
MyCity - An Overview

User Guide
This User Guide is relevant for Admins and Teachers Admin StudentTeacher School

1 Creating a New MyCity 

A MyCity allows you to group a range of content and assign it to students. It allows you to direct students to specific 
content or organise content for your teaching. However you use a MyCity, it’s easy to access content that has been 
grouped together into one place.

You can use MyCities in class, either on a whiteboard or for individual students or, if your school subscribes to Home 
Access, for homework. Homework is set up using the same process as a MyCity for Classwork. The Homework tab will 
only be available if your school subscribes to Home Access. 

Content within a MyCity can be set to Non-sequenced, meaning students can access the content in any order they 
wish, or Sequenced, meaning you can drag and drop content into a specific order for students to follow.

Please note: Administrators are able to view, edit and delete other users’ MyCities. Teachers are able to view, edit and 
delete their own.

This guide will take you through:

1. Creating a New MyCity
2. Assigning the MyCity to Students
3. Changing Your MyCity Preferences and Publishing It to Students
4. Tracking Students’ Progress in a MyCity with the Tracking Tab
5. Deleting a MyCity
6. How Students Can Access Their Scores

Click New Classwork.

Please note: Here you will see an overview of 
information to help you track your MyCities.

Give your MyCity a title, e.g., Blue Group, 
Week 16, Wednesday. 

From here, Administrators are able to select 
the owner when creating a new MyCity.
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Click the title of the item to access it or play it.

When you are happy with the content you 
have selected, click Done.

At the top of this page, you can add comments 
for your students to see and edit the title and 
icon to make it easier to identify.

To position content in the way you want it 
to be accessed by students, drag and drop 
content into a specific order. To ‘lock’ the 
order, select the Sequenced mode from either 
the Content or Preferences tabs. This will ensure 
that students complete content in a specific 
order, compared to Non-sequenced which 
lets students access content in any order.
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1 Creating a New MyCity (continued)

To add content to your MyCity, click either 
of the Add Content buttons. 

You can choose to set the mode as 
Non-sequenced or Sequenced. You can also 
do this from the Preferences tab. 
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Enter a keyword to start your search. Use the 
filter options to filter your results or enter more 
keywords to make it more specific.

Click the       button to add an item to your 
MyCity. Use the Curriculum Info button to 
read the curriculum reference.

Please note: If content appears with the    
icon, it is tablet-friendly. You can filter for this 
type of content here too.



Use the Class, Group and Individual tabs to 
select which students should access this MyCity.

Choose the School tab if you would like 
everyone in your school to be able to access 
it (from both the school and individual logins).

You can expand classes and groups to choose 
individual students or use the       button to add 
a whole class or group. You can also enter a 
name in the search box if you are looking for 
a particular student/students.
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Click the Students tab to assign your MyCity 
to particular students.

To delete an item, hover over it and tick the  
box that appears, then click Delete. You can 
also delete content by dragging it into the 
deletion area.

Use the Save button to save changes as you go. 
If you click Finish here and do not publish the 
MyCity, it will only be available to yourself and 
could be used for class demonstrations. 
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1 Creating a New MyCity (continued)

Assigning the MyCity to Students
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Click into a MyCity and click on the Tracking tab. You 
will see a list of Students (sorted by status with the ability 
to sort columns).  

The Status column is relevant to the minimum score set 
in the MyCity Preferences tab, e.g., if it is 80%, Students 
must achieve 80% on an Activity or Test for it to be 
marked as Complete. 

In the Preferences tab, you can change the way the 
content in your MyCity acts, e.g., time limit.

In this tab, you can also set a MyCity to Sequenced or 
Non-sequenced, to control the flow of content.

The option to change the minimum score allows users to 
set a score students must achieve.

In the Preferences tab, a MyCity can also be published 
to the assigned students indefinitely or scheduled for a 
specific time.

Please note: Editing a published MyCity will immediately 
affect students’ progress.

Click the Finish button to complete your MyCity 
(you can come back and edit it if you need to).

You have the option to review your MyCity and 
publishing options. When you are happy with your 
MyCity, click Finish.
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3 Changing Your MyCity Preferences and Publishing It to Students

4 Tracking Students’ Progress in a MyCity with the Tracking Tab
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When students click into a MyCity, they can see the scores 
they have achieved for the Activities and Tests attempted.

The student’s best score will show as a percentage. 
Achievement will be based on the minimum score set in 
the Preferences tab and students will either see a green 
tick and bar if the percentage is achieved, or an orange 
bar if it is not.

For the content items that cannot be scored, a green tick 
will show to indicate that they have been accessed.

If it is a Sequenced MyCity, arrows will appear below 
the content items to show that content must be 
completed in order.

Click the tick box next to the MyCity you want to delete, 
then choose Delete from the Actions drop-down.

Click on a Student to see the results for individual 
content items. 

Results are listed in the order content was set in the 
MyCity. You will see the content title, subtitle, the subject 
and level it is mapped to, and the best score achieved.

Activity and Test scores will show as a percentage and 
all other content items will show as Accessed or Not 
Attempted. The date will also be visible.

Please note: If editing an existing MyCity that is published 
to Students, e.g., adding content, the change will 
instantly affect students’ progress.
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Deleting a MyCity

How Students Can Access Their Scores
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4Tracking Students’ Progress in a MyCity with the Tracking Tab (continued)
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