
QuickStart Guide Overview: Introduction to TheraLink

Welcome to LinguiSystems TheraLink QuickStart Guide.  This visual walk-through will demonstrate 
the essential features of TheraLink and is a supplement to the video tutorials and other material on 
our website.  Below is a Flowchart for getting to know the TheraLink system.  (Overview Information 
is continued on the following page.)
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Purchase a TheraLink Product 
from linguisystems.com.

Add students to your 
account by creating User IDs 

and Student Records
(QuickStart Guide 2, page 6). 

Register students for 
content from your TheraLink 

product(s)
(QuickStart Guide 3, page 9). 

View Student Records 
and Results

(QuickStart Guide 4, page 14). 

Log in a student for 
therapy with his User ID. 

Make sure you’re connected to 
the Internet and go to

http://theralink.linguisystems.com

Log in to TheraLink with 
your User ID and password to load 

the Instructor View screen.

Click the Switch Roles text link 
in the upper right-hand corner (see 

QuickStart Guide 1, page 3) to see 
the Student View screen.

Click the green icon next to your 
product title in the My Courses list to 

expand its sections (Courses).

Click the blue icon next to a 
Course to expand its interactive 
Units.  Click an icon by a Unit to 

launch it.

When you’re done previewing, 
click the Switch Roles link in the 

upper right-hand corner to see the 
Instructor View screen.

Review 
Purchased 

Product
Receive confi rmation 

email from LinguiSystems 
with your User ID and 

password



QuickStart Guide Overview: Introduction to TheraLink, continued

TheraLink is housed within an online, commercial Learning Management System.  All that means to 
you is that some of the terminology in the system is more suited to the corporate training or higher 
education worlds instead of our fi eld.  Also, some of the features and selections you see in TheraLink 
are either not yet supported by LinguiSystems or not applicable to any of the tasks you’ll do.  For 
example, the Reports feature, which is accessed through a button on the Instructor View,  will be 
developed further as more content for TheraLink becomes available.  Feel free to poke around and 
experiment with it if you’d like, but it is not currently supported by LinguiSystems.  Student results 
and records are viewed and printed through other TheraLink features and are described in QuickStart 
Guide 4, page 14.

The screen shots in this guide are not as clear as actually seeing the screen, so we encourage you to 
have your TheraLink account open as you go through these guides and execute the steps yourself 
onscreen as you read them.

The most important thing to remember about TheraLink is that it requires a robust broadband Inter-
net connection.  A wired connection is best, and although the content will run on a tablet device, it 
will run smoother and with fewer delays on a desktop or notebook computer.  The system will only be 
as responsive as your Internet connection is strong.

If you have specifi c questions or feedback, email the TheraLink developers directly at:
theralink@linguisystems.com.  We will return your Email promptly and do our best to assist you!
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QuickStart Guide 1:

Viewing Your TheraLink Products

First, make sure you have an active, broadband Internet connection. We 
also suggest using a desktop or notebook computer for accomplishing 
administrative tasks.  Tablet devices can be used to present content to 
students, but it’s diffi  cult to navigate administrative tasks with a tablet 
device.

Go to the TheraLink login page (http://theralink.linguisystems.com) 
and enter the User ID and password that appeared in your confi rmation 
email.  Hit Enter or click the green Go button.

When your TheraLink account is created, you are given permissions as an Instructor.  That means you can:
• add and delete student records
• assign content from your purchased products to 

student records
• review comprehensive results of your students’ 

results. 

When you log in to your account, you will see the 
Instructor View (on the right).  You preview your 
content by switching to the Student View.  Click the 
Switch Role link in the upper right-hand corner (the 
green arrow is pointing toward it) to switch views.

This is the Student View.  You can switch back and forth between Student View and Instructor View when 
you are logged in under your User ID.  You’ll see the TheraLink product(s) you purchased in the Student View 
for your account.  

This user has purchased one TheraLink product: Just 
for Kids Elementary Photo Cards.  TheraLink uses these 
terms to describe how product content is organized:

• Complete Product = Curriculum
• Sections/Chapters of Product = Courses
• Interactive Lessons and Assessments included 

in Courses = Units

You will likely assign students individual Courses that are made up of several Units each.  The larger screen 
shots on the next page illustrate the organization of material.
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Viewing Your TheraLink Products, continued

Click the green icon to the left of the Curriculum (product) title.  The Courses (sections or chapters) in the 
curriculum will then expand.  This Curriculum contains 19 Courses.

Click the blue icon next to a Course to see the Units it contains.  This Course, Clothing Items, contains a Unit 
for each type of clothing that includes fi ve multiple-choice items .  Each Course in this product contains 
between 4 and 22 Units.

The following page shows how to launch a Unit.
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Viewing Your TheraLink Products, continued

Click the blue icon next to a Unit to launch it.  The Interactive content will appear in a new window on top 
of your TheraLink browser window (if you’re using a desktop or notebook computer).  You can maximize the 
new window or minimize your original window to minimize visual distraction.  

Troubleshooting tip:  Depending on your browser confi guration, the content window might pop open 
and seem to “disappear.”  Some web browsers are set up to put new windows behind existing ones, so either 
minimize your TheraLink window or fi nd the duplicate browser button in your toolbar to bring the content 
window back to the front.

After a unit has been completed, and 
you hit the quit button, the content 
window closes and the status and 
score of that Unit will update (circled 
on the right) on the Student View 
screen.  All content that has been 
completed and received a score is 
marked as “passed.”  IEP mastery goals 
vary widely, so you can make the 
mastery determination in your fi nal 
reporting. TheraLink provides you with the highest score a student has achieved on a unit.  The Course also 
reports an average score of all Units completed (seen in the gray circled area).

You can continue previewing Courses and Units to decide which content you’ll assign to individual students.  
When you’re ready to add students or assign them content, click the “Switch Role” link in the upper right-
hand corner of the screen to return to the Instructor View.

End of QuickStart Guide 1
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QuickStart Guide 2:

Managing Student Records

First, make sure you have an active, broadband Internet connection. We 
also suggest using a desktop or notebook computer for accomplishing 
administrative tasks.  Tablet devices can be used to present content to 
students, but it’s diffi  cult to navigate administrative tasks with a tablet 
device.

Go to the TheraLink login page (http://theralink.linguisystems.com) 
and enter the User ID and password that appeared in your confi rmation 
email.  Hit Enter or click the green Go button.

Adding a Student Record

When you log in to your account, you will see the 
Instructor View (on the right) and the Curriculum/
Courses List, which is a list of all the TheraLink 
material you’ve purchased.  

Adding a record for a student on your caseload 
lets you assign skill-specifi c TheraLink content to 
that student and track results.  You are allowed to 
add 25 Student Records to your TheraLink 
account.  You can add additional Student Records 
by purchasing them in blocks of 10 (for an 
annual fee).  Visit linguisystems.com and search for “TheraLink Student Records.”

First, we need to switch to the Users List to add a 
Student Record.  

Call up the Users List by clicking the second 
orange button down on the left labeled Users to 
expand its two choices.  Then click the fi rst one—
Manage Users. (Note: the Approval Requests 
choice is not used in TheraLink).

This account contains only two users—an In-
structor (the person who purchased the TheraLink product), and one student.  As detailed in the License 
Agreement on page 16, each TheraLink account can contain only one instructor.  Instructors can only create 
Student Records.  

To add a student, click the Add User button (circled in red above).

The next page shows the Add User window that pops up.
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QuickStart Guide 2:

Managing Student Records, continued

When you click the Add User button, the window on the right 
pops up.  You’re required to enter this information:

• User ID for the student (lowercase letters and numbers 
only)

• The student’s fi rst and last name
• A password of at least 4 characters (lowercase letters and 

numbers)
 Note: We suggest you use the same password for each 

student (something like the word “password,” a consecu-
tive number string [12345], or your birthday).  You log each 
student on to his account to complete TheraLink content 
during therapy.

The remaining information on this input screen can be ignored, 
as well as the second tab, Permissions, because student cannot 
be assigned administrative rights.  

The third tab, Sub Orgs (Sub Org in this system means Sub 
Organizations or Subcategories), is where you can add optional 
personal information about the student in these fi elds:

• Grade Level
• Chronological Age
• Parent/Guardian Email Address
• Defi cit—Primary
• Defi cit—Secondary
• Classroom Teacher
• Classroom or Primary Building
• Gender

The last tab—User Notes—is an open text fi eld where you can 
include additional information, student preferences, or progress 
notes.  You can copy and paste text into this fi eld or copy and 
paste text out of it.

When you’re done entering information, click the Save button at the bottom of the window, and you’ll see 
the student’s name added to your User List.  You can change the student’s information any time by either 
double-clicking to the right of the student’s User ID in the User List or by selecting the User ID and clicking 
the  View/Edit Details button (it has a pencil on it).

On the next page, we’ll explain how to delete a Student Record.
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QuickStart Guide 2:

Managing Student Records, continued

Deleting a Student Record

Deleting a student is a simple operation, but it cannot be undone.  If a student leaves your caseload or isn’t 
using any material on TheraLink and you want to remove him from your list to make a new Student Record 
slot available, you might fi rst want to export his results data to a spreadsheet.  QuickStart Guide 4: Viewing 
Student Results (page 14) shows you how to do that with the Transcripts feature.

Follow these steps to delete a Student Record:
• Click just to the right of the student’s User ID in the User List to highlight the Student Record.
• Click the Delete User button (circled in red below).
• Click Yes in the warning pop-up box to confi rm your choice.

The student will be removed from your User List.

Viewing the User List

You can sort the student records by clicking the headings in the list.  For example, you can list them in 
ascending or descending alphabetical order by clicking the User ID or Name heading.

End of QuickStart Guide 2
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QuickStart Guide 3:

Assigning Content to Students

First, make sure you have an active, broadband Internet connection. We 
also suggest using a desktop or notebook computer for accomplishing 
administrative tasks.  Tablet devices can be used to present content to 
students, but it’s diffi  cult to navigate administrative tasks with a tablet 
device.

Go to the TheraLink login page (http://theralink.linguisystems.com) 
and enter the User Id and password that appeared in your confi rmation 
email.  Hit Enter or click the green Go button.

When you log in to your account, you will see the 
Instructor View (on the right).  You should see 
the Curriculum/Courses List, which is a list of all 
the TheraLink material you’ve purchased. If not, 
click the top orange Curriculum/Courses but-
ton on the left and choose the selection Manage 

Courses.  (Note: the other two selections in the 
list are not currently used in TheraLink.)

One of TheraLink’s most advantageous features 
is the ability to register your students for skill-
focused therapy content, so when you log them 
on, your therapy session materials are “pre-
loaded” and ready to go.

A student has been logged in below.  He has been registered in three courses and already has made some 
progress and logged some results.

Note: The three orange buttons above the course list correspond to My Courses (the view currently seen), 
Calendar (a blank calendar for reference), and News (a window that will occasionally contain TheraLink 
information from LinguiSystems as needed).
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QuickStart Guide 3:

Assigning Content to Students, continued

There are two ways to register students in Courses—from the User List view or the Course List view.
• If you want to register one or more students for a Course, 

register from the Course List view (instructions begin below).
• If you want to register a single student for more than one course at a time, 

register from the User List view (instructions begin on page 12).

The good news is, the basic procedure is the same for both methods.

Registering from the Course List View

Most TheraLink products are made up of many Courses, so your Course List View might contain a lot of 
entries.  You can scroll through the list to fi nd the Course you want to register a student in (Courses may be 
listed on more than one page, so use the arrows at the top and bottom of the list to navigate to additional 
pages) or you can use the Search features to fi nd the Course that meets your needs.

Title Search: If you own more than one TheraLink product and only want to list its Courses, type an 
identifying word from its title into the Title Search Box (red circle below) and click Search (blue circle). 
The Course List will be populated with only Courses from that product.  So if you purchased No-Glam-
our Articulation, and searched the word “Articulation,” only Courses from No-Glamour Articulation would 
show up in the list.

Description Search: If you want to fi nd Courses that have a particular kind of content, type a search 
word into the Description Search Box (green circle) and click Search (blue circle).  The list will be popu-
lated with Courses whose descriptions contain that keyword.  For example, if you purchased Just for 
Kids Elementary Photo Cards and searched for the word “Home” in the Description fi eld, it would return 
Courses for “Home Items” and “Home Scenes.”

Click Clear Search (black circle) to repopulate the list with all of your purchased Courses.
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QuickStart Guide 3:

Assigning Content to Students, continued

When you’ve found the Course you want to register a 
student in, click just to the right of its title to highlight 
its row in the Course List.  Then click the Register but-
ton from the buttons on the top row (third from the left 
with a green clipboard icon).  

The Register in Course pop-up window on the right 
appears.  There are already two Users registered in this 
Course.  The Instructor is registered in all Courses by 
default.  (Note: if you want to Unregister a User from a 
Course, click the red circle by the User ID. Unregistering 
a student also deletes results data for the Course.)  We 
want to also register the User mjensen, but fi rst we need 
to fi nd him.  

Step 1: Click the Select button (red circle in the top 
screen shot) to bring up the Select Students win-
dow (second screen shot on the right).  This box will 
display all the students you’ve entered into your ac-
count who are not registered for this Course.

Step 2:  The only student available is mjensen, so 
click on him to select him.  (If there were more than 
one student on this list you wanted to register for the 
Course, you’d hold down your Control key while you 
click each one.)  

Step 3: Next, click the Select button (red circle)

Step 4: Click the Close button (green circle). (Im-

portant: You must click the Select button fi rst and 
not just the Close button after you’ve clicked on a 
student in the list.)  The Register in Course window 
on the right is visible again.  Our selected student, 
mjensen, appears in the Student(s) to Register box in 
the bottom of the window. 

Step 5: Click the Register button (red circle) and 
mjensen is moved from the bottom box up to the list 
of Users registered in the course (bottom right screen 
shot).

Step 6: Click the Close button (green circle)

The student mjensen is now registered for this course, 
and it will be in his My Courses list the next time he is 
logged into TheraLink.

Step 
1

Step 
3

Step 
4

Step 
5

Step 
6

Step 2—Click Student
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QuickStart Guide 3:

Assigning Content to Students, continued

Registering from the User List View

In Instructor View, click the second orange button on the left—Users—and choose the Manage Users op-
tion.  Find the user you want to register for a Course or Courses and click just to the right of his User ID.  Then 
click the Register button from the buttons on the top row (red circle below)

The Register a Student pop-up window on the right 
appears and we see that this student hasn’t been regis-
tered for any Courses yet.  

Step 1: If you want to register a student in an entire 
curriculum (a complete product and all of its Courses 
and Units), click the top Select button.  If you want to 
register a student for selected Courses (recommend-
ed), click the bottom Select button (both circled in 
red).  For this example, we’ll click the bottom Select 
button, although the steps are the same for both.

Step 2:  The Select Courses window appears.  Click 
the course you want to register the student in or hold 
down the Control key while you make multiple selec-
tions.  Two courses are selected here.  

Step 3: Click the Select button and the Course ID 
numbers for the selected Courses appear in the Se-
lected Items box at the bottom.

Step 4: Click the Close button (green circle). (Impor-

tant: You must click the Select button fi rst and not 
just the Close button after you’ve highlighted your 
Courses.  

Step 2—Click Courses

Step 
1

or

Step 
3

Step 
4
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QuickStart Guide 3:

Assigning Content to Students, continued

Step 5: Click the Register button (red circle) and 
your selected Courses (listed by their system ID num-
bers) are moved from the bottom box up to the list of 
Enrolled Courses for the student.

Step 6: Click the Close button (green circle)

The student mjensen is now registered for these cours-
es, and they will be in his My Courses list the next time 
he logs into TheraLink.

End of QuickStart Guide 3

Step 
5

Step 
6
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QuickStart Guide 4:

Reviewing Student Results

There are two ways to look at a student’s results and progress.  The best way to get a quick view of what 
a student has done is to log in to TheraLink with the student’s User ID and password and review his My 
Courses page.

This information is displayed for each Course: the Name, the percentage of the overall content the 
student has completed, the Status (whether the Course has been Not Started, Started, or Passed), the 
average score of the completed Units, and the date the student was enrolled (the Expired column will 
always be blank).  The data is sortable by clicking the column headings.  Note: If you’d like to see notes 
about the Course, click the “i” button in the last column.

If you expand a Course, you can see results data for all of its Units.  The My Courses page gives you an 
at-a-glance view of student progress.

Transcripts

If you want more detailed results information, you can use the Transcripts feature.  Make sure you are 
logged in using your User ID.  In Instructor View, click the second orange button down on the left—
Users—and choose the Manage Users option.  Find the user whose results you want to review and 
click just to the right of his User ID.  Then click the Transcripts button (circled in red below) .  
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QuickStart Guide 4:

Reviewing Student Results, continued

A student’s Transcript (shown below) contains all the User Data compiled in TheraLink, including the 
personal information you entered when you created the Student Record.  

It also includes the results of all the Courses and Units the student has completed.  If a student has 
made multiple attempts on the same Unit (as would be the case with an Articulation Unit), the scores 
for each attempt are reported in the Transcripts.  It’s important to remember that the student’s highest 
score on a Unit is always the one used to fi gure overall Course scoring.

Here are some other features of the Transcripts function:

• The Options button (fi rst on the left), allows you to run a Transcript report for a fi xed time frame.  You 
might want to run a month-by-month report for a student to see how his results have changed over 
time.

• Admittedly, the formatting of this Transcript is not that visually appealing, but you can improve its 
appearance if you choose the second button: Download Generated Report.  This allows you to 
open the data directly in Excel or save it as a .csv fi le.  Then you can manipulate, edit, and format the 
information to fi t your own needs.

• The third button allows you to Print Report.  It prints whatever the current Transcripts view is, even if 
you’ve just asked it to display time-defi ned results through the Options feature.

End of QuickStart Guide 4
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TheraLink User License Agreement

By purchasing a TheraLink product, you agree to the following licensing guidelines:

• LinguiSystems grants you a license to access the TheraLink system to use the product(s) you 
purchased with students and clients on your individual caseload for an indefi nite term.  No other 
instructor or therapist (except an aid under your direct supervision) is granted license to use the 
system.  This license cannot be transferred to or shared by any other professional with a separate 
caseload.  

• Only your original account with Instructor privileges can be present in your TheraLink users list.  
User-created Instructor records is prohibited.  Accounts will be audited periodically and any user-
created instructors will be deleted.

• Products purchased for the TheraLink system are protected by the copyright policies for Lingui-
Systems’ print and technology materials, including, but not limited to the following:

Reproduction, printing, or distribution of any TheraLink materials is prohibited, except in cases 
where content is clearly marked otherwise.

Using these materials in any other way than they are presented in the TheraLink system is prohibited 
and a violation of copyright law.
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