Schoology Cheat Sheet
This is what you will
see when you log into
Schoology.
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Schoology consists of
4 primary sections.
Knowing the purpose
for each section will
help you understand
the system.

1 Section 1 is your navigation bar. Here you can find your courses, groups, and resources. You can also receive
notifications and requests, as well as update your profile and switch accounts.

2 Section 2 is your main page view. It defaults to recent activity. When you change to a course or group, this section
will change to show that course’s or group’s information

3 Section 3 relates to section 2. This is your option menu for whatever course, group, or resource you are working in.

4 Section 4 is you upcoming events and calendar. Here you can see what assignments or meetings you have and you
can access your calendar to create events.

Section 1: Navigation Bar
This will search your Schoology courses, groups, or
resources. It will also search for help documents.

Clicking here will open
up your courses. Click
any course to enter it.
Create: Allows you to
create a course (you
should never need to
create a course)

Clicking here will open
up your groups. Click
any group to enter it.
Create: Allows you to
create a group

Join: Allows you to join a
course

Join: Allows you to join a
group

See All: Will show all of
your courses

See All: Will show all of
your groups

Clicking here will open
up your Resources.
Click any resource to
enter it.
Apps: Allows you to link
certain applications to
Schoology such as Khan,
YouTube, and Google
Drive

Section 1: Navigation Bar Continued

This will show any messages you have
received through Schoology. It will also
allow you to respond to messages and
create messages.

This will show any requests you have
received and allow you to accept them.
It works like a “friend” request in similar
social media sites.

This is your notification bar. It will show
when students have submitted an
assignment or other item to Schoology

This is account settings. It will
allow you to switch accounts, and
change account settings. It also
will link you to Schoology’s help
center.

Section 2: Main Page
The main page will default to your recent activity. In your
recent activity, you will see the most recent posts from all
of your courses and groups that you are a member.
Clicking on any of the blue links will take you to that post.

Selecting a group, course, or resource will change your
main page to reflect the materials in any of those
categories. This will now allow you to navigate through
the course, group, or resource you chose. If you are the
administrator of your course or group, you can add
materials and select options.

The gear
icon
allows
you to
modify
the
material.

Section 2: Main Page continued

Clicking “Student Progress” will
show how much of a course a
student has completed.
Clicking “Options” will give you
your course options. Pay
attention to the student
completion command. By using
this function, you can control
how a student navigates through
a course and prevent a student
from skipping parts of the course
or jumping ahead.

The “Add Materials” command allows you to build your course or group. Some materials that are available for courses are not
available for groups. Each command allows you to add and customize the given option. You are able to grade assignments,
tests/quizzes, and discussions. Once created, you can copy these to resources or other courses, saving you time in the future. Pages
should be used for you basic course information and navigation. Media album will allow you to add student videos or pictures.
When building a course, follow the Schoology Course Guidelines.

Section 3: Menu Options
The menu options will change depending on which section you have entered.

Recent Activity Menu:
Your recent Activity
will give you access to
your calendar,
messages, search for
people, and any blogs
you may subscribe.

Course Menu:
Your course menu will
show your materials,
updates, gradebook,
and more. If you are
the administrator of
the course, you will
see the course code.

Group Menu:
Your group menu will show
your updates, discussions,
albums, members and
resources. Note how the
group menu differs from the
course menu. You will also
see the course code if you
are the administrator

Resource Menu:
Your resource menu
will allow you to load
resources, search for
resources, and load
apps.

Section 4: Calendar and Events
Your upcoming events are listed here in
chronological order. This will show
events from all courses and groups you
are a member. If you are an
administrator of a group or course, you
will have the option to add an event to
your calendar.

Clicking the “calendar” icon will switch your view.

Clicking “Add Event” will
bring up the event box.

Clicking an event will take you to an event page
where you can post a comment.

