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   AAAdddmmmiiinnniiisssttt rrraaattt iiiooonnn   
 
Admin Module  
The system has different levels (types) of users.  For example, an administrator has 
different access permissions from a student. Students cannot add teachers, or 
allocate students to a class. When teachers log in they can, for example, set 
homework or set an outcomes test for the students to complete. 
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1. Administrator 
2. Teacher 
3. Student 

Only administrators and teachers have access to the Administration Module. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the ‘Admin’ button on the Eduss Launcher. This will open the login for the 
IMTA Administration program.  
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The Administration 
Module runs in a HTML 
browser interface (see 
diagram)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
User Maintenance  
In User Maintenance (see diagram) there are five TABS at the top (See Arrow 1), 
that gives access to the different administration modules.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Users may be added in two different ways. Firstly they can be added individually by 
selecting ‘Add User’ (Arrow 2).  A dialog box will appear on the right (See Arrow 3).  
We can now add a user by typing a First Name, Last Name, User Name and 
Password. If the user is a student we select the appropriate Grade Level the student 
is currently in (See Arrow 5).   It is now also possible to import class lists, which have 
been exported directly from the school’s database (See Arrow 5).  Once the User 
detail has been entered click on the Save button (See Arrow 6).  �
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5. 

Re-enter the Administration 
Password in the dialog box.  

1. 
3. 
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First click the Class Maintenance TAB (Arrow 1).  Now click on the ‘Add a Class’ 
button (Arrow 2) . A dialog box will appear on the right (Arrow 3) .  First select the 
teacher that you want to set the class (Arrow 4) . Now give the class an appropriate 
name (Arrow 5) .  Initially all students in the School are listed. The next step is to 
select only the students in a certain year level (Arrow 6).  Now the list below the Year 
Level selected (Arrow 7)  will only contain students in the school in that Year Level 
that have not yet been placed into a class. To place students in to a class, select one 
or more students from the list and drag them into the class to the right. (Arrow 8).   

Similarly, to remove students from a class, select one or more students in that class 
and drag them out of the class (Arrow8).   Once the class maintenance have been 
completed click on the Save button (Arrow 9).   
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It is very easy to change the teacher of a class, or change the class name. It is also 
easy to delete a whole class by clicking on the ‘Delete Class’ button.  

�
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First click the ‘Server Settings’ TAB (Arrow 1).  Under this section all server settings 
can be changes (Arrow 2) .  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are additional TABS for all the other settings that are needed (Arrow 3) .   
 
Backups are important. To make a backup, first press the ‘Other Settings’ button 
(Arrow 4) .  Now press the Browse button in the ‘Create a Backup’ section to select 
where you would like the backup file to be located. �
The Database Path indicates the path to the database that is currently being used. 
To change this or to select, for example, the backup database, locate it by pressing 
the Browse button. 
 
Once completed click the ‘Logout’ button to exit the Maintenance Module (Arrow 5).   
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Customizing the Date Format 

You may wish to change the format in which the date is displayed throughout the 
Phonics program. 
·  Click on Admin on the Eduss Launcher screen. Select the System 

Administrator and log in using the password you set above. 
·  Click on the System Maintenance icon. 
·  In the ‘Settings’ section, fill in the appropriate date format. It must include day, 

year and month. 
·  Click Save Changes 
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Bulk Importing of Users 

·  Insert the Eduss Phonics CD 
·  Open ‘My computer’, right click on the CD directory and select 'Explore' 
·  Copy the 'Class Import Template.xls' and 'User Import Template.xls' files onto 

your hard drive 
·  Ensure that the template properties are not set to ‘read only’ by right clicking 

on the file and left clicking on properties, underneath attributes, make sure the 
box is not filled next to Read-Only 

·  Open the templates 
·  Export the User and Class data from the school database and copy it into the 

Excel spreadsheet templates.  
·  Check that the data in the spreadsheets is correct and contains only the 

accepted characters. Save all changes. 
·  For additional information view the comments in the spreadsheets by moving 

the cursor over the column headings the data must be in the format specified 
for each column in the comments 

·  Each user MUST have a username otherwise they will not be added to the 
user database. 

·  Click on File and select 'Save as'. Choose file type 'csv' and click ‘Save’. Do 
this for both files. 

·  Open the Eduss Launcher and click on the 'Admin' icon. 
·  Log in as an Admin user. 
·  Click on the ‘System Maintenance’ icon. 
·  Select the csv file for both Users CSV and Class CSV file, by clicking on 

browse, and browse to where you saved the csv files, select the csv file and 
click Ok. You can also just import the users or just import the classes. 

·  Click the 'Import Now' button. 
·  Check the Result Log to make sure that all users or classes were successfully 

added. 
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Setting the IP Address and Port 

Only adjust this setting if you are experiencing problems. If this setting is changed on 
the server, it must also be changed on all workstations connected to it. 

·  Enter the IP address of the server and the Port number. 
·  Click ‘Save these Settings’. 
·  Repeat on all Workstations connected to this server. 
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IMTA Reporting Wizard  

To use the Reporting Wizard you must have at least one class and one 
teacher added to your users list. It is not necessary to use the Reporting 
Wizard to view reports. Students can view reports of their own progress 
using the Reporting Module from the main menu of the Phonics program. 

Generating a Report  

·  Open the ‘Eduss Launcher’ and click on the ‘Reporting’ icon. 
·  Log in as a teacher to view that teacher’s class reports or an administrator to 

view all class reports. 
·  If you logged in as an administrator select a teacher and click the ‘Next’ 

button. 
·  Select the class you want a report for and click the ‘Next’ button. 
·  Select ‘All Students’ or select one or more students from the student list then 

click the ‘Next’ button. 
·  Select the program you want to display results from and click ‘Next’. 
·  Select the type of report you wish to view.  
·  If you choose Homework or Testing you will be prompted to select the item 

you want a report on. If you choose a Homework or Testing Summary you will 
be prompted to select the dates. 

 

·  When you have reached the ‘Choose Report Format’ window then click 
‘Generate Report’. 
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Updates  

Updating Your Eduss Programs 

·  To use the IMTA Updater you must be connected to the Internet. 
·  Open the Eduss Launcher and click on the ‘Update’ icon. This will open the 

IMTA Updater window. 
·  Click on the ‘Check for Updates’ button. 
·  Wait for the Updater to check for and download new updates. This may take a 

few minutes if you have a dial-up Internet connection. 
·  When the update is complete, click on the ‘Close’ button. 

 



Eduss Coded Phonics School Installation Instructions 
 

 13

Using the Eduss Coded Phonics Program  

Once you have logged into the Eduss Phonics program the Main Menu will open. It 
has links to all the activities you can perform in this program. 
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Lessons Module  

Starting a Lesson 

It is suggested that students work through all the lessons and attempt the 
exercises relating to each one as each lesson is completed. 

·  Log in as a student 
·  Click the ‘Lessons’ button in the main menu. 
·  Click on the Lesson you would like to start.  
·  To view the Fundamentals information for the lesson, click on the plus to 

expand the lesson and click on the ‘Fundamentals’ under that lesson. 

 

·  Lessons with a blue circle have not been started. 
·  Lessons with a green circle have been started. 
·  Lessons with a red tick have been completed. 
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In the Lessons 

There are several features in the lessons that will make it easier to learn each sound 
and to navigate your way through the lesson. 

 

Sound Recorder 
Allows the user to record their voice and play it back to them. Using this, they can 
compare their sound to that of the program.  (We suggest that the user obtain a 
microphone and a headset for a better (quieter) usage environment.) 

 

·  Click the ‘Start/Stop Record’ button to start recording your voice and again 
to stop the recording. 

·  Click the ‘Start/Stop Playback’ button to play and stop the recorded sound. 

Pause 
Button Continue 

Button 

Consonant and Vowel 
Sound Buttons 

The Navigation Bar 

Sound 
Recorder 
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Navigation Bar 
Allows the user to move past sections of a lesson that have been completed earlier 
and indicates the section of a lesson being completed. Reports on lessons also 
include the total amount of time spent working on a lesson. 

Pause Button 
The pause button can be used at any time to stop the lesson. This gives users time 
to use the Sound Recorder and to check sounds using the Consonant and Vowel 
Sound buttons. 

Continue Button 
The continue button appears when the lesson has finished teaching a particular 
section. Clicking on the continue button will move the lesson into the next section. 

Consonant and Vowel Sound Buttons 
Used in conjunction with the Sound Recorder, students can play a video of each 
vowel or consonant sound at any time. As each sound is learned the video of that 
sound becomes available to the student. The videos not only teach the student the 
sound but also the mouth movement that is used to form the sound. 
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Exercises  

Using the Practice Exercises 

·  Log in as a student. 
·  Click on the ‘Exercises’ button in the main menu. 
·  Expand the subject you would like to practice by clicking on the plus sign next 

to it. 
·  Select the level you want to practice then select the exercise on the right hand 

side of the screen. 
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In the Exercises 

There are several features in the lessons that will make it easier to learn each sound 
and to navigate your way through the lesson. 

 

Sound Recorder 
Allows the user to record their voice and play it back to them. Using this, they can 
compare their sound to that of the program.  (We suggest that the user obtain a 
microphone and a headset for a better (quieter) usage environment.) 

 

·  Click the ‘Start/Stop Record’ button to start recording your voice and again 
to stop the recording. 

·  Click the ‘Start/Stop Playback’ button to play and stop the recorded sound. 

Continue 
Button 

Consonant and Vowel 
Sound Buttons 

The Score Bar 

Sound 
Recorder 

Repeat 
Button 

Lesson 
Button 

Instruction 
Button 
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Score Bar 
Indicates the percentage of questions answered correctly by the student. The 
number of questions varies with the type of exercise. 

Repeat Button 
This button is present in some exercises where a sound is played and the student is 
asked to identify the sound. Pressing this button will play the example sound or word 
again. 

Continue/Mark Button 
Once a student has selected their answer for a question, they click the 
‘Continue/Mark’ button to mark it.  

 
It will then change to look like the continue button from the lessons (see above 
image) and when clicked, will continue on to the next question. 

 

Consonant and Vowel Sound Buttons 
Used in conjunction with the Sound Recorder, students can play a video of each 
vowel or consonant sound at any time. All sounds are available for students to play 
and compare with the exercise sounds. The videos not only teach the student the 
sound but also the mouth movement that is used to form the sound. 
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 Homework Module  

Setting homework 

·  Login as a teacher 
·  Click on the ‘Homework’ button in the main menu. 
·  Click on the ‘Homework Maintenance’ button in the top right corner 
·  Click on ‘Add Homework’ button 
·  Enter the homework title 
·  Select the class 
·  Set the number of questions per exercise 
·  Click on ‘Save’ and the exercise list will open. 
·  Select the exercises you wish to include then click ‘Save Exercises’. 

 

Updating homework 

·  Login as a teacher 
·  Click on the ‘Homework’ button in the main menu. 
·  Click on the ‘Homework Maintenance’ button 
·  Select the homework you wish to update 
·  Click ‘Edit Exercises’ or edit the homework details 
·  Click on ‘Save’ button 
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Test Module  

Setting tests 

·  Login as a teacher 
·  Click on the ‘Testing’ button in the main menu. 
·  Click on the ‘Test Maintenance’ button in the top right corner 
·  Click on ‘Add Test’ button 
·  Enter the test title 
·  Select the class 
·  Set the number of questions per exercise 
·  Click on ‘Save’ and the exercise list will open. 
·  Select the exercises you wish to include then click ‘Save Exercises’. 

 

Updating tests 

·  Login as a teacher 
·  Click on the ‘Testing’ button in the main menu. 
·  Click on the ‘Test Maintenance’ button 
·  Select the test you wish to update 
·  Click ‘Edit Exercises’ or edit the test details 
·  Click on ‘Save’ button 
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Reports Module  

This is the reporting section within the Phonics program. To view Homework or 
Test reports and full class reports please use the ‘IMTA Reporting Wizard’ that 
can be found by clicking on the ‘Reporting’ icon in  the ‘Eduss Launcher’.  

 

Viewing Lesson Progress Reports 

This report displays all lessons and shows which lessons the student has started or 
completed. It also shows the total time spent on each lesson. 

·  Login as a student. 
·  Click on the ‘Reports’ button in the main menu. 
·  Click on the ‘Lesson Progress’ button. 
·  The report will open in a new window. To print the report, click on the print 

button in the top right corner of the report window. 

Viewing Exercise Summary Reports 

This report displays the student’s average score for all the exercises in each lesson 
and shows the number of exercises completed and how many are still to be done. 

·  Login as a student. 
·  Click on the ‘Reports’ button in the main menu. 
·  Click on the ‘Exercise Summary’ button. 
·  The report will open in a new window. To print the report, click on the print 

button in the top right corner of the report window. 
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Viewing Exercises To Do Reports 

This report shows a list of the exercises from the selected lesson range that the 
student has not yet completed. 

·  Login as a student. 
·  Click on the ‘Reports’ button in the main menu. 
·  Fill in the range of lessons that you would like the report to cover. 
·  Click on the ‘Exercises To Do’ button.  
·  The report will open in a new window. To print the report, click on the print 

button in the top right corner of the report window. 

Viewing Exercises Detailed Reports 

This report shows displays a detailed list of all the exercises included within the 
chosen lesson range. 

·  Login as a student. 
·  Click on the ‘Reports’ button in the main menu.  
·  Fill in the range of lessons that you would like the report to cover. 
·  Click on the ‘Exercises Detailed’ button. 
·  The report will open in a new window. To print the report, click on the print 

button in the top right corner of the report window. 
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Phonics Fundamentals  

The Phonics Fundamentals are a collection of information on each lesson designed 
to assist the teacher. 

Using the Phonics Fundamentals 

····  Log in as a teacher or a student. 
····  Click on the ‘Phonics Fundamentals’ button on the main menu. 
····  This will open a new window with the Phonics Fundamentals browser. 
····  Click on the lesson in the list that you would like to read about. 

 


