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Courseware allows schools to place a student in any lesson of a course upon enrollment, which 

will automatically excuse the student from all assignments in the previous lessons. If 

administration has enabled custom placement for a school, teachers and administrators will be 

able to set an individual student’s placement using the following instructions. 

Administrators: 

1. On the Admin menu in the left navigation menu, select the school’s name. 

2. In the Courses menu, select the desired course. 

3. Continue with step 2 under the Teaching Staff section below. 

 

Teaching Staff: 

1. On the Courses menu in the left navigation menu, select the desired course. 

2. Click on the People menu. 

3. If the desired student has not been added to the course: 

a. Click the + People button. 

 

 
 

b. A dialogue box will appear with a text box to enter existing users by their email 

address, login ID, or their SIS ID.  

i. Type the criteria into their box. Separate multiple users with a comma.  

ii. Choose which Role these users should have within the course: Student, 

Teacher, TA, or Observer. 

iii. Ensure the Section is accurate. 

iv. Click Next. 
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c. A confirmation message will appear to verify the users chosen. Review the list, 

and if it is accurate, click Add Users. 

d. Continue to step 4. 

4. If the desired student has already been added to the course: 

a. Click on . 

b. Select Custom Placement from the menu that appears. 
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c. A dialogue box will appear with a warning that custom placements cannot be 

undone as well as a note that it can take the system a few minutes to process the 

custom placement. Once these are read and fully understood, click on the Unit 

to start drop down to select the lesson/activity in which the student should begin. 

d. Click Update.  
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e. Another box will appear asking for confirmation of the placement. Please note: 

This action cannot be undone. If the teacher is unsure, a conservative placement 

with the option to move forward as needed is recommended. Moving a student 

backward after the fact could cause data corruption. Click OK to complete the 

custom placement. 

 

 

 

f. A confirmation message will appear at the top of the screen once complete. 
 

Important Items to Note: It is recommended that this feature be used sparingly. For example, in 
the case an incoming new student needs to be placed in line with their cohorts. Custom 
Placement overrides all earlier course prerequisites, automatically excuses the student from all 
previous graded lesson activities, and aligns all future due dates. The excuse tag is visible on 
the Assignment, and Module tabs, and can also be seen if the student views the assignment. 
If a group of students will be starting at the same time, please consider opening a new course 
for them to start from the beginning rather than starting them in the middle of a course with 
others who have been working for a while. 
 


