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1. Introduction
SAM (Teacher Support System) is a web platform designed for teachers at the Instituto Chileno Norteamericano
(ICHN). This system allows you to efficiently manage daily classroom activities, including:

Taking student attendance
Recording and managing grades and evaluations
Documenting academic content for classes
Viewing session history and payment estimates
Managing replacement classes
Academic reports by course
Updating personal information
Privacy policy compliance under Law N° 21,719

2. System Requirements

Supported Browsers
Google Chrome (version 90 or higher)
Mozilla Firefox (version 90 or higher)
Microsoft Edge (version 90 or higher)
Safari (version 14 or higher)

Internet Connection

A stable internet connection is required to access the system.

Recommended Screen Resolution
Minimum: 1024 × 768 pixels
Recommended: 1366 × 768 pixels or higher
The system is partially responsive and can be used on tablets

3. Accessing the System

3.1 Login



To access the system:

1. Open your web browser and go to the URL provided by the institute.
2. On the Login screen, enter:

User: Your RUT (without dots, with hyphen) or passport number.
Password: Your assigned password.

3. Check the personal data consent checkbox. This is a mandatory step confirming your acceptance of data
processing under Law N° 21,719. You can click the Privacy Policy link to review the full policy before
proceeding.

4. Click the Sign In button.

Note: The system requires explicit consent for personal data processing before allowing login. You cannot access the
system without checking this box.

If your credentials are correct, you will be taken to the main dashboard. If this is your first time logging in, the system
will redirect you to the password creation screen.

3.2 First Time - Create Password



If this is your first time accessing the system, you must create a personal password:

1. On the Create New Password screen, enter your new password in the New Password field.
2. Confirm the password in the Confirm Password field.
3. Click Save Password.
4. Once saved, you will be automatically redirected to the main dashboard.

Note: Your password should be easy to remember but secure. There are no minimum complexity requirements, but
a combination of letters and numbers is recommended.

3.3 Password Recovery



If you have forgotten your password:

1. On the Login screen, click Forgot your password?.
2. Enter your RUT in the corresponding field.
3. Click Send New Password.
4. The system will send a temporary password to your registered email address.
5. Check your inbox (and spam folder if you don't see it).
6. Use the temporary password to log in, then change it from your Profile.

3.4 Privacy Policy

The SAM system complies with Law N° 21,719 on Personal Data Protection. You can access the Privacy Policy in two
ways:

1. From the Login screen, click the Privacy Policy link next to the consent checkbox.
2. From the footer on any page in the system, click the Personal Data Protection link.

The privacy page includes:

Data Controller: OTEC Instituto Chileno Norteamericano Ltda.
Legal Basis: Law N° 21,719 on Personal Data Protection.
Data collected: Identification (RUT, name, email), employment data (attendance, courses, grades), and
access credentials (encrypted with AES).
Purpose: Academic management, attendance control, grade recording, and institutional communication.
ARCO Rights: Access, Rectification, Cancellation, Opposition, and Portability of your data.
Exercising your rights: Contact at contacto@norteamericano.cl .

Note: The privacy policy is available in Spanish and English. You can switch languages using the ES / EN buttons at
the top of the page.

4. Dashboard



Upon logging in, you will see the Dashboard with the following information:

Welcome panel: Displays your name, the current date, and a direct link to your Profile.
Quick access cards:

My Classes: Register attendance for your titular classes (shows a count of pending classes)
Grades: Go to grade management
Substitute Class: Register attendance for your substitute classes
Content: Upload course materials
Reports: View course statistics
Sessions: Track teaching hours

Assigned classes: Table with your assigned classes for the current date, showing:
Course ID
Course name
Room
Schedule
Type (Titular or Substitute)
Attendance button: Links to Attendance (for titular classes) or Replacement (for substitute classes)

Tip: Quick access cards have a hover effect (shadow on mouse over) for a better visual experience.

5. Navigation Bar
The top navigation bar is present on all pages (except Login, Create Password, Forgot Password, and Privacy) and
contains:

Element Description

ICHN Logo Redirects to the Dashboard

Home Main dashboard

Attendance Attendance taking for titular classes

Substitute Replacement classes



Grades Grade management

Content Class content

Sessions Sessions and payments

Profile Teacher profile

Teacher's name Link to Profile

Sign Out button (icon) Log out

6. Taking Attendance

6.1 Selecting a Course

1. On the navigation bar, click Attendance.
2. A table with your assigned classes for the day will be displayed.
3. Identify the course you want to take attendance for.
4. Click the Attendance button for that course.

6.2 Starting a Class

1. You will see the selected course information (name and date).
2. Click Start Class to begin the session.



3. The system will validate your location (for in-person Plan Central classes, you must be on the institute's
network). EMPRESAS (enterprise) courses do not require location validation.

6.3 Recording Attendance

Once the class has started:

1. You will see the list of students with three circular buttons for each:

Green (P): Present
Yellow (L): Late
Red (A): Absent

2. Click the corresponding status for each student.

3. The selected button will light up with its respective color.

4. The right column shows a real-time summary:

Total students
Present
Late
Absent
Visual progress bar

5. You can change a student's status at any time by clicking a different button.

6. Once all attendance is recorded, click Save Attendance to save.

Note: Changes are saved immediately when you click Save Attendance. You don't need to wait until the end of
class.

6.4 Ending a Class



1. When the class is over, click the red End Class button (shown with a pulsing animation).
2. A confirmation window will appear: "Are you sure you want to end this session?"
3. Click Yes, end class to confirm.
4. The session will be recorded and you'll be redirected to the course list.

Important: Once a class is ended, you cannot modify the attendance for that session.

7. Grade Management

7.1 Selecting a Course and Evaluation

1. On the navigation bar, click Grades.
2. Select the course by clicking Grade.
3. On the grade management screen:

From the Evaluation dropdown, select the evaluation type:
CA (Continuous Assessment)
MWT (Midterm Written Test)
MOT (Midterm Oral Test)
FOT (Final Oral Test)
FWT (Final Written Test)

7.2 Continuous Assessment (CA)



For CA evaluations:

1. Select CA from the evaluation menu.
2. You will see date buttons for existing CA tests and the + New CA Test option.
3. To create a new test:

Click + New CA Test.
The system will create a new evaluation with the current date.

4. To view or edit grades for an existing test:
Click the desired test date button.

5. For each student:
If a grade is already recorded, it will display as text (read-only).
If no grade exists, an editable field will appear.
Enter a number between 0 and 100.
If the student was absent, leave the field empty (it will save as 0).

6. Click Save Grades to save.
7. The right column displays:

Class average
Highest and Lowest scores
Number of Graded and Pending students

Tip: Click the "How CA grading works" link for a quick guide.

7.3 Other Evaluations (MWT, MOT, FOT, FWT)



For non-CA evaluations:

1. Select the desired evaluation type (MWT, MOT, FOT, or FWT).
2. A table with students and grade entry fields will be displayed.
3. Enter each student's grade (value between 0 and 100).
4. Click Save Grades.
5. Use the Back to classes button to return to the course list.

8. Class Content

8.1 Selecting a Course

1. On the navigation bar, click Content.
2. Select the course by clicking Content.

8.2 Uploading Content



To record academic content:

1. Fill in the Upload Content form fields:
Title: Content title (e.g., "Unit 3 - Past Tense").
Description: Detailed description of the content covered.
Categories: Select one or more categories by clicking:

Readings
Exercises
Exams
Presentations
Listening
Interaction
Learning
Other

Session date: Select the session date (only shows dates with recorded sessions).

2. A confirmation dialog will appear: "Are you sure you want to upload this content?"
3. Click Yes, upload to confirm or Cancel to return to the form.
4. The content will appear in the right panel.

8.3 Viewing Content



The Content panel on the right shows:

List of recorded content, sorted by date.
Each entry shows: date, teacher, categories (with color tags), and description.
Total item count.
If no content exists, you'll see "No content uploaded yet."

9. Sessions and Payments

This section lets you view your session history and payment estimates:

1. On the navigation bar, click Sessions.
2. At the top, select the month you want to view.
3. A summary will display:

Total sessions: Total sessions in the period.
Pending: Sessions pending registration.



Scheduled hours: Hours scheduled per timetable.
Registered hours: Hours actually recorded.

4. The table below shows details for each session:
Date
Type (Regular/Replacement)
Course code and name
Campus
Schedule
Actual session start and end times
Session registration status

Note: Session data from both Plan Central and Enterprise courses is combined in this view. The totals and
payment estimates include hours from both course types.

10. Teacher Profile

10.1 Updating Email
1. On the navigation bar, click Profile or your name.
2. In the Personal Information section:

Your RUT, name, phone number, and address are read-only.
The Email field is editable.

3. Update your email address if needed.
4. Click Save Changes.

10.2 Changing Password
1. On the Profile page, click Change Password.
2. A confirmation window will appear: "Do you want to change your password?"
3. Click Yes, change it.
4. The new password fields will appear:

New Password: Enter your new password.
Confirm Password: Confirm the new password.



5. Click Save Changes to save.

Note: If you leave the password fields empty, your current password will not be changed.

11. Substitute Classes
The substitute class module has two flows depending on whether you have assigned substitute classes in the system.

11.1 Assigned Substitute Classes (Primary Flow)

1. On the navigation bar, click Substitute (also accessible from the Dashboard).
2. A table with your assigned substitute classes will be displayed.
3. Identify the class you want to register attendance for.
4. Click the Attendance button for that class.

Note: If no substitute classes are assigned, you'll see a message with a button to register a provisional session (see
section 11.2).

11.2 Provisional Session (Secondary Flow)

If you don't find your class in the assigned list, or need to register a provisional session:



1. Click the button: "Can't find your replacement class? Register a provisional session"
2. Two course type options will be displayed:

Plan Central Course: For regular institute courses.
Closed Enterprise Course: For corporate or company courses.

3. Select the correct course type based on the information provided.
4. Enter the Course ID that was provided to you.
5. Click Search Course.

Important: If you select the wrong course type, the system will display "No course found with that ID".

11.3 Starting the Class

1. Verify the course information (name, date, schedule).
2. Confirm it is the correct course.
3. Click Start Class (primary flow) or Start Replacement Class (secondary flow).
4. For secondary flow sessions, the session will be marked as Pending Authorization.

11.4 Taking Attendance

The attendance process is similar to a regular class:



1. On the Attendance tab (active by default), you'll see the student list.
2. Select each student's status:

Green (P) - Present
Yellow (L) - Late
Red (A) - Absent

3. Click Save Attendance to save.
4. The right column shows the attendance summary.

Note: The Pending Authorization badge is only displayed for provisional sessions (secondary flow).

11.5 Recording a Comment

Before ending the class:

1. Switch to the Content & Comment tab.
2. Review existing course content (if any).
3. In the Replacement Comment section:

Select one or more categories for your comment.
Write your observations about the session in the text field.
Click Save Comment.

4. Once the comment is saved, you can end the class with End Class.

Important: A comment is required before ending a substitute class. Both attendance and comment must be
completed.

5. When you end the class:
Primary flow (assigned class): The session is closed and saved normally.
Secondary flow (provisional session): The system will automatically send a notification email to the
corresponding campus with a summary of the class:

Plan Central: The email is sent to the corresponding campus (Moneda, Providencia, La
Florida, or Online).
Enterprise: The email is sent to sedeempresas@norteamericano.cl .

12. Academic Reports



This section shows a consolidated summary of all your courses, including both Plan Central and Enterprise courses
in a single view. The Campus field will display "EMPRESAS" for enterprise courses.

1. Access from the Dashboard (Reports card).
2. For each course, the following is displayed:

General information: Code, name, campus, room, schedule, course dates.
Students: Number of students and course capacity.
Attendance: Average attendance with progress bar (green = good, yellow = fair, red = low).
Grades by evaluation: For each evaluation type (CA, MWT, MOT, FOT, FWT):

Average with visual progress bar.
Pending indicator if no grades are recorded.

Weighted final grade: Weighted average according to each evaluation's weight.

3. From each course, you can directly access:
Attendance: Take attendance
Grades: Manage grades
Content: View content

13. Signing Out
To sign out securely:

1. In the top-right corner, click the Sign Out button (exit icon).
2. You will be redirected to the Login screen.

Recommendation: Always sign out when you finish using the system, especially on shared computers.

14. Frequently Asked Questions

Can I modify attendance after saving it?

Once attendance is saved, you can modify it as long as the class is still active (not ended). After ending the class,
attendance is locked.

What do the evaluation acronyms mean?
CA: Continuous Assessment
MWT: Midterm Written Test



MOT: Midterm Oral Test
FOT: Final Oral Test
FWT: Final Written Test

How do I know if a class is a substitute?

On the Dashboard and class list, substitute classes appear with a yellow "Substitute" badge, while titular classes
appear in green with a "Titular" badge. The Attendance button also changes: for titular classes it links to Attendance,
for substitute classes it links to Replacement.

Can I use the system on my phone?

The system is partially responsive. It works best on tablets and computers. On mobile phones, some tables may
appear compressed.

How often is the payments section updated?

The sessions section reflects recorded hours registered in the system.

What if I can't find my course in the list?

For titular classes: Verify that it is a day with scheduled classes and that the course is correctly assigned to you. For
substitute classes: Use the "Can't find your replacement class? Register a provisional session" button to search
manually by course ID.

What is the difference between a Plan Central course and an Enterprise course?
Plan Central: Regular institute courses (open). Location validation is required to start a class. Data is stored
in the main sige_sam_V3  database.
Enterprise: Corporate or closed courses for companies. No location validation is required to start a class.
Data is stored in a separate database ( sige_sam_empresa ). The campus is displayed as "EMPRESAS".
Both course types appear together in course lists, reports, and sessions. The system handles the distinction
transparently for the user.

What is the difference between the two substitute flows?
Primary flow: Your substitute classes are already assigned in the system. Select from the list and take
attendance directly.
Secondary flow: Use when your class is not in the assigned list. You must manually search by course ID.
These sessions are marked as "Pending Authorization" and require an email notification to the campus.

What is the consent checkbox on the login screen?

The SAM system processes personal data (RUT, name, email, attendance, grades) in compliance with Law N° 21,719.
The consent checkbox confirms that you accept this data processing. You can review the full policy in the Privacy
Policy section (section 3.4) or via the footer link.

15. Troubleshooting

I can't log in
Verify that your RUT is entered correctly (with hyphen).
Use the Forgot your password? option to reset your password.
If the problem persists, contact the system administrator.



The page doesn't load properly
Try refreshing the page (F5).
Clear your browser cache.
Try another supported browser.

Error when starting a class (in-person)

If you receive an error when starting an in-person class, make sure you are connected to the institute's WiFi network.
If you are at a different campus, contact support.

I didn't receive the password recovery email
Check your spam or junk mail folder.
Verify that your email is correctly registered (check in Profile).
Request a new send after a few minutes.

The system shows "No classes assigned"
Verify that it is a day with scheduled classes.
Confirm that courses are correctly assigned in the system.
If the problem persists, contact coordination.
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