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ADMIN HOMEPAGE

The AdministratiorPanelprovides administrators with one central location to access all the tools and features in
Edvance360 thatlelpthem maintain their school or organization account. The four main sections @fdhen

Homepagehave been numbered in the image below and a description of each has been provided.

-

E:':‘.— Y, # Home @ Trainings 4 Communities 8 Resources ) Calendar £ Admin ©@Halp
Edvance360

Administration

B COURSES & COMMUNITIES > = Massaps

T CLONING TOOLS

S EXTERNAL LTI TOOLS emgins Owar The Past Thirty Days

O SALESFORCE

0 E360 NAVIGATOR

Loge 12
il REPORTS

© HOME PAGE ALERTS

[ TESTADMNS

(4" HOME PAGE LINKS

. COMPETENCES

3 APPLICATION OVERVIEW

2466.31 Disk space (MB) usage out of 22400
20 Admin users out of 2

1 5taff users out of 10

22 Faculty users out of 50

& Parent users out of 50

119 Student users out of 200

1. Announcementsreated by Edvance360 staff, alerting administratorintportant news and events
within Edvance360 will display hetdserswill also see any administratis@nouncement<reated

by their school or organization.

2. Administrators may view the number tafgins by alUsersfor the past thirty days.




3. TheAdmin Homepageéisplays available disk space and account usage for the school or organization,

alertingUserswhen they have reached capacity for their accolvgershave the option of removing

the excess or contacting their sales representative to adjust their service level.

4. TheNavigation Panas whereUsersmay access all the tools and features needed to maintain their

Edvance360 platform

ANNOUNCEMENTS

AnnouncementsThe Administrabn Homepagedisplaysannouncementsreated by Edvance360 staff, alerting

administrators tolmport ant news and events witn Edvance36QJserswill also see any administrative

announcementgreated by their school or organization. Once a user has read the alert and selected the Mark as

Read hyperlink the alert will no longer appear on thiimin Homepagpage but will always be available tiew

by selecting thedome Page Alertsyperlink on theNavigation Panel

ANNOUNCEMENTS

View All

[ v ] Message

GENERAL LOGIN ACTWI

D

General Login ActivitAdministrators may view the number of logins bylikrsfor the past thirty days by

viewing the chart titted_ogins Over the Past Thirty D&$gee Image Belowyhe graph shows peaks of usage and

displays the date for each day within the thidwy period. This gives administrators the ability to track high traffic

periods.

Logins Over The Past Thirty Days

Dates

20 22.5

25

Login

Login: 10
Login: 31
Login: 31
wes LOgin: 1
in: 18
Login: 13 Log
Login: 7
Login: 35
Login: 12
m—— LOgin: 2
Login: 24
Login: 20
Login: 36
T Login: 25
in
Login: 3

Login: 15

Login: 13
Login® 20
Login: 13
. Login: 1
oo 18 Login: 30

Login: 43




APPLICATION OVERVIEW

Application OverviewTheAdmin Homepageisplays available disk space and account usaggofarschool or

organization, alerting administrators when they have reachsercapacity or overage for their account and if so,
by how much. Admitysershave the option of removing the excess or contacting their sales reptasanto

adjust their service level. (send requestanailto:sales@edvance360.codm

APPLICATION OVERVIEW

2466.31 Disk space (MB) usage out of 22400

20 Admin users out of 2

1 Staff users out of 10

22 Faculty users out of 50

6 Parent users out of 50

119 Student users out of 200

NAVIGATION PANEL

TheNavigation Panas whereAdminUsersmay access all the tools and features needed to maintain their

Edvance360 platform includingpnfiguration an settings User ManagementApplication ManagementCourses

& CommunitiesCloning ToolExternal LTI ToglE360 NavigatgiReports, Homepage kerts, Test Admins

Homepage ibks Help andCompetencies

10



mailto:sales@edvance360.com

& CONFIG & SETTINGS

USER MANAGEMENT

APPLICATION MANAGEMENT

>

22 COURSES & COMMUNITIES

[©) CLONING TOOLS

& EXTERNALLTI TOOLS

@© SALES FORCE

@© E360 NAVIGATOR

sl REPORTS

© HOME PAGE ALERTS

[ TEST ADMINS

(Z' HOME PAGE LINKS

© HELP

# COMPETENCIES
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CONFIG & SETTINGS

Config & SettingsConfiguration & Settings is the first tab on théminNavigation PanelThe Configuratioand
Settings tab houses the global settings for your account and allows desired changes to be made tatools a

features in the platform. fissectionwill review thetools and featuresinder both theApplication andseneal

Settings

Administration

4% CONFIG & SETTINGS
PPLICATION SETTINGS
§ENERAL SETTINGS
USER MANAGEMENT
APPLICATION MANAGEMENT
>

COURSES & COMMUNITIES >

CLONING TOOLS

& EXTERNALLTI TOOLS

@ SALES FORCE

€@ E360 NAVIGATOR

1. Click the arrow to the right of this tab to display the drop down shown in the image below.

12




2. ClickApplication Settingsr General Settings display all options.

APPLICATION SETTINGS

TheApplication Settingtab houses setting options that manage the functions of many of the E360 tools and

features.

To reach théApplication Settingtab: (Admin >Config & Settings Application Settings

TheApplication Settingdropdown should appear, displaying tAgplication Settingsptions(See Image Below)

@ CONFIGESETTINGS “|  Admin» Application Settings

» APPLICATION SETTINGS
+ Count Per Page

» GENERAL SETTINGS

+  Course Available Options
& USERMANAGEMENT »

+ Date Format
= APPLICATION MANAGEMENT

3 COURSES & COMMUNITIES + OpenChat

I?) CLONING TOOLS > +  Email Settings

S EXTERNALLTI TOOLS v Languages

4O SALES FORCE + LDAP

© E360 NAVIGATOR §
¥ MemberSuite

lail REPORTS
¢+ InfusionSoft

© HOME PAGE ALERTS
+  E360 Navigator

[ TEST ADMINS

* Logo

' HOME PAGE LINKS

+ Theme
@ HELP

13




COUNT PER PAGE

Count Per Pageefers to the number of entries thatanbe displayed on a page. To determine theunt Per Page

type the desired number in the text box and select SAVE to apply your selection.

~ Count Per Page

Count Per Page 2

20 g 20 entries) pen page
willlbe displaved

Save

Note: To reviewimportant information about this tool, hover over the question mark shown below.

Count per page effects any page that includes a list of
something. This controls how many of the items, users, etc that
you will see on the first page before it paginates.

Count Per Page \Z)

14




EXAMPLE

The example below displays 10 counts (entries) per page. Each following page will display the same number of

entries

& USERMANAGEMENT

USER ROLES

USER ACCESS

USER SETTINGS

DEPARTMENTS

USER DEFINED FIELDS

MULTIPLE PARENTS TO

STUDENT

APPLICATION MANAGEMENT

B2 COURSES & COMMUNITIES >

) CLONING TOOLS

& EXTERNALLTI TOOLS

© HOME PAGE ALERTS

E] TESTADMING

@ HELP

- COMPETENCIES

# Home @ Trainings 4 Communities B Resources [ Calendar

Admin» User Management

£ Admin @ Help

Deac e e

o Active  Deactivated (' Non-registered ' Non-enrolled

User Management

Last Name - First Name User Name

et o Admin Kara kara
o Alcorn Laura Wolf laura.alcormn@desertsands.us
o Armendariz Libby libiloos

yahoo.com

@ civerr otan

15
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kara

Kateadmin

Laura WolfAlcorn1

rarnold

shirinbutler@acendre.com

RachaelBarron1

ElizabethBermingham1

userid

Role

Admin

Admir

Faculty

Leay

Faculty

Learner

Learner

Learner

Learner
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COURSE AVAILABLE ORNS

The Course Available Optionsol adds the option for learners to wecourses that are currently available from

the Training Th. If you do not wish for available courses to be visible to leardes&lectthe box below the blue

Show Available Courses heading.

~ Course Available Options

—
]

Do you wish to register for this course?

|

Do you wish to be added to the waitlist??7?

4 Save

Check mark the box below the Show Available Courses heading
Enter the desired message to be shown to learners.

Create a message that learners will receive if wait listing for a course is possible.

Remember to select the SAVE button to apply your selections.




AVAILABLE COURSEARNER VIEW 1)

When "show availakl courses" is selected from the Admin tab, learners are given the option to view these courses

using the following steps:

1
# Home @ Trainings & Communities {4 Calendar ¥ Scores @ Help

= Trainings » My Courses
)
= ALLcouses My Courses
2017

(ATD 035) Week 1 - Financial Management

1. Select thelraininggab from the top tool barfote: You must be logged in as a learner

2. Click the Available Courses link in fraininggab Navigation Panel

17




AVAILABLE COURSESARNER VIEW 2)

When selected, the Available Courses link opens @nti€alendadisplaying all available courses.

o

EdVance360

# Home @ Trainings i Communities 2 Calendar ® Scores @ Help

Trainings

© MY COURSES
Make This My Default Page

I AVAILABLE COURSES
List

£ ALL COURSES

® May 2017

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

Available
Courses

QUICK START GUIDELS REGISTRATIEBATURE

http://edvance360.com/images/fileupload/Filename/128/how _to use self reqistration _admin quickstar
t_quide.pdf

VIDEOTUTORIALSELF REGISTRATIOATERE
https://youtu.be/GKHKQuPdIH8

18



http://edvance360.com/images/fileupload/Filename/128/how_to_use_self_registration_admin___quickstart_guide.pdf
http://edvance360.com/images/fileupload/Filename/128/how_to_use_self_registration_admin___quickstart_guide.pdf
https://youtu.be/GKHKQuPdlH8

DATE FORMAT

Date Formasets the date display style throughout the Edvance360 platform. To display the date as: March 20,
1974, select Month/Day/Year. To display the date as: 20 March 1974, select Day/MontliR¥psmber to select
the SAVE button to apply your selection.

~ Date Format

@ Month/Day/Year,

Day/Month/Year> Choese one;
then select:

OPEN CHAT

To allowUsersto utilize the Edvance360pen Chatool located in the Social Network, select Enable. To turn off

access to this tool, select Disable. Remember to select the SAVE button to apply your selection.

~ Open Chat

@ Enable \
/ Chooese ang,
Disable

then select

19




EDVANCES360 API

Edvance360 API

~ Edvance360 API

API Key

o FV1oPd3rjb

APl Secret

9 |IBUiE9x63kAQ5UB
Get API Key and Secret@

1. API KeyEnter APKey
2. API Secretenter API Secret

3. Remember to select the save button to apply changes.

@ Get API Key and Secretick here taeceive Key and Secret

20




EMAIL SETTINGS

TheEmail Settingdropdown reveals set up options for internal email, email address and server, welcome emails,

notifications, alerts, and mass emailing. Each section is explained below.

- Email Settings

INTERNAL EMAIL SYSTBEHAVIOR

Your first task when setting up your Edvance360 egsyailem is determining how your system will function.

Your Edvance360 platform's default system setting is with the internal email capability activated. To activate the
internal email system, allowindsersto compose, sendéceive, and manage email within your platform, check
mark "enable." If you wish to only utilize your platform’'s email system as a notifications tool, where emails are

sent from the platform to user's external emails only, check mark "outbound only."

~ Email Settings

Enable Edvance360 internal mailbox system. (Default)

@ Outbound only email. (Disable Edvance360 internal mailbox system)

21




EMAIL ADDRESS ANIR®ER

AdminUserswill need to decide if automated emails will be sent using the default email address
(noreply@edvance360.conor a custom email address and server. To make the selection, Atsaimwill check
mark the desired option. If a custom address and server are chtdsengeded information should be placed in
the proper spaces provided.

Note: Due to recent browser and email rules changing regarding what constitutes spam, it will be best for your
own learners if you use the Custom Address and Server information, thus ensuring your learners receive
notifications from you for your site itsad of them ending up in their spam filters (or worse, getting deleted
without notification.)

@ Use Default Email Address to send alerts.(noreply@edvance360.com)

Use Custom Address and Server:

Email Address

sender

Outgoing SMTP Server

Username

hafeezalumni

Password

Email Port (Optional)

0

Encryption

None

Connection Class

smtp

22



mailto:noreply@edvance360.com

WELCOMEMAIL:ADMIN

AutomatedWelcome Bails sent from your Edvance360 platform can be customized by user type. To create a
unigue welcome email for theser type, complete the Message Subject and Body. This subject and body will be

sent each time the user type is sent a welcome enmdddst clients put in different messages to each role/type.

Message Subject
Welcome Admin

Message Body

‘You may use the following macros to substitute values for each user like a mail merge: {FirstName}, {LastName}, {LoginLink}, {Username}, {SignUpLink].

BE @ | = FEEEQ{]EBSDMEBEBI‘SL

= £|” | E = =

Styles - Format s Font M Size ~ A' ﬂ' ?

HI {FirstName} {LastName} Welcome to Edvance360. Here is the login link {LoginLink} and Username {Username}. The signup link is as follows: {SignUpLink} Admin

Paragraphs: 1, Words: 23 4

WELCOME EMAIPARENMENTOR

AutomatedWelcome Enails sent from your Edvance360 platform can be customized by user type. To create a

unigue welcome email for the user type, complete the Message Subject and Body. This subject and body will be

sent each time the user type is sent a welcome email.

Message Subject

Welcome

Message Body

You may use the following macros to substitute values for each user like a mail merge: {FirstName}, [LastName}, {LoginLink], {Username}, {SignUpLink}.

B o @ | e M WE=Q fx X Bsue | B I 5 K

i
.
Wi
|
T
-
-
e
i
1]
([

Styles - || Format - || Font -l sze -||A- B ?

HI {FirstName} {LastName} Welcome to Edvance360. Here is the login link {LoginLink} and Username {Username}. The signup link is as follows: {SignUpLink]
Parents/Mentor

Paragraphs: 1, Words: 23 4
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WEICOME EMAIISTUDENT®& ALUMNI& NEWLYCREATERISER ROLES

AutomatedWelcome Bails sent from your Edvance360 platform can be customized by user type. To create a
unigue welcome email for the user type, complete lessage Subject and Body. This subject and body will be

sent each time the user type is sent a welcome email.

Message Subject

Welcome

Message Body
‘You may use the following macros to substitute values for each user like a mail merge: {FirstName}, {LastName}, {LoginLink]}, {Username}, {SignUpLink]}.
E&E @ - || - M EMAE Q fx| ¥ Bsource || B I S|

£ = | = =

= || styles ~ || Format ~|| Font || size ~ | A- B3| ?

HI {Firsthlame} {LastName} Welcome to Edvance360. Here is the login link {LoginLink} and Username {Username}. The signup link is as follows: {SignUpLink]
Students & Alumni

Paragraphs: 1. Words: 25 4

WELCOME EMAIEACULTY & STAFF

AutomatedWelcome Bails sent from your Edvance360 platform can be customized by user type. To create a
uniquewelcome email for the user type, complete the Message Subject and Body. This subject and body will be

sent each time the user type is sent a welcome email.

Message Subject
Welcome Faculty, Staff

Message Body

You may use the following macros to substitute values for each user like a mail merge: {FirstName)}, [LastName}, {LoginLink}, {Username}, {SignUpLink}.

& 6 @ %= = M@ @ E Qf [X|Bsowe T|[B I 5 L

#|»| = = =

.
i
1]

Styles ~ || Format - || Font - sze -||A- B-| ?

HI {FirstName} {LastName} Welcome to Edvance360. Here is the login link {LoginLink} and Userame {Username}. The signup link is as follows: {SignUpLink]
Faculty, Staff

Paragraphs: 1, Words: 24 A
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SENDING AN EMAIL GBJDE OF THE EDVANGLEBLATFORM

A new message notification, signalsieersthat there is a new email from their Edvance360 account. Admigy

select howUsersreceive this notification and what information is visible.

When"send full contentsfs selected, the entire email will appear in the user's receiving email address. The
receiving user will not need to login to the platform to read emails composed within and sent from the

Edvance360 platform.

@ Send full contents of message to user's email address

Send the following notification to the user's email address
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SENDING AN ABBRE\HEBTMESSAGE

AdminUsersmay prefer thatUserdlog in to the Edvance360 platform to read their e360 email. Wisend the
following notification"is selectedUserswill receive a ndte, but will need to log in to the e360 platform to read
the entire contents of the original email'o configure the notice received throublsers external email addresses,

please follow the steps below.

Send full contents of message to user's email address

©@ Send the following notification to the user's email address

oMﬁsa;e Subject

You have Mail!

& & @

'y

= W @M= Q fl| 3| Bsowe| | m||B I & I

Il | €

= Styles - || Format = || Font - || size - || A- B3-[| ?

i= i= E| M| = =

HI{Firstiame? {Lastame} This is the message body

Faragraphs: 1, Woeds: 8 4

B E@ & - | = |‘HE=Q)‘XEBS:MG&£BIS!}

= || styles - || Formst - || Font - || size - || A- B3-[| ?

2E | 99

message footer

Paragraphs: 1, Words: 2 4

1. Enter the subjecof your email.

2. Enter the body of the message you wish the user to rec&iLEASE NOTHiis is not the body of
your email. This note will infortdsersthat an email has been sent and the user will need to log in to
read the sent email.

3. Enter the message footer.
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WHO WILL RECEIVE BNZE360 FEATURE UPBE&?

Periodically, the team at Edvance360 will send out notifications to desiggers Please list the email
addresses in the text box of the parties chosen to receive these efdaiis: Commas should separate each

address

Enter in email addresses separated by commas for each person you would like to receive email alerts when we are announcing
upcoming features and feature releases.

Eliier emall addresses Dere.

BLOCK STUDENT MABREING

To block learners from being able to email everyone in their conityion courses, Admiklsersmay check mark
the boxes to the left of each choicSee Image Below).

Remember to select SAVE to apply all changes to the platform.

Block student's ability to email everyone in a community.

Block student's ability to email everyone in a course.

Save

LANGUAGES

Edvance360 offerdozensof Languagedo choose fromChanging the language here will change the language
across your €360 platform. This will not translate your course content, but the lanfpoaged within the

platform (e.g. menuspamesof tools and features, directions, messages created within the platform, etc.).

To change the language across the platform, select the arrow to réhedfopdownof Languages

27




~ Languages

Language

English

Save

SELECT DESIREANGUAGE

Select desired language from the dropdown. Then select SAVE to apply the selection.

~ Languages

Language

English

CA
Chinese
Chinese Simplified
—Dutch —
y English
| French
[ |Hindi
'T
L— Japanese =
| K12
NL
= No |
I PL
L_| Portuguese _
RU
sy
gpanish______________________________________________________n
y TR
™
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SUCCESSFUL SAVE

Once saved, if successful, the messayeplication Setting/pdated Successfully” will appear at the top of the

page.The selected language will apply across the application.

-

# Casa @ Cursos i Comunidades I Repositorio A Calendario £ Administracién @ Ayuda

Edvance360

Administracién

& CONFIG & SETTINGS v

» APPLICATIONSETTINGS
' Application Settings Updated Successfully
» GENERALSETTINGS.

& USERMANAGEMENT > Count Per Page

= APPLICATION MANAGEMENT Course Available Options

CURSOS Y COMUNIDADES >

Date Format

D HERRAMIENTAS DE
CLONACION

Open Chat

& EXTERNAL LTI TOOLS Configuracién del correo electrénico

O SALESFORCE ~ Languages

© EIONAVIGATOR —r

| INFORMES > Spanish -

© HOME PAGE ALERTS

[l ADMINISTRADORES DE LA

PRUEBA ., LDAP
(' HOME PAGE LINKS o
»  MemberSuite
© AYUDA
*  InfusionSoft
# COMPETENCIAS
» E360 Navigator
* Logotipo
» Theme

Huso horario:

Turnitin

Website Hyperlink

Rate Courses

Stylesheet Management
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LDAP

LDAPR Lightweight Directory Access Protocol, is an Internetqual thatemail,and other programs use to look up

information from a serverBusiness computer networks employ the Lightweight Directory Access Protocol, or

LDAPRto distribute lists of information organized into hierarchies.

To authenticate wittLDAR complete the needed information in the proper spaces provided. Remember to select

the SAVE button to apply chaes.

- LDAP

Authenticate with LDAP

LDAP Host
LDAP BaseDN

Bind Information to test connection with LDAP server:

LDAP BindCN
LDAP Password

Test Connection

Save
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INFUSIONSOFT

Infusionsoftis afully integrated CRM (Contact Relationship Management System), Marketing & Commerce
Solution.

If you have aninfusionsoftaccount and wish to integrate with your Edvance360 platform, check the box marked:
Enablelnfusionsoftintegration.Enter the needed informatiom the proper spaces provided.

To enable welcome emails to be sent automaticadyen a user has been addedltdusionsoft check mark the
box markedSend Welcome Email

Remember to select the SAVE buttorafaply dianges.

~ InfusionSoft

Onable InfusionSoft Integration

App Name

Query

Send Welcome Email

Save
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MEMBER SUITE
MemberSuiteis AssociationManagement Software.

To authenticate witiMemberSuite check the box marked, Authenticate witemberSuite Compose the needed
information in the proper spaces provided. Remember to select the SAVE button to apply changes.

~ MemberSuite

OAuthenticate with MemberSuite

Access Key Id
12

Association Id
13

Secret Access Key
16

Signing Certificate Id
22

Signing Certificate | Browse... | No file selected.

Portal Url

hitpz/igoogle com

Save
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E360 NAVIGATOR

TheE360 Navigatois an intake form that enables eLearning program administrators to ask learnershdyedre
interested in learningAdministrators match courses, lessons, and conterkey words that are listed on the
Ayidlr1S F2N¥Yoe 2KSy fSEFENYSNER a4StSO0 GKSANI AyGaSNBadGax
with those topics.

To enable th€e360 Navigatorhighligh the box marked "EnablE360 Navigatot Enter the heading and message

that will appear fo Users Remember to sele¢he SAVBbutton to apply changes.

If E360 Navigatais turned on, it will become a tool on the ldfand panel of the Admin page. It becomes a brief
optional list of topics of interest the user may select and as a result, particular coutsappear for them to

choose from.

~ E360 Navigator

Enable E360Navigator

Heading

Welcome Survey

Message

Please indicate your interest by clicking in the box next to the listed topics below. We will highlight courses in our Course Library based upon your interests. <br=Thank yo

Save

|
Recommended size 210px wide by 120px; .png file type, gif and
Jpgallowed also.

FileUpload \2) | Browse... | No file selected.

Login Page Logo
Login Page Logo | Browse... | No file selected.

Favourite Icon

Favourite Icon | Browse... | No file selected.

Login Page Background Image
Login Page Background Image | Browse... | No file selected.

Save
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THEME

The theme describes the color scheme within the Edvance360 platform.

To select a Theme, highlight the desired color. Remember to select the SAVE button to apply changes.

~ Theme

Themes custom @green blue

Save

white-grey orange

grey grey-yellow

EXAMPLE

Note: The new theme will be applied across the entire platform. (See Image Below)

€ SALES FORCE

© E360 NAVIGATOR

| REPORTS

© HOME PAGE ALERTS.

3 TESTADMINS

(&' HOME PAGE LINKS

@ HELP

# COMPETENCIES

* ciman sewn s
v Languages

+ LDAP

+  MemberSuite
+ InfusionSoft

+  E360 Navigator
* Logo

~ Theme

Themes custom @ green blue white-grey

Save
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TIME ZONE

To set thelime Zone used within the platform:

~ Time Zone

oT\me Zone

(GMT -5) Eastern Time (US & Canada), Indiana (East), Bogota v

2 Daylight Saving Option

@ Enable

Disable

=

1. Select the arrow to display the dropdow&de Image Below

2. To enable the platform to automatically recognize Daylight Saving and change time within the system
automatically, select "Enable.”
Remember to select the SAVE button to apply changes.

4. Note: If your state doesot acknowledge Daylight @iags time please select DISABLE.

EXAMPLE
~ Time Zone
Time Zone
(GMT -5) Eastern Time (US & Canada), Indiana (East), Bogota
(GMT -5) Eastern Time (US & Canada), Indiana (East), Bogota ~

(GMT -6) Central Time (US & Canada), Saskatchewan, Guadalajara
(GMT -7) Mountain Time (US & Canada), Chihuahua, La Paz
(GMT -8) Pacific Time (US & Canada)
(GMT -9) Alaska
(GMT -10) Hawaii
(GMT -11) Midway Island, Samoa
(GMT -12) Intl Dateline West
(GMT +1) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna, Belgrade
(GMT +2) Athens, Beirut, Istanbul, Minsk, Bucharest, Cairo, Harare, Helsinki
| (GMT +3) Kuwait, Baghdad, Moscow, St Petersburg, Volgograd ]
| (GMT +4) Abu Dhabi, Muscat, Baku, Yerevan
L_| (GMT +5) Ekaterinburg, Islamabad, Karachi _
(GMT +5:30) India, Delhi
| (GMT +6) Almaty, Astana, Dhaka
— (GMT +7) Bangkok, Hanoi, Jakarta =
| (GMT +8) Beijing, Hong Kong, Ikutsk, Ulaan Bataar, Singapore, Perth
L_| (GMT +9) Tokyo, Osaka, Spporo, Seoul, Yakutsk
(GMT +10) Brisbane, Canberra, Melbourne, Sydney, Guam, Hobart, Vladivostok
| (GMT +11) Magadan, Solomon Is, New Caledonia v
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TURNITIN

Turnltinis an Internetbased plagiarisraetection service. If you haveTairnltinaccount and desire to enable it
within your platform, check mar®N Then compose the needed information in the proper spaces provided. To
test your connection, click th€éestTurnltinlink. Remembeto select the SAVE button to apply chandéste:
Turnltinlinks will appear for instructors to check plagiarism wherever a studestsin a discussion boards, or
wheninstuctors grade file from a Dropbox, etc.

> Turnltln

© OFF

ON

Turnltin Account Id
o

Turnltin Secret Key

Test Turnltin

Save

WEBSITE HYPERLINK

Website HyperlinkTheLogodisplayed in the platform banner can be hyperlinked teebsite of your choice. (See
Image Below)

# Home @ Courses 48 Communities B Resources A Calendar ¥ Scores £ Admin ©Help

Edvance 300

To hyperlink thed.ogoin the platform banner, input the desired URL in to the textti®@membeto select the
SAVE button tapply changes.
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~  Website Hyperlink

Banner Hyperlink 2/
www edvance360.com/

INFO BOX

The information bubble lets you know that http:// is not needed when adding the URL.

~ Websi

Do not use http:/f

Banner Hyperlink =/

www.edvance360.com/

Save

RATE COURSES
Usersmay be given the opportunity to rate the courses they have taken within the E360 platform.

To enable or disable theate Coursesption for learners, choose the desired option by hightiigip the choice.

Remembeto select the SAVE button to apply changes.

~ Rate Courses

Enable
> Choose ong,
@ Disable
then select.

Note: Ratings results are not viewed by students, but admin may pull a report by goluntm>ReportSourse

Ratings(See image below)
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Administration

£ CONFIG & SETTINGS

Course Ratings

& USER MANAGEMENT

= APPLICATION MANAGEMENT Operator Rating

>

22 COURSES & COMMUNITIES >

CLONING TOOLS

& EXTERNALLTI TOOLS

O E360 NAVIGATOR

Identifier Rating
bl REPORTS
Coaching the Executive 4
(2} BRpEORERAUED (ATD 035) Week 1 - Financial ~ ATD 035-FM 4
Management
) e Test Auto Question Course 3
2 HOME PAGE LINKS test hafeez litewizrd 3
test hafeez litewizrd 2

@ HELP

B COMPETENCIES
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SAML SSO

SAML SSGecurity Assertion Markup Language (SAML, pronounceeb§dman open standard for exchanging

authentication and athorization data between partielsetweenan identity provider and a service provider.

To enable single sign on, complete the information needed in the proper spaces proldetmber to select the

SAVE button to apply changes.

ﬂ g
2
g
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STYLESHEET MANAGEWEN

Stylesheet ManagemenA stylesheeis a collection of rules that dictate how specific elements of your website will
be displayed across the webo manage or change these rules, enter the necessary details in the text editor.
Remember to select the SAVE button to apply changes.

- Stylesheet Management

Stylesheet

.lesson_instructions {
background-image:none IMPORTANT;

3
.icon_control {
background-image:url("/dev/media/images/World.gif") IMPORTANT;

}

Save

ADMIN ONLY EDIT

EnablingAdmin Only Edifs a security measure that ensures that odlersdesignated a®\dmincanmake edits to
your Edvance360 platform.

To enable this security measure, select YES.

To disable this security measure, select NO.

Remember to select the SAVE button to apply changes.

~ Enable Admin Only Edit

©@Yes ( No

Save

40




GENERAL SETTINGS

TheGeneral Settingtab houses setting options that manage the global functions for the E360 system.

To acces§eneral Settingfrom main menu:

e,

EdVance360

evolving education

1
# Home @ Trainings & Communities M Resources £3 Calendar £ Admin @Help

Administration

e CONFIG & SETTINGS

» APPLICATION SETTINGS

Admin » General Settings

+  Attendance Tracker

*  Allow Auto Fill Zero
& USERMANAGEMENT

y
= APPLICATION MANAGEMENT Badges

22 COURSES & COMMUNITIES > » Calendar

[T) CLONING TOOLS > »  Community Tool Settings

S EXTERNAL LTI TOOLS

» Continuing Education Options

0 SALES FORCE .
»  Course Evaluations

4D E360 NAVIGATOR
»  Course Tool Settings

Ll REPORTS
»  Course Expiration/Auto Convert

© HOME PAGE ALERTS

1. Click the Admin tab from the top toolbar in the platforhote: If you do not have this in your toolbar, you
will need to contact your school administrator to have your access changed.

2. From the Admin Tool Panel,altithe Config and Settings drojown.

3. From theConfig & Settingdrop-down, seleciGeneral Settingt reveal setting options. This manual will

explore each setting in detail.

QUICK START GUIDE:VWOO USIKENERAL SETTINGS

http://edvance360.com/images/fileupload/Filename/123/admin_panel configuration settings gen
eral settings admin_Users v8.1.pdf
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http://edvance360.com/images/fileupload/Filename/123/admin_panel___configuration___settings___general_settings___admin_users_v8.1.pdf
http://edvance360.com/images/fileupload/Filename/123/admin_panel___configuration___settings___general_settings___admin_users_v8.1.pdf

ATTENDANCE TRACKER

TheAttendance Trackeracks learner's attendance {tourses.

To enable attendanceackingwithin courses, select ON. To disable Ateendance Trackewithin coursesselect
OFF. Click the SAVE button to apply changes.

~ Attendance Tracker

Turn attendance tracker on or off

@ On O Off

Save
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LOCATING THAATENDANCE TRACKER

When enabled, thé\ttendance Trackeas housed in the Gradebook tool within a course. To operAtiiendance

Trackerclick the Gradebook Tab in the Course tool pafgdelmageBelow)

Edvance360

# Home @ Trainings

Flex Consulting

™ MY COURSE P -
Trainings » Course Details

EMessages
A LESSONS

= COMMON CARTRIDGE

Enroll Learner
# DISCUSSION

PARENTRESOURCES LastName w

& DROPBOX Select Operation

2 CALENDAR

= Admin

{= TesTS
- Admin
SCORM
- Arnold
Iy SURVEYS
ﬂ Coleman (TA)
« 9 GRADEBOOK ~
&3 Lorale

& Communities B Resources

First Name User Name
Kate kateadmin
Kara kara
Richard rarnold
CourtneyH Coleman
Mckenzie 0891138828
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4 Calendar

Print Roster

o s Course Attendees

Actions

Drop

Drop

Drop

Drop

Drop

£ Admin @Help

Flex Consulting

-
o~
Facilitator
Ter’ryl Shanlian

| Profile

Send Message

No Syllabus Found




LOCATING THAATENDANCE TRACKER

OGRADEBOOK v

#» GRADEBOOKITEMS

# FULL GRADEBOOK

» GRADEBOOKWEIGHTS

» GRADEBOOK CATEGORIES

# GROUPED GRADEBOOK
ITEMS

# FINAL GRADES

# EXPORT GRADEBOOK

¥

EMAIL GRADES
» EXPORT GRADEBOOK (C5V)
» RUBRICS

<: AIIENDANCETRACKE% >

# RUNNING AVERAGES

G ATTENDANCE TRAEKE@

IMPORT TO ATTENDAI
RACKER

» COMPETENCIES

1. Click the Gradebook Tab on the Course tool panel to reveal the

- Attendance Tracker

- Attendance Trackdrist

- Import to AttendanceTracker
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EXAMPLE

Attendance TrackefFacilitator's view

Students

Total Absences

0 Absent
Admin, Kate I
0 Excused

0 Absent
Adwin, Kara O Tardy.
0Excused
0 Absent
Amold, Richard 0 Tardy.
0 Excused
0 Absent
Lorale, Mckenzle O Tardy.
0 Excused

Total Absances

EXAMPLE

Attendance Trackel earner's view

An attendancesummary is provided to learners on their SCORES tab.

o

ZIS # Home @ Trainings 48 Communities % Calendar 1 #Scores @Help
Edvance360

Scores

MY GRADES My Grades » Grade Attendance

MY CERTIFICATES °Ashley's Term

Course Date Attendance
Leaming to Balance Life 05/31/2016 Tardy
ROICERIEICATESARELIVE) Leaming to Balance Life 06/28/2016 Tardy

1. Click the SCORES tab from the top tool bar.
2. Click the Attendance Tab from the Scores tool panel.

3. Here, learners may track their attendance by course and date.
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QUICK START GUIDBVHTO SET UATTENDANCE TRACKER

https://edvance360.com/images/fileupload/Filename/108/how to setup attendance tracker  quickstart
quide.pdf

VIDEO TUTORIAL: HOWSET UATTENDANCE TRACKER
https://youtu.be/NlepKat3i O

BADGES

Badgesnust becreated atwww.credly.conby clients within their own Credly accourfirst an accounon Credly
is createdand then integrated into Edvaa860 by using the fields shown in the image below. Béggesreated
in Credly can badded to the settings of a course to bevardedwhen students completeourses Sudentsare

notified by Credly when a badge is aviaiéafor the user to save and use in other social meuliags etc.

~ Badges

1 Allow courses to award badges.
Yes

2 Allow faculty to award custom created badges.

Yes

3 Admin Credly Credentials

Admin Credly Email

sales@edvance360.com

Admin Credly Password

Admin Credly Token

5673a828adabc293b1af5c Saef7ab1cd3a69862d600811e31af2a6fdc414ac 7437250480 2fTa856722daeBc 7Tdb4e2fE4e62458402e2715860d126610031033f

iGet Cred Ii Token

1. Select YES to alldBadgedo be automatically sent to learners when they have successfully
completed a course.

2. Select YES to allow faculty members to select cuadgedo be automatically awarded to learners
once they have successfully completed their course.

3. Enter the email and password used to access Credly.com. Then cli@kttiiredly Token hyperlink.
Your Admin Credly Token should appear.

4. Select SAVE to apply changes.



https://edvance360.com/images/fileupload/Filename/108/how_to_setup_attendance_tracker___quickstart_guide.pdf
https://edvance360.com/images/fileupload/Filename/108/how_to_setup_attendance_tracker___quickstart_guide.pdf
https://youtu.be/NIepKqt3i_Q
http://www.credly.com/

Note: Badges may be assigned to courses by goiigptarsa>Choose a CoursSettings>BadgeqSee Image

Welcome, CourtneyH Coleman
E

# Home ® Courses 4 Communities M Resources P Calendar % Scores & Admin @ Help

Below)

M

EdVance360

Flex Consulting

™ MY COURSE .
Courses » Course Settings

M LESSONS

Modules Details Other LTI Class Limiting
S —
e Course Badges
% RESOURCES Click badge to remave
% PARENT RESOURCES
PARENTRESOURCES Search for Badges

& DROPBOX
Search Term

# CALENDAR

{= TESTS

Click badge to Add

= scorRmM

B SURVEYS

0 GRADEBOOK

QUICKE START GUIBEW TO SETWBADGES
https://edvance360.com/images/fileupload/Filename/97/v8 gsg _how to setup Badgespdf
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https://edvance360.com/images/fileupload/Filename/97/v8_qsg_how_to_setup_badges.pdf
https://edvance360.com/images/fileupload/Filename/97/v8_qsg_how_to_setup_badges.pdf

CALENDAR

Selecting a default start time, end time, view, and selecting SAVE, will apply changes to both tGelemaiar
and coursécommunityCalendas.

~ Calendar

Default Start Time

11am

Default End Time
11pm

Default View

Month

Save

EXAMPLE OF DEFAULHW. MONTH

This example shows the defa@lendawview as Month. The Month view is displayed automatically by selecting
the Calendatab from the top tool panel.

%
N

5:. 4 Home @ Trainings 48 Communities M Resources [ Calendar £ Admin @ Help
Edvance360

Calendar

o June 2017 C Calendar -l

Su Mo Tu We Th Fr Sa

1 2 3 ‘Week Day Today Year

4 5 6 7 8 9( 10

11 12| 13| 14] 18] 18] 17 cg|® June 2017 @ +)

18 19| 20 21| 22| 23| 24

25 26l 271 28| 20l 30 SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
s @ » @ o @ 2@ 1 @® 2 @ s
4 5 6 7 8 o
1 2@ =@ 1 @ 5@ ) e
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EXAMPLE OF DEFAUTART AND END TIMES

When a date is selected from the malalendato add an event, the default start and end times will be
automatically reflected in the appropriatiropdowns.

M

# Home

S
EdVvance360
Calendar

o June 2017 (]
Su Mo Tu We Th Fr Sa
1 2] 3
4 5 6 7 8 9| 10
11 12| 13 14| 15| 16| 17
18 19| 20 21| 22| 23| 24

25] 26] 27][ 28] 29] 30

@© Trainings

& Communities

Calendar » Add Event

* 2
Title \&/

Start Date

61202017
Start Time

Expiration Date

612/2017
End Time

*Event Color

O] o] o] oje] ofefe] o] o]eke]
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COMMUNITY TOOL SENGB

AdminUsersmay create universal settings withCommunitiedy turning each tool off or on under the

Community Tool Settingdropdown. When turned off, these tools will no longer be visible within a community to

learners or &cilitators. When turned on, facilitators may manage these tools directly from the community,
decidingwhetherto give access to learners. Sort Order determines where the tool will be positioned on the

community tool panel.

- Community Tool Settings

olj Show Community Roster

Lessons

Active Features will not be visible within the

Community tool when "OFF" is selected.

Sort Order

1

Active ® On O Off

i This feature will show second on
2 the Community's tool panel.

Resources

Actie @ On O Off
Sort Order

4

Parent Resources

Actie @ On O Off
Sort Order

5

1. If the Show Community Rostbox is selected, a list of all communihemberswill be displayed on the

homepage of each community.




Be sure to update all necessary Community Tools.

EH® On O Off

|0

Commeon Cartridge

G ®on O Off

SCORM

@) O On ® Off

Dropbox

G O On ® Off

6

|0




SET UP CONTINUED
Set Up Continued:

Calendar

OOn ® Off

|0

Tests

OOn ® Off

Surveys

OOn ® Off

|@

|0

Gradebook

OoOn @ off

1




SET UP COMPLETED

Set Up Completed:

OOn ® Off

12

Chat

OOn ® Off

13

1 Reset Current Communities

[] Reset all current communities to this configuration

2 Lock Settings

[ Lock Settings [Instructors will not be able to edit community configuration]

|

1. To quickly reset all currently acti@mmunitiego the configurationselected check mark the box.

AAAAA

2. To lock theCommunity Tool Settinggou$§f SOG SR OKSO1 YIN)] GKS 62E® ¢ KA

ability to customize their community tool panel.

3. Select SAVE to apply changes.

Note: OnceCommunity Tool Settingtave beenreset or locked these changes cannot be undone. Once

saved, alCommunity Tool Settingsill be changed and/diocked,and the boxes will uncheck, in

preparation for the next reset or ladown.




EXAMPLE

When community settings have been saved the community tool panel and home page will reflect changes.

My,

EdVance360

evolving education

# Home @ Trainings & Communities I Resources B8 Calendar £ Admin ©@Help

eLearning Design

MY COMMUNITY : .
L Communities » Community Details About This COmmUnlty
= Messages This community has been created for
= COMMON CARTRIDGE
elearning designers. Designers are
® DISCUSSION encouraged to engage by sharing
thoughts, ideas, and questions.
¥ RESOURCES

Administrator

If enabled, a roster I|st|r_19 all community members would CourtneyH Coleman
display here.
Profile
Send Message

% PARENT RESOURCES

& GROUPS

X AGENTS

@ START & END DATES

& SETTINGS
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CONTINUING EDUCATIORTIONS

Continuing Education Optiong/hen a course is created as a continuing education course, learners can eceive

custom message letting them know if they ledailed or passed the course. This message appears immediately

after the completion of the course.

Note: Messaging will be received by learners instead of a percentage or letter grade.

- Continuing Education Options
ourse Passed Message

Course Failed Message

!tudent May Retry Course on Failure
O Yes

® No

Require lesson completion to pass course

1. Fill each text box with the custom message desired.

2. Select learnes' ability to retake a course if failed by clicking YES or NO.

3. If learners are required to complete all lessons before their course is completed, click the
corresponding box.

4. Click SAVE to apply changes.
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COURSE EVBATIONS

Course Evaluatiorgrovide learners with the opportunity to provide feedback about courgesirse Evaluations

can be made available anytime between 1 to 10 weeks prior to a learner completing a dhegeappear as a

link directly under the Course title/link within My Courses.

Note: To create and repoi€ourse Evaluationsag them to specific Courses and Course Headensn9 go to

Admin>Reports>Course Evaluatidiso,Course Evaluatiorare not required, but surveys can be made a required

step in a lesson.

~ Course Evaluations

Enable Course Evaluations

O Yes

® No

Select when to display course evaluations to studenis

4 Week(s) before end of term v

3

Course Evaluation Messages

Intro message when user enters course evaluation

Completion message when user completes course evaluation

=

To includeCourse Evaluationslick YES under the EnaBleurse Evaluatiortseading.

From the dropdown, select wheBourse Evaluationsill become visible to learners.

In the text boxes provided, Admiisersmay include intro andompletion messages for learners.

A w D P

Click SAVE to apply changes.
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COURSE TOOL SETTINGS

AdminUsersmay create universal settings within courses by turning each tool off or on und€dtiese Tool
Settingsdropdown. When turned off, these tools will no longer be visiithin a course to learners or
facilitators. When turned on, facilitators may manage these tools directly from the course, destditiger to

give access to learners. Sort Order determines where the tool will be positioned on the course tool panel.

~ Course Tool Settings

Lessons

Features will be visible within the

Course Tool when "ON" is selected.

Sort Order

1

Acive @® On O Off

Sort Order This feature will show second on the
2 Course's tool panel.

Resources

Actie @ On O Off
Sort Order

4

Parent Resources

Actie @ On O Off
Sort Order

5




Be sure to update all necessary Course Tools.

Groups

©0n O off

|0

Commeon Cartridge

@On O Off

SCORM

@On O Off

|0

Dropbox

©0n O off

[

|0




SET UP CONTINUED

Set Up Continued:

Calendar

©On O Off

Tests

®on O off

| q

|G

Surveys

® On O Off

| O

Gradebook

©On QO off

1"




SET UP COMPLETED

Set Up Completed:

©0n O Off

{1 ResetCurrent Courses

[ Reset all current courses to this configuration.

2 Lock Settings

[ Lock Settings [Instructors will not be able to edit course configuration]

=

1. To quickly reset all currently active courses to the selected configurations, select the box.
2. To lock settings selections, select the corresponding box.

3. Click SAVE to apply changes.
Note: Once course settings have been reset or locked these changes cannot be undone. Once saved, all
course settings will be changed andlocked,and the boxes willincheck, in preparation for the next

reset or lockdown.

Note: To manage the visibility ¢fie Course RosterGlobally, go tcAdmin>Config & SettingsGeneral

Settings>Training Settings>Show Course Roster

Togo to individualCourses@urse Settings>Other>Roster




EXAMPLE

WhenCourse Tool Settingsave been saved the course tool panel and home page will reflect changes.

Ny,

EdVance360

evolving education

# Home @ Trainings & Communities I Resources 1 Calendar ¥ Admin ©@Help

Flex Consulting

[ DTN Trainings » Course Details Flex Consulting

EiMessages
A LESSONS

)

-
Enroll Learner Print Roster .\‘

Course Attendees

= COMMON CARTRIDGE

% DISCUSSION

% RESOURCES

Facilitator

PARENTRESOURCES LastName w First Name User Name Actions
Terryl Shanlian

& DROPBOX Select Operation w Profile

Send Message

) CALENDAR

S Admin Kate kateadmin Drop

i= TESTS
= Admin Kara kara Drop
B SCORM Syllabus @
= Arnold Richard rarnold Drop
1 SURVEYS ﬁ No Syllabus Found
Coleman (TA) CourtneyH Coleman Drop
0F GRADEBOOK A
= Lorale Mckenzie 08911383828 Drop

< wik
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COURSE EXPIRATIONTAUCONVERT

Course Expiration/Auto Convelvhen a learner completes all registered courses, Adusiarsmust determine

how the learner will be converted within the platform.

~ Course Expiration/Auto Convert

Select the options to auto-convert once a student has completed all courses they are enrolled in

oO Disable Auto-Conversion

GO Convert to Alumni
°© Convert to Alumni and remove from courses (Only Admins will still see them in courses)

oO Deactivate (Only Admins will still see them in courses)

Save

1. If seleced, Disable Auto ConversismTURNED OFF and not activatiéene of the following are
selected, Auto Convert will be activated.

2. Convert to Alumni will automatically convert learners to alutdeersupon completion of aktourses.

3. Convert to Alumni and remove from courses, converts learners to alusersand removes their
visibility from all completed courses. Admiiserswill still be able to see them listiein the course
roster.

4. Deactivate will revoke learner's log in access, Addsarswill be able to still see them listed on
course rosters from their completed courséte: DeactivatedJsersmay be switched back to
Active at any time by Admidsersor when a student pays and/or registers for another active course.

5. Click SAVE to apply changes.
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DROPBOX EMAIL ALERDSTUDENTS

Dropbox Email Alerts To Student® enable automatic emadkliverynotification when instructors update
students' Dropbox gréddla 2 NJ FSSRol 01 aSft SO0 & hTisentodrdgesOf A O
students/learners to log in to view their grades and feedback for Dropbox itdmslisable automatic emails,

a8t SO0 ahccoég [/ fA01 (!9 G2 lFLW)ie OKIy3aSao

~ Dropbox Email Alerts To Students

Send Email Alert To Students On Add/Edit Dropbox Grade

O On @ Off

Send Email Alert To Students On Add/Edit Dropbox Feedback
O On ® Off

Save

QUICK START GUIIDROPBOX EMAIL ALERDSSTUDENTS

http://edvance360.com/images/fileupload/Filename/123/admin _panel configuration settings gen

eral settings admin Users v8.1.pdf

VIDEO TUTORIADROPBOX EMAIL ALERDSSTUDENTS
https://youtu.be/Yq0 PyFp-Lo
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http://edvance360.com/images/fileupload/Filename/123/admin_panel___configuration___settings___general_settings___admin_users_v8.1.pdf
http://edvance360.com/images/fileupload/Filename/123/admin_panel___configuration___settings___general_settings___admin_users_v8.1.pdf
https://youtu.be/Yq0_PyFp-Lo

EPORTFOLIO BLOCKS

Eportfolio BlocksThe Eportfolio tool gives learners a place to housportant information such as Education and
Experience completed. Admisserscan turn off and on the blocks of information and determine the order in

whichthe feature is displayed on thlome Dashboaréportfolio tool panel.

~ Eportfolio Blocks

Custom Name
Education

Blacks will be visible within the

Eportfolio tool when "ON" is selected.
Sort Order

1

Experience

Custom Name

Experience

Acive @® On O Off

3 This block will show second on the
Eportfolio tool panel.
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SET UP

AdminUserscan customizé&portfolio Block®y adding the custom block title to the Custom Name textbox.

Groups

=T Type custom block name in the
textbox.
Groups

Active @ On O Off
Sort Order

g

Custom Name

Honors and Awards

Active @ On O Off
Sort Order

4

Publications

Custom Name

Publications

Acive @ On O Off

Sort Order

5




SET UP CONTINUED

Set Up Continued:

Documents

Custom Name

Documents

Acive ® On O Off

Sort Order
—

Leadership Experiences

| m

Custom Name

Leadership Experiences

Ldiie ® On O Off

Sort Order

‘Community Service

| q

Custom Name

Community Service

Acive ® On O Off
Sort Order

8




SET UP COMPLETED

Once all fields have been filled and selected, click SA¥Epty changes.

Community Service

Custom Name

Community Service

Acive ® On O Off

Sort Order
——

8

Custom Name

Trainings & Certifications

Adive @ On O Off

Sort Order

9

Save
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EXAMPLE

WhenBEportfolio settings have been savethanges will be reflected in tHgportfolio dropdown on the main home

page.

M, & EPORTFOLIO v
3\\’ # Home @ Trainings 48 Communities B Resources 4 Calendar £ Admin © Helg
Edvance360
evolving education » EDITEPORTFOLIO
» EDUCATION
Home
%» EXPERIENCE
GETTING STARTED DASHBOARD
#§ ACCOUNT » GROUPS
@ DASHBOARD » HONORS AND AWARDS
2 REPORTS
» PUBLICATIONS
7 UTEWIZARD 4
Leadership 101 - BRI
) CONTENT CLONING
x rommoon » LEADERSHIP EXPERIENCES
® CERTIFICATES » COMMUNITY SERVICE
» TRAININGS &
@ nerwor Notifications CERTIFICATIONS
(2 LIRS Weekend Conference! % CONTACT INFO
QUSEARCH NOW - NEVER EXPIRES | Mark read
» BADGES

SUFFIXES Everyone is invited to attend our Leadership Conference this weekend in the Main Meeting Room from 2:00pm - 4:(
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GRADEBOOK OPTIONS

Gradebook OptionsAdminUserscan manage the Gradebook settings for all course gradebooks.

Gran bz (emmrt i mam raisas For mach s il

Cah M Ohgtay

P Tt | G0
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SET UP

Set Up:

a > 0w N RE

- Gradebook Options

Add Dropbox And Discussion As Gradebook Item

® On O Off

Display Running Grade Average
O On ® Off

Uisplay Gradebook Category Averages

@] On ® Off

Include Number Grade

O On @® Off

Lockdown this Gradebook Map for all Instructors and Courses

Will lockdown all grade maps. Only newly created courses/users will recieve current grade map.

@ On @) Off

Selecting "ON" will enabiestructors to add Dropbox and Discussion grades to the course gradebook.
Selecting "ON" will display a running gradesragein the course gradebook feature.

Selecting "ON" will display student averages for each gradebook category.

Selecting "ON" will dplay learner's percentage grades.

Selecting "ON" will lockdown the gradebook map (show@radebook Optionanage 3) in all courses,
NEY2@AYy3 AyadaNuzOG2NARQ FoAfAdGe G2 SRAGO
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GRADE MAP

The Gradebooknap sets the minimum value needed to receive each letter grade and sets how the letter grade will

be displayed for instructors and learners.

Grade Map (Insert minimum values for each grade level)

Grade

A+

A-

B+

D+

Min Value

100.00

95.00

91.00

88.00

85.00

82.00

79.00

75.00

72.00

69.00

65.00

62.00

60.00

Display

A+

B+

72




If AdminUserswish to create a Pass or Fail course, they will add the tlotdgbr the course in the proper space

provided. (See Image Below) Remember to select the SAVE button to apply changes.

Pass / Fail Threshold 70.00

Save

QUICK START GUIRADEBOOK QUICK CONNECT TO DISCUSSIONS

http://edvance360.com/images/fileupload/Filename/135/gsg_using discussion course tool instructors
-pdf

VIDEO TUTORIAERRADEBOOK QUICK CONNECT TO DISCUSSIONS
https://youtu.be/72aiMY20Q0BI

QUICK START GUIRADEBOOK QUICK CONNECT TO DROPBOXES

http://edvance360.com/images/fileupload/Filename/138/qsg_how to setup dropbox.pdf

VIDEO TUTORIAERADEBOOK QUICK CONNECT TO DROPBOXES

http://edvance360.com/images/fileupload/Filename/138/qsg_how to setup dropbox.pdf
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http://edvance360.com/images/fileupload/Filename/135/qsg_using_discussion_course_tool___instructors.pdf
http://edvance360.com/images/fileupload/Filename/135/qsg_using_discussion_course_tool___instructors.pdf
https://youtu.be/72aiMY2QQBI
http://edvance360.com/images/fileupload/Filename/138/qsg_how_to_setup_dropbox.pdf
http://edvance360.com/images/fileupload/Filename/138/qsg_how_to_setup_dropbox.pdf

HOLIDAYS

Holidaysobserved by your institution can be displayed in @elendarfeature by adding the date (as Year, Month,
and Date). Be sure teeparatedates by commassxample2017-2-14, 20177-4, 201712-25). Remember to select
SAVE to apply changes.

~ Holidays

Enter holidays observed by your institution comma separated and in the following form: YYYY-MM-DDYYYY-MM-DD, etc

2016-12-25

Save
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HOME PAGE WELCOMESWAGE

TheHome Pae Welcome Messags a communication tool. This messatisplays at theenter of thedzd S NI &

home pageand is often used to give instructions, offer updates, and communicgpertant information toUsers

~ Home Page Welcome Message

f active, the message below will appear at the top of the Home Page for all users.

O Yes

@ No

2
Message Header

Message Heading

Welcome to Edvance360

3

Enter the text/content that will appear on the home page.

[}
I
£
m
-
-

[ERG = ML E = Q fx| # B |K||B I & L |}

Styles - || Format = || Font ~|| sze - A- - | ?

Welcome to the award-winning Edvance360 LMS-SN Software Solution. We are confident that you will enjoy your hands-on-experience within our site, and look
forward to hearing your feedback as you explore. For any questions and/or problems, visit our HELP DESK found within your HELP tab at the top right of your
screen.

v

Paragraphs: 2, Words: 51 4

)

1. To activate theHome Page Welcome Messaged make visible for allsers select "YES." If "NO" is

selected the messageill not be visible for any user.
2. The message header appears above the welcome message on the home page.

3. The content of theHome Page Welcome Messageanput in the HTML box. This box allamsges,

videos, hyperlinks, symbols, eto be customized.

4. Click SAVE to apply changes.
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EXAMPLE

When theHome Page Welcome Messagesnabled it will display on the home page oftkrs

Welcome to Edvance360

Welcome to the award-winning Edvance360 LMS-SN Software Solution. We are confident that you will enjoy your hands-on-experience within

our site, and look forward to hearing your feedback as you explore. For any questions and/or problems, visit our HELP DESK found within your

HELP tab at the top right of your screen.

Launch without a hitch.
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IMS FTRMPORT

IMS FTHRmport: The Information Management System (IMS) File Transfer Protocoll(Rét} allows Admin

Usersthe ability tolmport and Exportinformation such as courses and grades.

~ IMSFTP Import

Only applies to clients with IMS FTP Importing active on their account.
O Yes

® No

2
Target Term

New courses imported via IMS FTP Auto-Import will be created in the following term. It is important to keep this updated

~

3
Target Grade Export Term

Grade exports via IMS FTP Auto-Export will be pulled from the following term. It is important to keep this updated

i

Selecting "YES" will enable FTP.
Imported courses will be added to the term selected in dropdown.

WhenExporinggradesthey will be pukd from the term selected from the dropdown.

A w DD P

Select SAVE to apply changes.
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INACTIVITY THRESHOMTIFICATION

Inactivity Threshold NotificatiarAdminUserscan monitorUsersinactivity within the platfom.

~ Inactivity Threshold Notification

LogReport () On @ Off

2

Send Email Notifications of Report to

Engagement Email

3
Hours of Inactivity Threshold

Inactivity Hours

144

To keep a log of inactivitgports, select "ON."
Each time a report is run, notification can be sent to the email address added in the text box.

Set inactivity threshold here.

e

Click SAVE to apply changes.
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LANGUAGE FILRING

The Edvance360 platform offetanguageHiltering that enables admitsersto be notified when predetermined

offensive language is used within the site.

= Language Filtering

Enable Language Filtering

QO Yes

® No

Select the action to take when offensive language is encountered

O Auto Delete Post

@® Leave Post for Manual Deletion

Spedfy forbidden words, separated by commas

Show/Hide

Message to display to user upon violation

Alert the Following Recipient of Violations

Email Address

|

1. To enable theeanquage Filtang feature select "YES."

2. Set the action taken by the system when predetermined offensive language is encountered.
*If the post is leftfor manual deletion it will become invisible foisersuntil the notified Admin has
decided whether to delete the post.

3. List all language deemed offensive here. These wdrelsns and/or phrases will trigger theanguage
Filterwhen encountered.

4. When a user's post is flagged for offensive language the automated message entered in this text box will
be sent to the user.

5. Insert theemail address of the person selected to receive notification of offensive language used by a
user.

6. Click SAVE to apply changes.




LEARNING OUTCOMES

To enabld_earning Outcomesr CompetencieE a St SO0 (G KS oCrapdtencidsy @3 t 4 S $DIBS N
Admin Lefthand panel directly undefelp

~ Learning Outcomes

Enable Learning Outcomes

Yes

Save

VIDEO TUTORIAL:
https://youtu.be/mIMrEXw70x0

PARENT ACCOUNTS

Parent Accountsaccess to tools and features is determirtezte. Onceprivilegeshave been determined,

remember b click SAVE to apply changes.
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https://youtu.be/mJMrEXw7Oxo

~ Parent Accounts

Enable Parent Accounts

® Yes O No

Send parents a copy of emails sent to their children:

O Yes @® No

O Off @ Read Only

Calendar

O Off O Read Only @ Allow Editing

Course

O Off @ On

Resources

O Off @ On

Lessons

O Off O Read Only @ Allow Editing

Tests

O Off O Read Only @ Allow Editing

Gradebook

O Off O Read Only @ Allow Editing

Save

QUICK START GUIDBVW TO USE PARENT/MENR ACCOUNTS

https://edvance360.com/images/fileupload/Filename/117/how to use parent mentor accounts quick
start_guide.pdf

VIDEO TUTORIAL: HOW USE PARENT/MENTREFCOUNTS
https://youtu.be/XeNrhXzoQBE
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https://youtu.be/XeNrhXzoQBE

PERMISSIONS

Student andracultyPermissionsare determined by check marking tRermissiongyou wish to allow and leaving

blank thosePermissiondeing denied. Remember to click SAVE to apply changes.

~ Permissions

Allow Students to create new communities.
[ Allow Students to update their account information.
Allow Students to request access to private courses.

Faculty

[ Allow Faculty to create new communities.
[ Prevent Faculty that aren't Admins from dropping students from classes.

Prevent Faculty from accessing the Global Repository.

Save
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SALESFORCE
Salesforcés a Customer Relationship Management (CRM) platform.

If an institution wishes to integrate theBalesforceccount with the Edvance360 platform, they may enable this

integration and provide acemt information within the fields below.

SalesForce Emal eguals Edhance 180 Emadl e

Mobe: Oriby fillin for custom field

O Email

O Uz Cuusbom Field From Above to-Creste Usermame

© First Initial Last Name fe.zjdos)

SetaSalesh edd to puill cours=s from. Field within SalesForo is coe sing Edvanc=3805 Course Custom
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SET UP

Set up:

~ SalesForce

Enable SalesForce.

Enable SalesForce
P

SalesForce Admin User.

Note: Password must have users security token attached to the end
Click here to learn how to reset your security token

SalesForce Admin User

matt.contento@e360.com

SalesForce Admin User
CLTTT YT

Consumer Key
3MVGIsZVaZRYSqBbXRHEAEUSUHKOHEOLOrs7DIBKY CINCjdOXWgHEMSMRVSC ZIpa_enpgCwhriZShL jcdiQ

Client Secret

5409822304024893467

3
Send Email to Contact when created from SalesForce

Send Email

1. Check mark the box to enable the integratiorSaflesforcavith the Edvance360 platform.
2. Input user'sSalesforceaccount information in each field.
3. Checkmark here when an email should be sent to the user when they are cre&@atkgiorce
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SET UP CONTINUED

Set Up Continued:

4 | Field to connect Edvance360 users to SalesForce Field

Connecting Salesforce Contacts to Edvance360 Users

SalesForce Email equals Edvance360 Email
SalesForce Email equals Edvance360 Email

SalesForce Custom Field equals Edvance360 User Id

API Name/Field Name

5 | Select username creation

O Email
O Use Custom Field From Above to Create Username

@® First Initial Last Name (e.g jdoe)

1. To connecBalesforceontacts to Edvance360 you will select one of two options from the dropdown
pictured above.
The APl Name/Field Name textbox will only need to be fill8alésforc&Custom Field equals

Edvancee360 User Id is selected from the dropdown.

Dropdown Options Explained:
*Salesforcd=mail equals Edvance360 Email: This option will send eonsgspondencereated by

Salesforcao Users Edvance360 internal email (Note: Edvance360 internal email can connect to an

external email stJsersreceive altorrespondencevhen not logged in to the platform. (See Edvance360
email) (TODO)

*Salesforc&Custom Field equals Edvance360 User Id: This option creates a default for creating an
Edvance360 User Id fBalesforceontacts based on the information added to the API Name/Field Name

text box located directly beneath this dropdown.

2. Email:User's email addresasill serve as their username.
Use Custom Field from Above to Create Usernaimeoption should be selected if using the custom field
from section 4.

First Initial Last NameéJsersfirst initial and last name will be used to create their username.
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SET UP COMPLETED

Set Up Completed:

6 SalesForce Advanced Options
Set a SalesForce field and Condition to only import Specific Contacts

APIName/Field Name

Edvance_Sync_ ¢

Selected Field Matches

TRUE

Set a SalesForce field to pull courses from. Field within SalesForce is comma seperated, using Edvance360s Course Custom
Identifier

AP1Name/Field Name

E360_Courses__¢

7 SalesForce Error Reporting

Email Address

matt contento@edvance360 com

‘=s

3. Tolmport specific contacts froralesforcerou will set a specific Field name and input the specific
condition forimporting specific contacts frorffialesforce
Not sure what to write for 2nd section...

4. Input the email address to receive Sthlesforcdrror Reports.

5. Click SAVE to apply changes.

SEARCH FRONMOME PAGE

Search From Home Padgéhe Home Page search bar alldygersto search the Edvance360 platforwhen
course designers and administrators add documents and other resources to Edvance360, they can add tags and
key words to those resources, which then makes them searchable by Oezs

S I Mibrot rétuin rasuitsrtd theluser td whigh they are not allowed to have access. It

b23iSY ¢KS a
Fi GKS dzaSNRa NBfS FyR RSGSNXYAySa (KS NBadzZ (a

t2214

Selecting "ON" will enable the search box function on the home page. RememberdoS&\éE to apply changes.
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~ Search From Home Page

Search From Home Page Functionality

@ On O Off

Save
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LEARNERELPDESK

TheLearnerHelpDeskis where learners may put ielptickets for any questions they may havearners may
alsowatchVideo Tutorial@and access th&lser Manuatithin the Helptab.

Selecting "ON" will enable the learneHglpdesk found on the learn& homepageunder theHelptab located in

the top tool bar. An email address will need to be identified for receiving elptickets created by learners.
Remember to select SAVE to apply changes.

- Learner Help Desk

O On @ Off

Send Email Notifications of New Help Tickets to

Email Address

nicole_ditoro@edvance360.com

Save
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LEARNER MODULES

Learner ModulesAdminUserswill need to select which personal modules learners have access to when logged in

to the Edvance360 platform. Remember to select SAVE to apply changes.

~ Learner Modules

1 Selectwhich personal modules Students have access to

Communities ® Yes O No
Mailbox ® Yes O No
Repositories O Yes ® No
Network O Yes ® No
Blog O Yes ® No
Calendar ® Yes O No
Scores ® Yes O No
Certificates ® Yes O No
Grade Category Averages O Yes ® No
Attendance ® Yes O No

Save

1. For more information about each learner module, select the hyperlinked module name below.
(Communities Mailbox, Repositories, Network, Bld&galendar ScoresCertificates Grade Category

Averages, Attendance)
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TERM3DF SERVICE

2 KSy SFOK yS6 dzaSNI A& TernfoRSerfide W AMNSBa Sydl Orrdd (4 0BS DKIS
before launching into the system. Below is a sample of a typical Learning Management Bststesof Service
Ataminimum, feaS NBLX I OS €€t 11/ [ L9b¢ b ! \&edhighly resdminénd érefatthg A y a
you ownTermsof Serviceand inserting it instead of our sample.

Note: TheTermsof Serviceshows toUserswhen they first log into the system after receiving their Welcome Email.
They must check a box to agree to them to continue on. (No one reads, them, of course, but they are there for
your own safety.)

A wDd PR

~ Terms of Service

oCI ient Name

Lake Street

e(ﬁlientAddress

Lake Street Address

enter Terms of Service
B @@ = M m M E Q fe| ¥ Bsource | |im||B I § L| = = E 9
Styles M Format M Font M Size - A ' ?

#HICLIENT_NAME## LMS Terms of Service
Welcome to the ##CLIENT_NAME## LMS. Please review these Terms of Service

In order to be @ member of the #CLIENT_NAME## LMS, you must read and accept all of the terms of this agreement and the privacy policy. You may not use
#HCLIENT_NAME## LMS if you do not agree to be bound by these terms of service

You understand that #CLIENT_NAME## can change the terms of service or the privacy policy by posting changes to this Website. Your ongoing use of
#HCLIENT_NAME## LMS indicates that you accept any changes to the Terms of Service Agreement. We reserve the right to change or terminate the
#CLIENT NAME?## LMS for any reason. and without notice, without liability to vou. any other Member. or any third party. v

Paragraphs: 53, Words: 1583 4

Enter the institution's name issuing tiermsof Service

Enter the address of thistitution issuing thelermsof Service
Using theHTML text editor, copy and paste or typermsof Service
Select SAVE to apply changes.
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TRAINING OPTIONS

Training OptionsSelect the options you wish to enable fbriningécourses

o Allow courses to have training settings which will be available when pulling an Off-Line Report
e Allow lessons to have training settings which will be available when pulling an Off-Line Report

e Allow users to manually put in trainings from their Off-Line Report panel, and will be available when pulling an Off-Line
Report

° Show Course Roster
e Show Syllabus

eGoa\ Hours

40

1. Whencourse training settingare created they may p@tlin OffLine ReportingThese settings are
usually more geared toward organizations or corporations, rather than schools.
2. WhenLesson training settingsre created they mape pulledin OftLine ReportingThese settings

are usually more geared toward ormgaations or corporations, rather than schools.

3. AllowsUsersto addTrainingcompleted outside of th&MS which will appear when Offine Reports
are puled. Note: These submitted usefrainingsmay or may not bapprovedby AdminUsersor
supervisors

4. When check marked, the course roster is visible t&Jaéirsenrolled in the course and displayed on
the course home pagéeNote: this may be edited course by course with
Course>Settings>Other>Roster.

5. When check marked, the course syllabus is available via hyperlink on the course home page for all
enrolled learners.If this is not selected, the syllabus panel will not show on all course home

dashboards.

6. If a set number is created, this will be displayed as the ®thlJ & augbef of hoursn a learning
program or year thatsersshould completeWhen an Offline Report is run, this total will show in
comparison to the number of actually completed hours to show remaining hours needed to meet set
goal.

7. Click SAVE to apply changes.
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VIDEO OPTIONS

Video OptionsSet the number of times a user may watch each video. Remember to click SAVE to apply changes.

~ Video Options

Number of times a user may watch each video.(blank or 0 for unlimited)

Video Watch Limit

0

Save
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EXCEL FORMATS

Excel FormatsSelect the excel file format to be used with the Edvance360 platieinen Exporing reports
Remember to click SAVE to apghanges.

~ Excel Formats ‘

O xls ® xlsx

Save

CUSTOMHOMEPAGE

Some clients have chosen to work with our design team to haisstom Home Pagelook/layout created. If so,
this must be turn on to show the custom work done.

= Custom Home Page

Enable Custom Home Page

Oon @ off

LOCK DOWN BROWSER

To ensure fidelity within the Edvance360 platforsriock Down Browserfeature restrictsUsersfrom accessing

other browserswhile taking tests or viewing resources provided within courses@mmdmunities Remember to
click SAVE tapply changed\ote: Browserlock is andd-on feature. Please contact your sales representative to

have this feature included in your platform.
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~ Lock Down Browser

[J Force on all tests
Resources

[J Force on all resources

Save

COURSE DESCRIPTIONS

Select "ON" to mak€&ourseDescriptionsvisible forUsers Remember to click SAVE to apply changes.

- Course Description ‘

Show Course Description

Oon ® Off

Save
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USER MANAGEMENT

USER MANAGEMENT

TheUser Managementiab houses the tools and settings related tolddlersin the Edvance360 platform.

To access thElser Managementiab and its contents, complete the following steps:

1
# Home @ Courses 4 Communities M Resources f# Calendar % Scores £ Admin © Help

EdVance360

Administration

Admin » User Management

& USERMANAGEMENT ov

Search & Operations
» USERS

» USERROLES Convert to Alumni Deactivate selected Delete selected

» USER ACCESS Al o

» USER TRAINING SETTINGS . . B
@ Al Active Deactivated Non-registered Non-enrolled

» DEPARTMENTS
Search

User Management *

» MULTIPLE PARENTS TO
STUDENT

3 APPLICATION MANAGEMENT Last Name - First Name User Name ID Role
>
D
22 COURSES&COMMUNITIES > — Admin Kate kateadmin kateadmin Admin xE
=o
CLONING TOOLS -
(2 I Kara icara kara Admin xra
(£f <}
S EXTERNAL LTI TOOLS
— Alcorn Laura Wolf laura.alcorn@desertsands.us  Laura WolfAlcornl Faculty e
(e x)

O E360 NAVIGATOR

1. Select the ADMIN tab from the top tool bar.

2. SelectUser Managemenfrom the Admin pagélavigation Pandb reveal theUser Managementools.
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USERS

TheUserstab housesll the Userspast and current in the Edvance360 platform.

TheUserstab is divided into two sectionSearch & Operatiorsnd User Management

& CONFIG& SETTINGS

Admin» User Management

& USER MANAGEMENT -

Search & Operations

Send welcome email Convert to Alumni Deactivate selected Delete selected

O Al Active Deactivated Non-registered Non-enrolled

Search

4 User Management ®

» DEPARTMENTS

» USER DEFINED FIELDS

» MULTIPLE PARENTS TO
STUDENT

Slud sl i) Last Name - First Name User Name ID Role
82 COURSES & COMMUNITIES > Admin Kara kara kara Admin xa
e
[P CLONING TOOLS
Admin Kate kateadmin kateadmin Admin Bt
S EXTERNAL LTI TOOLS =0
O E360 NAVIGATOR Alcorn Laura Wolf laura.alcorn@desertsands.us Laura WolfAlcorn1 Faculty x<a
e
44 REPORTS xxa
Armendariz Libby libiloo@yahoo.com LibbyArmendarizl Learner ~
O

© HOMEPAGE ALERTS

USERSSEARCH & OPERATIONS

TheUsersSearch & Operatiornt®ol can searctysersby last name, first name, user name, ID, and role by entering

the information in the prper space provided and selecting the role from the dropdousersmay also be sorted
by statusby highlighting one of the given status choices. Remember to select the SEARCH button to enable the

system to create a uniquestimatching the criteria identified.

£ CONFIG & SETTINGS

Admin» User Management

& USERMANAGEMENT v
Search & Operations -
» USERS
» USERROLES Send welcome email Convert to Alumni Deactivate selected Delete selected

» USER ACCESS

gy~ | Enter name or ID / Al | Select role ‘ —- |~

» USERTRAINING SETTINGS
@ Al Active Deactivated Non-registered Non-enrolled

» DEPARTMENTS ‘ Select current ‘
status. 4
% USER DEFINED FIELDS —_—
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USERSUSER MANAGEMENT

TheUser Managemensection of the user tab allows Adnlifsersto add newUsersand editexistinguser

information.

User Management 1 v

Last Name - First Name User Name ID Role

Admin Kate kateadmin kateadmlO‘ Management pad -] 4

tools ,‘ Q
Admin Kara kara kara Admin pad - 4
Cocos Sarah 5COCOS YBNadmin Admin LE 74
[ &) Coleman CourtneyH Coleman ColemanAdmin Admin XEE@

L]
- - N
- mcontentoAdmin mcontentoAdmin mcontentoAdmin mcontentoAdmin Admin LE (4
nicole testadmin tadminnicole testadminnicole Admin m (=] (3
a - s
i Stephens Ashley astephensadmin ashleyadmin Faculty XEE

1. To add newJsersto the Edvance360 platform, select the green plus sign and enter all needed
information.
2. Eachicon represents a different management tool. Addsersmay switch tdJsers edit Users courses,

edit User$ profile information, and deleté&sersby selecting the matching tool.

USERSMANAGEMENT TOOLS

Users: Managment ToolsA description of eachiser Managementiool icon is listed below.

0.0
© “o

1. The switch user icon allows Adnmilsersto "switch" their identity with the selected user and navigate the

platform as theselecteduser. This iglelgful when trying totroubleshootissues for specifidsers This
functionenables admins to log in to see what the user segth Usernames and Passwords. To navigate
back to the Admin panel after switching as a particular user, click on the Green Switch Arrows located in
the top-right Account janel, which will bring the Admin user back to their own login.

2. Selecting the courses icon allows Adrdisersto see the courses a user is currently enrolled in, @ddrs

to new courses, androp them from current courses.

97




3. Selecting the ediiconallows AdminJsersto make changes to a user's account and profile information.

4. Selecting thaleleteicon willpermanentlydelete a user from the Edvance360 platform.

USERSADDING A NEW USER

Adding A New UseTo add newJsersin the Edvance360 platform, Admissersmust first select the green plus

sign in the top right corner of theser Managementhome page and then adthe needed information irthe

properspaces provided.

Note: All spaces with a redsteriskare mandatory and must be completed to add a new user.

& USERMANAGEMENT v

» USERS

» USERROLES

» USER ACCESS

» USER TRAINING SETTINGS
> DEPARTMENTS

» USER DEFINED FIELDS

» MULTIPLE PARENTS TO
STUDENT

= APPLICATION MANAGEMENT
22 COURSES & COMMUNITIES >
D) CLONING TOOLS

% EXTERNAL LTI TOOLS

O E360NAVIGATOR

|l REPORTS

‘© HOME PAGE ALERTS

[ TESTADMINS

Z' HOME PAGE LINKS

Admin » User Management » Add

Account Information

Select Supervisor

Departments

Select Department

Interest

Select Industry

* First Name

QUICK START GUIDBW TO CREATE A USER

http://edvance360.com/images/fileupload/Filename/81/how to

create a_user _qsg_v8.pdf
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USER ROLES

User RolesAdminUsersmay add new roles and set tliRermissiongor each role using the green plus sign and

Editing Tool$ound to the far right.

Administration

& USERMANAGEMENT

» USERS

» USERROLES

» USERACCESS

> USER TRAINING SETTINGS
» DEPARTMENTS

» USER DEFINEDFIELDS

» MULTIPLE PARENTS TO
STUDENT

3 APPLICATION MANAGEMENT

>

22 COURSES & COMMUNITIES >

& EXTERNAL LTI TOOLS

© E360 NAVIGATOR

Admin» Application Role

Manage Roles

Here administrator can set permissions for user types.

ole Management

Role 4 Role Description Max Login Limit

Alumni Alumni Affairs Unlimited

Faculty Faculty Affairs Unlimited 4 N

Member members Unlimited Editing tools ‘
1§ y,

Mentor This is across between a parent typeuser and a TA. Unlimited

Parents Parents Affairs. Unlimited

Staff ‘Company/Institution Staff Unlimited

Learner Learner Affairs Unlimited
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USER ROLESDDING NEW ROLES

Adding New RoleJ o add a new role to the Edvance360 platform, begin by selecting the green plirs thig top

right corner of theUser Rolesiomepage.
Create the new role by completing the needed information in the proper sparcesded. Any space marked with

a redasteriskis mandatory and must be completéa create a new role.

Note: See Login Redirect: Directing thisersto either their Last Visited Page or the Home Dashboard.

Note: Assign Widgets, Admin user may select\iglgetsthe user type would have access to from their
DASHBOARD on the Home Dashbo&tskrsmay then turn on or off the widgets they desire to use.

Remembeto select the SAVE buon to apply changes.

Admin® Application Role» Add

*
Role Name

* Description

Max. Login Limit

*{0= Unlimited)
Status

Active
Login Redirect

Last visited page

Assign Widgets

‘ Widgets For User Role

Can Manage These Roles

‘ Dependant Roles

Assign Fields

[Match User Fields
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USER ROLEBDITING TOOLS

Editing ToolsEach userole editing tool is described below.

0209

1. The gear icon represents the Manage tool. This tool allows Adisénsto select the permission for each
role.

2. The edit tool represents the Edit tool. Here Adrdiserscan change the settings of each role, set when
the role was created.

3. The check mark icon represents the Disable tool. This tool disables the selected role without deleting it
completely.

4. To viewthe User Role Managemettorial, clickHERBr go tchttps://youtu.be/WchNU8SN2Qs
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USER ACCESS

TheUserAccesdab houses a list of all Admigsers Here is where administrators are given or deraedess to the

User ManagemenPanel Select the Edit icon to the far rigbtthe Admin you wish to edit.

£ CONFIG&SETTINGS "
Admin » User Access

& USERMANAGEMENT ~

b Administrator Management

» USERROLES Last Name - First Name
» USERACCESS
Admin Kate
» USER TRAINING SETTINGS
» DEPARTMENTS £5lain (&
» USER DEFINED FIELDS Blanks Scott
» MULTIPLEPARENTS TO
STUDENT Cocos Sarah
= APPLICATION MANAGEMENT f Coleman CourtneyH
>
2 COURSES &COMMUNITIES > Cotter Mike
CLONINGTOOLS > Crowe Meghan
Elkins Whitney
# EXTERNALLTITOOLS
Flure Richard
© E360 NAVIGATOR
Hailey Patrick

Ll REPORTS

USER ACCEFDMINISTRATORETTINGS

AdministratorSettings To grant an admin permissida edit, select YES from the dropdown. To deny their access,

select NO.
Remember to select the SAVE button to apply changes.

£ CONFIG &SETTINGS

Admin » User Access » Edit

& USERMANAGEMENT v

Administrator Settings
» USERS
EQUSERRCEES Grant User Edit Access
» USER ACCESS

» USER TRAINING SETTINGS

» DEPARTMENTS Save

» USER DEFINED FIELDS
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User Name

kateadmin

kara

blankss

scocos

Coleman

mikecotter

mcrowe

Whitney

rflure

Patrick

\" Edit )
- .
@
@
@
@
@
@
@

@




USER TRAINING SETI$N

TheUser Training Settingstab allowsadmin Usersto create training settings by job title, cost center, and sites.

Usersmay be enrolled into training tracks from this page by selecting the ENROLL CURREbDLTtton.

1. Quickly enroll currentsersinto learning path.
2. To add a new job title, cost center, otesiselect the hyperlinked Add here. Complete each space
provided and select courses for this training type's learning path.

3. Edit each training type and its' specific learning path or delete type from list.
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