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Roles and Capabilities





Assigning Licenses to Students

After licenses are allocated to you, you can assign them to your students.
This allows students to access the courses and exams. You will be able to
see the status of these licenses, and you can withdraw unused licenses
from students if needed.

Assigning Licenses can be done in two ways:

● You can select a specific license from the Manage Licenses page to
assign to a student.

● You can select a student from the Manage Students list and assign a
program (license) to them.

To assign a specific license to a student:
1. Click MANAGE LICENSES on the dashboard, or select it from the menu in the upper-left

corner.

2. On the Manage Licenses page, identify the license you’d like to assign to a student.



To help narrow down your search, you can:

● Use the SHOW/HIDE FIELDS feature to customize the amount of information
displayed about each license, helping you determine which license you want to
assign to the student;

● Use the FILTER feature to search for specific licenses based on criteria such as
Program or Type; and

● Click on the column headings to sort the list of licenses.

Click on the checkbox in the far left column for each student you wish to select. The
number of students selected is displayed below ASSIGN SELECTED LICENSES TO
STUDENTS.



3. Click ASSIGN SELECTED LICENSES TO STUDENTS. A dialog box will appear
showing the available students.



4. Select the student’s name from the list, or start typing part of the student’s name and
then select it.



5. Click APPLY.

6. A dialog box confirming that the licenses have been successfully assigned to a student
or students will appear. Click OK to return to the Manage Licenses page. The license will



be immediately available for the student.

To assign a student to a program (license):
1. Click MANAGE STUDENTS on the dashboard, or select it from the menu in the

upper-left corner.



2. On the Manage Students page, identify one or more students to whom you’d like to
assign a program (license). To help narrow down your search, you can:

● Use the SHOW/HIDE FIELDS feature to customize the amount of information
displayed about each student, helping you determine which students you want to
assign licenses to;

● Use the FILTER feature to search for specific students based on criteria such as
Course or Group; and

● Click on the column headings to sort the list of students.

Click on the checkbox in the far left column for each student you wish to select. The
number of students selected is displayed below ASSIGN SELECTED STUDENTS TO
PROGRAM.



3. Click ASSIGN SELECTED STUDENTS TO PROGRAM. A dialog box will appear
showing the available programs (licenses). Note that you can only assign students to
one program (license) at a time.

4. Select the program (license) you want from the list.



5. A dialog box confirming that the students have been successfully assigned to a program
(license) will appear. Click OK to return to the Manage Students page. The licenses will
be immediately available for the student.



Withdrawing Licenses

If you want to take back an unused license, you can withdraw it from the
Manage Licenses page.

1. Click MANAGE LICENSES on the dashboard, or select it from the menu in the upper-left
corner.

2. On the Manage Licenses page, click on the checkboxes on the far left of each license
you wish to withdraw. To help you find the licenses, you can:

● Use the SHOW/HIDE FIELDS feature to see more or less about each license;
● Use FILTER to help narrow down the list of licenses; and
● Click on the column headings to sort the list of licenses.

Click on the checkbox in the far left column for each license you wish to select. The
number of licenses selected is displayed below the menu option.

3. ClickWITHDRAW LICENSES.
4. A dialog box asking if you want to withdraw the selected licenses will appear. Click YES

to withdraw them.

Adding Students

When you add a new student, they will be connected to you, which will
allow you to assign programs to them and track their progress. They will
also automatically be connected to your group and/or site if you are
connected to them. Your group and site can assign students to you as well.
You can add students individually, or you can add a batch of students at
once.

To add a single student:
1. Click ADD STUDENTS on the Manage Students page, or select it from the menu in the

upper-left corner.



2. Enter the student’s name and email. You can also enter a student ID for your own
tracking purposes.

3. Click ADD to add the student to your list.



4. A dialog box confirming that the student has been successfully added will appear. Click
OK to return to the Add Students page. You will be able to assign licenses to the student
or assign them to a teacher and/or a site immediately. The student will receive an email
with a link to complete the registration process.



To add a group of students:
1. Click ADD STUDENTS on the Manage Students page, or select it from the menu in the

upper-left corner.



2. On the Add Students Page, click DOWNLOAD TEMPLATE to download the student
enrollment CSV template. Open the downloaded template, which includes columns of
the student’s emails, first names, and last names. You can also add student IDs for your
own tracking purposes. Enter your students’ data following the format provided in the
template. Make sure not to rename the columns in the template.

3. Once you’ve finished adding your students’ information to the template, save the CSV
file. On the Add Students page, click UPLOAD TEMPLATE to upload the CSV with the
student information to the list.

4. After you’ve selected the CSV, a dialog box confirming that the students have been
successfully added will appear. Click OK to return to the Manage Students page. You will
be able to assign programs to the student immediately. The student will receive an email
with a link to complete the registration process.



Viewing License Information

Viewing license information through the Manage Licenses page.

1. Click MANAGE LICENSES on the dashboard, or select it from the menu in the upper-left
corner.

2. On the Manage Licenses page, you will find an information icon in the far right
column for each license. Click the information icon and then a dialog box will open,
providing you with detailed information about the selected license.



3. Click in the top right-hand corner to close the dialog box and return to the Manage
Licenses page.



Editing Account Details

My Account can be used to add or update account information.

1. Click the My Account icon in the upper-right corner of any page.
2. From the My Account page, you will be able to add or update information related to your

Profile and Account Information.
a. Under My Profile you can edit your profile information.

i. Click EDIT under the information you’d like to update.
ii. A dialog box with fields available to edit will appear. Enter the details you

would like to edit and click SAVE CHANGES to update your information.

b. In Account Information you can edit your account information.
i. Click EDIT under the information you’d like to update.
ii. A dialog box with fields available to edit will appear. Enter the details to

edit and click SAVE CHANGES to update your information.
iii. If you’d like to let other users see your organization check the box next to

“Let other users see our organization.” at the bottom.

Signing Up as an In-person Proctor

Administrators of groups can also sign up to be in-person proctors to
administer online exams in an in-person setting, usually for a group of
students.

1. Click APPLY TO BE A PROCTOR from either the Manage Account: My Profile page or
the Proctor Exam page. This opens a dialog with the rules and responsibilities for
proctors.

2. Read these rules and responsibilities, and then click ACCEPT to agree to them. You will
then be granted permission to proctor exams.



Proctoring an Exam

Administrators with proctor status can proctor exams by providing a code
unique for the proctor and date to the students.

Before you proctor an exam, make sure that all the students taking the exam are assigned to
you. You can check this on the Manage Students page. If a student is not currently assigned to
you and you will be proctoring their exam, find out if they have a RISE Up account. If they do,
have your administrator assign them to you. If they do not, you can add them using the Set Up
Students process or ask an administrator to set them up and assign them to you.

1. Open the Proctor Exam page by selecting it from the menu in the upper-left corner.
2. Click ACCOMMODATION RESOURCES for ideas on how to make accommodations for

your students. Make sure you have reviewed and are following the rules for proctoring
exams, and that you are meeting your students’ accommodation needs.

3. Click GET TODAY’S CODE, and provide this code to your students to activate the exam.

Reporting an Exam Violation

If you witness a violation (like cheating) while you are proctoring an exam,
make sure to report it.

1. Open the Proctor Exam page by selecting it from the menu in the upper-left corner.
2. Click REPORT A VIOLATION.
3. Complete the violation dialog:
4. Select the student from a list of all students associated with the proctor.
5. Select the exam from a list of all exam types:
6. Enter a description of the violation.
7. Click REPORT.
8. The RISE Up team will be notified about the violation with information about the student,

the proctor, the exam, and the details of the violation, and will make a decision about
how to handle the results of the exam.

Requesting Accommodations for Students

If you have a student who needs accommodations for testing, request
those accommodations in advance.

1. Click MANAGE STUDENTS on the dashboard, or select it from the menu in the
upper-left corner.



2. Identify the Student for whom you want to request accommodations. Use SHOW/HIDE
FIELDS, FILTER, and/or click on column headers to sort to help you find the correct
student.

3. Click the info button for that student.
4. In the student info dialog, click REQUEST ACCOMMODATIONS.
5. Complete the Request Accommodations information.
6. Click SUBMIT. Your request will be submitted, and the requested accommodations will

appear as “pending” for the student. You will receive a response by email, and the status
of the accommodations will be updated in the system.


