
1

Manager manual

Classera  – Ver 8  



 

2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

User Maunal for Classera LMS (Manager Account) 

Ver 8  

  



 

3 

 

 

 

 

Content 

4 1 -Operational Requirements  

5 2 -  Logging in Classera 

6 3 -Home page 

7 4 -Personal Profile  

8 5 - Mail Box 

10 6 -SMS 

12 7- Students list  

13 8 -Teacher’s list   

14 9 -Calendar  

16 10 -Virtual Meetings 

18 11 -Reports   

20 12 -Library   

21 13 -Certificates/Letters  

  



 

4 

 

 

 

 

 

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 

https://play.google.com/store/apps/details?id=com.app.classera&amp;hl=ar 

https://itunes.apple.com/in/app/classera/id1102012717?mt=8 

 

 
 

 

  

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
https://play.google.com/store/apps/details?id=com.app.classera&amp;hl=ar
https://itunes.apple.com/in/app/classera/id1102012717?mt=8
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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: 
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2 

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/
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1. Your name where can edit your profile 

2. To follow your new notifications 

3. Current date and time. 

4. Home page   ، includes the following   : (Students list - Teachers list  – Parents list - Mail box 

-Calendar - Smart Classrooms  – Schedule  – Library   ... ) 

5. General Statistics  

6. Users online now 

7. Chat. 

 

3/ home page 
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name 

Profile picture 

 

Edit profile 

Public profile 

Choose Language 

Log out 

Account settings 

Browse Public 
Profile 

Work experience 

Education Skills & 
Interests 

Contact 
Information 

Personal 
information 

Save 

Change photo 
jpg 

4- Personal Profile  

Changing date format ( Gregorian / Hijri ) 

Change Language  

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

  
6 

Notifications of new messages  

Browsing messages 

7 

5/ Messages ( Mail Box ) 

1 

2

  
1 

3 

4 

6 

5 

supervisor 
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8.  

 

 

 

  

Writing a new message  

3

           3     -                            

Fill  the message body  and click  send 

1

  
6 

2 

1 

From the side 

menu choose 

Mailbox 

Send button 

Subject 

Message body 

Choose receivers 

 اضافة مرفق

Priority 

Choose name of receivers 

Click on Compose message 
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It’s a service to send a short SMS on mobile phones of users to let them know on what’s 

new on the system  .  

And you can send SMS to : 

- Parents 

- Students   

- Teachers. 

- Supervisors . 

- Adminstration Staff 

- SMS Reports 

 

 

 

 

 

 

 

 

6/ SMS 
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Sending Steps: 

- from home page  :  

- 

Choose  SMS 

- Type SMS Body  .  

Note  : appears  ( above the text box   ) counter for the number of letters for SMS, and it’s the 

same as in Mobile phones . 

Note  : Appears in the top part of the screen your balance for sending SMS in the current 

academic year  ، appears as well a counter for number of sent message and balance of message 

to be sent in the bottom part of your screen  .  

 *Select the type of users you’re willing to send the SMS to 

- you can select certain users whom you want to send the SMS, according to the following 

classification ( Levels – Stage  – Section..)  

-Click on Send. 
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1- On home page appears an option “ student’s list” to show all students 

2- You can view attendance and behavior reports for any student of a certain time 
period and specify the period, also view who exceeds number of days allowed for 
absence. 

3- You can also view all students information  
4- A manager can also view a student profile including all content without the 

permission of editing any of these content 
5- Print a student file or export to excel 

  

7/ Student list 
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4 
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1. From the main menu, choose : teachers.  

2. Report of teachers’ schedules. 

3. School Schedule.  

4. Search for any teacher 

5. Export to excel or print page 

6. List of current students 

7. Actions on each teacher 

a /open teacher’s page 

b /to open preparations page 

c / to view Kagan forms done by a teacher.  
d /browse a teacher’s ( schedule, courses, absences and alternative teachers )  

 

 

  

8/ Teachers list 
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9-Calendar 
 
 

Calendar   : it’s a tool to record and notify users with important events  .  
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2 
3 

4 

5 

View calendar 
 

 عرض التقويم
 

Browsing  
through months 

 التنقل بين الشهور 
 

Added events 
 

 اختبار الدراسات
 

 البيئة يوم 
 

 رحلة مكة
 

 حدث مضاف
 

Add an event 

View events  
according to 

Days, Weeks , 

Months 
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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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School Administration can  ( manager   / school admin   / pricipal ) hold virtual meetings on the 

system for internal or external users. 

from Virtual Meetings page  :  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  Add a new virtual meeting 

2.  To search for a recorded meeting 

3.  View all virtual meetings .   

4. Export to excel/print PDF/ print directly 

5. Meeting link, in order to send it to external users 

6. Actions buttons : Start meeting ، download recording .. Manage users ، edit ، 

delete.  

 

 

 

  

10 – Virtual Meetings 

 ) ت الذكية )الإفتراضية
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1  .Search for Recorded Smart Classrooms 

2. export list to excel sheet/PDF print/ print directly  .  

3. view list of recorded smart classrooms. 

4 .view recording 

 

  

Recording Smart classrooms/ Virtual 
Meetings 

1 

3 

2 
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When a manager can get a report on the activity of : 

- Supervisors 

- Managers 

- Kagan Coaches 

- Administrators 

- Advisers 

- Floor Supervisors 

- Parents 

 
Reports Steps: 

- From main page 

- Double Click on users reports. 

- Select the type of users  .  

- Specify the time period 

11- Reports 
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- Different views are available such as:   :  

 

a /Table 

b /chart 

Appears some tools to control the view such as : 

Show chart  

Hide table: 

Edit chart.: 

Change chart :  

 Pie   

 Column  

 Area 

 Line  

You can print report for the print button on the upper part of the screen. 

 

  

https://me.classera.com/manager/users/users_report/11
https://me.classera.com/manager/users/users_report/11
https://me.classera.com/manager/users/users_report/11
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12- Library 

 one of the most largest interactive libraries in classera   ، where plenty of content is 

shared by respectful teachers working with our schools partners   ، the library includes 

hundreds of thousands of interactive content including  (video  – worksheet  

– presentations   .. etc) for all stages and levels 
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Search 

filter 
 

View public 

library  

Custom libraries 

طباعة 

النتائج / 

التصدير 

 اكسل
 

Direct view for 

content 
 

Click 

on 

Digital 

Library 
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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 

 

 

 

13- Certificates / Letters 

Certificates/ letters 
/ Letters  

View your certificates and letters 
 

Notification of a new 

certificate issuance 
 

1 

Issued letters & certificates 
 

Issues certificate 
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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 



 

23 

 

 

 

 


