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Getting Started!1

Check your personal 

email for a “Welcome” 

email from the school 

to retrieve your school 

email and password.

Pro Tip!  Make sure you save 

this email to help you get back 

to the student website!

Notice: This “Welcome” email 

may look different as the 

program changes over time.

STEP



Go to Google Gmail2

Go to Google on your internet browser and click “Gmail” to login to 

your school email. You can also type www.gmail.com to login.

STEP



Add A New Email Account3

Click “Use another account”
Add your school email address that 

was sent to your personal email.  

Pro Tip!  Your school email is your first name 

“dot” last name @educatorsinc.org

STEP



Login to Your School Email
4

1. “Copy and paste” the 

password that was sent to your 

personal email and add it here.

2. Accept the terms and conditions 

by clicking the “I understand”.

STEP



Create A Password
5

Your school email will always be your 

firstname.lastname@educatorsinc.org

   Example: Mary.Smith@educatorsinc.org 

Once you use your one-time 

“default password”, you must 

create you own password!
DONE!

Your Email is set up.

You should now be in 

your school email!

STEP



Return to Your Personal Email
6

To continue to the next step, go back to your personal email and find 

your “Welcome” email that was sent from the school.

STEP



Accessing the Student Website7

Open your “Welcome” 

email and click on the 

“Click Here!” link to go to 

the student website. 

Warning! You must be 

logged into your school 

email to join or participate 

in any of your classes.

STEP

www.eipcsonlineschool.org 

http://www.eipcsonlineschool.org/


About the 

Student 

Website

The student website is 

where you will find 

your classes, the 

program’s guidelines, 

and everything else 

you need to complete 

your program.

www.eipcsonlineschool.org.



Starting the Program!
PROCESS & TIMELINES

Explains each step of the 

program in detail. It also 

shows the timelines on 

when your classwork and 

tests will be graded.

Pro Tip!  Explore the website so you know where to find everything.

RESOURCES
 This is updated frequently, it has:

• Teacher’s Email

• Payment Portal

• Graduation Ceremony Form

• And More…

PROGRAM STEPS

Has each step you need 

to complete in order.

SCHOOL CALENDAR

Shows school holidays, 

events, and when days 

the school is closed.



Go to Program Steps1

To get started, click on 

“PROGRAM STEPS”.

Pro Tip!  The 

“WELCOME” page has 

your teacher’s contact 

information (email, 

phone number 

extension, and call 

hours).

STEP



Review Program Steps2

Follow the program 

steps in order, to 

complete your 

program. Since you 

have already 

completed Step 1 

(signing into your 

school email), you can 

continue straight to 

Step 2.

Click on the 

“ORIENATION” picture 

to join the classroom 

and get started!

STEP



Joining 
Classes

Step 1

2

3

4

5

6

7

Notice: The class 

numbers and codes 

will change over time.



Join the Orientation Classroom1

After clicking on the class 

picture, a window will 

pop-up. 

2. After choosing the 

correct account, click 

the “Join class” button.

1. Before you click “Join 

class”, make sure you are 

using your school email 

to join. If you need to 

change the email 

account, click the arrow 

tab on the side. 

3. You will repeat this process for joining all your classes.

STEP



Orientation Classroom Features2

To find your 

assignments and 

assessment test, click 

on “Classwork” at 

the top of the 

classroom.

Your teacher will post 

class announcements 

on the “Stream” 

(front) area in the 

classroom.

Notice: The Orientation Classroom is REQUIRED! 

You MUST complete this class BEFORE you can 

continue to your other classes.

STEP



Live Orientations Location 3

Notice: The dates & times, itineraries, and procedures for live 

orientations will be posted in the front (stream) of the 

classroom. Live orientations vary month-by-month.

Live orientation is optional. 

To attend a live orientation, 

click the “Join” button on 

the front page of the 

classroom (under “Stream”) 

when it’s time to join. 

In the beginning, a window 

may pop-up explaining 

how you can join. For now, 

click the “Got it” button 

until you are ready to join a 

real live orientation.

STEP



Orientation Classroom Assignments4

1. After clicking on 

“Classwork” at the 

top, continue to 

“Step 1 – Learn the 

Program” module.

 

2. Click the “START 

HERE” folder to get 

started.

STEP



Learn Program & Final Testing Rules5

1. Click on the folder to 

partially open it and see 

what’s in it. Click on the 

attachment to open it. 

2. Click the attachment 

to open and read the 

FINAL TEST RULES. You 

MUST know this 

information to 

continue to complete 

your program. The “Online – Program Guide” is the SAME 

presentation you are looking at right now!

This guide is updated as the program changes.

STEP



Find Program Quiz6

1. Then, continue 

to the next folder 

to complete the 

“Program Quiz”.

2. Click the folder 

the expand it, then 

click the “Program 

Quiz” to open and 

start the quiz.

STEP



Pass Program Quiz7

Once you complete the 

quiz, check your score.

You MUST score 14/20 

(70%) questions correct 

to continue.

Anything less than 

14/20, you must retake 

this program quiz again 

(click “Submit another 

response”) until you 

pass it.

STEP



Find Final Test Quiz8

1. Then, continue 

to the next folder 

to complete the 

“Final Test Quiz”.

2. Click the folder 

the expand it, 

then click the 

“Final Test Quiz” 

to open and start 

the quiz.

STEP



Pass Final Test Quiz9

Once you complete 

the quiz, check your 

score.

You MUST score 8/10 

(80%) questions 

correct to continue.

Anything less than 

8/10, you must retake 

this quiz again (click 

“Submit another 

response”) until you 

pass it.

STEP



Complete the Assessment Test

1. Once you pass the 

“Program Quiz” and “Final 

Test Quiz”, you can take 

your assessment test.

2. You will repeat the 

same steps as before. 

Open the folder, click on 

the test and complete the 

assessment test.

Notice! Once you passed the “Program & Final Test 

Quiz” and completed the “Assessment Test”, you are 

done with the Orientation Classroom. You can go back 

to the student website to join and start your classes!

STEP

10



Return to 

the Student 

Website

Click on “Program Steps” 

to continue to Step 3 – 

“Add Your Classes”.

www.eipcsonlineschool.org 



Add Your Classes

You should now be on 

the student website on 

the “PROGRAM STEPS” 

page to complete Step 

3. 

Before you add your 

classes, make sure you 

are logged into your 

student email.

Then, simply click on each class 

picture until you join them all.

Pro Tip!  Make sure you read the class 

syllabus for each class, so you know how 

that class works and how you will be graded.



Classroom Features1

To find your 

assignments, click 

on “Classwork” at 

the top of the 

classroom.

You will find each 

class syllabus on 

the front page of 

the classroom 

(under “Stream”).

STEP



Finding Your Scores2

To check your assignment 

scores and to see which 

assignments you need to 

complete, click the 

“Classwork” tab first, then 

“View your work” second.

You can see your 

overall grade in 

the corner.

STEP



Complete the Module Classwork3

Once you click on 

“Classwork” scroll all the 

way down to find your 

coursework starting with 

Module 1. Make sure you 

complete the module 

classwork in order.

The first thing you will 

complete is a lecture. Click on 

it to expand the window or 

click on “View material” to 

open the folder all the way. 

STEP



Completing a Lecture4

Click on the material attached to open 

the lecture reading or to watch the 

lecture video.

A separate window will open for the 

lecture reading. A small window will 

pop up to play the lecture video.

STEP



Completing a Worksheet, Quiz, & Pre-Final5

1. All 3 of these assignments work the same 

way. Click on the assignment, it will open in 

a separate window.

2. Complete the questions, then click the “Submit” button at the bottom to finish.

Clicking “Submit” automatically submits your assignment inside the folder.

STEP

After submitting, you 

can see your score in 

the corner before you 

close the window.



Completing a Question or Discussion6

1. For questions and discussions, you 

will need to click on the “View 

Question” button to add and submit 

your answer in the correct place.

2. Once you fully open the assignment 

folder, answer the question and click the 

“Turn in” button to submit it. This button 

will become active once you start writing.

Pro Tip! You can 

update your answer by 

adding your response 

to the private comment 

section. 

STEP



Completing an Active Worksheet7

For active worksheets, a 

document is already provided 

and ready to complete. 

1. To see it, click on “view 

instructions” to open the 

folder all the way.

You can see your worksheet 

already attached inside the folder.

STEP

2. To open the worksheet, click on it and it will 

open in a separate window. 

3. To submit it, click on the “Turn in” button 

inside the completely open folder.



The document will open 

in a separate window and 

will automatically attach 
itself inside the folder.

Creating or Attaching a Document8

For writing assignments, you 

will need to create your own 

document to complete your 

assignment.

1. To create a document, make 

sure the assignment folder is 

completely open, then, click on 

“Add or create”. 

2. You will see a drop-down menu, 

pick the document you want to 

create. This is also how you will 

attach documents, files, and links.

STEP



Completing a Final Test



Final Test WARNING!
You can only open your Final Test ONCE!

!
Once you open a final test and submit a picture of your 

ID, it will count as your test attempt! Only open a final 

test when you are ready to complete it all at once.

See the next slides to see how to correctly start and complete a final test…

!
! !



1. Click on the name of the test to expand the folder. 

2. Scroll down 

until you see the 

“AutoProctor: 

Login” link 

attached, and 

then click on it.

Find & Open AutoProctor Link1

Pro Tip! To open 

ANY folder up all 

the way in Google 

Classroom, click 

“View instructions”.

STEP



2. A window may pop-up. Pick 

your school email “Gmail” account 

or add your account to continue.

Sign In to AutoProctor
2

1. It will open in a separate browser 

window and ask you to sign in to 

AutoProctor using your Gmail 

(school email) account. Click “Sign 

in with Google” to continue.

STEP



A video of “How to Take the Test” will show. 

2. Click “Got it” once you’re 

done watching the video.

Type Your Name As It’s Spelt on Your ID
3

Once you successfully picked your 

account, an ID Card notice will show. 

1. Type your first and last name as 

shown on your ID to submit.

STEP



Give Permission to Your Mic4

Sometimes it will look this this 

or 

sometimes it will look like that.  

A little window asking permission to use 

your microphone will pop-up, click “Allow”.

Notice: You will see this message several times while connecting to your test. 

STEP



Give Permission to Your Camera5

Another little window will pop-up asking 

permission to use your camera, click “Allow”.

Sometimes it will 

look this this 

or 

sometimes it will 

look like that.  

If you “Block” access to 

your mic or camera, you 

will need to reload the 

page and try again. 

Warning!

STEP



2. Once you click the actual 

picture, then click the “Share” 

button to continue.

1. Click the actual picture 

under “Entire Screen” (the 

outline should light up).

Share Your Entire Screen6
Next, you will see a window 

pop-up asking you to share 

your screen. 

STEP



Take A Picture of Yourself7

You will see a window pop-up 

asking you to take a picture. 

1. Take a picture of your face.

2. Then, click the “submit” 

button to continue.

STEP



8 Submit a Picture of Your ID

WARNING! THIS IS THE POINT OF NO RETURN!
Once you submit your ID, this will count as your test 

attempt! You will not be able to open this test again!

Take a picture of 

your ID

or

Upload a picture 

of your ID.

STEP



Verifying Your ID9

If it’s not accepted, you will 

need to retry again.
(redo the last 2 steps – 7 & 8)

Next, it will verify 

your ID.

If it’s accepted, 

you will proceed 

to the test.

Make sure your ID 
picture CLEAR & 

easily seen!

STEP



Go to Full Screen Mode

You will see a box saying, 

“Full Screen Mode”, click on 

“Go Full Screen”.

Don’t Exit Full Screen or else you 

will not be able to take the test. 

Full Screen Mode is NOT optional!

STEP

10



Take Your Final Test
STEP

11

TEST TIMER

WARNING!  

You must properly submit 

your final test BEFORE the 

clock runs out. 

If you don’t, the test will 

auto-submit WITHOUT 

saving your answers!

The test will start by 

asking for your email 

and full name. 

You will see the test 

questions below to start 

taking your test.

A warning for discrepancies will be shown here! 
Examples: Noise, Multiple Faces, etc.… 



1. When you have completed answering 

all the test questions, click the purple 

“Submit” button at the button FIRST!

2. After you see this message, then click 

the green “Click After Submitting Test” 

button SECOND.

Click Here 3rd 

3. A window will pop-up asking if you 

are finished submitting, click “Yes, have 

finished submitting” to complete the 

last step in submitting your test.

Click Here 1st 

Click Here 2nd 

Properly Submit Your Final Test
STEP

12



DO NOT close your testing window until you see this. 

Only when you see the ”Test Completed” message, will you know 

that you have successfully completed and submitted your final test. 

See next slide! 

You DID NOT submit your final test to 

the teacher yet inside the classroom!

Final Test Successfully Completed

You can now safely close 

your testing window.

STEP

13



Final Tests MUST be Manually Submitted!

!
You MUST manually submit your Final 

Test to the teacher by clicking the 

Mark as done button inside the Final 

Test folder in the classroom.

See the next 3 slides to see how to do this…

!
! !



Submitting a Final Test to Your Teacher1

After you completed the Final Test, return to the 

classroom, and find the Final Test folder to open it.

STEP



Find & Open the Final Test Folder2

Click the “View 

assignment” 

button to open 

the Final Test 

folder.

STEP



Submit the Final Test to the Teacher

1. Click the “Mark as done” button.

2. A window will pop-up saying, “you didn’t attach work”, 

ignore it and click the “Mark as done” button anyways.

3

STEP



Final Test Successfully Submitted

Once you have turned in (submitted) your Final Test, you will see it as 

submitted here and can continue to your next class or assignment. 

Notice: You can also “Unsubmit” an assignment by clicking here.

4

STEP



Complete All the Classes
You will finish all your 
assigned classes by using 
what you learned in this 
program guide.

When you are finished 
with all your classes, you 
will have successfully 
completed Step 3 and can 
continue to the next step 
on the student website on 
the “PROGRAM STEPS” 
page.



Are You Ready to Graduate?1

1. If you have completed all 

your classes with an over-

all score of 70% or higher, 

you can click the “Request 

to Graduate” form. 

If you failed any class, DO NOT complete 

the “Request to Graduate” form! Contact 

your teacher by clicking the email link 

provided.

2. The form’s picture and information 

may change over time, so make sure it 

says “REQUEST TO GRADUATE” at the 

top to continue.

STEP



Submit the Request to Graduate Form2

2. Confirm you have completed all the 

required core classes by checking each 

box, then click the “Submit” button at 

the bottom to continue. 

1. Complete the form by adding 

your personal information.

STEP



Once you submit 

the form, you will 

see this little 

window before 

seeing this form.

Program Completion3

Your next step is to wait for 

your “Exit Letter” letting you 

know that your request to 

graduate was approved. This 

letter will be sent to your 

school email and will tell you 

everything you need to know 

for processing your documents 

and exiting the program.

STEP



Optional Last Step4

Although this step is optional, we highly recommend that you 

complete Step 5, our “Satisfaction Survey”. 

Let us know if you liked the program and tell us what you think 

we could do to improve the program to help future students.

STEP



Walk-thru Presentation End
Adult Education Program to Earn Your High School Diploma
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