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Getting Started 

Launching the Program 

The program should be launched from the appropriate desktop icon, or by 
inserting a program disc. If you are using a CD, the program should start 
automatically when the disc is inserted in the drive. If the system is not 

launched properly, some features may not be available. 

Depending on your location and the configuration of your network, Internet access may 
be required. Contact your system administrator for more information.  

Logging In 

From the Log In screen, enter your user name and password. User name and password 
entries are case sensitive. 

 

My Immersive 

After logging in, the My Immersive page is displayed. My Immersive displays all 
available classes for each course, and provides access to profile settings, learning 
material, student reports, Class Manager, Assessment Manager, support files, and other 
management tools. 

To begin viewing course material, a class must be available. The Class Manager is used 
to create and manage classes. 
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Creating a Class 

[1] To create a class, select the ‘Class Manager’ link from My Immersive. 

 

[2] From the Class Manager window, select the ‘New Class’ button.  
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[3] Enter the appropriate information in the Class Creator. Labels in red indicate required 
information. 

[4] To enable student enrollment, enter a unique Enrollment Code. Students use the 
Enrollment Code to enroll in the class. The instructor must confirm the enrollment of 
each student before the student can view the course material.  

[5] When all the necessary information is completed, click the ‘Create’ button to create 
the new class. Class information can be modified at any time. 

 



 
 

IE Quick Start Guide for Instructors and Course Managers v2.5 5 

 

[6] The new class is added to the Class Manager class list. Class settings for status, 
enrollment, and the comprehensive (final) exam are displayed on the class list. The 
‘Enroll’ button is used to manage individual student enrollment and settings. Class 
information (class name, enrollment code, etc.) can be modified by clicking the class 
name. 

[7] To view the course material or student reports, select a ‘My Immersive’ link from the 
header or the context menu to return to the My Immersive page. 

 

Navigation 

A link to My Immersive is always available in the page header and can be selected at any 
time. Links in the page header are available on every page. In addition, each page has a 
unique context menu. The context menu displays the title of the current page as well as 
its relationship to other pages. To jump to a particular page listed on the context menu, 
click the name of the page from the context menu. 
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Viewing Course Material 

From My Immersive, course material is viewed by selecting the ‘view course’ link. 
Additional information regarding the learning material is provided in the IE Learning 
Environment User Guide. 

Class Reports 

To access class and student reports, click the ‘class report’ link next to the appropriate 
class. A summary report for each class and individual student reports are available. Pre 
and post-test results are displayed for each student, and can be reset by the instructor. 

Student profile information, including user names, passwords, and email addresses, can 
be accessed using the ‘Student Information’ menu. Select the appropriate class, then click 
the ‘Go’ button to access the reports.  
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User Registration 

Instructor Registration 

The system administrator registers instructors and provides a user name and temporary 
password. New instructors should log in and change their password before they begin 
using the system. 

Student Registration 

Students that do not have a user name and password must self-register before they can 
log in and use the system. 

[1] Students self-register by selecting the ‘New User Registration’ link from the log in 
page. The New User Registration page appears. 
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[2] On the New User Registration page, information that is required for registration is 
indicated by a checkmark. All required information must be completed before the 
registration information is submitted.  

If the new user has a Demonstration Code, the code is entered into the ‘Demo Code’ 
field before the form is submitted. 

If the new user has an Enrollment Code, the code is entered into the ‘Enrollment Code’ 
field before the form is submitted. 

[3] When all the necessary information is completed, select the ‘Register’ button to 
submit the registration information. If an error is made, or additional information is 
necessary, the user is returned to the registration page and a message providing additional 
instructions is provided. 

After submitting the registration information, the user is returned to the log in page. A 
message is displayed to indicate that the registration was successful. In addition, a 
confirmation message is sent to the user’s registered email address.  
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Retrieving User Information  

A user can recover a lost user name or password only if the user has a registered email 
address.  

An instructor can access a student’s user name and password if the student is enrolled in 
one of the instructor’s classes. 

[1] To recover lost user information, select the appropriate link from the log in page. 

 

[2] Enter a valid user name or email address, then select the ‘Retrieve User Information’ 
button. The user name and password are sent to the user’s registered email address. 

 


