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1)  Reading Room 

To Add Book: 
1. Go to ñReading Roomñ 
2. Click ñAdd Bookò 
3. Fill in book name 
4. Select Category 
5. Select Grade Level 
6. Fill in other information 
7. Choose whether the book is sharable or not 

8. Upload book cover file, click Upload 

9. Upload flash file, click Upload 
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10. If there is no flash file, go to the ñHtmlò tab, upload html file, graphic files and/or wav file, click Upload 

 
 

11. Click Submit on the ñBookò tab 

 
 
To Edit Book 
1. Go to ñReading Roomò 
2. Click ñManage Bookò 
3. Click on the book name for editing 
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4. Update the book information 

 
 

5. Click Submit 

 
 
To Delete Book 
1. Go to ñReading Roomò 
2. Click ñManage Bookò 
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3. Check the box beside the book name for deleting 

 
 

4. Click Delete Selected 

 
 
 

2) Study Room 

To Add Test 
1. Go to ñStudy Roomò 
2. Click ñAdd Testò 
3. Type the test name in the text box 
4. Choose number of section 
5. Choose a level 
6. Choose a class 
7. Enter the test start date 
8. Enter test duration 
9. Choose time limit 
10. Choose whether the test is sharable or not 
11. Choose the type and category for each section 
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12. Click Save and continue 

 
13. Choose an option from the ñActionò menu and click Go 
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14. If you choose ñAdd question from poolò, search and select desired questions and click Add selected questions 

to section 

 
 
15. If you choose ñAdd question directlyò, please follow instructions on ñAdd Questionò 
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16. If you choose ñEdit Questionsò, you can edit/delete/move up/move down question by clicking 
ñEditò/òDeleteò/òMove upò/òMove downò respectively 

 
 

17. Click This section completed 

18. Click Save and complete 

 
 
To Edit Test 
1. Go to ñStudy Roomò 
2. Click ñManage Testò 
3. Click on the test name for editing 
4. Update the test information 

5. Click Save and continue 

6. Update questions 

7. Click Save and complete 

 



 

© 2007 WELS 9 

 
To Delete Test 
1. Go to ñStudy Roomò 
2. Click ñManage Testò 
3. Check the box beside the test name for deleting 

 
 

4. Click Delete Selected 

 
 
To Add an Exercise: 
1. Go to ñStudy Roomñ 
2. Click ñAdd Exerciseò 
3. Choose Question Type (MC or FIB)  
4. Choose Exercise Category (Skill-based or Grammar-based) 
5. Fill in other information of the Exercise 
6. Choose whether the exercise is sharable or not 

 
 

7. Click Next 
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8. You can either generate an exercise (for grammar based category), add question from question pool or add 

question directly 

 
 

9. If you choose to generate an exercise, please click ñClick here to generate exercise automaticallyò 
10. Enter the number of questions and the number/percentage for easy/medium/hard questions 

 
 

11. Click Generate 

12. If you choose to add questions from question pool, click ñAdd question from question poolò 
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13. Search and select desired questions and click Add selected questions to exercise 

 
 
14. If you choose to add question directly, click ñAdd question directlyò 
15. Please follow instructions on ñAdd Questionò 
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16. You can edit/delete/move up/move down question by clicking ñEditò/òDeleteò/òMove upò/òMove downò 

respectively 

 
 

17. Click Completed! to complete the exercise setup 

 
 
To Edit Exercise 
1. Go to ñStudy Roomò 
2. Click ñManage Exerciseò 
3. Click on the exercise name for editing 
4. Update the exercise information 
5. Click ñEdit Questionò to edit questions 
6. Update questions 
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7. Click Completed! to complete the question setup 

 
 

8. Click Update 

 
 
To Delete Exercise 
1. Go to ñStudy Roomò 
2. Click ñManage Exerciseò 
3. Check the box beside the exercise name for deleting 

 
 

4. Click Delete Selected 

 
 
To Add Skill Based Question 
1. Go to ñStudy Roomò 
2. Click ñAdd Skill Based Questionò 
3. Choose Question Type (MC or FIB)  
4. Choose Exercise Category (Skill-based or Grammar-based) 
5. Choose whether the question belongs to exercise pool or test pool 
6. Fill in other information of the Exercise 
7. For Text Type questions, insert question tag by clicking ñInsert question tagò or typing the question tag in a 

format of (**Q#) where # is the question number  
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8. Choose whether the exercise is sharable or not 

 
 

9. Click Submit 

10. If you choose Comprehension as category, click ñAdd question to Comprehensionò 
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11. Enter possible answers and select the correct answer 
12. Choose whether the question is sharable or not 

 
 

13. Click Submit 

14. If you choose Listening as category, upload voice/video clip, click upload 

15. Click ñAdd new question to listeningò, refer to above step for adding questions 
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16. If you choose Text Type as category, click on question tag to add questions 

 
 

17. After all questions has been added, click Completed! to complete the skill based question setup 

 
 
To Add Grammar Based Question 
1. Go to ñStudy Roomò 
2. Click ñAdd Grammar Based Questionò 
3. Choose Question Type (MC or FIB)  
4. Choose Category 
5. Choose whether the question belongs to exercise pool or test pool 
6. Enter question 
7. Enter possible answers and select the correct answer 



 

© 2007 WELS 17 

 
8. Choose whether the exercise is sharable or not 

 
 

9. Click Submit 

 
 
To Edit Question 
1. Go to ñStudy Roomò 
2. Click ñManage Questionò 
3. Click on the question/title for editing 
4. Update question/answers 
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5. Click ñEdit Questionò to edit questions 

 
 

6. Click Submit 

 
 
To Delete Question 
1. Go to ñStudy Roomò 
2. Click ñManage Questionò 
3. Check the box beside question/title for deleting 

 
 

4. Click Delete selected questions from the database 

 
 
To Clone Test 
1. Go to ñStudy Roomò 
2. Click ñClone Testò 
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3. Click on the test name for cloning 

 
4. Update test information in part 1 and click Update 

 
 

5. Update section information in part 2 and click Update 
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6. Click on no. of questions in part 3 to update question 

 
 

7. Click Complete and Clone 

 
 
 

3) Playground 

To Add Game: 
1. Go to ñPlaygroundñ 
2. Click ñAdd Gameò 
3. Choose Game Category  
4. Fill in Game Name, Description and Objective 
5. Select Using Type(Teaching Resources or Self-learning Games) 
6. Choose whether the game is sharable or no 

 
 

7. Upload game file and cover 

8. Click Confirm add game 
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To Edit Game: 
1. Go to ñPlaygroundñ 
2. Click ñManage Gameò 
3. Click on the game name for editing 
4. Update game information 

 
 

5. Click Update 

 
 

To Delete Game: 
1. Go to ñPlaygroundñ 
2. Click ñManage Gameò 
3. Click ñDeleteò next to game name for editing 

 
 

4. Click Delete 
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4) Book Shop 

To Add a Book Shop Link:  
1. Go to ñBook Shopò 
2. Click ñAdd Linkò 

 
 
3. Fill in the information  

4. Upload book cover file, click Browse 

5. Click Submit 
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6. Proceed to add at least 5 questions 

 

 
 

7. Fill in the information and question (MC or FIB) and hints 

8. Click Submit  

 
 
To Edit Book Shop Link: 
1. Go to ñBook Shopñ 
2. Click ñManage Linkò 
3. Click on the book shop link name for editing 
4. Update book shop link information 

 
 

5. Click Submit 
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To Delete Book Shop Link 
1. Go to ñBook Shopò 
2. Click ñManage Linkò 
3. Check the box beside the book shop link name for deleting 

 
 

4. Click Delete Selected 

 
 
To Add Questions to Book Link:  
1. Go to ñBook Shopò 
2. Click ñManage Link Questionò 
3. Choose ñAdd/Edit/Delete Questionsò 
4. Choose a book shop link to add questions 
5. Click ñAdd a new questionò 

 
 

6. Fill in the information and question (MC or FIB) and hints 

7. Click Submit  

 
 

To Check Book Link Questions Results:  
1. Go to ñBook Shopò 
2. Click ñManage Link Questionò 
3. Click ñCheck Resultsò 
4. Click ñCheckò 
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5) Resources Room 

To Add a Resource Material:  
1. Go to ñResources Roomò 
2. Click ñAdd Resourcesò 
3. Fill in the information  
 

 
 

4. Click Submit 

5. Upload resource file, click Upload 
 
 

To Edit a Resource Material:  
1. Go to ñResources Roomò 
2. Click ñResources Managementò 
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3. Click  icon next to the resource material for editing 

 
 

4. Click Submit 

 
 

To Delete a Resource Material:  
1. Go to ñResources Roomò 
2. Click ñResources Managementò 

3. Click  icon next to the resource material for editing 
4. Click ñYesò 

 
 
 

6) Sharing 

To Approve Studentôs Sharing:  
1. Go to Sharingò 
2. Click on a level 
3. Click ñGo to sharing approval menuò 
4. Click ñPending for Approvalò 

 

 
 

5. Click ñEdit Textò to modify the text  
6. Click ñDisplay this message in Studentôs Sharingò to approve the text 
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To Remove Studentôs Sharing:  
1. Go to ñSharingò 
2. Click on a level 
3. Click ñGo to sharing approval menuò 
4. Click ñApproved Sharingò 

 

 
 

5. Click ñRemove this passage from Studentôs Sharingò to remove the text 
 
 

To Delete Studentôs Sharing:  
1. Go to ñ Sharingò 
2. Click on a level 
3. Click ñGo to sharing approval menuò 
4. Click ñPast Sharingò 

 

 
 

5. Click ñDelete this passageò to delete the text 
 
 

7) Story Telling 

To Add a Picture Writing: 
1. Go to ñStorytellingò 
2. Click ñAdd Picture Writingò 
3. Fill in the information 
 

 
 

4. Click Next 

5. Either click ñUpload picture Xò or ñAdd picture X from graphic galleryò, where X is the picture number 

6. If you clicked ñUpload picture Xò, select a picture file and click upload 

7. If you clicked ñAdd picture X from graphic galleryò, select a picture from the gallery 
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8. If you want to remove a picture, click ñRemove the above pictureò 


