
1 
 

 

 

 

 

 

LSE for You:  

Introduction for Teachers  
 

 

User Guide 
Version 1.0 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

London School of Economics and Political Science 
Houghton Street, London WC2A 2AE 
www.lse.ac.uk 
  

http://www.lse.ac.uk/


2 
 

1  LSE FOR YOU 
 
1.1 What can LSE for You do? 
 
LSE for You is an online system that allows you to: 
 

 Update your personal information 
 Update registers 
 Set up and manage office hours 
 Access your personalised teaching timetable 

1.2 Navigating LSE for You 
 
Your menu on the left hand side is where you will find all the main features of LSE for You 
 
 

 
 

 
 
 
 
 
 
 
 

Everyone 
These are options that everyone at 
the LSE will have access to.  For 
example, here you can manage 
your account details. 

Staff 
These are options will look 
different depending on the group 
of roles that are allocated to you.  
Here you will be able to access 
class registers, office hours and 
your personal timetable 
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1.3 How do you get the “Current Teacher” role? 
 
To be able to see all the features available to those with the “Current Teacher” role, you 
need to be entered in the timetabling system as a valid Lecturer or class 
leader/teacher/assistant. 
 
To obtain this role you must contact the Timetables Office. 
 

 
2  REGISTERS 

 
2.1  Accessing taught registers 
 
Once you have been given the “Current Teacher” role and you have been attached to a 
specific class, you will be able to view and complete class registers within LSE for You.  
You can access the registers under the Staff menu in the “Registers” tab. 
 
Note: registers for specific classes are generated on the morning of the class, so you will 
be unable to see future registers.  Also, only the students that are registered to the class 
that morning will appear on the register.  If a student changes class group they will appear 
in the registers of the new group only for those classes taking place after the date of the 
change. 
 

 
 
2.2 Completing registers 
 
If you are teaching multiple classes then you will need to select the group that you wish to 
take the register for before proceeding.  
 
You also have the ability to go back to previous weeks to update the register if you need, 
by choosing the desired week before you select the “continue” button. 
 
2.3 Attendance codes 
 
At the bottom of the register you should find a key that explains the codes as follows: 
 
 P – Present – the student attended the class 
 A – Absent – the student failed to attend this class 

R – Absent with reason – the student has not attended because, for example, they 
are ill 

 

2.1 
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2.4 Other options 
 
Through the register application you are also able to access student pictures and set 
coursework. 
 

2.4.1 Student pictures 

Before you click on the “continue” button, ensure the box for “Show Student 
Photographs” is checked.  Once you click on the register there will be a picture next 
to each student. 

 

2.4.2 Setting coursework 

Once you open up the register you will notice at the top the option for coursework 

 

 

This will allow you to set a coursework including a deadline.  You will also be able to 
mark the students attempt and record their grades if you wish to. 

You can find a comprehensive guide on LSE for You which further details the 
process of setting up coursework. 

 

 
 

2.2 

2.2 

2.4 

2.4 
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3  CLASS MAILER 
 
3.1   How does it work? 

 
Here you are able to send students in your class messages which will be sent to their 
network email address. 
 

 
 
Once you have chosen the class that you wish to contact you can either send them all a 
message or you can check the “Display Students” box and choose which students you 
wish to contact. 
 
If you would like to include other teachers in the message you will need to check the 
relevant box before clicking on the “next” button.  Only teachers attached to the class in 
the timetabling system will be included in these messages. 
 

 
4  OFFICE HOURS 
 
4.1   How does it work? 
 
“Office Hours” is an application that allows students to book a specified time to meet you.  
You control these office hours and can set up times that are most convenient for you. 
 

 
 
 

4.2  Setting up your office hours 
 

There is a comprehensive guide for setting up your office hours which can be found on 
LSE for You in the Introduction section under the Office Hours tab.  This guide will be able 
to explain how you can set up, repeat and delete your office hours. 
 

 
 

 
 
 

3.1 

3.1 



6 
 

5 TEACHER TIMETABLE 
 
5.1  Accessing your timetable 
 
You are able to access your timetable in two ways – “Teacher Timetable” and “Teacher 
Timetable Plus”. 
 
If the timetable does not show all your classes then you should contact the Timetables 
team who will be able to assist you. 
 

 
 

6 HELP 
 
6.1 General help 
  
You should first have a look at the FAQs in the top right of the screen. 
 
Here you can also access the queries system in the link in the right corner of the screens.  
Here you will be able to email the relevant department who will be able to assist you 
further. 
 
 
 
 

5.1 


