
2. Link	Teachers	to	a	Classroom:	
	
1. The	next	step	that	you	must	take	in	order	for	Teachers	to	be	able	to	add	

students	to	their	classroom	is	to	link	each	Teacher	to	their	Classroom.	
	

2. First,	be	sure	that	the	Classroom	that	you	wish	to	link	a	Teacher	to	is	in	
your	Classroom	List.		For	this	example,	the	classroom	named	“Bell”	will	be	
used.	

If	the	Classroom	you	wish	to	use	is	not	in	the	list,	you	will	have	to	add	that	
classroom	(see	“how	to	add	a	new	classroom	to	my	building”	on	the	KEI	Website	
for	more	information).	

	

3. From	the	District	Dashboard	or	Building	Dashboard,	locate	the	Proficient	
User	List	(which	is	located	under	the	User	List	area).	

	



4. After	confirming	that	the	Classroom	is	available,	click	on	[link]	next	to	the	
name	of	the	teacher	you	wish	to	select	from	the	Proficient	User	List.	

	

5. You	will	see	a	list	of	all	the	Classrooms	available	under	the	Classroom	List	
that	are	available	to	link	an	individual	Teacher	to.		You	may	now	click	on	
Link	or	Unlink	next	to	each	classroom	to	establish	which	classroom(s)	you	
give	teachers	access	to.	

	



6. For	this	example:		by	clicking	the	Link	button	next	to	“Bell”	Classroom	
Name,	the	selected	teacher	will	be	linked	only	to	the	Classroom	Name	of	
Bell.	

It	is	important	to	note	that	once	you	have	successfully	linked	a	teacher	to	a	
classroom,	Unlink	will	appear	next	to	that	classroom	name	in	your	list.	

	

NOTE:		In	most	cases,	a	Teacher	will	only	be	“Linked”	to	one	classroom.		If	you	need	
to	have	a	teacher	linked	to	more	than	one	classroom,	you	are	able	to	do	so	by	
clicking	on	additional	links	as	needed.	

	The	following	example	displays	what	the	screen	will	look	like	after	correctly	linking	
Teachers	Linked	(Heather	Bell)	to	the	Classroom	(Bell).	

	

7. Once	you	have	established	a	Link	to	a	Classroom,	simply	click	the	“Go	to	
Building	Dashboard”	link	to	return	to	the	return	to	the	Building	
Dashboard.	

	

If	you	need	to	link	additional	Teacher(s)	to	a	Classroom(s),	simply	follow	steps	5	
and	6	above.	

	


