a user. Are you sure that you want to continue?

ge data will be moved

Cancel

Yes, delete this user.

Yes, delete this user

e At this point, if you delete the user, they will no longer appear in the list of

emails.

Creating and Removing a Coordinator

Account

Once user accounts are created, they can be promoted to a Coordinator account

level. The process is described below.

e You begin by clicking on your name at the top right corner of the TextAid

page on the black stripe.

e Click on Organization and then on Manage Users.

a Engish Your Name-

Manage Users
s Scheduled to be Deleted
Manage Gr@ups

(Click on Manage Users)

I User Acci

Exam Log
Settings

Library

FAQ

Organization >
LTl

Usage

Click on your name )

Renew

Click on Organization

Account »

My Apps
My Profile

Log out
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Click on the user's email address in the email list.

Manage Users

I 11/250 Total number of users: 11
You can add 239 more user(s).

© Add User

Dioplaging uomrs 1- 11 of 11 Click on the user’s email Cloar Search

address
@ Delete Selected Users Log Out Selecte
O Email First Name Single Login
O j 3 salesdemo@readspeaker.com salesdemo

Click on Assign Coordinator Role, located on the screen's left side.

Editing user: Awesome Student
Click on
Assign Coordinator Role

# teacher. Teachers can share Jocuments and exams.

Coordinator

Make this user a coordinator.

@ Assign Goordinator Role

Exam Account Language *
No, no nt Engiish
Singie Seat Login (Exam Mode) @

Gountry *

- (o o koo e
Email
Pas d

@ Assign Teacher Fole

Last Name
tudent = A

Notice on the list of users. There is a “Yes” under the Coordinator column.

N y Your Name
Manage Users

4 10/250 b Notice that the role is © Add User

Coordinator
Displaying users 1 - 10 of 10 Ciear Search
© Deiste Selecte o Log
Email Teacher Exam Single Login
1 Awesome Student o
Usersperpage 25 | Update

To remove the coordinator role from a user, repeat the steps above.
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e C(lick on the Remove Coordinator Role button, which is located on the top

left of the screen.

Read: " Englsh Your Name

Editing user: Awesome Student .
Click on
oo e Remove Coordinator Role e

This user is a coordinator, which mem usars and groups. Maka this usar a teacher Teachers can sham documents and exarms.
e —r— @ Assign Teacher Ficie

Exam Account Language *
Mo, not an exam account Ergisn
Single Seal Login (Exam Mode) @ R
- Log ot o smsire Untes stes
Email
Pas
am tudent@yahoo.c

Awesome

e Notice that the role has been removed.

Your Name

Manage Users Notice the role has
1 10/250 Total number of users: 10 been removed.

You can add 240 more user(s). 0 Add User

Displaying users 1 - 10 of 10 Include users with inactivated accounts - \v " ’ Clear Search

© Delete Selected Users Log Out Selected Users
Email First Name Last Name ‘Coordinator Teacher Exam Single Login
1 awesome_student@yahoo.com Awesome Student

Users perpage| 25 ~ Update

Creating and Removing a Teacher Account

Once user accounts are created, they can be promoted to a Teacher account

level. The process is described below.

e You begin by clicking on your name at the top right corner of the TextAid
page on the black stripe.
e Click on Organization and then on Manage Users.
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A Engish Your Name-

Manage Users

I User Acci s Scheduled to be Deleted
Manage Gr@ups

! Exam Log
Settings 9

(Click on Manage Users)

Library

FAQ

Organization 4
LTI

Usage

Click on your name )

Renew

Click on Organization

Account »

My Apps
My Profile

Log out

e C(lick on the user's email address in the email list.

Manage Users

l 11/250 Total number of users: 11
You can add 239 more user(s). © Add User
. ’ "
Displaying users 1 - 11 0f 11 Click on the user's email Crear Search
address
@ Delete Selected Users Log Out Selecte
O Email First Name Single Login
O 3 salesdemo@readspeaker.com salesdemo

e C(lick on Assign Teacher Role, located on the screen's right side if you are

an Admin, and on the left side of the screen if you are a Coordinator.

Editing user: Awesome Student

Coordinator
Maike this user 8 coonSnatos Goordinalors Con MEnage Users Bnd groups.

@ Assign Goordinator Poie

- . ’
Email
:

upaate |

Teacher

Mk his user 8 teacher T

a Eng! Your Name

Clickon
Assign Teacher Role

"o share documents and axams.

@ Assign Teacher Rok
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Notice on the list of users. There is a “Yes “under the Teacher column.

. ! Your Name

Manage Users

[] 10/250 Tor
Y

Notice that the role is © Add User

Teacher

Displaying users 1- 10 of 10

nc o -
© Delete Selected Users Log Out Selected Users \

Email First Name Last Name Coordinator xam Single Login

... O

A awssome_student@yahoo.com Awesome Studsnt

Users perpage| 25 | Update

To remove the teacher role from a user, repeat the steps above.
Click on the Remove Teacher Role button, located on the top right of the
screen if you are an Admin and on the top left if you are a Coordinator.

2 ker TextAid Your Name
Manage Users < Back to user fis
Editing user: Awesome Student Click on
Remove Teacher Role
Coordinator Teacher
Make this user a coordinator. Coordinators can manage users and groups. This user s a teacher, i.e. has 4 role. Teachers can share documents and exams with

students.

@© Remove Teacher Role

Exam Account Language *
No, not an exam account English ~
Single Seat Login (Exam Mode) O

@ Assign Coordinator Role

Country *

- Log aut o sossions Uned States
Email
- assor:

awesome_student@yahco.com

First Name *

Awesome

Last Name *

Student

Notice that the role has been removed.

Manage Users Notice the role has

[ ] 10/ 250 Total number of users: 10 been removed.
You can add 240 more user(s). © Add User

Displaying users 1 - 10.0f 10 Include users with inactivated accounts P \v Clear Search

© Delete Selected Users Log Out Selected Users
Email First Name Last Name Coordinator Teacher Exam Single Login
1 awesome_student@yahoo.com Awesome Student

Users perpage| 25 +| Update
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