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Online Workbooks Teachers’ Guide 

Introduction	
Welcome to the Interchange Fourth Edition Online Workbook!  Here students will be 
able to review and practice the language learned in class and communicate with their 
classmates and you, the teacher.   

Learning	Management	System	
The workbook is hosted on a Learning Management System (LMS) owned by 
Cambridge.  This system is essentially a website that holds the content of the workbook 
and allows students who have logged in to do the exercises.  It also allows you, the 
teacher to check your students’ scores and monitor their progress and interactions with 
you and others in the class. 

Rationale	and	benefits 
The workbooks closely mirror the Student’s Book and are clearly recognizable as being 
part of the same program.  This helps to maintain the cohesion of the experience for the 
student.   

Student	Experience	
The Online Workbook provides students with the opportunity to engage more fully with 
the materials, you, and their classmates.  There is a rich variety of interactive exercise 
types providing immediate feedback on performance, giving students the opportunity to 
take action on the basis of that feedback, thus taking on more responsibility for their 
learning. 

There is also a range of ways for students to communicate with each other and with 
you, the teacher that can be used in different ways to further enhance the online 
experience and reinforce students’ learning.  

Communication	
Students can easily communicate with their classmates in the comments section at the 
end of each exercise, or, for more general issues, students can use the forums.  They can 
also contact their teacher directly by using the Feedback function, which is found at the 
top of the page for every activity.  This promotes a sense of working within a 
community of students, even during times of self-study.   

Using the forums to assign homework means that students who have missed a class will 
still be able to catch up easily before the next lesson and ask the teacher for clarification 
if necessary. 
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Progress	
Because the system tracks students’ progress throughout, students can get a clear idea 
of how they’re doing and where they need to do some extra practice.  If students are 
experiencing difficulties with any of the language or skills covered, you can direct them 
to exercises that might help them with particular problems and assign homework for the 
class.  As students become familiar with the workbook, they will be able to choose 
activities to help them with problem areas, which helps develop greater independence 
as students. 

Students can attempt any of the exercises as many times as they like or try them again 
later when reviewing for exams.  The system only records scores for their most recent 
attempts so students don’t need to worry that their averages will be affected by multiple 
attempts. 

Getting	started	

Logging	in	for	the	first	time	
First submit your access code. 
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You will then be prompted to set up an account.  Click the link to register. 

 

Fill in your details as prompted and click “Submit.” 
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Setting	up	a	class	

Once you have created your account, you will need to create a class. Click “Create new 
class.”   

 

Give your class a name and check “Use class code.”  This will generate a class code that 
is unique in the LMS, and your students will need it to get access to your class. Copy this 
code and paste it into a word processing document.  You will need this later. 
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Add	Students	as	Members	
Now that you have created a class, you will need to put students in it. To do this you 
can either add them as members of the class or send them the class code in an email.  
To add them as members, Click “Add Members”  

 

Then, click “Add manually.”  This will allow you to add individuals as well as groups.  
Copy and paste the information into the “Members to Add” box. 
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To add multiple members at once, click “Import members from .CSV.”  You will need 
an Excel file with the information arranged as specified below, saved in .CSV format. 

Click “Choose File” to find the file on your computer and click “Add members” to 
import the students’ email addresses. 

	
 

Your new members will be visible here.  You can change their role, send a message to 
them, or delete them from the class. 
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Class	Code	via	Email	
You can copy and paste the Class Code into an email and send it to your students.  
Students should use their activation code and set up an account following the 
procedure outlined in “Getting Started” above.  They should then type in the Class 
Code and click “Submit.”  They will then have access to the course and your class. 

 

The	Class	Homepage	

 

From here students can see the list of contents on the left hand side.  To navigate 
around the content while working they should use the “Content Navigation” button.  In 
the same area students will also see the links to their Progress and communications 
menus. 
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My	Workbooks	
This is where you will find your list of classes so you can navigate easily between them. 

	

	

My	Tools	
Click here to edit your profile and see your messages. 
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Click “Edit My Profile” to add information to your profile, upload a picture or change 
your password. 

 

You can also manage what information is sent to your email account and what appears 
in your News feed here. 
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Network	
This shows the list of people in your network.  You can only send and receive private 
messages to people in your network. To add people, type their names into the search 
bar.  Results are shown in 3 tabs: courses, people, content.  Switch to “People” to see 
who matches your search. Click the second icon next to the person’s name to send an 
invitation to join your network.   

 

The invitation will appear in their messages under “My Tools.”  To accept, click on the 
message and click “Accept.” 

 

 

When they have accepted the invitation you will be able to send private messages to 
each other.   
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Content	
Content is organized into units corresponding to the Student’s Book.  Each unit contains 
four pages of activities.  On the Class Home page, the units and activities are listed on 
the left, but once students begin working through the content, the list disappears and 
students can navigate using the Content Navigation button on the toolbar. 

	

Activity	Types	
There are various activity types available to help students consolidate meaning, form, 
and use.  

Categorize	
These exercises ask students to put words into categories and are used to test 
understanding of meaning or patterns. 
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Fill‐in‐the‐b	lank	
These exercises can be done by typing in the answer, selecting the answer from a drop 
down menu or dragging and dropping the answer from a list of possibilities.  These are 
generally used to practice sentence structure, collocations, or fixed expressions. 

 

Matching	
These are exercises to match words to meanings or questions to answers.  Students click 
on the shaded bars to select matching items. 
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Reordering	
These are drag and drop exercises to reorder words in a sentence or letters in a word to 
practice grammatical structures, multi-word expressions and spelling. 

 

 

Multiple	Choice	
These exercises can be drop down menus, radio buttons, or highlighting and are used 
for practicing a variety of language points. 

Radio	buttons	

Click on the button next to the correct answer. 
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Drop	down	menu	

Click the arrow next to the space and choose the correct answer from the menu. 

 

 

Highlighting	

Click on the words to highlight them. 
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Audio 
The workbook contains audio exercises for each unit. Students can click the script 
button to read the audio script while they listen. They can use this to check their 
answers before they click Submit or they can listen and read at the same time to 
practice their pronunciation.  

 

 

Submitting 

When students have finished working they can click Submit at the end of each exercise 
or if they would like to try again, click Save as draft. When they click Submit, their scores 
will be saved in Progress. 

 

 

Communication	
It is important to remember that studying online does not have to mean studying alone.  
The communicative features available to you and your class in the LMS can help enrich 
the learning experience for your students by giving them access to each other and 
facilitating the sharing of ideas and solutions to common problems.  Not only does this 
aid language and skills acquisition, but it also mitigates feelings of isolation and lack of 
direction when studying alone and contributes significantly to the creation of a positive 
class atmosphere.  This community of students can be very motivating when you are 
trying to encourage your class to work independently and rely on themselves and on 
each other rather than on you. 
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Communication is enabled in 3 ways: 

1. Comments 

At the end of each page there is a section where students can leave comments about 
the exercises they have just done.  These are visible to you and the rest of the group and 
anyone can comment on them.   

 

When a student leaves a comment you will receive notification of it in the Comments 
Section of the Home Page.  The star indicates an unread comment. 

 

 

2. Feedback 

Using the Feedback button at the top of the page, students can communicate with the 
teacher privately.  Feedback messages are then visible at the top of the student’s page 
and a notification that a new Feedback message is available will appear in the student’s 
News feed on the home page.   
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When a student has written to you in the Feedback area, the message will appear in a 
list under the Feedback tab in your home page.  To reply, click the text of the message.  
You will be able to see the student’s screen as they see it and post a reply under their 
comment.  The student will get notification of your response under their Feedback tab.   

 

3. Forums 

The forums are visible to all students and teachers enrolled in the course.  These are 
used for more general discussions or trouble shooting.  You can use these to set 
homework for the class or give generalized feedback to the group.  Anyone can start a 
new thread by clicking New Thread. 

 

 

When a student has posted to a thread it will appear in your News feed on your home 
page. 

 



18 

 

Using	Forums	Effectively	
There are a number of ways you can use Forums to create class rapport, enhance 
learning, and provide support. 

1. After each lesson, ask one student to write up what you covered in class and 
why it was useful.  This gives the “scribe” extra practice at writing and provides 
information for absentees to be able to catch up before the next lesson, without 
extra work for you. 

2. Set up a help forum for students to get help on using the technology from each 
other. 

3. Make sure you have one forum relevant to every unit that students should 
contribute to.  Give time limits for contributions, e.g. one week.  This way you 
will help focus on the language they are in the process of learning and provide 
them with ways to further personalize the information and practice the skills.  As 
they are all focused on the same section at the same time, you are more likely to 
see more thoughtful discussion taking place than if they are free to ”wander.”  
This could result in the odd post here and there without generating meaningful 
exchanges.  

4. Close discussions when they are finished.  You can do this in two ways.  As in a 
classroom activity, students need feedback on the task and on the language.  In 
online discussions, summarize the main points of the discussion and highlight 
any contributions that particularly helped to develop ideas.  Follow up on 
language in the classroom by looking at errors or particularly good language use 
as overall feedback rather than as individual feedback.  In addition, you can lock 
threads to prevent further posts.  It is up to you whether you want to do this.  
Locking threads at the end of the week can help provide a sense of urgency to 
encourage students to contribute now while they still can, but you may be 
excluding those trying to catch up on work later for legitimate reasons.  See 
Additional Functions below for instructions. 

5. Give clear instructions.  Make sure the students understand why their 
participation is important and how to do what you want, when you want it.  
Make it clear that they should respond to each other and not just the question.  
In the beginning you will have to provide a lot of support on this but you can 
reduce it as it becomes more natural to them as the course progresses. 

6. You may want to discuss online etiquette with them as a class to ensure 
appropriate behavior in collaborative activities. 

7. In class time, train students to evaluate their own and each other’s work.  When 
they have specific tasks to do, e.g. write a postcard, put the students into pairs 
and give them each a set of marking criteria (e.g. correct salutations, third 
person ‘s’ in present simple, three words to do with holidays).  They can then 
look at their partner’s work and evaluate it according to the criteria.  In a 
subsequent lesson, they can explain to each other why they gave this mark.  This 
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trains them in proofreading, peer evaluation and giving feedback as well as 
contributing to your community-building goals. You can then ask them to 
evaluate each other’s work online as you have helped them build the necessary 
skills and confidence face to face. 

Threads:	Additional	functions	for	Teachers	

 

Make Sticky:  This ”sticks” the thread to the top of the list of discussions so that it 
always appears first. 

Edit Thread: This allows you to edit previously posted messages, and those of students. 

Close Thread:  This locks the thread so no one else can post in it but it will still be 
visible.  This is useful for when you want the students to move on from a discussion to 
concentrate on something else but it is useful to keep the thread available for later 
reference.  You can reopen it later if necessary. 

Delete Thread: The thread will no longer be visible. 

Tracking	Student	Progress	
Both you and your students can track their progress at the exercise level.  This allows 
you to see the areas your students are struggling with and can help inform subsequent 
lesson plans.  You can see this for each individual student and as an average for the 
class.  It is useful for the students to be able to see this too as they can start to make 
decisions about how to learn that support them in developing strong independent 
learning skills.  You can see scores for each activity and how long the students spent 
online. 

 

Click “Progress” to see your students’ scores. 
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Here you can view attendance online.   

 

 

You can also view the average scores for the class per exercise or unit or click on each 
student to see their individual scores. 
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Support	
If you are experiencing difficulty please use the Help Button to see the FAQs. 
 

 
  
 
 
If you do not find the solutions there, then please contact the following: 

Technical Issues: L2support@cambridge.org 
Pedagogical Issues: eltdigitalsales@cambridge.org  


