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Setting up a WatchKnow Classroom 
 
 

REQUESTING A CLASSROOM 
The following instructions will guide 
you through the process of 
requesting a Classroom. 

NNOOTTEE!!  
To set up a Classroom, you must 
have a “confirmed” account. 

 

Select My Account from the login 
zone. 

 
Click on the expander        .  

 

Select Submit Classroom Request. 

 

Complete all of the fields in the form 
and select Submit. 

 

Notes: 

1. Choose a meaningful Name that 
accurately reflects the user. 

2. Be sure to select a Category for 
your Classroom 

3. Consider adding other 
administrators to your Classroom. 

 

 

(Upon successful submission of the 
Submit Classroom Request form, you 
will receive this message in a new 
window.) 

NOTE:  These instructions are best viewed on a computer screen so the user can control the 
size of the text.  Toggling (Alt-Tab) between instructions and WatchKnow is recommended.  
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(This message will be sent to the 
email box indicated on the Submit 
Classroom Request form at Email 
address of administrator.  It will be 
from “no-reply” with a title of 
“WatchKnow – Classroom Request 
Confirmation.  Check your junk mail 
box if you do not see this message 
within five minutes of submitting 
your Classroom request.) 

 

Click on the URL indicated in the 
email to complete the registration. 

 

(You will receive this message in a 
new browser window.  At this point, 
you cannot continue until you are 
approved by an Administrator of the 
WatchKnow Web site.) 

 

(You message will be sent to your 
registration email address after you 
have been approved.  It contains 
additional information about how to 
set up a new Classroom.) 
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WatchKnow Classroom Administrator 
APPROVAL SCREENS  

The following screens are approval 
screens that a WatchKnow 
Administrator is required to 
complete before a new Classroom is 
approved and ready for loading with 
videos.   

 

On your My Accounts page, under 
WatchKnow Tools, your Classroom 
Requests menu item will indicate 
that a request has been made for a 
Classroom (see number in 
parentheses).  Select your Classroom 
Requests menu item to continue. 

 

If there is an outstanding Classroom 
request, it will be shown in the Name 
column.  (The Filter By Classroom 
Request Status field defaults to New.) 

Click on the requestor’s name. 

 

This form will display.  Ensure all 
fields are completed and appear 
appropriate. 

Select Approve. 

 

Upon approval, the screen will 
refresh and the Classroom will no 
longer be in the table.  (There may be 
others pending approval still 
populating the table.)   

Your approval has been successful.  
Inform the Classroom administrator 
(through your normal channels) that 
they may begin working in their 
Classroom! 
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SETTING UP A NEW CLASSROOM 
The following screens are used to set 
up the Classroom. 

 

(Upon approval, you will receive this 
message in your (registration) email 
inbox.  It contains information about 
how to set up a new Classroom.  This 
is your signal that you may begin 
setting up your Classroom.) 

 

Log in and select My Account from 
the login zone. 

 
Click on the expander.  

 

Select Setup. 



Setting Up a WatchKnow Classroom 
 

Revised 11/05/10  Page | 5 

 

Complete all of the fields in the form 
and select Preview. 

 

Notes: 

1. Personalize your Classroom by 
importing a logo that’s relevant. 

2. Select a theme for your color 
scheme or customize one. 

3. Determine how visible you want 
your Classroom to be 

4. Choose whom you want to be able 
to edit your Classroom. 

 

 

Review your color selections to 
ensure they meet your preferences.  
(The log will not display until you 
select the Save button.) 

If you are satisfied, close the window 
and select the Save button to save 
your choices. 
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Upon saving your choices, the Setup 
window will refresh with your 
selections.  Your customized graphic 
logo (IF you have uploaded one) will 
appear in the upper-left corner of the 
window and display beneath the 
Classroom Logo: section in the form.   

If you choose NOT to upload a 
customized graphic logo, the name of 
your Classroom will appear in the 
upper-left corner of the window 
instead. 

The message “Classroom was 
successfully updated.” will display at 
the top of the form. 
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SETTING UP USERS 
The following screens are used by 
the Classroom Administrator to set 
up users in a Classroom. 

 
Click on the expander.  

 

Select Create Accounts. 

 

Select a radio button from the top of 
the form indicating your preference 
for account type.  All accounts 
created on this screen will be of that 
selected type.  (All Student Accounts 
is a good choice.) 

 

 

After select the type of account 
desired, editable fields will open up.  
Enter Usernames and Passwords for 
all expected users of this Classroom.  
Usernames must be unique. 

(Provide these Usernames and 
Passwords to your users so they may 
log on and begin using your 
Classroom.) 

 
 
 
 

Congratulations!  You may now populate the new Classroom with videos! 


