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ADMINISTRATION PANEL 

ADMIN > ADMIN HOMEPAGE 

The Administration Panel provides administrators with one central location to access all the tools and features in 

Edvance360 that Help them maintain their school or organization account. The four main sections of the Admin 

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

 

1. Announcements created by Edvance360 staff, alerting administrators to Important news and events 

within Edvance360 will display here. Users will also see any administrative announcements created 

by their school or organization. 

2. Administrators may view the number of logins by all Users for the past thirty days. 
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3. The Admin Homepage displays available disk space and account usage for the school or organization, 

alerting Users when they have reached capacity for their account. Users have the option of removing 

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

4. The Navigation Panel is where Users may access all the tools and features needed to maintain their 

Edvance360 platform. 

ANNOUNCEMENTS 

Announcements: The Administration Homepage displays announcements created by Edvance360 staff, alerting 

administrators to Import ant news and events within Edvance360. Users will also see any administrative 

announcements created 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 their Admin Homepage page but will always be available to view 

by selecting the Home Page Alerts hyperlink on the Navigation Panel. 

 

GENERAL LOGIN ACTIVITY 

General Login Activity: Administrators may view the number of logins by all Users for the past thirty days by 

viewing the chart titled Logins Over the Past Thirty Days (See Image Below). The graph shows peaks of usage and 

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

periods.  
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APPLICATION OVERVIEW 

Application Overview: The Admin Homepage displays available disk space and account usage for your school or 

organization, alerting administrators when they have reached user capacity or overage for their account and if so, 

by how much. Admin Users have the option of removing the excess or contacting their sales representative to 

adjust their service level. (send requests to mailto:sales@edvance360.com) 

 

 

 

 

 

NAVIGATION PANEL 

The Navigation Panel is where Admin Users may access all the tools and features needed to maintain their 

Edvance360 platform including; configuration and settings, User Management, Application Management , Courses 

& Communities, Cloning Tools, External LTI Tools, E360 Navigator, Reports, Homepage Alerts, Test Admins, 

Homepage Links, Help, and Competencies . 

mailto:sales@edvance360.com
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CONFIGURATION & SETTINGS 

ADMIN > CONFIG & SETTINGS 

Config & Settings: Configuration & Settings is the first tab on the admin Navigation Panel. The Configuration and 

Settings tab houses the global settings for your account and allows desired changes to be made to tools and 

features in the platform. This section will review the tools and features under both the Application and General 

Settings.  

 

1. Click the arrow to the right of this tab to display the drop down shown in the image below. 
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2. Click Application Settings or General Settings to display all options. 

 

APPLICATION SETTINGS 

The Application Settings tab houses setting options that manage the functions of many of the E360 tools and 

features.  

To reach the Application Settings tab: (Admin > Config & Settings > Application Settings) 

The Application Settings dropdown should appear, displaying the Application Settings options (See Image Below). 
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COUNT PER PAGE 

Count Per Page refers to the number of entries that can be displayed on a page. To determine the Count Per Page, 

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

 

 

 

 

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

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

entries 
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COURSE AVAILABLE OPTIONS 

The Course Available Options tool adds the option for learners to view courses that are currently available from 

the Training Tab. If you do not wish for available courses to be visible to learners deselect the box below the blue 

Show Available Courses heading.  

 

 

1. Check mark the box below the Show Available Courses heading. 

2. Enter the desired message to be shown to learners. 

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

4. Remember to select the SAVE button to apply your selections. 
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AVAILABLE COURSES (LEARNER VIEW 1) 

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

using the following steps:  

 

1. Select the Trainings tab from the top tool bar (Note: You must be logged in as a learner) 

2. Click the Available Courses link in the Trainings tab Navigation Panel 
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AVAILABLE COURSES (LEARNER VIEW 2) 

When selected, the Available Courses link opens a current Calendar displaying all available courses. 

 

 

QUICK START GUIDE: SELF REGISTRATION FEATURE 

http://edvance360.com/images/fileupload/Filename/128/how_to_use_self_registration_admin___quickstar

t_guide.pdf 

 

VIDEO TUTORIAL: SELF REGISTRATION FEATURE 

https://youtu.be/GKHKQuPdlH8 

 

 

 

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
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DATE FORMAT 

Date Format sets 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/Month/Year. Remember to select 

the SAVE button to apply your selection. 

 

 

 

 

 

OPEN CHAT 

To allow Users to utilize the Edvance360 Open Chat tool 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. 
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EDVANCE360 API 

 Edvance360 API 

 

1. API Key: Enter API Key 

2. API Secret: Enter API Secret 

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

@ Get API Key and Secret: Click here to receive Key and Secret  



21 
 

EMAIL SETTINGS 

The Email Settings dropdown reveals set up options for internal email, email address and server, welcome emails, 

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

 

INTERNAL EMAIL SYSTEM BEHAVIOR 

Your first task when setting up your Edvance360 email system 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, allowing Users to compose, send/receive, 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." 
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EMAIL ADDRESS AND SERVER 

Admin Users will need to decide if automated emails will be sent using the default email address 

(noreply@edvance360.com) or a custom email address and server. To make the selection, Admin Users will check 

mark the desired option. If a custom address and server are chosen, the needed 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 instead of them ending up in their spam filters (or worse, getting deleted 

without notification.)  

 

  

mailto:noreply@edvance360.com
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WELCOME EMAIL: ADMIN 

Automated Welcome Emails sent from your Edvance360 platform can be customized by user type. To create a 

unique 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. Most clients put in different messages to each role/type. 

 

 

WELCOME EMAIL: PARENT/MENTOR 

Automated Welcome Emails sent from your Edvance360 platform can be customized by user type. To create a 

unique 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.   

 




















































































































































































































































































































































































































































