


Quick Start Guideï

How to give your students access to e-Learning Courses

The following screenshots will lead you through 
how to quickly:
ÅLocate your instructor codes & access instructor portal 
ÅCreate student access codes
ÅCreate an email containing access codes to send to 

student

Note: You would use this same process to create an access code for 
yourself if you want to access any of the e-Learning courses

ÅBefore you start ïyou need to have your IT Academy 
membership number (from your welcome email) and login into 
Members site: 
https://www.microsoft.com/education/itacademymembers/default
.mspx
ÅIf you have questions or donôt know your login details contact -

Microsoft Regional Education Service Centre, Ph AUS 13 20 58 
(Option 4) apacresc@microsoft.com

https://www.microsoft.com/education/itacademymembers/default.mspx
https://www.microsoft.com/education/itacademymembers/default.mspx
apacresc@microsoft.com.au


From the Members 
ǎƛǘŜΣ ŎƭƛŎƪ ƻƴ άaȅ 
!ŎŀŘŜƳȅέ ǘƻ ōǊƛƴƎ 
up your academy 

details



We are interested in 
locating the 

Instructor Login 
codes ςso click on 
άaȅ .ŜƴŜŦƛǘ /ƻŘŜǎέ

XXXXX

XXXXX



Here are your instructor codes.  If you need more setup you can 
request from the Regional Support Centre .  Each instructor needs 
their own login code.  You will only need to enter it once as it will 
be retained (with your LiveID).   If you are the administrator then 

you will give out the codes to your instructors.
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XXXX
XXXX
XXXX
XXXX

XXXX



E-Learning Instructor Portal

Åhttp://itacademyinstructor.microsoftelearning.com/

The first time you 
login into the 

instructor portal, 
you enter your 

instructor code and 
tick the box to 

accept the 
agreement.  You will 
then be prompted 

to log into your 
LiveID

Subsequent 
logins you will 
only need to 
ŎƭƛŎƪ ƻƴ ά!ŎŎŜǎǎ 

{ƛǘŜέ

http://itacademyinstructor.microsoftelearning.com/


You may think that the 
first step is to setup your 

classes and list of 
students & their details.  

However, that would 
require a lot of setup.  

The most  straight-
forward way to proceed 
is to create course access 

codes and distribute 
them to your students via 
email.  When the student 
enters the student portal 
with that code they are 
then prompted to login 
or create a LiveID.  Once 
they do that ςyou see  

them and all their details 
in your Instructor Portal!  



/ƭƛŎƪ ƻƴ ά/ǊŜŀǘŜέ



In this section you specify 
information necessary to create 
an access code for one or more 

courses.

The first section allows you to 
nominate a specific code 

identifier, to align with a course 
code for example (optional). 

You can choose to create a 
unique code for each student ς
or create one code that can be 

used by a whole group of 
students ςwhich will be easier 

to distribute.  

In either case, you need to 
setup enough codes for all

students.  For example if you 
will have a maximum of 50 
students then you need to 

setup 50 codes (put 50 in the 
ōƻȄ ǘƘŀǘ ǎŀȅǎ άbǳƳōŜǊ ƻŦ /ƻŘŜǎ 
bŜŜŘŜŘέύ ŜǾŜƴ ƛŦ ȅƻǳ ǎŜǘ-up 

one code as a Multi-use code. 



Set the expiry date.  This is 
the expiry date for initially 
using the code not for the 

course. An e-Learning 
course is valid for 150 days 

from the first time the 
course has been accessed.

To select the e-Learning course 
ŎƻƴǘŜƴǘ  ŎƭƛŎƪ ƻƴ  ά!ŘŘ 
ǎǳōǎŎǊƛǇǘƛƻƴ tƻƻƭǎέΦ  9ŀŎƘ 
Access code can contain a 

maximum of 3 course 
collections 



The easiest way to 
locate the courses is 
to page down and 
scroll through the 
course collections.  
You can click on the 
Collection Title for 
more information 

regarding the 
course.  To select a 

course collection put 
an X in the box 

beside the course id.  


