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Introduction 

This guide is designed to help you use the Labyrinth eLab (www.labyrinthelab.com) learning platform. It 

provides an overview of eLab as well as detailed information on content, assignments, tests, and 

grading. A learner user guide for eLab is available, and you may want to review it prior to the start of 

your course. For convenience, plenty of learner-view screenshots are included in this user guide. 

System Requirements 
eLab is completely web-hosted and requires no installation at your institution. You and your learners can 

access eLab from any web browser on any computer. The following table lists the programs required for 

viewing the various files and content. 

eLab System Requirements 

Requirements Details 

Web Browser ¶ Internet Explorer 8-9 (HTML5 content is displayed using Flash for IE8. In IE10 the 
gradebook is not fully compatible.) 

¶ Edge (The gradebook is not compatible.) 

¶ Firefox 20-24 (HTML5 content is displayed using Flash for Firefox 20-23.) 

¶ Google Chrome 25.0 or higher 

PDF File Viewer A PDF file viewer such as Adobe Acrobat Reader or Pro is needed to open overview 
presentations (learner view), which are saved in PDF to ensure optimal viewing on 
any of web browser. 

Adobe Flash 

Player 

Flash is needed to view simulation, hotspot, sequence, and matching questions, as 
well as video tutorials created for Office 2013 and earlier content. 

Multimedia content associated with books published after 2013 was created in 
HTML5 and Flash is not required. 

Microsoft Word Minimum version required is Word 2003 Needed to view various supplementary 
files, such as the course syllabus 

The recommended screen resolution for eLab is 1440 x 990 and the minimum requirement is 1280 x 

768. The recommended setting will allow you to view the test questions without having to scroll. If you 

choose a different resolution, you can still view the test questions, but you may have to scroll down to 

see any given question in its entirety. 

 

Tip! Set your resolution as high as possible for optimal viewing. 

 

http://www.labyrinthelab.com/
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Homepage 

To access eLab, go to www.labyrinthelab.com. The eLab homepage has been redesigned and features a 

visually appealing and intuitive interface. It was carefully designed to be as easy to use as possible. 

 

Learners and instructors can access the learner user guide from the eLab homepage. Click Help at the 

top right of the page, then Learner Resources. It is only after an instructor logs in that he/she has access 

to the instructor user guide. Your learners will never have access to the instructor user guide. Under 

Help, you can also download Instructor Support Materials, student exercises files, and more. 

 

Purchase an eLab license key here. 

Check if your computer 
is compatible with eLab. 

Have a question about eLab? Call 
Tech Support. 

Go here to download Student 
Exercise Files for your book. 

Download Instructor 
Support Materials here. 

file:///C:/Users/Laura/Desktop/www.labyrinthelab.com
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Registering in eLab 
Registering with eLab is easy and only takes a few minutes. Your account will be activated within 24 

business hours of you submitting the completed registration form. You register for eLab on the 

homepage. To register, click the Educator button under REGISTER AS NEW USER. This takes you to the 

Create Account page. 

 
 

Tip! Choose a password that you will remember. Passwords must be 5ς16 alphanumerical  

characters and may include the symbols !@#$%&*:;?/^+=. 

 

 

Fill out the form, then click CREATE ACCOUNT. Within a few minutes, you will receive an e-mail 

confirming that your form has been received. The next e-mail you receive, within 24 business hours, will 

include confirmation that your account is active. If you register over a weekend or on a holiday, you will 

receive notice of activation on the next business day. 

Logging In 
Once you have registered with eLab and received confirmation of your account activation, you are ready 

to log in. 
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After you click Sign In, you will be sent to the My Courses page. From this page, you can:  

· Manage your account: View your available courses and uploaded files, edit your profile, change 

your account settings, and change your password. 

· Communicate with your learners: Receive notices such as when assignments and tests are 

submitted and create announcements for learners such as a snow day or an assignment 

extension. 

· Manage your course: Create a new course section, manage teaching assistants, and create and 

view reports. 

· Get help: View help topics on frequently asked questions, access this user guide, and contact 

technical support. 

 

Tip! From any other location, you can return to the main page where your courses  

and associated sections are listed, by clicking the List link at the top right. 
 

My Account 

Profile 
In the Profile section, you can view the profile you created when you signed up for eLab. Click the Edit 

button to make any changes, taking note of the mandatory fields. In the Settings section, you can create 

course categories and create alerts for learners.  

Change Password 
Changing your password is easy. Simply enter your existing password and then enter and confirm your 

new password. Click Submit to apply your new password. 

Enter your e-mail and 
password, and click SIGN IN. 
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Courses & Skills Evals 

From the Course & Skills Evals section (in the left navigation pane), you 

can view your existing courses, create a new course/section, create 

shared courses, and manage your class files. 

 

 

 

List 

Course Organization 

On the List page, courses and sections appear under categories in greenish bars. Below, you will see two 

categories ς SPRING 2017 and FALL 2017 ς and the associated course(s)/section(s) for each. 

 

 

 

 

 

Clicking a section title takes you to the learner view. A new browser tab (or a new browser window, 

depending on your web browser) opens and you can toggle between instructor and learner views. You 

may want to use this feature to view the overview presentations, video tutorials, learner assignment 

area, and more so you can familiarize yourself with the learner experience of eLab. This feature is also a 

neat way to view how learners will see the tests and assignments you create. 

The FALL 2017 category 
has 1 course. 

The SPRING 2017 category 
has 3 different courses. 

Click άςέ to 
hide ŀƴŘ ά+έ 
to unhide 
categories. 

Drag a category to move it to another place 
on your List page. 
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Section Organization 

Each course section includes six links: Gradebook, Assignments, Tests, Manage, View as Learner, and 

Edit Content. Use these links to build and manage your course. To get to a specific area within the 

Assignments, for example, click the arrow to expand the menu of related options. This can be used as a 

shortcut. 

 
Click View as Learner to experiŜƴŎŜ Ŝ[ŀō ŀǎ ȅƻǳǊ ƭŜŀǊƴŜǊǎ ŘƻΦ LǘΩǎ Ŝŀǎȅ ǘƻ ǊŜǘǳǊƴ ǘƻ ȅƻǳǊ ƛƴǎǘǊǳŎǘƻǊ ǾƛŜǿΦ 

 

Tip! You can also click the section title hyperlink to view the course exactly as learners do. 
 

Toggling Among Sections 

If you have multiple sections of a course, you will see a series of tabs at the top of the page when you 

enter one section. You can toggle among sections with a click of the mouse button, making it easy for 

you to compare course sections. 

 

 

 

 

 

In this illustration, the instructor is viewing the Assignments page for one of the two sections of their 

course. The active section tab and the active task tab are marked as chosen. The section tab is 

highlighted (dark blue background) and the active tab is white (not gray). 

You can also toggle among different courses under the same category. So, if you have a category called 

Fall 2018 with courses for Excel 2016, Word 2016, Access 2016, and PowerPoint 2016, you can toggle 

among these with ease.  

 

Tip! Create categories to suit your individual needs. 
 

New 

Create a Course 

Creating a new course is easy. The New area allows you to choose from available eLab courses. Once 

you have chosen your course, you can edit the description and other details about the course. 

 

Active course 
section 

Active tab 
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Click the Create Course/Evaluation link, choose the desired option, and click Submit. 

This section will review the above options for creating a new eLab course. View the eLab SET guide in 

ǘƘŜ ƛƴǎǘǊǳŎǘƻǊΩǎ ŀŎŎƻǳƴǘ ŦƻǊ ƳƻǊŜ ƛƴformation on creating a SET evaluation to use for testing purposes. 

Creating a Course from the Course Repository 

You can choose to create your course based on a prebuilt (and customizable) course. Choose the first 

option in the Create Course/Evaluation window, which is selected by default, and click Submit. 

 

Step 1: Course Description - Fill in the form as appropriate and click Next. 
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Notes: 

¶ Choose a Course: Choose the course you want to create. 

¶ Choose a Category: Choose the default category (Instructor Category) you want to place the course 

under or select Add New to create a new category. 

¶ Course Name: Add a new course name or leave the default.  

¶ Course ID: Fill in the Course ID. You can make this up. 

¶ Course Section: Fill in the new Course Section. You can make this up. 

¶ Course Description: Update the existing course description as desired or leave it as is. 

¶ Send Enrollment Notification: Select Yes to provide a custom welcome message sent to learners 

upon enrollment in the course. 

¶ Time Zone: Change your time zone; also reflected on your tests and assignments. 

Step 2: Course Settings - Determine your course settings. Here you indicate the content to copy 

όŀǎǎƛƎƴƳŜƴǘǎΣ ǘŜǎǘǎΣ ŀƴŘ ƭŜŀǊƴƛƴƎ ǊŜǎƻǳǊŎŜǎύΦ ²ƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ƳƻǾŜ ǘƻ ƻƴΣ ŎƭƛŎƪ bŜȄǘΦ 

Step 3: Validate Course - Verify the information from Steps 1 and 2 and click Save. eLab will create your 

new ŎƻǳǊǎŜΦ ¸ƻǳΩǊŜ ready for class! 

 

Note! Depending on the amount of content in your existing course, it may take some time for  

the new course to be created. Be patient. 
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Copying an Existing Course 

You can duplicate an existing course to be used again in a later course or if you are teaching multiple 

sections of a course during the same term. Choose the second option in the Create Course/Evaluation 

window and click Submit. 

 

Step 1: Course Description - Fill in the form as appropriate and click Next. 

 
Notes: 

¶ Choose a Course: Choose the course you want to copy. 

¶ Choose a Category: Choose the category for your new course. 

¶ Course Name: Fill in a new course name or leave the default (name of the existing course). 

¶ Course ID: Fill in the course ID or leave the default, which is the ID of the existing course. 

¶ Course Section: Fill in the new course section. 

¶ Course Description: Update the course description as desired. 
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Step 2: Course Settings - Determine your course settings. Here, indicates the content to copy 

(assignments, tests, learning resources, teaching assistants, discussion forum) and set the course 

start/end dates. You can use the same dates as the existing course or set new dates. If the original 

course you are copying has due dates set for tests and assignments, when you set the new course 

start/end dates, this will only adjust the new tests and assignment due dates in the new course based on 

the new start and end ŘŀǘŜǎΦ ²ƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ƳƻǾŜ ƻƴΣ ŎƭƛŎƪ bŜȄǘΦ 

 

Note! eLab does not factor out weekends and holidays when calculating dates for new courses.  

If you find that an assignment/test becomes available or is due on a non-school day, you can change  

the date manually. 
 

  

Step 3: Validate Course - Verify the new course start/end dates and click Save. eLab will create your new 

course and update the dates ŦƻǊ ŀƭƭ ǘŜǎǘǎ ŀƴŘ ŀǎǎƛƎƴƳŜƴǘǎ όƛŦ ŀǇǇƭƛŎŀōƭŜύΦ ¸ƻǳΩǊŜ ǊŜŀŘȅ ŦƻǊ ŎƭŀǎǎΗ 

 

Note! Depending on the amount of content in your existing course, it may take some time  

for the new course to be created. Be patient. 
 

 

From Scratch 

Use this option to build a new shell for your course. Later, you can add the files and content you desire. 

Begin by filling in the basic information about your course. 
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Here, a new course category for Winter 2016 was created. Also added were the course name, ID, section, 

and ŘŜǎŎǊƛǇǘƛƻƴΦ bƻǘƛŎŜ ǘƘŜ ŎƛǊŎƭŜŘ άƛέ ƛŎƻƴǎΦ IƻǾŜǊ ȅƻǳǊ ƳƻǳǎŜ ǇƻƛƴǘŜǊ ƻǾŜǊ ǘƘŜǎŜ ƛŎƻƴǎ ǘƻ ǊŜŀŘ ŀ 

description of the associated item. 

When you are finished entering the basic information, click Next to move to the empty Content section. 

Here, you begin adding headings and content. Click the link next to the green plus sign in the left 

navigation pane to open a menu of available options in the main window.  

  

To add a file to this course, click in the radio button for File and an expanded window appears. 

 

 

 

ά5ƛǎǇƭŀȅ ƛǘ ŀǎ ŀ Κέ hǇǘƛƻƴǎ 

Option Details 

Text Link /ƘƻƻǎŜ ǘƘƛǎ ƻǇǘƛƻƴ ǎƻ ȅƻǳǊ ŦƛƭŜ ŀǇǇŜŀǊǎ ŀǎ ŀ ƭƛƴƪ ƻƴ ǘƘŜ ƭŜŀǊƴŜǊΩǎ navigation 
pane. Fill in the filename and description, and then click Submit. 

Button Choose thƛǎ ƻǇǘƛƻƴ ǎƻ ȅƻǳǊ ŦƛƭŜ ŀǇǇŜŀǊǎ ŀǎ ŀ ōǳǘǘƻƴ ƻƴ ǘƘŜ ƭŜŀǊƴŜǊΩǎ 
navigation pane. Fill in the filename and subtitle, and then click Submit. 

 

 

Browse for the file you want to attach; 
it is pulled from the My Files area. 

These options change depending on 
which radio button chosen above.  

Choose Yes to make the file 
available to your learners. 
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Shared Courses 
Courses can be shared with any other instructor with an eLab account. Once shared, instructors can 

copy the course into their own account and modify it as desired.  

Shared courses can be retracted by the sharing party at any time. However, if the receiving party has 

already copied the course, the copied course is now under the control of the receiving party. The copied 

course cannot be retracted by the sharing party. 

Sharing a Course 

From the My Courses/Evaluations page, click the Manage link under the course to share. 

 

Next, click Course/Evaluation Sharing. 

 

Enter the e-mail address for the receiving party. This e-mail address must be associated with an active 

account within eLab. Enter an access code of your choice, up to 10 alphanumeric characters. Check the 

box to agree with the terms and conditions and select Save. 

Filename 

Subtitle 
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Once saved, you will see a confirmation on your Course Link and ID tab. 

 

You can view your access code or resend it to the receiving party. If you would like to stop sharing your 

course, select Delete. This will remove the shared resource from the receiving parties account. Note that 

if the receiving party has already copied the shared resource, the copy cannot be removed by the 

sharing party. 

Receiving a Shared Course 

eLab users on the receiving end of a shared resource will find it under the Shared link within the Courses 

& Skills Evals section of the left navigation pane. An e-mail containing an Access Code required to copy 

the shared resource will be received at the same time.  

 

To copy the shared item into your account, click Copy. 
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Add the Access Code from the e-mail and click Submit.  

  

You can now add your own course category, name, ID, section, and adjust settings. The remaining steps 
are the same as copying an existing course, covered earlier in this user guide. 

 
 

Course Materials & Files 
In the Course Materials & Files section, you can add and organize files (such as reference documents or 

tip sheets you have created) to be used in your courses. Store the files here and then use them in your 

courses. Begin by clicking the My Files link under Account Management in the navigation pane. From 

there you can create folders to organize files, add new files, delete unwanted files, and download files. 
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Create/Manage Files 

Task Details 

Create a folder · Click the Create Folders button. 
· Enter the folder name and the parent folder name (if creating a subfolder). 
· Click the Create Folder button. 

Add a file · Click the Add New Files button. 
· Follow the appropriate step: 

o Firefox and Chrome: Drag the desired file(s) onto the gray area. 
o All other browsers: Click in the gray area, navigate to the desired file(s), 

and double-click. 
· Choose where to store the file(s) and click Add. 

Delete a file · Click next to the file/folder you want to delete. 
· Click the Delete button. 
· Click Yes to confirm the deletion. 

Download a file · Click next to the file/folder you want to download. 
· Click the Download File button. 
· Choose to open or save as appropriate. 

Communications 
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Categories & Alerts 

Categories 

The Course Categories tab under Categories & Alerts allows you to create, edit, modify, and rearrange 

the categories used to organize your eLab courses. Here, you can rename or delete categories by clicking 

the Edit icon. 

 

To move a course or course section to a different category, click the Manage link for that course/section 

from the My Courses page and then go to the Edit Course Description tab and change the category field. 

Click Save to apply the change. 

Alerts 

You can configure eLab to notify you when certain events have taken place, such as when assignments 

or tests are submitted or when learners join or leave your class. There is even an alert for when a 

learner has posted in the discussion forum and when you have new Course Mail. Simply choose your 

desired options and click Save. 

 

Just type the new name in the box 

and click OK. Or, click Close to cancel. 
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View Alerts 

The alerts that you configure under Communications > Categories & Alerts area appear here. To view 

your alerts, click Alerts. Notice you also see the number of alerts received. For example, in the below 

illustration, two alerts are indicated. 

 

If you have several alerts in different courses, alerts are listed under each course name. To delete all 

alerts, simply click the Check All link and click Delete. To delete individual alerts, click the red X. To 

change alert options, go back to Settings, click the Alert tab, and make your adjustments. 

Discussions 
My Discussions is where you can communicate with your learners. It is also known as a discussion 

forum, group, or board. You can create a new forum category for a specific course and add different 

topics to it. Learners can then post their responses to the topic and reply to oǘƘŜǊ ƭŜŀǊƴŜǊǎΩ ǇƻǎǘƛƴƎǎΦ 

¢Ƙƛǎ ŎǊŜŀǘŜǎ ŀ άǘƘǊŜŀŘΦέ ! ǘƘǊŜŀŘ Ŏŀƴ Ŏƻƴǎƛǎǘ ƻŦ Ƴŀƴȅ ǇƻǎǘƛƴƎǎ ōȅ ŀƭl learners in the course. 
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Add a Forum 

To create a new forum category, click Add New Forum, select your course, and click OK.  

 

Note! You must have at least one course added to create discussion categories and topics. 
 

 

 

Add a Topic Category 

After creating your course forum, you will need to create a category. Click Add New Topic Category. 

Type the name of the category and click OK.  

 

 

Note! Once a topic has been added to a category, that category can no longer be deleted. 
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Add a Topic 

To add a topic within a category, click on the Topic Category Name and then click Add New Topic. 

 

In the new topic window (shown above), type the topic name and description, as well as the availability 

(open and close date). If the topic will always be open, choose the Always Available option. If the topic 

will not be graded, select No. If it will be graded, choose whether you want to input the grades yourself 

(Manual) or let eLab do it (Automatic).  

 

 

  

Once you have entered all topic information, click Add. The topic will then be listed under the category. 

You can edit the topic by clicking the icon under the Edit column; delete it by clicking the red X. To view 

ƭŜŀǊƴŜǊǎΩ postings to the topic, simply click the topic title. 

Grading Topics Manually 

Once the topic has been created and has the option for you to manually grade it, you can then input 

grades for each learner after reading their postings. 

 

Click the View link under the Activity column to view the grade settings. 

Choose Automatic to set criteria for automatic 
grading. You can set more than one rubric 
criteria by clicking Add New Criteria.  
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Announcements 
There may be times when you need to contact your learners all at once, perhaps to announce a 

cancelled class or an extension on a deadline. You can do this in the Announcements section. Click the 

Add New Announcement button and fill in the form. 

 

Click in the Check All box to send the announcement to all courses/sections in a category. In the Status 

section, choose Pending to create and save your announcement without posting it. Choose Publish to 

send your message to learners. 

LƴǇǳǘ ƭŜŀǊƴŜǊǎΩ 
grades here. 

After inputting learƴŜǊǎΩ 
scores below and clicking 
Update, click Publish 
Scores to Gradebook for 
learner view. 
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Course Mail 
The Course Mail functions just like regular email. All messages sent to and from learners are sent within 

eLab only. Course Mail does not go ǘƻ ƭŜŀǊƴŜǊǎΩ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΦ ¸ƻǳ ŀƴŘ ȅƻǳǊ ƭŜŀǊƴŜǊǎ ǿƛƭƭ ƴŜŜŘ to log 

in to eLab to retrieve and send messages. 

 

To send a new course mail, click Compose New Message. To send a general message to learners in all 

your courses, select All Courses from the drop-down list and check the All Learners box. 

  

Add the Subject line text and type your message. You can then send the message, attach files, or save 

the message as a draft.  

In addition to the basic features of the Course Mail, you have the option to select the course you want 

to see the Course Mail for only. This way, you can identify which learner belongs to which course. If you 

have Course Mail set to Show All, then you will see messages from learners across all courses/sections. 

To message individual 
learners, click the icon and 
select the desired names. 
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Choose Show All for the greatest message search flexibility. 

Surveys 
The My Surveys section allows you to create your own survey for students to complete in the course. To 

create a new survey, click the My Surveys link, located in the left navigation pane. This brings you to the 

Create a New Survey page. Give the survey a name and select a category to place it under. Next, you can 

set a due date or leave it to always be available. Click Next to move to Step 2. 

 

Step 2 allows you to select your survey questions. Click the Show Question Library to Add Questions 

button to begin selecting your survey questions. If you have not created your questions yet, you can 

always create it during this process. You can also create your questions in the Question Library first. See 

the Question Library section on how to create/add questions to the Question Library. After selecting 

your questions, click the Add Selected Questions to Survey button. Click Save & Finish. Notice that a link 

then gets generated. This is your survey link that you will need to add to the Content section of your 

course. Your students will then access this link to begin completing the survey. To see what the survey 

looks like and complete it yourself, copy and paste the link into a new browser window. 
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After the survey is created, you will see it listed on the My Surveys page. Note: Once the survey is 

created, you will not be able to edit the questions. If you need to edit the questions, you will need to 

delete the entire survey and create a new one. 

 

 

 

 

Reports 

 

The reporting module enables you to easily determine which tasks your learners are mastering, and 

which areas need further attention. You can pinpoint and address problem areas by analyzing test 

results question by question, for an individual class section, or across multiple class sections. You can 

compare the results of all test questions or use filters to compare only those questions in common 

across all tests being analyzed. This complex analysis is made easy in eLab. 

Learner Activity Report 

Click this link to see statistics on individual learners, all learners in a course section, or all learners in all 

courses. eLab will generate a report showing information on logins, quizzes and assignments, course 

time, and more. 

 

Question/Test Comparison Reports 

Although the extensive table on the analysis page may look intimidating at first, this feature is easy to 

use. And, we have provided a legend to help you navigate and use the question/test comparison table. 

Preview your survey. 

View the survey analysis, 
as well as print. 

Reset All allows you to 
reset the survey analysis, 
deleting all submissions. 
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There are two sections to the table. In the first section of the table, you can enter specific question IDs 

(separated by commas) to make your analysis. 

 

The second section is organized by course sections. Use this table to compare against different sections 

of the same course. Simply click in the checkbox next to the test(s) you want to compare. 

 
Here we are comparing the results of the YDF Chapter 6 Quiz in section VD-101 to the results of the YDF 

Chapter 6 Quiz in section VC-101 of the same course. 

When ready, click Get Report on the right side of the table. Following is a small section of the report 

generated for our analysis. Note the headings. You can view the average points, number of learners who 

took the test, number of learners who answered the question correctly/incorrectly, number of learners 

who did not answer the question at all, and average time for taking each question. 

CƻǊ ȅƻǳǊ ŎƻƴǾŜƴƛŜƴŎŜΣ ǘƘƛǎ ƭŜƎŜƴŘ άŦƭƻŀǘǎέ Řƻǿƴ ǘƘŜ ǘŀōƭŜ ŀǎ 
you scroll so you can always view the text and can easily click 
the Get Report button. 
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Content Tracker Report 

The Content Tracker Report tracks how many resources each learner has utilized. To view the Content 

Tracker Report, click Reports under Communications, then click the Content Tracker Report at the 

bottom of the list of Reports.  

 

Select the course for which you would like to view a report. You may also filter the reports you receive 

by selecting a specific learner whose reports you would like to view, login start date, and/or login end 

date. Once you have filled out your desired fields, click Search.  

 

The Content Tracker Report generated contains five columns: Number (#), which contains a plus sign to 

view more detailed information for each learner; Learner, which Ŏƻƴǘŀƛƴǎ ŜŀŎƘ ƭŜŀǊƴŜǊΩǎ ƴŀƳŜ ŀƴŘ 

email; Percent Completed, where the percentage of the resources utilized by each learner is displayed; 

First Login, which shows the date of the first time a learner logged into the course; and Last Login, which 

shows the date of the last time a learner logged into the course. 

 

To view a more detailed report of a learner, click the plus sign in the first column beside the learnŜǊΩǎ 

name. The Content Tracker Report displays each unit and lesson of the course and the percent 



Labyrinth Learning  Page 29 

completed for each. Click the plus sign to the right of a lesson to see the percentages for each type of 

resource utilized, such as Lesson Overview, Learning Resources, and Concepts Review Quiz.  

 

Some resources, like Learning Resources, may have subtypes, such as Videos and Guide Me Tutorials. 

hǇŜƴ ƻƴŜ ƻŦ ǘƘŜǎŜ ǎŜŎǘƛƻƴǎ ŀƴŘ ȅƻǳ Ŏŀƴ ǾƛŜǿ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ǘƘŜ ǾƛŘŜƻǎ ƻǊ DǳƛŘŜ aŜΩǎ ƛƴ ǘƘŀǘ ƭŜǎǎƻƴ ŀƴŘ ǘƘŜ 

percent completed for each. If you click the plus sign to view details for a video or Guide Me, the report 

shows each login time and exactly how much time was spent viewing each video. Details for other 

resources, like the Overview Presentation and the Concepts Review Quiz will only include the login time 

and do not measure the time a learner spent using those resources. 

 
 

Note! For quizzes, the Content Tracker Report tracks how many questions a learner  

answeredτnot their scores. 
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Assistants & Tools 

Teaching Assistants 
The Teaching Assistants feature allows you to add supplementary educators (co-instructors) to your 

courses. Co-instructors can be given permission to access several areas of eLab: 

¶ Assignments (View, Edit, Create, and Grade) 

¶ Tests (Create, Edit, and Reset) 

¶ Gradebook (Manage) 

¶ Learner (Move, Access Deny, Delete, and Drop) 

¶ Discussion Forum (Manage) 

Adding a co-instructor is simple. Begin by clicking the Teaching Assistants link under  

Assistants & Tools. In the Teaching Assistants window that appears, click the Add New Teaching 

Assistants button. A pop-up box will appear, as shown at right. Enter the email address of the new co-

instructor and click OK. Fill out the next form, making sure to complete all mandatory fields, and click 

Submit. Then, in the Teaching Assistant Permissions window, you can set the permissions for your new 

co-instructor. Click the icon under Edit Permissions. 

 

Note! Only one email address may be associated with one user type. If your co-instructor  

already has an email address in eLab (as either instructor or learner), that same email address  

may NOT be used for the teaching assistant account. Use an alternate address. 
 

 

 

Click in the checkbox for the desired 
course, and then click Edit Permissions. 
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 Here, click in the checkboxes for the permissions you want your new co-instructor to have. Click Save 

when you ŀǊŜ ŦƛƴƛǎƘŜŘΦ ¢ƘŀǘΩǎ ƛǘΗ ¸ƻǳǊ ƴŜǿ Ŏƻ-instructor is now ready to assist you with your course. 

Find Learner 
Use this feature to look up a learner by first name, last name, or email address. In this example, we 

searched for the learner Sally Soto. Click the View Details link to show the name of your course(s) Sally is 

currently registered in, along with her license key, the date she registered for your course(s), as well as 

the assignment, tests, and content statistics (time spent in each section). 

 

To view the learners in all your courses, simply click Show All Learners. 

LMS Integration 
If your school uses D2L, Blackboard, or Canvas, you may use our LMS Integration tool. You can find 

admin, instructor, and student instructions for using this tool in eLab. They are available from a link 

under the Assistants & Tools section in the left navigation pane. 
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Student Accommodations Feature 
The student accommodations feature allows an educator to set accommodations for individual students 

that are applied to all tests or assignments in any eLab course taught by that instructor. The following 

settings are available to make student accommodations.  

Assignment Settings: 

¶ Additional Attempts: allows the educator to add one or more additional attempts to the total 

number of attempts allowed for assignments. 

¶ Extend Due Date By: the number of days or hours entered is added to the due date for 

assignments, extending the window a student has, to submit assignments. 

¶ Extend Late Submission Date: the number of days or hours entered is added to the late 

submission date for assignments. 

Test Settings: 

¶ Extend Time Limit: the number of minutes entered is added to the time limit that a student has, 

to complete tests. 

¶ Extend Close Date BY: the number of days or hours entered is added to the close date for tests 

which extends the window a student has, to complete tests. 

¶ Additional Attempts: allows the educator to add one or more additional attempts to the total 

number of attempts allowed for tests. 

¶ After setting accommodations for a student, the educator can enable or disable the settings as 

necessary. 

¶ The key benefit to this feature is the accommodations only need to be set once for a student 

and are applied to all tests and assignments for tƘŀǘ ǎǘǳŘŜƴǘ ƛƴ ŀƴȅ ŎƻǳǊǎŜ ƛƴ ǘƘŜ ŜŘǳŎŀǘƻǊΩǎ 

eLab account. 

Setting Accommodations for a Student 

1. Click the Set Accommodations link under the Assistants & Tools section of the left pane from your 

eLab My Courses page. 

 
 

2. Click the Edit button for the student you wish to set accommodations for. 
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3. Set the accommodations for this student and click Save. 

 

4. When you save the settings, the Requires Accommodations checkbox will automatically be 

checked to enable the accommodations. If you wish to disable the accommodations for a 

student, uncheck the Requires Accommodations checkbox and click Yes in the popup box that 

appears. 

eBook Integration 

Our VitalSource eBooks are now integrated with and accessible from eLab. You will now see a new 

eBook link within your eLab course. 

 


























































































































