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1 Introduction 

 

 

NETLAB+
®
 is the premiere remote lab appliance for information technology training and 

distance learning, developed by Network Development Group, Inc. Students and instructors 

can share worldwide access to real lab equipment in a training environment that is easy to use 

and manage.  

 

Depending on how you use the NETLAB+ system, you may allow your students to log in, 

create and edit configuration files, and program one or more lab devices.  Because 

NETLAB+ equipment can be accessed from any PC and browser connected to the 

Internet, students can perform configuration tasks from virtually anywhere.  The 

NETLAB+ scheduler provides controlled access to your lab equipment.  All lab access is 

by reservation, using the scheduler. 

 

You may also use the NETLAB+ system within the classroom.  The Instructor-led lab 

features of NETLAB+ provide an effective way to teach new configuration tasks, as 

instructors lead their class through a lab exercise.  Instructors can configure one or more 

devices while each student observes the process within a session initiated through 

NETLAB+.  You may choose to allow students to actively participate in the instructor-led 

lab session and enter commands. 

 

Using NETLAB+, you may have your students complete assignments working 

individually, or as part of an assigned team.  Students can be grouped into teams and 

work together from different locations.  

 

NETLAB+ can save and store configuration files, allowing you to easily evaluate the 

performance of each team or individual student.  You may view this archived data online, 

or receive it automatically by e-mail. 

 

This guide provides information on how to set up your class and student information in 

NETLAB+, how to schedule lab reservations, and how to perform a NETLAB+ lab 

session.  If you are new to NETLAB+, you may find it helpful to review the NETLAB+ 

System Overview to gain understanding of NETLAB+ôs many features. 
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2 Initial Login 
 

Instructors access the NETLAB+ system via the web interface.  Your NETLAB+ 

administrator will provide you with the IP address (or domain name) of the NETLAB+ 

server.  To access the login page, direct a browser to the address of the NETLAB+ server.  

Please review the information on the login page concerning browser support and firewall 

use. 

 

You will also receive a username and initial password.  At least one Instructor ID and 

password must be set up by the NETLAB+ administrator, through the administrator 

interface.  Please see the NETLAB+ Administrator Guide for details on creating an 

instructor account as an administrator.  Instructors with community-wide or system-wide 

privileges (see section 6.2.1) may also create instructor accounts (see section 6.1). 

 

Enter your username and password in the login box located on the left side of the page. 
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2.1 New Password 

 

On your first login, you will be required to change your password after you successfully 

provide your Username and initial Password.  NETLAB+ enforces strong passwords.   

 

Passwords must meet the following requirements: 

Á Not found in the English dictionary and not too simple 

Á Between 7 and 16 ASCII  characters 

Á Contain both numbers and letters 

 

One strategy you may find helpful is to combine a word together with numbers.  For 

example, you could not use the word ñairplaneò but you could use ñairplane789ò.  You 

may not reuse your initial password.   

 

 
 

An error message will be displayed if the password entered does not meet requirements.  

The message will indicate why the password was unacceptable.  This example shows an 

error message displayed when the new password entered is a simple word found in the 

dictionary and therefore not eligible to be a password on the system. 

 

 
 

 

Selecting OK from a password error screen will allow you to make another password 

selection.  The MyNETLAB Instructor Interface, described in the next section, will be 

displayed after you have successfully changed your password. 
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2.2 Time Zone 

 

You will select the Time Zone appropriate to your region.  Selecting the correct time 

zone is important, to allow correct time information to be displayed when using the 

scheduler (see section 7).   

 

 
 

 
2.3 Email Address 

 

The next field you will be prompted to enter is your Email Address.  Enter the 

destination e-mail address for student logs and configuration files, should you choose to 

have these files emailed to you (see section 10).  This field may already contain a value, 

if an email address was entered at the time your account was created.  If so, edit the email 

address if necessary. 
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2.4 Remote Access Test 
 

A Remote Access Test is performed during each user login.  The purpose of the test is to 

attempt to establish an outbound TCP connection.  This connection is necessary for 

remote device access, remote PC access and access to chat functions (chat functions will 

be available in a future software release).   

 

This test will fail if a connection using the TCP port(s) defined by the NETLAB+ 

administrator cannot be established.  

 

 

 
 

In this example, the Remote Access Test failed when instructor ñjanedoeò logged in. 
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NETLAB+ now allows the administrator to define the Remote Access Port (or list of 

ports) that may be used in place of the factory default, port 23.  

 

It is critical that the ports specified are opened in the site firewall, or the client may 

experience delays and/or port test failures during user login. 

 

Please see the Remote Access Ports section of the NETLAB+ Installation Guide. 

 

There are several reasons why the Remote Access Test may fail: 

 

1) Personal Firewall settings on your computer:  The personal firewall software on 

your computer may be set by default to prohibit the port connection.  This issue is 

routinely resolved by selecting to allow the connection when prompted by a pop-up 

window from your personal firewall software.   

 

2) Security policy at your current location:  It is possible that local security policy does 

not allow outbound access using the port(s) chosen by the NETLAB+ administrator.  This 

is the most likely diagnosis if you are able to successfully access the system from another 

location. 

 

3) Ports have not been opened in the site firewall: As part of the installation process, 

you must be certain to open the ports in the site firewall that have been designated 

available for outbound client connections.  This is only likely to be the problem if all 

users are unable to establish a connection. 

 

 
 

 

Use the ñTry Againò option if you wish to repeat the test after adjusting your personal 

firewall settings.  You may select ñSkip Testò if you prefer to proceed to your 

MyNETLAB page without resolving the issue at this time.  You will not have remote 

device access, remote PC access or chat functions (chat functions will be available in a 

future software release).  
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3 MyNETLAB Instructor Interface 

 

After successful login, the MyNETLAB instructor interface page will be displayed. 

 

 
 

 

In the upper right corner, the privilege level ñinstructorò and your Username are 

displayed. 
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The menu bar at the top of the screen contains choices including File, Scheduler, 

Account, Class, Profile, Curriculum, Archive,  Logout and Help.  These functions are 

accessed by selecting them on the menu bar or the corresponding icon on the page. 

 

Use the File link to enter the section where you may manage the configuration files for 

your classes.  

 

You may use the Scheduler to schedule lab time for your classes, student teams, or your 

own use.  The scheduling feature facilitates scheduled access to lab equipment.  

Equipment can be scheduled for either classroom lectures or student lab time. 

 

The Account Manager is used to create and manage student and instructor accounts.  

The Class Manager is used to create and manage classes and rosters.  Your access to 

these functions by your privilege account level assigned by the NETLAB+ administrator 

(see section 6.2.1).  

 

Use the Profile link to update your user preferences.  You may update your email 

address, password and Telnet client selection. 

  

Subject to availability, you can reference course content information in the Curriculum  

section.  This can include class-learning materials that supplement your labs.   

 

The Archive section is used to access saved configuration files from student, team, or 

instructor-led sessions.  The NETLAB+ Log Viewer allows an instructor to review the 

final configuration files and device output (logs) from a lab reservation.  NETLAB+ 

records every keystroke and router output of a lab session, allowing an instructor to 

rapidly assess how a student or team arrived at a solution.  For routers, switches, and 

firewalls, NETLAB+ provides a Command Index.  The index lists the sequence of 

commands entered during a lab session, across all devices, in chronological order.  You 

may click on each command to view the resulting output in the corresponding log file.  

This tool sorts through all logs, highlights the commands entered by the student, and 

allows you to quickly assess the studentôs work.  Session Logs are also available, which 

show all the activity associated with a single device during a lab reservation 

 

The Logout link is used to logout of the NETLAB+ system.  Selecting Help will provide 

links to documentation and FAQs.  

 

The section below the menu bar may contain information provided by the NETLAB+ 

administrator pertaining to your use or scheduling of the NETLAB+ resources.  Review 

the section each time you log in. 
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Any scheduled lab times for you and your classes will be listed on the page.  If you have 

scheduled instructor-led time for you and your students, those reservations will be 

displayed.  In addition, you will also see listings of active reservations made by your 

students and student teams.  These listings will be displayed only when they are currently 

active.  You may also join these sessions by clicking the ñEnter Labò button. 

You may see a message indicator on the page.  Selecting Message will display 

informational or error messages pertaining to lab reservations or the status of lab devices. 

 

 
 

 

The messages will be retained by exiting using the Close button.  You may delete some 

or all of the messages by using the Delete Selected or Delete All buttons. 
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4 Set Your Instructor Profile 
 

To set the appropriate values in your instructor profile, access the profile 

page by selecting Profile on the MyNETLAB menu bar or the link in the 

body of the page.   

 

Your current account profile settings will be displayed.   

 

 
 

 

Password allows the instructor to change the password.  Select the password field to 

display the change password screen.   

 

Passwords must meet the following requirements: 

Á Not found in the English dictionary and not too simple 

Á Between 7 and 16 ASCII characters 

Á Contain both numbers and letters 

 

 
 

 

An error message will be displayed if the entered password does not meet these 

requirements.  See section 2 for details. 

 

The Time Zone field allows you to select the time zone appropriate to your region.  

Selecting the correct time zone is important, to allow correct time information to be 

displayed when using the scheduler (see section 7).   
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The next field, E-mail Address, should contain the destination e-mail address for student 

logs and configuration files, should you choose to have these files emailed to you (see 

section 10). 

 

 
 

Your Telnet Client preference may be changed if needed.  NETLAB+ uses Telnet to 

communicate with devices in the equipment pod.  You may use the optional Java-based 

Telnet Applets supplied with NETLAB+, or you may use your own Telnet client 

application installed on your local machine.  

 

 NETLAB + Telnet Applet provides a Telnet applet streamlined for NETLAB+.  It 

operates in line mode that is suitable for devices with a command line interface.  

It loads quickly, provides automatic login, can be resized in Microsoft Internet 

Explorer, and can provide a different color scheme for each device.  

 

 Java Telnet Applet provides a consistent interface, automatic login, and full 

VT100 terminal emulation.  It is 165 kilobytes, so it may load slowly the first 

time over a slow network connection.  

 

 Local Telnet Client option will prompt for your NETLAB+ user ID and password 

each time you connect to a device.  Your browser (or client computer) must be 

configured to associate URL's in the form of telnet:// with your local Telnet client 

application.  

 

Windows XP Users: Both the Java
TM

 Telnet Applet and NETLAB+ Telnet Applet require 

Java
TM

.  You can get the Java plug-in for Windows XP from java.sun.com 

http://java.sun.com/
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For both the Java and NETLAB+ applets, options for automatic login, initial width and 

height of the window, color scheme and font size may be selected.  

 

 
 

 

Please specify the console and enable secret passwords that you are going to use with 

Cisco lab routers, switches, and firewall devices on the Device Passwords page.  

NETLAB+ will try these passwords when performing automated operations during 

personal instructor reservations. 

 

These settings are only used during personal instructor reservations.  NETLAB+ will use 

the passwords defined in the class profile for instructor-led class, student, and team 

reservations and when the instructor has reserved lab time as a learner participant in a 

class. 
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5 Manage Classes 

 

A class record must be created on the NETLAB+ system for each class 

using the system.  Each class record includes a class roster.  A class roster 

is a list of members, which may include student accounts, instructor 

accounts, or both.  All members must belong to the same community. 

 

If you have system-wide privileges, you may manage classes for all the communities on 

your NETLAB+ system.  Community-wide instructors may manage classes within their 

community.  Instructors with normal privileges may manage classes for which they are 

the lead instructor (see section 6.2.1).  Instructors with system-wide privileges may select 

a community; others simply accept the default value. 

 

Typical Class Management Tasks: 

 

 Viewing Class Records:  The class records that are present in your community 

(or other communities depending on your privilege level) are listed on the class 

manager page.  You may select and view the details of any class record, but your 

ability to edit class records will depend upon your account privilege level. 

 

 Add Class Records:  A class record must be created for each class using the 

NETLAB+ system.  You may be responsible for adding the class record for a class 

you are leading, or this task may be completed by another instructor with the 

appropriate privilege level.  For details on adding class, records see section 0. 

 

 Edit  Class Records:  The class record settings may be modified.  Common 

circumstances where it will be necessary to edit a class record include: 

 

o  Update the selection of lab exercises and content available to the class.  

 

o Enable the team reservations class option after assigning members of the 

class roster to teams (see section 5.5). 

 

 Add Learners to the Class Roster:  The account for each user enrolled in the 

class must be added to the class roster.  Several methods are available to allow 

you to quickly accomplish this task.  Please see section 5.3 for details. 

 

 Remove Accounts from the Class Roster:  If a student is no longer enrolled in 

the, their account should be removed from the class roster.   

 

 Move or Copy a Class Roster:  Make use of these functions to when setting up 

the class roster for a class with many of the same students as an existing class.  

Actions may be performed on all accounts listed in a roster or selected accounts. 
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 Group the Class Roster into Teams:  Allow students to work in groups for self-

study resource reservations and share access to equipment at the same time.  This 

can be a practical way of sharing resources in a class with a large number of 

students.  Follow the procedure detailed in section 5.5 to enable team access for a 

class. 

 

 Delete Class Records:  Class records should be deleted only when it is certain 

that any configuration files and logs associated with them are no longer needed, 

see section 5.7. 

 

 Assign a Lead Instructor:  A lead instructor should be assigned to each class.  

Lead instructors may participate in any lab reservation associated with the class.  

If you are an instructor with Normal Privileges, you will be lead instructor for any 

class you create, with the option of adding additional lead instructors.  The ability 

to appoint lead instructors for other classes will depend upon your account 

privilege level (see section 5.6). 

 

 Review Lab Usage Statistics:  A count of the labs and lab hours used by the 

class for instructor-led training, individual reservations and team reservations is 

provided by the class manager.  Detailed information on lab usage is provided per 

class, per team and per individual.  (See sections 5.4 and 5.5).  Reviewing lab 

usage is per class is a convenient way of monitoring usage of the NETLAB+ 

system. 

 

For more flexible usage reporting options, consider using the usage reporting 

tools available to the NETLAB+ administrator.  Several levels of reporting 

including Community Usage, User Usage, Class Usage and Pod Usage are 

available.  Please see the ñUsage Reportingò section of the NETLAB+ Administrator 

Guide for details. 
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5.1 Add Classes 
 

The Class Manager page will list all existing class records for your community. 

 

 
 

 

To add a class to the system, select the  button at the bottom of the 

Class Manager page and enter the class information into the form.   

 

The Class Name field is required; other fields may be filled out now, or later through the 

Edit Class function (see section 5.2). 
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Class Edit/Add Field Descriptions 

 

 Class Name:  The name of the class must be unique on the NETLAB+ system.  

 

 Lead Instructor(s):  Instructors who are trainers in this class.  Only lead instructors 

can schedule instructor-led lab reservations for a class.  Lead instructors may schedule 

instructor-led lab reservations for this class.  A lead instructor may also join any student 

or team reservations in progress that are associated with the class. 

 

 Global Labs: Select lab exercises and content that can be accessed by users in the class 

roster.  This also affects the pod types that users can access.  This setting does NOT 

control access to curriculum.  Global labs are available to all instructors on the system 

(if authorized by the administrator). 

 

 Private Labs:  Private labs are available only to the original installer.  If you have 

created lab designs using the Lab Designer, they will be available for selection in this 

section.  Please refer to section 13, and the NETLAB+ Lab Design Guide for details. 

 

 Starting Date:  An optional starting date for the class.  New pod reservations for this 

class may not be made before this date.  

 

If this date is changed later, existing lab reservations are not affected .  

 

 Ending Date:  An optional ending date for the class.  New pod reservations for this 

class (student or instructor) may not be made after this date.   

 

If this date is changed later, existing lab reservations are not affected.  

 

 Self Study Lab Access 

 

Individuals : If selected, individual users in the roster can schedule lab reservations. 

 

Teams: Enabling this option allows learners to work in groups for self-study lab 

reservations and share access to equipment at the same time.  Before enabling this 

option, place each user in the roster into the desired team (A to Z).  
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 Predetermined Lab Time Limits 

 

Enforce lab author's time limits (if any): When a lab author specifies a time 

limit for a lab exercise, NETLAB+ will always use this limit to determine the 

length of an individual or team reservation.  When a lab time limit is enforced, the 

Maximum Length of Reservation setting (described below) will have no affect on 

the reservation length.  The time limit is only imposed upon learners making their 

own individual or team reservations.  Individual or team reservations created by 

the lead instructor on behalf of individual learners or teams in the class are not 

restricted by the lab authorôs time limit. 

Do not enforce lab author's time limits: NETLAB+ will disregard any time 

limits set by lab authors.  Individuals and teams may determine how much time is 

allocated for any lab, up to the Maximum Length of Reservation setting (see 

below).  

 Preferred Maximum Length of Reservation:  Sets the maximum length (in hours) of 

an individual or team lab reservation.  Lab exercises can also have a time limit.  The 

lower of the two times is used.  The maximum time lengths of lab reservations for all 

classes within a community are subject to community maximums, if a community 

maximum has been set.  You may not establish a higher (less restrictive) maximum for 

the class; it will not override the community maximum set by the NETLAB+ 

Administrator.  A lower (more restrictive) maximum time length for the class may be 

enforced by setting a value that is lower than the community maximum. 

 

Lead instructors and instructor-led reservations are not bound by this restriction.  

 

 Preferred Minimum Time Between Reservations:  Sets the minimum amount of time 

between successive reservations made by an individual or team.  This setting can be 

used to prevent excessive scheduling of labs.  For example, a setting of 48 hours 

prevents the same individual or team from scheduling lab exercises less than 48 hours 

apart.  The default value, no limit  will allow a student or team to make unlimited 

reservations.  The minimum time between reservations for all classes within a 

community is subject to community minimums, if a community minimum has been set.  

You may not establish a lower (less restrictive) minimum for the class; it will not 

override the community minimum set by the NETLAB+ Administrator.  A higher (more 

restrictive) minimum time between lab reservations for the class may be enforced by 

setting a value that is higher than the community minimum. 

 

 Lead instructors and instructor-led reservations are not bound by this restriction.  
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Community level restrictions for Maximum Length of Reservations and 

Minimum Time Between Reservations may be set by the NETLAB+ 

Administrator.  Please see the ñManage Communitiesò section of the NETLAB+ 

Administrator Guide. 

 

 

 Console Password:  Cisco courses only.  The password which students and instructors 

are expected to assign to all device consoles, 'line con 0'.  When NETLAB+ performs an 

automated operation, it will try this password to gain access to the console.  Some 

automated operations may abort if the device's console is not set to this value.  

 

 Enable Password:  Cisco courses only.  The password which students and instructors 

are expected to assign as the privileged (enable secret) password on all devices.  When 

NETLAB+ performs an automated operation, it will try this password to gain access to 

privileged exec mode.  Some automated operations may abort if the device's enable 

password is not set to this value.  

 

 E-mail Configs/Logs:  After a reservation has completed, a copy of the final 

configuration files and session logs can be automatically e-mailed to lead instructors. 

 

E-mail can be unreliable.  This option will only work if the lead instructors have a 

valid e-mail address set in their profiles.  System settings, port filters and/or anti-

spam software may interfere with e-mail from NETLAB+ (even if other e-mail 

from the NETLAB+ site may be working).  Alternatively, you can access 

configuration and log data using the archive feature.  

 

 Retain Configs/Logs:  After a reservation has completed, a copy of the final 

configuration files and session logs can be retained in the NETLAB+ archive.  

Since this information consumes disks space and increases the size of backups, 

please retain only the data you need.  A master summary record of the reservation 

is retained in the archive regardless of what setting is selected for retaining 

configuration and session logs. 

 

Instructor -led reservations: If checked, NETLAB+ will retain configs and logs from 

instructor-led class reservations. 

 

Individual or team reservations: If checked, NETLAB+ will retain configs and logs 

from student or team reservations. 

 

 Retention Period:  This pull down lets you control the length of time NETLAB+ 

will retain configuration files and session logs in the archive for this class.  Since 

this information consumes disks space and increases the size of backups, please 

retain the data only as long as needed.  A master summary record of the 

reservation is retained in the archive, which is not subject to the retention period 

and will remain unless the class is deleted.   
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After entering information on the page, select OK .  A confirmation message will be displayed.  

You may now choose lead instructors for the class (see section 5.6), or select Exit  if you prefer 

to enter this information at a later time. 

 

 
 

If you complete the process to choose lead instructors, you will then be prompted to add 

learners to the class roster (see section 5.3).   

 

 
 

You may also choose to add learners to the roster at another time. 
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5.2 Edit Class Information 
 

Edit the information for an existing class by clicking on the class name displayed in the 

class list displayed on the class manager page.  Here, we will select the record for the 

CCNP Fall Class. 
 

 
 

 

A page displaying the current settings for the class will be displayed.  The Class Lab 

Usage statistics include a count of the laboratory reservations and hours of use, for 

instructor-led, individual, and team reservations for the class.  These counts include only 

lab reservations that have been attended.  If a lab reservation is scheduled but not used, it 

is not included in these statistics.   
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Select the Settings button to make the information for the displayed class available for 

editing.  The class edit page is identical to the add class page.  Please see section 0 for a 

detailed description of each field on the page.   
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After updating information, select the OK  button at the bottom of the page. 
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5.3 Add Learners to the Class Roster 

A class roster is a list of members, which may include student accounts, instructor 

accounts, or both.  All members must belong to the same community. 

A class may contain one or more lead instructors (trainers).  All other users in the roster 

(who are not leads) are learners.  Select the Roster button on the class page to add 

learners.   

 
 

 

A list of learners assigned to the class will be displayed, or, as in this example, a message 

stating that no learners have yet been added to the class. 
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Selecting Add Learners will display the Add Learners to Roster page.  This page 

allows you to select from 3 methods to add learners to the class. 

 

 The first method, Select from a list of all existing users in this community is an ideal 

choice when: 

 

 You will be selecting learners for which accounts already exist. 

 

 The list of all existing users in your community is relatively small.  (Since this 

option displays all the accounts from which you can make your roster selections). 

 

 
 

 

Select the learners you wish to add to the class roster from the list displayed.  Notice also 

that the list shows that instructor Jane Doe has already been selected as a class lead (see 

section 5.6). 

 

 
 

 

Click the Add Selected Learners button to add the learners to the class roster. 
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The second method, Create new user accounts and add to class is an ideal choice 

when: 

 

 You need to add learners to a class and have not yet set up accounts for them 

(typically, if this is a group of first-time users of your NETLAB+ system). 

 

 You prefer to do this process in one step rather than first adding the accounts 

using the Account Manager (see section 6.1). 

 

 
 

 

Enter the new account information for each user (see section 6.1). 
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The third method,  Search for and select existing users in the account manager, then 

invoke Add to Class from the action menu at the bottom of the search results page is 

an ideal choice when: 

 

 You will be selecting learners for which accounts already exist. 

 

 The options on the account search page (see section 6) will allow you to 

conveniently select a subset of the accounts from which you may make your 

selections.  This may allow you to avoid scrolling through a long list if there are a 

large number of accounts in your community. 

 

 
 

 

Here, we will use the show option to display only student accounts. 

 

 
 

 

The result of the account search displays all of the student accounts in the community.  

Select the students you wish to add to the class roster.  (Notice that student Ida Lerner has 

been selected, although she is already indicated to be a member of the class.  For the 

purpose of this example, letôs imagine that this record was selected in error).  Select the 

Add to Class Roster action and click Go. 
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Next, you will be prompted to select the class to which you wish to add learners.  Here, 

weôll select the CCNP Fall Class. 

 

 
 

 

The status of the accounts added is shown.  Notice that Ida Lerner is flagged as already in 

the roster, thus illustrating that selecting accounts more than once to add to a roster will 

not result in duplicates on the roster.  
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To view the class roster, select the  button. 

 

 
 

 

If your class roster will consist of both new users (for which you need to create a new 

account) along with previous users, (already having an account on your NETLAB+ 

system) you will need to use more than one of the methods described above to add all of 

the learners to your class roster.   

 

In addition, you can add learners to a class by moving or copying a class roster from one 

class to another (see section 5.4). 
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5.4 Manage a Class Roster 
 

As students join and withdraw from a class, you will need to make periodic changes to 

the class roster.  Select the class record for the class whose roster you need to update (see 

section 5).  You may also wish to review the statistics on lab usage provided for each 

member of the class roster. 
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Select the Roster button.  In a previous example, (see section 5.3) only the Add 

Learners roster function was available, since no learners had yet been assigned to the 

class.  This time, selecting the Roster function displays the class roster, the option to add 

learners, the manage accounts option and the manage roster option.   

 

 
 

 

By selecting the link next to the count of the labs attended for a learner, a list of the labs 

will be displayed including the status of the reservation.  Notice that lab hours are not 

accumulated for lab reservations that are not attended. 
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Returning back to the Class Roster page, you may continue by selecting Manage Roster.  

Actions on the Manage Roster page may be performed on several selected accounts at 

one time. 

 

 
 

 

The Remove from Roster action results in the removal of the selected accounts from the 

class roster.  The accounts remain on the system and may be added to other class rosters. 

 

The Copy to Another Class action will add the selected accounts from the currently 

displayed class roster to another class roster.  You will be prompted to select the class to 

which the accounts will be added. 

 

Selecting the Move to Another Class action will remove the selected accounts from the 

currently displayed class roster and add them to another class roster.  You will be 

prompted to select the class to which the accounts will be added. 

 

The Manage Accounts option is also included on the class roster screen.  
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Select Manage Accounts to display the accounts page, listing all the accounts assigned 

to the class roster.  See section 6 for details on managing accounts. 
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5.5 Group the Class Roster Into Teams 
 

Classes can be configured to allow students to have Self Study Lab Access both as 

individuals and as part of an assigned team.   

 

You may place class members into teams labeled A to Z. Teams allow students to work 

in groups for self-study resource reservations and share access to equipment at the same 

time.  If teams are not used with the class, all students should be assigned to the default, 

team ñAò.  Students may not change their own team assignment; however, the lead 

instructor(s) can adjust team assignments as needed. 

 

Lead instructors are not assigned to a team and may participate in the lab reservations for 

any team.  See section 7 for details on scheduling lab reservations. 

 

Here, weôll group the 6 members of the CCNP Fall class into 3 teams. 
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Select the Teams button.  The current team assignments will be displayed.  In this 

example, previous team assignments have been made.  Otherwise, all team members 

would have been in the initial default assignment of Team ñAò.  The count of labs and lab 

hours per team are also displayed. 

 

  
 

By selecting the link next to the count of the labs attended for a team, a list of the labs 

scheduled will be displayed including the status of the reservation 
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After returning back to the Class Teams list page, select the Define Teams button in 

order to modify the current team assignments.  Notice also that this class roster happens 

to include an instructor who is enrolled as a learner.  This instructor participates in the 

class identically to the other student learners.  Use the pull-down box to the left of each 

user name to make team assignments. 

 

 
 

 

After selecting the Apply  button, the class list will be sorted in team order. 

 

 
 

 

After initial team assignments have been made, you must return to the class edit screen 

and enable the option to allow teams to schedule lab time. 
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You may select the option to allow team reservations for a class at the same time you add 

a class record to the system (see section 0).  You must be certain to also make team 

assignments, otherwise, all accounts will remain assigned to default team ñAò. 
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5.6 Choose Lead Instructors for a Class 
 

A lead instructor should be defined for each class.  An instructor with Normal Privileges 

(see section 6.2.1) can create and manage classes for which they are the lead.  Lead 

instructors may make reservations for instructor-led training sessions for the class.  Lead 

instructors may make lab reservations for individual students or teams, or allow the 

students or teams to make reservations themselves depending on the settings selected for 

the class (see section 5).  The lead instructor has the option to participate in any lab 

reservation associated with the class. 

 

 
 
 

After selecting a class in the class manager, (see section 5) select the Leads option.  The 

accounts for all instructors in the community will be displayed.  You may select more 

than one lead instructor for a class. 
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5.7 Delete Classes 

 

To delete a class record, select a class in the class manager (see section 5) and select the 

Delete option.  Do not delete a class until determining that all of the information for the 

class is no longer needed.   

 

Keep in mind that you may want to edit (see section 5.2) and continue to use a class 

record.  For example, if there will be a similar course with many of the same students the 

next semester, you can simply update the class record and the class roster (see section 

5.4) as needed. 
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