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Learning from the Extremes is a European 
Union´s Preparatory Action - Increasing access to 
educational tools in areas and communities with 

low connectivity or access to technologies.

The project addresses inequalities of access to 
digital education by enhancing inclusion and by 

reducing the digital gap suffered by school 
communities from remote areas with low 

connectivity, limited or no access to devices and 
digital educational tools and content.

A few words about LfE



This manual has been created to support 

LfE portal’s Users. Here you will find step-

by-step instructions for LfE portal’s most 

common actions.

On slide #4 you can find  a list with the 

most common actions of LfE portal. On this 

list you can click on any use case, and you 

will be transferred to the detailed guide for 

this use case.

On the first slide of each use case’s guide, 

you will find Users’ categories with 

corresponding rights and a description of 

the process. On the next slides you can find 

step-by-step instructions for use case’s 

completion through screenshots.

t h i s m a n u a l

How to use

On the right bottom corner of each slide, 

you will find a home icon. By selecting it 

you will be transferred to the list of common 

actions (slide #4)



Table of 

use cases

1. Go to LfE Portal Home Page
2. Register in LfE portal 
3. Register a School 
4. Search for a School
5. Search for a Community 
6. Add a Community
7. Join a Community
8. Leave a Community
9. Add a Project 
10.Search for a Project
11.Search for an Accelerator
12.Search for News & Announcements
13.Search for a Training Opportunity 
14.Search for a Good Practice 
15.Search for an Event 
16.Add an Event



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

Use case description:

1. How to go to LfE Portal Home 

Page



Step by step 

i. Independently of the page the User visits, after 

selecting “LFE Portal” on the top black bar of the page, 

the User will be transferred to LfE Portal Home page.

1. Go to LfE Portal Home 

page



Step by step 

ii. In case the User has been transferred to School of the Future 

Home page and wants to be transferred to LfE Portal Home page, 

the User need to select “LfE Portal” option

1. Go to LfE Portal Home 

page



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

✓ Visitors

Use case description:

2. How to register to LfE Portal



2. Register in LfE portal 
Step by step 

1. Visit LfE Platform (Link)

https://www.schoolofthefuture.eu/lfe


2. Register in LfE portal 
Step by step 

We Create Quality Professional 

PPT Presentation

2. Choose “Log in” from the top MENU



2. Register in LfE portal 
Step by step 

We Create Quality Professional 

PPT Presentation

3. Choose “Create new account” on 

the bottom of the new page



2. Register in LfE portal 
Step by step 

4. Complete all mandatory fields of the 

form



2. Register in LfE portal 
[for teachers only] Step by step 

5. In case you want to register as a Teacher, after 

selecting “Teacher” on role field, you need to choose 

your country and the School you belong to and Click 

on “Create new account”



2. Register in LfE portal 
Step by step 

6. You will receive an email* from 

no-reply@schoolofthefuture.eu informing 

you that the request is being processed
*Please check your spam emails 

[the Username 

you choose]

mailto:no-reply@schoolofthefuture.eu


2. Register in LfE portal 
Step by step 

7. When the Administrator approves 

your request, you will receive a new 

account confirmation email and access LfE 
*Please check your spam emails 

[the Username 

you choose]



Users: 

✓ National Coordinators

✓ School Managers

Use case description:

3. How to register a School



Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and “Log in” 

to your account

3. Register a School

https://www.schoolofthefuture.eu/lfe


Step by step 

2. Click on your Username, once you are logged in

3. Register a School



Step by step 
3. Your name will appear on the middle of the top page.

Then you need to choose the “Register a School” button

3. Register a School



Step by step 4. A new page about adding a new School will 

appear and the User has to complete all the 

necessary information about the new School on this 

form

3. Register a School



Step by step 5. In the middle of the form there is a field with title 

“EU Project”. After choosing OSOS, new fields will 

appear under EU project section. There the User has 

to check the field “Belongs to LfE”
~This step is mandatory for LfE Schools only!~

3. Register a School



Step by step 
6. Also, Users need to associate the new school with “Learning 

from the Extremes International” Community and any other 

Community the User prefers. Thus, on “Associated communities” 

choose “Learning from the Extremes International” from the drop-

down box. In case this option doesn’t appear on the dropdown men

3. Register a School



Step by step 

3. Register a School

7. Review the fields that have been completed and 

then choose “Create School and become a member”. 

Congratulations! You just created a new School



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

✓ Visitors

Use case description:

4. How to search for a School



4. Search for a School

Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and choose 

Schools (on the top of the webpage)

https://www.schoolofthefuture.eu/lfe


Step by step 2. On the new page with the title “Schools”, you will find 

all the registered schools and use the 3 filters to find a 

specific school

4. Search for a School



Step by step 3. For example if I want to find a School with the word 

“Demo”, I am adding the word “Demo” as a keyword on 

Title’s field and then choose Apply. Then all Schools 

with the word “Demo” included on their title will appear

4. Search for a School



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

✓ Visitors

Use case description:

5. How to Search for a Community



5. Search for a Community 

Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and choose 

Communities on the top of the portal

https://www.schoolofthefuture.eu/lfe


5. Search for a Community 

Step by step 2. On the new page with the title “Communities”, you 

will find all the Communities and use the 4 filters to find 

a specific Community



5. Search for a Community 

Step by step 3. For example if I want to find a Community with the word 

“Demo”, I am adding the word “Demo” as a keyword on Title’s 

field and then choose Apply. Then all Communities with the word 

“Demo” included on their Title will appear



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

Use case description:

6. How to Add a Community



6. Add a Community
Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and “Log in” 

to your account

https://www.schoolofthefuture.eu/lfe


Step by step 

2. Click on your Username, once you are logged in

6. Add a Community



Step by step 3. Your name will appear on the middle of the top page.

Then you have to choose the “Register a Community” 

button

6. Add a Community



Step by step 4. Then, a new page about adding a new Community will appear 

and the User need to complete all the necessary information about 

the new Community on this form

6. Add a Community



Step by step 

5. On this step, Users need to associate the new 

Community with “Learning from the Extremes 

International” and  any other Community the User 

prefers

6. Add a Community



Step by step 
6. In the middle of the form there is a field with title 

“EU Project”. Where the User has to check the field 

“OSOS”. “Published” box should be checked too.

6. Add a Community



Step by step 
7. Review the fields that have been completed and 

then choose “Create Community and become a 

member”. Congratulations! You just created a new 

Community

6. Add a Community



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

Use case description:

7. How to Join a Community



Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and “Log in” 

to your account

7. Join a Community

https://www.schoolofthefuture.eu/lfe


Step by step 

We Create Quality Professional 

PPT Presentation

2. Choose Communities on the top of 

the portal

7. Join a Community



Step by step 3. On the new page with the title “Communities”, you 

will find all the Communities and use the 4 filters to find 

a specific Community

7. Join a Community



Step by step 
4. For example if I want to join the Community “SciCulture”, I am 

adding the word “SciCulture” as a keyword on Title’s field and 

then choose Search

7. Join a Community



Step by step 5. Then the Communities with the word “SciCulture” included on 

their Title will appear. (In our example, there is only one 

Community.) The User chooses the Community that he/she 

wants to join by clicking on the Title of the Community (text with 

the green font)

7. Join a Community



Step by step 
6. The profile of the Community will appear. Then the User need 

to click on “Join” green button 

7. Join a Community



Step by step 
7. And confirm the participation in the Community by selecting 

the green button “Join group”.

7. Join a Community



Step by step 8. The profile page of the Community will appear again but this 

time the green button on the right side will turn to “Joined”.

Also, the User can double-check that belongs to this Community, 

by selecting the “Members” option of the green Menu in the 

middle of the page

7. Join a Community



Step by step 9. On this step User can see all members of this Community and 

check whether User’s name has been included on the list. 

The green button on the right side of the page will have the title 

“Joined” as well

7. Join a Community



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

[Any enrolled User can 

leave a community]

Use case description:

8. How to leave a Community



Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and “Log in” 

to your account

8. Leave a Community

https://www.schoolofthefuture.eu/lfe


Step by step 
2. Click on your Username, once you are logged in

8. Leave a Community



Step by step 3. Your name will appear on the middle of the top page.

Then you have to choose the “Communities” from the 

green Menu on the middle of the site

8. Leave a Community



Step by step 4. On the new page with the title “Communities”, you will find all 

the Communities you have joined so far. 

Then, you choose the Community you want to leave. In our 

scenario, we want to leave “Demo Community”. Thus, we select 

this Community by click on the green title of the Community

8. Leave a Community



Step by step 5. Next, the profile of “Demo Community” will appear. On the green 

button on the right side of the webpage, we can see the status of my 

connection with this Community. Since it has the title “Joined”, the User 

is member of this Community. To leave the Community, the User need 

to click on the “Joined” button and then select “Leave group”

8. Leave a Community



Step by step 

6. On the next page, the User need to confirm that wants to leave the 

group, by clicking on the green button “Leave group”

8. Leave a Community



Step by step 7. After completing step 6, the profile of the Community will 

appear again, but this time the green button on the right side of 

the webpage will have the title “Join”, which means that the User 

successfully left the Community

8. Leave a Community



Users: 

✓ School Managers

✓ Teachers

Use case description:

9. How to add a Project



Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and “Log in” 

to your account

9. Add a Project

https://www.schoolofthefuture.eu/lfe


Step by step 
2. Click on your Username, once you are logged in

9. Add a Project



Step by step 3. Your name will appear on the middle of the top page.

Then you need to choose the “Register a Project” 

button

9. Add a Project



Step by step 4. Next, a new page about choosing the School that implements the 

Project will appear. After choosing the school, a new page with New 

Project’s form will appear, where User need to complete all the 

necessary information about the new Project

9. Add a Project



Step by step 

5. Please note that Users must associate the new 

Project with “Learning from the Extremes 

International” and any other Community the User 

prefers.  

9. Add a Project



Step by step 6. In the middle of the form there is a field with title

“License level” where “Public” option should be 

selected. Then on “EU Project” field on the bottom of 

the form User should select “OSOS” from the drop-

down menu. 

9. Add a Project



Step by step 
7. Review the fields that have been completed and 

then choose “Save”. Congratulations! You just created 

a new Project

9. Add a Project



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

✓ Visitors

Use case description:

10. How to search for a Project



10. Search for a Project
Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and 

choose Projects

https://www.schoolofthefuture.eu/lfe


Step by step 2. On the new page with the title “OSOS Projects”, you 

will find all the registered projects and use the 4 filters 

to find a specific project

10. Search for a Project



Step by step 3. For example if I want to find a Project with the word 

“Demo”, I am adding the word “Demo” as a keyword on 

Title’s field and then choose Search. Then all projects 

with the word “Demo” included on their Title will appear

10. Search for a Project



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

✓ Visitors

Use case description:

11. How to search for an 

Accelerator



11. Search for an Accelerator

Step by step 1. Visit LfE Platform (Link) and choose 

Accelerators (on the top side of the site)

https://www.schoolofthefuture.eu/lfe


Step by step 2. On the new page with the title “OSOS Accelerators”, 

you will find all Accelerators and use the 3 filters to find 

a specific Accelerator

11. Search for an Accelerator



Step by step 3. For example if I want to find the Accelerator “Trastea”. I am 

entering the text “Trastea” under Title’s search box and then 

choose Search. Next, Accelerators with the word “Trastea” 

included on the Title will appear

11. Search for an Accelerator



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

✓ Visitors

Use case description:

12. How to search for News and 

Announcements



12. Search for News & 

Announcements Step by step 
1. Visit LfE Platform (Link) and choose News 

and Announcements (on middle of the site)

https://www.schoolofthefuture.eu/lfe


Step by step 
2. On the new page with the title “LFE- News and 

Announcements Page” you can find all News and 

Announcements. Here you can use the 3 filters to find 

a specific New or Announcement

12. Search for News & 

Announcements



Step by step 

3. For example if I want to find a New about “Demo”. I am entering 

the text “Demo” under Title’s search box and then choose Search. 

Then News with the word “Demo” included on the Title will appear

12. Search for News & 

Announcements



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

✓ Visitors

Use case description:

13. How to search for a Training 

Opportunity



13. Search for a Training 

Opportunity Step by step 
1. Visit LfE Platform (Link) and choose 

“Training Opportunity” on Teachers Square 

box (on the left side of the site)

https://www.schoolofthefuture.eu/lfe


Step by step 
2. On the new page with the title “Learning from the 

Extremes International”, you will find all the registered 

Training Opportunities and use the 4 filters to find a 

specific Training

13. Search for a Training 

Opportunity



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

✓ Visitors

Use case description:

14. How to search for a Good 

Practice



14. Search for a Good Practice

Step by step 1. Visit LfE Platform (Link) and choose Good 

Practices on School Square box (on the left 

side of the site)

https://www.schoolofthefuture.eu/lfe


Step by step 2. On the new page with the title “Learning from the 

Extremes International”, you will find all the registered 

Good Practices and use the 4 filters to find a specific 

Good Practice

14. Search for a Good Practice



Step by step 3. For example if you want to find a Good Practice with the Title “Demo 

Good Practice” under “Leadership” Dimension. You need to select the 

option “Leadership” on the drop-down dimensions’ menu and then choose 

Search. Then all Good Practice of “Leadership” dimension will appear, 

and I can choose the “Demo Good Practice”

14. Search for a Good Practice



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

✓ Visitors

Use case description:

15. How to search for an event



15. Search for an Event

Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and 

choose Events

https://www.schoolofthefuture.eu/lfe


Step by step 2. On the new page with the title “Learning from the 

Extremes International”, you will find all the available 

events. After selecting the title of the event, you can 

find more details about this event

15. Search for an Event



Step by step 3. Here you will find useful information about the 

event. Moreover, on the right side of the page you 

can find the button “Enroll” which will turn to 

“Unenroll” after selection 

15. Search for an Event



Step by step 
4. You will also find the list with the “Enrolled Users” by 

selecting this option on the green menu

15. Search for an Event



Step by step 5. In case you want to see all the events that you 

are already enrolled, you can visit your profile and 

after selecting events. Here, you can find the list 

with past and future events that you are enrolled

15. Search for an Event



Users: 

✓ National Coordinators

✓ School Managers

✓ Teachers

Use case description:

16. How to add an Event



Step by step 

We Create Quality Professional 

PPT Presentation

1. Visit LfE Platform (Link) and “Log in” 

to your account

16. Add an Event

https://www.schoolofthefuture.eu/lfe


Step by step 

2. Click on your Username, once you are logged in

16. Add an Event



Step by step 3. Your name will appear on the middle of the top page.

Then you need to choose the “Register an Event” 

button

16. Add an Event



Step by step 4. Next, a new page about proceeding with New 

Events’ form completion will appear. The User need to  

associate the event with LfE International Community 

and any other community needed. Moreover, the User 

can associate the Event with a School as well

16. Add an Event



Step by step 
5. On the field “EU Project” option “OSOS” should be 

selected and after choosing “Save”, your event will be 

created

16. Add an Event



LfE User’s manual 

Contact Person: 

Ms. Eleni- Vasiliki Provopoulou
Netcompany- Intrasoft

eleni.provopoulou@netcompany-intrasoft.com



THANK YOU
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