Chegg service

First steps
as a Busuu
Administrator




Busuu management platform: invitation email

1. You will receive the invitation email below from teams@notifications.busuu.com

2. If your company has SSO integration, please register directly through your company’s internal platform

@ Busuu
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mailto:teams@notifications.busuu.com

Busuu Management Platform: Login

| Important: Always log in with your company’s Busuu admin email address

Why learn a language with Busuu?
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Management Platform access - Option 1

1. Click the user icon, located on the top right corner of your screen
2. Select ‘Busuu Management Platform’ from the dropdown

AlBeginner v
@

Chapter1
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My profile

Settings

Help
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Busuu Management Platf... I

Logout

Chapter 2

0/5 lessons comploted

Busuu 2023



Management Platform access - Option 2

1.You can also access the Management Platform directly through this link

2. . Remember to log in using your company email address

@ Busuu

Welcome to Busuu Management Platform
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Management Platform - Dashboard

On your dashboard, you'll see a summary of your organisation’s licences and Live Lesson credits, and charts highlighting learner progress

= ~ R PP | Licences panel is a breakdown of the purchased licenses:

Available — licences you can allocate
i Welcome & Alltime v ) ) )
spon In use — licences assigned and activated by learner

Weekly active learners (O

— assigned licences that have not been accepted by the learner.

64.7%
= Active learner 1.200 Total le:
= From 20 Jan to 27 Jan \ EN
Fall . . . . .
_ " Live Lesson credit panel is an overview of how the credits you have purchased
Licences . .
coders ® Available to assign 150 ot are bemg used:
® inuso 20 crorremmm Available — credits you can allocate
Pending Invite 120 . . .
R Assigned — credits assigned to a learner, not used yet
Total licences bought 490

Live Lessons

Booked — credits used to book a class

Credits used for

Request licenses

Group Lessons Private Lossons
Organisation Expiry Date: 24/01/2023

Consumed — Taken + Missed (defined below)

Live Lesson credits

Taken — classes completed

B2 55
Group Lessons Private Lessons otal Lessons . H H
' _ @ ;T‘:s Missed — classes that were not cancelled within 24h so they have been lost.
® Available to assign 20 B P . . . . . . .
o o et N A O A . If the institution does not have any live lessons in the contract, this panel will be
o Bocked 2 O e shown as empty.
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&
Management Platform: Admin and Team Leader roles

o ) e  Role assigned by the Administrator
e  Send invites for learners to register on Busuu o S
° Limited access to the Management Platform functionality.
e  Create Teams and choose the Team Leaders o
) Can only check the progress of learner progress within
° Review the progress of learner progress across all Teams ] ]
] o their respective Team, not other Teams
in your organisation _
° Download their Team’'s CSV/Excel reports
° Download all Team CSV/Excel reports
e  Assign/Remove Live Lesson credits for their whole Team
e  Add/Remove learners from Teams
in bulk - not individually
e  Assign/Remove Live Lesson credits for all learners
e  Can be Team Leader of more than one Team
e  Cannot be a Team Leader ]
° Cannot already be a registered learner

Busuu 2023 8



Managing learners

1. Bulk inviting learners
2. Creating Teams and
inviting learners
Re-inviting pending learners
4. Single sign-on (SSO) integration

Removing learners
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1. Bulk inviting learners

- Click ‘Bulk actions’ on the Students tab

- Click ‘Invite Learners’
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Dashboard
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Students
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Reports

Team
loaders
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Coursos

Your organisation is:
= e
== Institution name

Organisation Students

Al Pending
Search email Active
User

Busuu Admin Name
admin1@email.com

Busuu Admin Name
admin2@email.com

Role Status Activesince Expirydate Languages
3 languages

Admin Active 17Feb2023 Institution expiry date

Admin Active 17Feb2023 Institution expiry date ~ English

Busuu Admin a

Activities Lessons Learningtime Lastvisited First placementtest Current level

22

22
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18 Feb 2023

20 Feb2023 -




1. Bulk inviting learners

- Add the emails you'd like to invite, and choose the email language

- Click ‘Send’ and when the invitations are sent, you'll see an ‘Invitations were sent successfully’ message

Your organisation is
. e b
=
@ Invite learners
Dashboard
000 IPlease enter the emails of the students you wish to invite: I
8
Teams Separated by comma, space, line break or semi-colon
Students
P
600
Reports
Email language:
English
Toam
leaders
Licence(s) expiry date
Expires when the institution expires (=]
Courses
You can choose to il your institution's | pires, or give a specific
expiry date. Students will lose access to Busuu Premium on the specified date, but
you're free to re-invite them afterwards.

| Be aware of the number of licences available

F¥You can check your total licences on your
dashboard, remove inactive users, and contact
your CSM to order more

. You can also choose when each licence
should expire:

- The same day as your institution

or
- Choose a specific date
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2. Creating Teams and inviting learners

=1 Teams allow you to group learners within your organisation for reporting purposes

-Go to the ‘Teams'’ tab (left-sidebar) to create a new Team, or select an an existing Team

-Click ‘Edit’ to name your Team, and ‘Manage’ to invite learners to join the Team

Busuu 2023

Teams Team learners

0

Team name
TEAM 1
TEAM 2
TEAM 3

TEAM 4

Leader

Team learners

o o o

Busuu Admin

Pending invites

0

o o

o

= Your organisation is:
—-— “

Team

settings

Team name: TEAM 1

Progress

Busuu Admin 2
Team
—
learners
Active learners: 0
Pending invites: 0
Export to CSV
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2. Creating Teams and inviting learners

- Add the emails you'd like to invite to the Team and choose the email language

- Click ‘Send’ and when the invitations are sent, you'll see an ‘Invitations were sent successfully’ message

Busuu 2023

£33

Dashboard
808
Teams
Students

p
600
Reports

Team
leaders

)

Courses

Your organisation is:
Busuu Admin

Add team learner

Team learners

Email language:

English v

Licence(s) expiry date
Expires when the institution expires B

You can choose to give access until your institution's licence expires, or give a specific
expiry date. Students will lose access to Busuu Premium on the specified date, but
you're free to re-invite them afterwards.



3. Re-invite Pending Learners

- Under the ‘Students’ tab, click ‘Pending’ to see learners who've been invited but have not activated their accounts
- To re-invite learners, select all emails or choose emails individually
- Clicking ‘Reinvite’ and learners will receive a new email reminding them to activate their Busuu account

. e Your organisation is: BusuAdriin 3
i Orgarisation Stadents I Remember, invited learners remain ‘pending’ for a

Dashboard

maximum of 30 days, from the initial invitation date.

000
8%
&S
Teams

ﬁ All Live Lessons

After this, they’re removed from the Management
&0 veor ctatue Platform, and you can then send them a new invitation.

Reports
—B e learner1@email.com
o = learner2@email.com

leaders

o

Courses

learner3@email.com

learner4@email.com
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4. Single Sign-0On (SSO) Integration

Busuu supports SAML 2.0 standard for SSO integrations as a Service Provider (SP)

We connect our service to the Identity Provider (IdP) provided by your organisation

.4 Learners register and access Busuu through their organisation’s system (OKTA, Azure AD, etc.)
X Learners should not be invited to Busuu through the Management Platform

1 If you have any questions related to SSO integration, please contact your Customer Success Manager

Busuu 2023
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5. Removing learners

There are two ways to remove learners’ licences

1. Delete learners in bulk

Organisation Students

You can add a list of emails to be deleted in one go

& =

e User Role Status Activesince Expiry de Langusges  Activities Lessons Learningtime Lastvisited First placement test Currentlevel

] 27et st i o & oo Busuu Admin (g . . P

::::: S Al s e 2. Selecting individual learners
tive 22 Fob 20 o Englsh 3 G4 omasm  BFeb2023 Organisation Students
e o |m e You can select learners for

27cb 20

o e o W deletion one by one by clicking
w0 o emn wrews & : o : — ‘Actions’ and ‘Delete’

v wa Actiitos Lossons Loarningime. Lastviitod  Firstplacome] _
a PR 2240208 Dlato

272028

2272023 i

oo o B mmsom 2Fenoos
o o o o souz022 w
& @ shum Fmm
B znem Bl
3 ERE oet2022
W b g eSopaon A2 2
T 4 son w202 w
El B ahem 23502023 u

Your licences can then be reassigned to new learners as you invite them. Licences can be reassigned up to 3 times.
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Learner progress

1. Tracking learner usage
2. Generating reports

3. Reports glossary
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Tracking learner usage

- Under the ‘Students’ tab, you'll see an overview of learner activity including learning time,
number of lessons and Live Lessons, and the last time the learner accessed Busuu.

Wl Some learners engage more than others
s i because theyre studying 2 or more
languages at the same time.
In this case, click the number of languages
to see more details.

< Al Pending Live Lessons

Active | Sortby Default . Actions v

User Role  Status Activesince Expirydate Languages  Activities Lessons Private Lessons ing time  Last visited

Learner 1
learner1@email.com

g g TR P PR T P S . If the level displayed is lower than the
learner2@email.com . - 1]
level set in ‘First Placement Test, the

Learner Active 27Feb2023 Institution expiry date Dutch ) 4 5m 23Feb2023 Al ]

Learner 3 Learner Active 23Feb2023  Institution expirydate Dutch 3 3 2Im 27Feb2023 - M

learner3@email.com

Learner 4 Learner Active 22Feb2023  Institution expirydate Dutch 3 3 16m 22Feb2023 A2 a2 |earner deClded to Ignore the Placel I lent
learner4@email.com

Learner 5 ’ Learner Active 22Feb2023 Institution expiry date Dutch 47 27 2h 16m 26Feb2023 Al Al TeSt reS u It .
learner5@email.com

Learner 6 Learner Active 21Feb2023 Institution expiry date Dutch 7 6 Th7m 23Feb2023 Al Al

learneré@email.com

Learner 7 Learner Active 21Feb2023 Institution expirydate Dutch 0 0 om 20Feb2023 - "

learner7@email.com

Learner8 Learner Active 20 Feb2023 Institution expirydate Dutch 0 0 om 21Feb2023 A2 N

learner8@email.com

Learner 9 Learner Active 20 Feb2023  Institution exoirvdate  Dutch 2 2 Tm 21Feb 2023 BI 81
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&
How to download reports

- Under the tab 'Reports' located in the left-sidebar, select 'Templates’ > 'Student Progress Report' > 'Generate'

- Select the time frame, who should be included in the report (Active, Removed, or All), and if you want to separate by language (in case some
learners are studying more than 1 language at the same time).

Your organisation is:

>
" = Busuu Admin

i:2) Reports
Dashboard

. Tomplates Generated Reports
0%

e 1.You can download the reports in two
© Student Progress Report .

ﬁ O L —————————————— -} L different formats: Excel and/or CSV.

P took to complete, and the number of certificates achieved in each language.

500

i(::‘:ii?;::zz::mmmmnd read any post-lesson feedback shared by your E The preVIOUS downloaded reports WI”
remain available under the tab 'Generated
Reports'.

Busuu 2023
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Reports glossary

User/Email: Names/email direction of the institution’s learners

Role: Can be learner or Team Leader or Admin

Status: Defines if a learner still has access to the platform. Can be
Active or Deleted

Active since: The date a learner created their account

Expire date: The date up to which a learner will have access to Busuu.
This can be set to match their institution’s licence expiration date, or a
specific date determined by Admins

Teams: When a learner is part of a team, the name of their Team will
appear in this field. Otherwise, it will remain blank

Last visited: The last time a learner logged in to Busuu

Learning time: The amount of time learners have actively worked on
activities and lessons and are effectively engaged in learning. It does
not include the time spent in the Community or taking a Live Lesson
Lessons completed: The total number of lessons completed by a
learner to date

Activities completed: Each lesson contains a number of activities. This
column shows the total number of those activities completed by a
learner to date

Busuu 2023

Languages: The language(s) a learner is currently studying,
e.g., en = English, es = Spanish, de = German, etc.

First Placement Test: The result of the first placement test taken by
a learner in accordance with CEFR levels (A1, A2, B1,B2, C1, or C2)
Current level: The CEFR level of the last lesson a learner completed
on Busuu independent to the placement test result

Level A1/A2/B1/B2/C1/Business course result: The grade a learner
achieved in the end-of-level test. In order to receive a Certificate of
level completion, a learner must score a minimum 'C-' (which
corresponds to a 70% correct score)

Private/Group Lessons available: Number of Live Lessons available
to book

Private/Group Lessons upcoming: Number of Live Lessons booked
but not yet taken

Private/Group Lessons taken: Number of Live Lessons taken
Private/Group Lessons missed: Number of Live Lessons booked
but missed/not attended

20



Live lessons

1. Assign and remove Live Lessons credits

2. Live Lesson reporting
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1. Assign and remove Live Lessons credits

i

Dashboard

960
%
S

Toams

=

Students

&0

Reports

Team
leaders

@

Courses

Your organisation is

Organisation Students

All  Pending Live Lessons

Active

User

Learner 1
learner1@email.com

@ Learner 2

learner2@email.com
Learner 3
learner3@email.com

Learner 4
learner4@email.com

Learner 5
learner5@email.com

Learner 6
learner6@email.com

Learner 7
learner7@email.com

Learner 8
learner8@email.com
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Role Stati

Admin  Activ

Learner Activ

Learner Activ

Learner Activ

Learner Activ

Learner Active

Learner Active

Learner Active

Private Lessons

3 students selected %
1,039 PRIVATE LESSONS AVAILABLE

Private Lessons per student o 4

Total Private Lessons 0

Final balance 1039 Private Lessons

14Mar2023 Institution expiry date Spanish 1 1
13Mar2023 Institution expiry date Spanish 3 3
Mar2023  31Aug2023 Spanish 13 10 i

-Bu\‘»\ actions v

—> =0

s Group Lessons Learning time Lastvi

Thim

21 Mar

20 Mar|

Manage Group Lessons

Remove all Group Lessons

Manage Private Lessons

Remove all Private Lessons

19 Mar

Delete
16 Mar
21Mar2023 - Al
14Mar2023 Al Al
13Mar2023 - Al
21Mar2023 - A

L4 Assigning credits:

1. Select the learners you'd like to assign Live
lessons to

2. Click the ‘Actions’ button followed by the
‘Manage Group or Private Lessons’ button

3. Insert the number of lessons to be assigned and
click ‘Assign’

4. The credits will now be available on the learner’s
profile

¢ Removing credits:

1. Select the learners you'd like to remove Live
Lesson credit from

2. Click the 'Actions’ button followed by the
‘Remove all Group Lessons or all Private Lessons’
button
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2. Live Lesson reporting

- Under the ‘Reports’ tab located on the left-sidebar, select ‘Templates’ followed by ‘Live Lessons Report’ and click ‘Generate’
- Select the time frame you wish to be covered in your report

[

i

Dashboard
000
2%

)

Teams

Students
prs
600

Reports

Team
leaders

m

Courses
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Your organisation is:
&= E

Reports

Templates Generated Reports

© Student Progress Report

See how many activities and lessons each student has completed in a given time frame, how long each
took to complete, and the number of certificates achieved in each language.

(2 Live Lessons Report

See the status of each student’s Live Lessons and read any post-lesson feedback shared by your
students.

<_

Busuu Admin

1. You can download reports in either Excel
and CSV format

E Previously downloaded reports  will
remain available under the ‘Generated
Reports’ tab
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Any questions?

Contact your Customer Success Team
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Busuu

a Chegg service

Thank you!
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