Administrator Site Instructions



Logging In to the Questia School Admin Tool:

1) Go tohttp://schooladmin.qguestia.com

2) Enter your user name and password
3) Forgot your username or password? PleaseTealhnical Support at 18687 7-4253
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Administration login

Log in here to administer your accounts
Email address

sarah.feldman+admin@cengage.com|

Password



http://schooladmin.questia.com/

Account Summary Screen

Once you log in to Questia School you will see your Account Summary Screen. This screen is where you will begin an
end any activity in the Admin Tool

From this Screen you can see your:

1) Acount address information
2) Current Account Administrators
3) Alist of your Licenses (aka your current and past subscriptions)

Hello, Sarah Feldman Log out

Home
Search GALE INTERNAL
Logout Account details:
Address 1: 27500 Drake Rd
Address 2:
City,STZI:  Farmington, MI 48331 Your Account Details
Country: United States
Account type:  Internal
Parent account: None
Child accounts: None
Account administrators
Full name Email / Username Type
Any Account
Administrators Sarah Feldman sarah.feldman@cengage.com Account Administrator
Licenses
“ > 2012 - 2020 Active
List of currentand past
subscriptions




Your Current Subscription and User Idst

To access any user list click the drop down arrow next to&h&tl sNB3cIiption and click on the course that appears

Drop Down Arrow

Course

Address 2:
City, ST ZIP: Farmington, MI 48331
Country: United States

Account type: Internal
Parent account: None

Child accounts: None

Account administrators

Full name Email / Username

Sarah Feldman sarah.feldman@cengage.com

Licenses

¥ 2012 - 2020 Active

Start date 07/30/2012

End date 07/29/2020
Faculty seats 99 (251 remaining)
Student seats 0 (350 remaining)

Courses
Course name Faculty
Cale Employee Account 98

Students

)

Type

Account Administrator

User activity report

+ Add a new course for this license
Date range

30/2012 - 7/29/2020

This will take you to the user list Screen:

Home
Search

Log out

Home » Course summary

Gale Employee Account

Course details
Account: GALE INTERNAL

License: 2012 - 2020

99 (251 remaining) faculty seats
0 (350 remaining) student seats

Date Range: 7/30/2012 - 7/29/2020

Hello, Sarah Feldman | Log out

Edit this course

Users + Enroll new user + Enroll existing user + Bulk enrollment Bulk edit

98 matching user(s)
Displaying results 1-50

Last Name -  First Name  Email/username

adams dalynne dalynne.adams@
adams patricia patricia.adams®
anglin jim jim.anglin@cengage.com
[ arsenault lisa saarsenault@c
bandish gail gail bandish@cengage.
bazillion lori ori bazillion@cengage.co

Type Grade Student ID

Course Administrator

Course Administrator

Course Administrator

Course Administrator

Course Administrator

Course Administrator




Seaching by User Name, Grade, or User Type

To search for an individual user, a gradeuser type click orthe éSearch link onthe left hand side of your

screen.
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Home
Search GALE INTERN.
Logout Account details:
Address 1:
Address 2:

City, ST ZIP:
Country:

Account type:

Parent account:

Child accounts:

AL

27500 Drake Rd

Farmington, Mi 48331
United States

Internal
None

None

Account administrators

Full name

Sarah Feldman

Licenses

Email / Username

sarah feldman@cengage.com

¥ 2012 -2020 Active

Start date 07/30/2012
End date 07/29/2020
Faculty seats 104 (246 remaining)

Student seats 1

(349 remaining)

Courses
Course name Faculty
Gale Employee Account 100

Paul's Trial

Fill in any fieldso search for us€s)

Home Home » Search
Search
Log out
Search
User
First name
Last name

Email/username

User type

(All) i
Account Admin
Faculty

[Studenc |8

Grade level

(All) ~
1 =
2
3

Search

a

Hello, Sarah Feldman

Type

Account Administrator

Log out

User activity report

+ Add a new course for this license

Students Date range
1 7/30/2012 - 7/29/2020
o 7/30/2012 - 9/30/2012

Hello, Sarah Feldman

Questia School Administration Center

Use as many or as few as the
available fields as you would like
to search for single users, grades
or user types.

Log out






Enrolling Users with the Admin Tool

Toadda currentuser (a student or faculty member that has been enrolled in a pofS | gid@ram) click on the
GONREf 9EAAGAY3T ! AaSNE odzilizy

ques t1 a Hello, Sarah Feldman | Log out
SCHOOL

Home Home » Course summary

Search

o Gale Employee Account Edit this course

og ou

Course details
Account: GALE INTERNAL

License: 2012 - 2020

99 (251 remaining) faculty seats
0 (350 remaining) student seats

Date Range: 7/30/2012 - 7/29/2020

Users + Enroll new user + Enroll existing user + Bulk enrollment Bulk edit

98 matching user(s)
Displaying results 1-50

[C]  Last Name ~ First Name Email/username Type Grade Student ID
[ adams dalynne dalynne.adams@cengage.com Course Administrator
adams patricia patricia.adams@cengage com Course Administrator
[F] anglin jim jim.anglin@cengage.com Course Administrator
[ arsenault lisa saarsenault@cengage com Course Administrator
bandish gail gail bandish@cengage.com Course Administrator

bazillion lori jori bazillion@cengage com Course Administrator




The next Screen will allow you to search in your account for individual users to add to your current user list:

Hello, Sarah Feldman | Log out

Home » Course summary » Add existing user

Home
Search
Add an existing user
Log out
Account: GALE INTERNAL
License: 2012 - 2020 (7/30/201
Course: Gale Employee Account (
First name
sarah
Last name
Feldman

Email/username

Grade level
(Al ~
(E
2
3

Search Cancel

1 matching user(s)
Select the user you wish to add to this course.
Note that certain users may be disabled as they are unable to be selected.

Name . Email/username Type Grade Student ID
Feldman, Sarah sarah feldman@cengage.com  Account Admin, Faculty
Faculty
O Student
Add user to course Cancel

Enrolling NEW Users:

To Enroll a New User click on the Add New User Button while you are in theitser

h )
q ues t1 a Hello, Sarah Feldman | Log out
SCHOOL
Home Home » Course summary
Search
P Gale Employee Account Edit this course
og ou

Course details

Account: GALE INTERNAL
License: 2012 - 2020
99 (251 remainit y seats
0 (350 remaining t seats
Date Range: 7/30/2012-7/.
+ Enroll new user Enroll existing user + Bulk enrollment Bulk edit
Users L 4

98 matching user(s)
Displaying results 1-50

[C]  Last Name ~ First Name Email/username Type Grade Student ID
[ adams dalynne dalynne.adams@cengage com Course Administrator

adams patricia patricia.adams@cengage com Course Administrator

anglin jim jim.anglin@cengage.com Course Administrator

arsenault lisa lisaarsenault@cengage com Course Administrator

bandish gail gail bandish@cengage.com Course Administrator

bazillion lori lori.bazillion@cengage com Course Administrator




This will take you to a screen where you can add all the information for your new user. Once all of the information i
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ques t1 a Hello, Sarah Feldman | Log out

Home » Course summary » Add new user

Home
Search
Add a new user
Log out
Account: GALE INTERNAL
License: 2012 - 2020 (7/30/2012 - 7/29/2020)
Course: Gale Employee Account (7/30,2012 - 7/29/2020)

First Name (required)

Last Name (required)

Email address (required) @

Password (required)

Important: Plea

Student ID

Grade Level

(None) B

User Type (required)
o Faculty © Student

Cancel




Deactivating Current Users

To deactivate current users: Go to your current user list. Select the box on the right hand side next to any users you
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Usage Reports

To Access your Usage Report

1) Click the drop Down Arrow Next the current subscription from your account summary page
2) /| £t A01 a! aSNI! OtAgdAaide wSLI]2NIE

3) From the drop down date boxes, select the dates you would like to see the usage for

4) Select grade level&you would like to see the usage for specific grades only.

5) Clickon the green Generate Report button to create your usage report

ques t 1 a Hello, Sarah Feldman | Log out
SCHOOL
e Home » Create user activity report
Search
P
Gk Create a user activity report
Select a time span and grade levels to include in your report, then click “Generate report.”
Account: GALE INTERNAL
License: 2012 - 2020 (7/30/2012 - 7/29/2020)
Time span (required)
SelectDates July 2012 (] through | TAVETFIN [~

Grade levels to include (required)

All grade levels Select Grades
[F1No grade level

Create Report
Generate report Cancel



Searching For A User

1) Enter all or part of the Questia School Users informaiton. No Wild Cards are neded if you are entering only a
portion of a name.

2) 1AG GKS a{SIFINOKe¢g .dzidz2y

3) A List ofUsers will appear belos the search fields

4) Click on the blue hyperlinked user name to view the details for a user




