
 

 

STUDENT GUIDE TO SCHOOLOGY 
This guide consists of detailed explanations of different features and tools, along with step-by-step 

walkthroughs. Designed as a hands-on resource, this guide can be used on a stand-alone basis or in 

coordination with the platform. The following areas are covered: 

Login 

Home Page 

Course Materials 

Course Updates 

Grades 

Attendance 

My Resources 

Profile 

Personal Account

 

LOGIN (STUDENTS) 

You can use an email address or username to log in, depending on how your account was set up. See 

below for instructions: 

Email Login  

1. Go to: 

https://thebrazosschool.schoology.com/login?destina

tion=course%2F2856648426%2Fupdate%2F29830797

96&school=2783172653 

2. Enter your Email Address and Password. 

3. Click Log in.  

HOME PAGE 
Schoology Homepage  
 

Your homepage is the first place you'll land every time you log in to Schoology. Your homepage may 

show you Recent Activity or you may see a Course Dashboard. 

 

Recent Activity 

Recent Activity shows all comments and updates 

pertaining to your schools, courses, and groups. 

To filter your feed to view only Updates, Polls, or 

Blog posts, click the Most Recent link in the top 

corner and select a filtering option.  

https://thebrazosschool.schoology.com/login?destination=course%2F2856648426%2Fupdate%2F2983079796&school=2783172653
https://thebrazosschool.schoology.com/login?destination=course%2F2856648426%2Fupdate%2F2983079796&school=2783172653
https://thebrazosschool.schoology.com/login?destination=course%2F2856648426%2Fupdate%2F2983079796&school=2783172653


Course Dashboard 

The Course Dashboard enables you to view all your courses as a tiled list. From the Course Dashboard, 

click any one of your courses and go directly to its main landing page. You can also click and drag course 

tiles to reorder them. 

Upcoming 

The Upcoming area on the right side of your homepage displays events, assignments, tests/quizzes, and 

discussions with a due date. Hovering over each item displays the course or group associated with the 

item. 

You may access your personal Calendar 

by clicking the Calendar link in the 

upper-right of Upcoming. For more 

information about your personal 

calendar, review the Calendar 

section below. 

Grades and Attendance 

Select Grades at the top of Schoology and select either a Grade Report or Attendance. 

Grade Report 

The Grade Report displays a breakdown of your grades for each course. Click a specific course to view 

each graded item, your grade, the max points, and any comments from the instructor. 

You may also download a Student Report by clicking the button in the top right of the page. 

Attendance 

The attendance area displays a record of the days you were marked absent, late, or excused. Instructors 

can also leave comments, which will appear in the Comments section. 

Search 

Use the Search tool (magnifier icon) to search for your teachers, courses, and groups. 

 

App Center 

Schoology’s App Center allows your teachers to provide you with access to content and software 

developed by other companies from directly within the Schoology website.  

 



Calendar 

The Schoology Calendar is an important, organizational element for your connections, courses, and 

groups. It keeps events and due dates organized and easily accessible. By clicking the Calendar icon at 

the top of Schoology, you can view events and due dates by the month, week, or day. Each item is color-

coded depending on the courses, groups, school, or your own personal events. Due dates for 

assignments, assessments, and important course-related events are automatically added to your 

calendar and managed by your instructor. 

 

Create Personal Events 

You can add events to your personal calendar by clicking the calendar icon at the top of Schoology.  

To create a personal event, follow these steps: 

1. Select the Calendar icon on the top menu. 

2. Click the date to which you'd like to add the event. 

3. Fill out the Event form. 

4. Optionally add any documents, links or resources. 

5. Click Create to complete. 

 

Once you have created a personal event you can drag-and-drop it to move it to another day on your 

calendar. 

Edit an Event 

To modify an existing personal event, follow these steps: 

1. Click the event you'd like to modify. 

2. Click the Edit Item button. 

3. Once you've finished editing your event, click Save Changes. 

 

Delete an Event 

To delete a personal event, follow these steps: 
 

1. Click the event you'd like to delete. 

2. Click the View Item button. 

3. Click the gear to the right of the event profile. 

4. Select Delete to remove the event.  

 

 

 



Messages 

Depending on the settings in place at your school, you may be able to receive messages from teachers at 

your school, and send messages to teachers at your school. 

Send a Message 

1. Navigate to your Messages area by clicking the envelope icon on the top menu. 

2. Click New Message. 

3. Enter the recipient's name in the To field. A list of users automatically populates as you type. 

4. Select the user from the list. 

5. Enter a subject and message. 

6. Add optional files, links, or resources. 

7. Click Send to complete. 

 

Check New Messages 

When you have a new message in your inbox, the Messages icon on the top menu displays an updated 

number. 

 

1. Navigate to your Messages area by clicking the envelope icon on the top menu. 

2. Click the message you'd like to read. New messages have an indicator to the left of the message. 

3. To reply to a message, enter a comment in the Message area, and click Send. 

 

Check Sent Messages 

1. Navigate to your Messages area by clicking the envelope icon on the top menu. 

2. Click View All. 

3. Select the Sent Messages tab. 

4. To read a message, click on a message you've sent in the past. 

 

Notifications 

Notifications display course events in chronological order as well as Requests to RSVP calendar events. 

New notifications/requests are indicated by a number on the bell icon. Clicking a notification or request 

will allow you to view the related content. 

COURSE MATERIALS 

Your courses are essentially your online classroom. They connect your classmates, contain your course 

work, and give you a direct line to your instructor. You must use a 13-digit access code to become a 

member of any course. This access code will be given to you by your instructor. 



Join a course using an Access Code (Enterprise) 

If you already have a Schoology account, you can join additional courses by using the 13-digit access 

code for the course.  

1. Log in to Schoology. 

2. Select Courses in the top menu. 

3. Click My Courses. 

4. From the My Courses page, click Join Course on the right side of the page. 

5. Enter your access code (XXXX-XXXX-XXXXX).  

6. Click Join. 

 

Join a course using an Access Code (Basic) 

This process will allow you to join a course after you have already created your Schoology account. 

1. Log in to Schoology. 

2. Select Courses in the top menu. 

3. Click Join a Course or My Courses.  

4. From the My Courses page, click Join Course on the right side of the page. 

5. Enter your access code (XXXX-XXXX-XXXXX). 

6. Click Join. 

 

After you have successfully entered the Course Access Code, you will be taken directly to your new 

course. When you want to return to this course, or any of your courses, click Courses at the top and 

select the course you would like to enter. 

 

Troubleshooting Access Code Issues 

 Check that the Course Access Code is being entered correctly. The code should be 13 digits, such 

as: XXXX-XXXX-XXXXX. 

 Check to make sure students are entering the Course Access Code into the correct area in 

Schoology:  

o If students are signing up for a new account, make sure they are following these steps. 

o If students already have a Schoology account and want to join another course, make 

sure they are following these steps. 

 Ensure that students are entering Course Access Codes via the processes demonstrated above. If 

students attempt to enter a Group Access Code in the area in Schoology to join a course, they 

will receive an error (and vice-versa). 

https://support.schoology.com/hc/en-us/articles/201001183-Sign-Up-as-a-Student
https://support.schoology.com/hc/en-us/articles/201001263-Join-Courses-Students-


Course Materials 

Course materials can encompass anything from lessons and presentations to assignments and exams. 

Each course may be organized differently, so the course materials might be listed in Materials, or 

organized into folders. To access your course's materials, click Courses at the top of Schoology and 

select the course you would like to access. 

Course Folders 

Folders organize course materials, and they're distinguished by the folder icon next to their name. 

Inside of a folder, you will find an 

assortment of course materials: 

1. Assignments 

2. Tests/Quizzes 

3. Assessments 

4. Files/Links 

5. Discussions 

6. Media Albums 

7. Pages 

 

Course Assignments 

Assignments are graded items. Each assignment may require you to make a submission. Once you've 

made a submission, the instructor can grade the assignment, provide feedback, and upload a file back to 

you. 

To submit a file to an assignment follows these steps: 

1. In the Assignment, click Submit Assignment. 

2. Use the Add a Comment area for questions and concerns (optional).   

3. Select one of these options:  

o Upload: Select a file from your computer. 

o Create: Create a document on the web using the text editor. 

o Resources: Select a file from your Resources, which can be a Google Doc if you have 

linked your account. 

4. Click Submit to finish. 

 

Note:  Assignments can also be given a Due Date, which will automatically display the assignment in 

your personal Calendar and Upcoming area on your homepage. Assignments also might not be graded, 

depending on the settings set by the instructor of the course. 

 



Course Tests/Quizzes 

The tests/quizzes material is one type of online assessments for courses. These tests/quizzes can have 

an assortment of the following question types: 

1. True/False 

2. Multiple Choice 

3. Ordering 

4. Short-Answer/Essay Questions 

5. Fill in the Blank 

6. Matching 

Tests/quizzes can remain open for a maximum of 6 hours before the session expires. Please make sure 

you exit the test/quiz and resume it at a later time if the test will take longer than 6 hours to complete. 

After you submit a test/quiz, your grades may appear in the Grades area. Tests/quizzes may be timed or 

may allow multiple submissions. Each test/quiz will vary depending on the instructor and the course 

How do I take the Test/Quiz? 

1. Click on the name of the test/quiz. 

2. Click Start New Attempt. 

3. Answer the questions appropriately. 

4. Click Submit when you are ready to submit the test/quiz to your instructor. 

 

How do I view my past submissions? 

For some tests/quizzes, your instructor may allow you to view your past submissions. If this is the case, 

when you enter the Test/Quiz, you will see an additional tab titled: My Submissions. This tab will show 

you a list of all your submissions, with links on the right to View Assessment. 

Assessments 

Assessments are another type of online assessment in courses. Assessments have a larger complement 

of question types: 

 Multiple Choice 

 True/False 

 Matching 

 Ordering 

 Fill in the Blank Text 

 Short Answer/Essay 

 Audio 

 Video 



How do I take the Assessment? 

1. Click on the name of the Assessment. 
2. Click Start Attempt. 
3. Answer the questions appropriately. 
4. Click Review to review your answers. 
5. Click Finish when you have completely reviewed your answers. 
6. Click Yes to submit your Assessment attempt. Click No if you need to continue the review of 

your attempt. 

After you submit an Assessment, your grade may appear in the Grades area. Assessments may be timed 

or may allow multiple submissions. Each Assessment will vary depending on the instructor and the 

course. 

Course Files/Links 

Files that have been added to your course can appear inside of Folders or in the Files/Links area of the 

Materials Index. Typical file types can be viewed in your browser without having to download the file. 

These include: 

1. Word (.doc, .docx) 

2. Excel (.xls, .xlsx) 

3. Powerpoint (.ppt, .ppt) 

4. PDF (.pdf) 

 

Course Discussions 

Discussions are interactive conversations that allow participation between you, your classmates, and 

your instructor. Each discussion has threaded commenting, allowing you to respond to any post by 

another student. 

For some courses, instructors may choose to moderate the discussion posts. Moderation requires a 

course admin to approve each post before it is published. When this feature is turned on, your posts will 

not be immediately visible to other students. 

Course Media Albums 

Media albums can contain photos, videos, and/or audio files. With your instructor's permission, you may 

comment on each item within the album or even upload your own files. Your instructor can also tag you 

and your classmates in specific photos. Tagged photos of you will also appear on your profile page. 

 

 



Course Pages 

Pages are resources created by your instructor to supplement the course. These pages are highly 

versatile, allowing for the inclusion of text, image, outside link, and video information. 

COURSE UPDATES 

The Updates area of the course profile is used by instructors to create announcements and brief 

messages for the course. Updates will appear in the Updates section of your course as well as on your 

homepage. 

You and your classmates may comment on each Update. In some courses, your instructors may also 

allow you to post updates. 

GRADES 

The Grades area of the course 

profile displays your grades for 

the assignments, tests/quizzes, 

and discussions within a 

course. When an item is graded 

by your instructor, the grades 

and comments will 

immediately display in this 

area. Your overall grade for the 

course is listed at the bottom of 

each page. 

1. Item submission 

2. Instructor comment 

3. Course grade 

ATTENDANCE 

The attendance area displays a record of the days you were marked absent, late, or excused. Instructors 

can also leave comments, which will appear in the Comments section. 

There are two ways to check your attendance in Schoology: 

Grades 

1. Click Grades at the top of Schoology. 

2. Select Attendance. 

 



 Course 

1. Click Courses at the top of Schoology. 

2. Select a course. 

3. Click Attendance on the left. 

MY RESOURCES 

Personal Resources 

My Resources is your own personal library of documents that you create in Schoology or download from 

other sites. It's easy to organize, create, and copy/move your resources right from the My Resources 

page. Saving your documents in this personal library enables you to access them for years to come and 

use them in any courses you take in the future. 

To view your resources, click Resources at the top of Schoology. 

Add Collections 

Collections are like containers that store folders and files in your Resources, to help you organize your 

work. They are located in the left menu of your Personal Resources. 

To add a collection, follow these steps: 

1. Select the Resources dropdown from the top menu. 

2. Click Personal. 

3. Click the Add Collection Icon (the beige box with a green and white plus sign). 

4. Title your new collection. 

5. Click Create to finish. 

 

 
 

Search Resources 

The Resource Search feature searches for keywords in your Personal and Group Resources. 

 



Filter Results 

 Area: This option enables 

you to narrow the search to 

your Personal or Group 

Resources. 

 File Format: This option 

enables you to narrow the 

search to the type of file or 

material of the resource. 

 

Organize Collections 

Click the downward arrow next to the Add Collection 

Icon to Reorder collections. This option enables you to 

arrange the order of your collections. Click the arrow that 

appears next to the collection and drag the collection to 

your desired location. Click Save to complete. 

 

The dropdown menu that appears when you click the downward arrow next to a collection (excluding 

Home) enables you to Rename and Delete the collection. 

 

Note: Deletion of a collection cannot be undone. 

 

Add Resources to Collections 
 

To Add Resources, follow these steps: 

1. Select the Resources dropdown menu at the top of the page. 

2. Click Personal in the dropdown. 

3. Click the collection to which you'd like to add resources, or simply add to your Home collection. 

4. Click Add Resources, located at the top of the page. 

5. Select the type of resource you would like to add.  

o Folder 

o File 

o Links 

 

Edit Resources 

 

There is a Gear Icon to the right of every resource. The Gear Icon enables you to Edit, Move, Copy, or 

Delete a resource. 

 



1. Edit: This option enables you to change the title of your resource. 

2. Copy to: This option enables you to "copy and paste" the resource into another location in your 

Resources. 

3. Move to: This option enables you to "cut and paste" the resource into another location in your 

Resources. 

4. Delete: This option enables you to delete the resource from your Resources. This action cannot 

be undone. 

 

Note: The options to Copy to, Move to, and Delete are also located in the Edit button that appears after 

you check a box next to a resource in a collection. Selecting multiple checkboxes enables bulk actions. 

 

Options 

 

You can find even more tools to organize your resources within the Options dropdown menu at the top 

center of the page. Some options are only available for your Collections, while other options are 

available after clicking into a particular Folder. These options enable you to: 

 

1. Reorder: This option enables you to change the order of your Folders, Files, and Links. Click the 

arrow that appears next to the resource and drag it to your desired location. Don’t forget to 

click Submit at the bottom. 

2. Auto-arrange: This option enables Schoology to automatically arrange your items for you.  

 Note: This option arranges all of the resources in a collection; checked-boxes do not 

apply. 

3. Rename Collection: This option enables you to change the name of the collection. 

4. Delete Collection: This option enables you to delete your collection. This action cannot be 

undone. 

 

 
 

Resource Apps 
 

Resource Apps integrate third-party content, such as Google Drive, OneDrive or Dropbox, directly into 

the Resource Center. This means that all of your personal, shared, public, and external instructional 

resources are consolidated in one place. 



Install the app to your Resources 

1. If you're accessing the Resource Apps area for the first time, you may see a button to Install 

apps. 

2. Select the option to install the Resource(s) of your choice. 

 

Connect to your third party account 
 

1. Once you've installed the Resource App to your Resources, click the app. 

2. Approve access and connect your account. 

3. Enter the Username and password you use to login to the third-party account. 

4. Click Accept to successfully connect. 

5. All of your content will automatically populate your Resource App. 

 

 
 

Group Resources 
 

Group Resources displays a list of all groups to which you belong, as well as your School Resources. If 

you’re not yet a member of any groups, or if you haven’t yet selected your school, the list of resources 

appears empty. 

 

Add Group Resources 

 

Depending on the settings in the group, you may see an Add Resources button in certain groups. To add 

resources, follow these steps: 

1. Click Resources at the top of the page. 

2. Click Group in the dropdown. 

3. Under Group Resources click the Group to which you'd like to add resources. 

4. Click the Add Resources button located at the top of the page. 

5. Select the type of resource you would like to add.  

o Folder 

o File 

o Links 



Copy Group Resources 

 

If you would like to copy a resource to your own resources, follow these steps: 

1. Click the Gear icon to the right of the resource. 

2. Click Copy to. 

3. Select a collection or folder in your Personal Resources to which you would like to copy the 

resource. 

PROFILE 

Your personal profile contains information about you and your activity on Schoology such as your 

interests, parents/advisors, and course/group enrollments. 

To access your profile: 

1. Click your name in the upper-right of the header in Schoology. 

2. Click Your Profile. 

 

Schoology users that click on your name in Schoology will also be taken to your profile. Depending on 

the settings in place at your school, you may control who can view your profile by adjusting your 

Account Privacy Settings.  

Profile Picture 

Note: If the Edit Picture option does not appear when you hover over your picture, your school may 

have different rules for profile pictures. Please reach out to your instructor with any questions. 

1. Hover over the profile picture and click Edit Picture. 

2. If you already have a photo in place, click Remove 

Picture to remove your current picture from view. 

3. Click Attach File. 

4. Choose a JPEG, PNG, or GIF file from your device. 

There is a 5 MB limit per photo file. 

5. If you'd like to use an avatar instead, choose an 

avatar below. 

 

Info 

The Info tab provides other users with additional information about you. 

Some information, such as parents and advisors with whom you are associated, may be included by 

default due to the settings in place at your school. 

Click Edit in the upper-right corner of your profile to edit or add information. 



Note: You may not be able to edit your profile information based on settings in place at your school. 

Contact your teacher with any questions. 

Badges 

The Badges area displays all of the badges 

your instructors have awarded you in a 

course. You may filter badges by current and 

past courses, and sort the order of badges 

into your newest or oldest badges. 

PERSONAL ACCOUNT 

Your Account Settings enable you to set different preferences for your personal interface and how your 

account relates to other users. To get to Account Settings, click the down facing arrow in the upper right 

corner of your Schoology page, and select the Account Settings option. 

Account Info 

Depending on the permissions enabled for your account, you can change the name you display to other 

Schoology users. Select the down-ward facing arrow at the top right of Schoology and select Settings. 

 

Primary and Secondary Email Addresses 

 Primary Email: This field lists the email address under which you are registered in Schoology. All 

designated Notifications are sent to this email address. You may also log in to Schoology using 

this email address. 

 Alternate Email: This field lists an optional, secondary email address. Notifications are also sent 

to this email address. 

Note: If you notice that you are not receiving email alerts when you would expect them, you may have 

an issue with your primary email that requires your attention. 

To confirm if you are experiencing an email related issue: 

 

1. Click Check Status to the right of the Primary Email field. 

2. If there is an issue, you will receive an error message describing the issue. 

3. Click Clear to reset the email address. 



If you continue to experience issues with receiving notifications for the address after resetting it, talk to 

the administrator of your Schoology account or contact help@schoology.com. 

Time zone 

If your Schoology account is not currently set to the correct Time zone, you can correct it by scrolling 

through the dropdown menu. 

Once you have 

adjusted the 

settings, don’t 

forget to click Save 

Changes to 

complete. 

Account Password 

Depending on the way you log in, your login information displays either your Email or your School and 

Username information. 

 

You can create a new password by following these steps: 

1. Select the arrow in the top right of the page next to your name. 

2. Click Account Settings in the dropdown. 

3. Click the Change Your Password link underneath Account Password. 

4. Type in your Current Password. 

5. Type in your New Password and confirm it (must be different than the Current one). 

6. Click Submit to complete. 

 

Email Notifications 

You can select which notifications you would like to 

receive from courses and groups in which you're 

enrolled. 

To turn off all email notifications for your account, 

click Turn Off All Notifications. 



Note: If you have a Basic Schoology account, all email notifications are disabled by default. 

To customize your notifications, follow these steps: 

1. Click the arrow next to your name on the top right side of Schoology. 

2. Select Settings from the drop-down menu. 

3. Click the Notifications tab. 

4. Select the button next to the notifications you want to change. 

5. Choose On (receive from all sources), Off (do not receive from all sources), or Custom (pick and 

choose the sources). 

6. Click Save Changes at the bottom.  

 

Note: If you receive notifications for Schoology Messages, you may respond to the message directly 

from the notification in your email. 

Text Message Notifications 

Text message 

notifications are also 

available for certain 

actions. 

 

Note: If you live 

outside of the U.S. or 

Canada, text message 

notifications are not 

yet supported at this 

time. 

 

You can link your mobile phone to your Schoology account by following these directions: 

 

1. Click the arrow next to your name on the top right side 

of Schoology. 

2. Select Settings from the drop-down menu. 

3. Click the Notifications tab. 

4. Select the Send Notifications to Your Phone via Text 

Message box to the right. 

5. Enter your Cell Phone Number (your number remains 

hidden from other members). 

6. Choose your Country. 

7. Select your wireless Carrier. 

8. Click Set Mobile to complete. 



To edit or remove your cell number: 

1. Click Edit next to Mobile Phone to the right of Notifications: 

2. To update your number, enter the correct cell number or click Remove if you wish to remove 

your mobile phone entirely. 

3. Click Set Mobile to complete. 

 

Account Privacy 

Depending on the settings in place at your school, you may be able to customize the level of privacy on 

your account. To view and adjust your personal account privacy settings, click the down facing arrow in 

the upper right corner of your Schoology page, and select Privacy. 

You may see all or some of these privacy categories available for your account: 

 Everyone 

 Schoology Users 

 School 

 No One 

 

These categories determine who can see your Profile, Updates, Media Albums, Courses, Email 

Address, Blog and more. It also enables you to determine who can send you Inbox messages. 

You can set your privacy settings by clicking in the cell under the category of your preference. Grey or 

locked cells indicate a threshold in place at your school. 

Note: By default, student-to-student messaging has been disabled unless otherwise noted by your 

school or organization. If you have any questions about messaging or privacy, speak with your teacher 

for more details. 


