Using the XpressLab Library to Search and Import Resources

The XpressLab Library is used to share and store learning resources created by XpressLab
users and pedagogy specialists. Content created in XpressLab can be stored and shared within
a user’s private Library, shared within a user’s institution or school board or shared globally, with
education professionals across the XpressLab user base.

Resources, such as courses, activities and individual questions (slides), can be imported
directly from the XpressLab Library into a user’s account, where it can then be edited and
assigned to students. Importing high quality content from the Library saves time and resources
by making it easier to develop courses, tests, and activities within XpressLab.

The following Help Guide provides step-by-step instructions on how to use the Library’s intuitive
search functionality to locate the most relevant and helpful content for your courses, tests and
activities. In addition, you will find step-by-step instructions on how to import resources to your
XpressLab account.

1. Log into XpressLab using a Teacher account. Then, access the XpressLab Library by
clicking on the Library link, located within the main navigation bar.
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e You may also access the Library from the Dashboard by clicking the Access
XpressLab Library quick link, located above the Student Activity Graph.
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2. By default, the XpressLab Library will contain resources that are shared globally with all
registered XpressLab users, content shared by members within your school and/or
district school board, and content saved to your private resource Library.

e To view only the resources shared in your private Library, click the Sharing
Permission filter, located within the Filter options found on the left side of the
Library. Then, select Private from the drop down list of options. The Library will
automatically refresh to include only the resources shared to your personal
Library.
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To view resources shared across all XpressLab users with a registered teacher
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or test author account, click the Sharing Permission filter and select Public
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o To view only the resources shared within your school/district school board, click

the Sharing Permission filter and select Account from the drop down list of
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3. Each time afilter is applied to the Library, a Tag is created within the Search bar. To
remove a filter from a search, simply click on the X located in the right corner of a filter
Tag. This will restore the Library back to the default setting, with resources displayed
across all 3 sharing permission options.
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4. Resources are categorized by the resource Type (i.e. Course, Activity and/or Slide
(question). The number listed to the right of a Type filter indicates the number of
resources associated with that particular type category.

e Click Activity within the Type filter options to view only activities, such as:
Standard Tests, Dropbox Assignments, Student Presentation activities, etc.
Activities can be imported directly into an existing course, or a new course may
be created using the imported activity.
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e Click Course within the Type Filter options to view full courses within the
Library. Courses include 1 or more activities. A full course, including all of the
activities within the course, may be imported to your personal XpressLab
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e Click Slide within the Type Filter options to view single questions. Slides (or
guestions) can be imported and added directly to an activity you are currently
authoring or imported to an existing course. You may also use slides/questions
to build new courses or new activities.
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5. Language filters may be applied to view resources according to the language of the
content. To view resources according to the language of the content, click the Language
filter and select the appropriate language from the drop down list of options.
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6. For a more specific search, apply multiple filters to your Library. For example: To view
only Activities shared in your Private Library, select both the Activities filter and the
Private filter. Both filter tags will now be added to your Search bar.

| Sharing Permission: Private X | n == ¥

7. As noted in Step #3, individual filter tags may be deleted by click on the X icon located
on the right side of the tag. To clear all filters and return the Library back to the default
setting, click the Clear Filters button, located directly below the Search bar.
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8. Library resources may also be displayed according to Sort By filters. Sort By filters allow
you to view resources according to specific criteria, such as: A resource’s Title, the
Contributor Name (i.e. the user that created and uploaded the resource), the date on
which the resource added to the Library, resources with the highest number of
download, and resources with the highest ratings from other XpressLab users.

e Use the Sort By drop down list of options to apply sort by filters to your Library.
Note: You may only select one (1) Sort By filter. Filter tags are not applied to the
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Search bar. To remove a sort filter, select the Sort By option from the dro
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The XpressLab Library also offers 3 different viewing options. Resources can be
displayed in a Tile format (default), in a Compact format, or in a List format. To select a
viewing format, click the Display Options button, located to the right of the Search bar.
Then select the display options you wish to apply.
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Keyword searches may also be conducted. The Search bar provides powerful and
intuitive search functionality. As you begin typing your keywords into the Search bar,
suggested options will automatically appear below the Search bar. For example, as you
type the keyword “French”, several suggestions appear, such as: French — the subject,
French- Language, and various tags links to the search term French. You can use these
search suggestions to locate the most relevant resources for your needs.

e To apply a search suggestion, simply click on the search tags listed below the
Search bar.
To view a brief description of a resource, hover your cursor over a resource Tile. To
view a full Preview of the resource, click the View link.
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e |f you are using the Compact display option, click on the resource you wish to

preview.
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e If you are using the List display option, click on a resource hame from within the
Library list.
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12. The resource Preview page provides further details about the resource, as it was
entered by the contributor.
e Use the summary table to review: the Contributor, Resource Type, Subject and
Grade Level. Note: The information provided in the summary table is entered by
the contributor. As a result, some fields may be listed as N/A.
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e To preview the resource as your students will see it, click the Preview button
located above the Comments box. This will launch the resource in Full Screen




mode and allow you to flip through each slide.
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e Use the 5 star icons located above the Comments box to rate the resource
according to its effectiveness, clarity and ability to fulfill curriculum requirements.
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e To pin aresource to your Favorites List, click the Favorite button. If the resource
is already on your Favorites List and you wish to remove it, click the Favorite
button a second time to deselect the feature.
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Enter any comments, suggestions or reviews by typing into the Comments box.
Click the red Post button to display your comments within the public XpressLab

Library.
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Review each slide or question within the resource by clicking on the slide
thumbnails, located below the resource preview window. You can also click the
right and left arrows to scroll through each slide.
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13. If you would like to use a resource within a course or activity, select the Import button
located to the right of the Preview button. Import options will depend on you’re the
Resource Type. For example, Slides (questions) may be imported to an activity you are
currently created, within a new activity, within an existing course, or within a new course.
However, Activities may only be imported into an existing course or a new course.

e Follow the prompts provided in the Import window to add the resource to your
XpressLab account.
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14. To review, edit and assign an imported resource to your students, navigate to the My
Courses list by clicking on the Courses link from within the main navigation menu. This
will direct you to the My Courses list, when you may select the name of a newly created
course or an existing course containing a newly imported resource.
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