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Online Workbooks Students’ Guide 

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

Learning	Management	System	
The workbook is hosted on a Learning Management System (LMS) owned by 
Cambridge.  This is a website where you can log in and do exercises.  Your teacher can 
check your scores and progress and see your interactions with others in the group.  It is 
easy to learn to use and there are step-by-step instructions in the practical sections 
below to help you. 

Benefits 
The workbook is organized in the same way as your Students’ Book so it will be easy for 
you to find the practice exercises you are looking for.  It contains the same exercises and 
materials as the print version of the workbook. 

Other benefits include: 

 A variety of instantly marked exercises 

 A range of ways to communicate with your teacher and other students so you 
can get help easily while you are working. 

 The ability to see your scores so you can see how well you are doing 

 The ability to try exercises over and over until you feel confident. Only the last 
score is recorded in the Progress section. 
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Getting	started	

Logging	in	for	the	first	time	
First submit your access code. Ask your teacher if you can’t find your access code. 

 

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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Joining	a	class	using	a	class	code	

If your teacher sends you a class code by email you will need this to join a class.  After 
using your Activation Code, type in the Class Code and click “Submit.”  You will then 
have access to the course and the class.   

 

 



4 

 

The	Class	Homepage	

 

From here you can see the list of contents on the left hand side.  To navigate around the 
content while working you should use the Content Navigation button.  In the same area 
you will also see the links to your Progress and Discussions menus. 

My	Workbooks	
This is where you will find the workbook you are using. 
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My	Tools	
Click here to edit your profile and see your messages. 

 

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 or 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 name 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 “Add as contact” 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, they will 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 
three pages of activities and one page of listening activities.  On the Class Home page, 
the units and activities are listed on the left. Once you begin working through the 
content, the list disappears and you can navigate using the Content Navigation button 
on the toolbar. 

	

Activity	Types	
Various activity types are available to help you consolidate your language skills learned in 
class. 

Categorize	
These exercises ask you to put words into categories to test your understanding of 
vocabulary and grammar. 
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Fill‐in‐the‐blank	
These are generally used to practice grammar or fixed expressions. Type the answer into 
the space. 

 

Matching	
These are exercises to match words to meanings or questions to answers.  Click on the 
shaded bars to select matching items. 
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Reordering	
These are exercises to reorder words in a sentence or letters in a word to practice 
grammar, vocabulary, and spelling.  Click on the words and drag them to the correct 
place in the sentence. 

 

 

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. Click the script button to read the 
audio script while you listen. You can use this to check your answers before you click 
Submit or you can listen and read at the same time to practice your pronunciation.  

 

 

Submitting 

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

 

 

Communication	
Sometimes studying at home can feel lonely, but it is important to remember that 
studying online does not always mean studying alone.  

The communicative features give you a lot of practice in communicating with your 
classmates in a natural way.  This helps you to make friends in the class and learn from 
different perspectives on the topics you are studying.  Your classmates can be a great 
help to you when you are having problems, and you can be a great help to them too by 
communicating in the forums. 

You can communicate in 3 ways: 

1. Comments 

At the end of each page there is a section where you can leave comments about the 
exercises you have just done.  These are visible to your teacher and the rest of the 
group, so anyone can leave comments. 
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When someone 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, you can communicate with the 
teacher privately.  Feedback messages are then visible at the top of the page and a 
notification that a new Feedback message is available will appear in your News Feed on 
the Home Page.  You can see feedback from your teacher on the page where you sent 
your first feedback message.   
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3. Forums 

The forums are visible to all students and teachers enrolled in the course.  These are 
used for more general discussions.  If you would like to start a new discussion click New 
Thread. 

 

 

 

When someone has posted to a Discussion thread it will appear in your News items on 
your Home Page. 
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Tracking	Your	Progress	
Click “Progress” to see your scores. 

 

 

Here you can see your scores for each activity.  Your teacher can see these, too. 
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Support	
If you are having difficulty, please use the Help button to see the Frequently 
Asked Questions. You can also ask your teacher for help. 
 

 


