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1. EducoSoft Home
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| uNITED STATES HOME | PRODUCT INFO | SUPPORT | FAQ | PROMOTERS | CONTACT | ABOUT US
sducation & your fingertips HIGHER EDUCATION ~ SCHOOL(K-12) ~ SELFLEARNING | PRODUCTS
v
REGISTER FOR Comprehensive online learning management system

for college and developmental courses

HIGHER EDUCATION

SCHOOL (K1) LEARN MORE
© Download Brochure € Take a tour

S

EDUCONEWS LATEST RELEASES TESTIMONIALS

ot Y
tDUCO ON FLASH DRIVE W EDUCOSOFT FALL RELEASE
Great system, alows you to understand
Itis a compact and streamlined version of Posted an: July 6th 2013 alot of things that you can't understand
EducoSoft Courses that does not require an during class, you have time to correct

In the Fall 2013 release, Educo rolled out
Internet connection, o mistakes, and learn from them.
anumber of significant upgrades and
changes in several modules of EducoSoft
platform including a whole new design of

the homepage. Itis lot more user friendly

Bileoma, Yasmina
All News —

Copyright © 2013 Educo International




1. Campus Coordinator Login

« To Login as a campus coordinator
— Enter your e-mail ID
— Enter your password
— Click Go s = VL | MU B | SR | 140 | POTRS | COMCY | 801 5|
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1. Campus Coordinator Home Page  (1/2)

sl s
ln- s _E_E——H_n_m__ﬂ—- :

Terms Course Sections Instructors Al Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

Instructar Yiew

Onling Self Trainin

ELC-CA

User Name
Terms - To view list of terms and add a new term.

Course - To view list of courses and add a new course
Sections - To view list of sections and add a new section.

Instructors - To view list of instructors for your institution and add
a new instructor.

Alt Coordinator - To add additional coordinators for regular or lab term

DNONONONONOIO

Communication - To access communication tools such as internal mail,
announcements, and discussion forum.

Manage - To manage users, get license for access codes and
transfer students

Copyright © 2013 Educo International 4



2. Campus Coordinator Home Page  (2/2)

AL Welcome: Mr. Man Sharma

EducoSofi:
Terms Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

Campus Coordinator

Instructar Yiew

Onling Self Trainin

ELC-CA

@ Survey - To develop surveys

Reports - View institution reports

(11 My Profile - View and edit your profile

@ Support - Send an issue or an enquiry to Educo support
@ FAQ - To view frequently asked questions

Logout - To logout

@ Institution Name

Online self training guide
@ CC / Instructor View — Switch to CC / Instructor View

Copyright © 2013 Educo International 5



1.Login and Campus Coordinator Page
2.Creating a Term

3. Creating Course (s)

4. Creating Section (s)

5. Adding Instructors

6. Alt Coordinator

/. Communication Tools

8. Manage Users

Copyright © 2013 Educo International 6



2. Create a Term (2/7)

Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

Use this function to View/Create Term (Quarter / Semester).
* Click “Add Term” to create a new term.

Term List

E‘ List of Terms displayed E
n
A R
n
MName Start Date End Date Status v
Fall 2006 11/5/2006 3/5/2007 Active View | Edit | Delete Course Approval
Fall 2006 11/5/2006 3/5f/2007 Active View | Edit | Delete Course Approval
Spring 2007 1/1f2007 4/5/2007 Active View | Edit | Delete Course Approval

Copyright © 2013 Educo International 7



2. Create Term (3/7)

Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA
* Following * information is required to create a new term.

*Term: Select standard for normal registration and Lab for registration through Lab License. For a lab
license term, student can only register from the registered lab or location.

* *Name: Enter an appropriate description of the term such as Winter 2007.

« *Start Date: Select the term beginning date

* *End Date: Select the term ending date (PS: Term cannot be more than 5 months)

«Save: Clicking on Save button will create a new term. You may now click on the Terms link in the
menu bar to display terms that have been created so far.

Term

............................. FleldS Wlth an * are
R / required to create a
* Start Date new term.

* End Date

Copyright © 2013 Educo International



2. View Created Term @)

Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

* You may now click on “Terms” item in the menu bar to
view the term just created.

@ List of Terms displayed

New term created add Term
Name Start Date End Date Status
Fall 2006 11/5/2006 3/5/2007 Active View | Edit | Delete Course Approval
Fall 2006 11/5/2006 3/5/2007 Active View | Edit | Delete Course Approval
Spring 2007 1/1/2007 4/5/2007 Active View | Edit | Delete Course Approval
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2. Create Term— Course Approval &)

Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

Once the term is created, Click “Course Approval” link to
view the list of courses created earlier for approval from
Educo.

ﬁ List of Terms displayed

Name Start Date End Date Status

Fall 2006 11/5/2006 3/5/2007 Active View | Edit | Delete Course Approval
Fall 2006 11/5/2006 3/5/2007 Active View | Edit | Delete Course Approval
Spring 2007 1/1/2007 4f5f2007 Active View | Edit | Delete |Cuurse Approval |II

Copyright © 2013 Educo International



2. Create Term - Course Approval (6/7)

Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

Select the courses to be approved from the list of courses
displayed.

Click “Send Courses for
Approval”, and courses will
be approved by Educo
within 24 hours.

Select the courses
to be approved

E‘ Select the courses to be approved from the list of courses displayed

Name Spring 2007

Course Name Course Status

Basic Mathl{Book Based) Mot Approved
Beginning Algebra (Custom Course) Mot Approved
[] Basic Math_111 Mot Approved

Lﬁend Courses for Appruvall

Copyright © 2013 Educo International 11




2. Create Term - Course Approval @)

Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

 Once you click “Send Courses for Approval”, Course status will be changed to
“Sent for Approval”.

@ Select the courses to be approved from the list of courses displayed

Course Mame Course Status

Basic Mathl1l{Book Based) Sent for Approwval

Beginning Algebra (Custom Course] Sent for Approwal

1 Basic Math_111 Mot Approwed

Send Courses for Approwval

« Course status will change to “Approved” once the courses are
approved by Educo.

E‘ Select the courses to be approved from the list of courses displayed

Name Spring 2007

List of Courses ﬁ Courses Approved by Educo
Course Name Course Status

Approved

Basic Mathl({Book Based)

Beginning Algebra (Custom Course) Approved

[l Basic Math_111 Mot Approved

|E‘.end Courses for Appruvall

Copyright © 2013 Educo International
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3. Create New Course (1/16)

Terms [¥\1(7: Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA
Use this function to View/Create Courses.

« Click “Add Course” to create a new course.

[§ List of Courses

Items Per Page

Course Title Institutional Code Created Date Status
Basic Math1(Book Based) MAT 097 11/5/2006 12:47:31 AM Approved View | Edit | Delete Grade Book Settings
Beginning Algebra (Custom Course) MAT 098 11/5/2006 12:52:52 AM Approved View | Edit | Delete Grade Book Settings

« There are two types of courses that you can create:

A. Book Based Course | B. Custom Course

Copyright © 2013 Educo International 14




3.1 Create Book Based Course (2/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

« To create a Book Based Course: Step 1

* Select “Course Type” (Book Based Course), “Language”, “Textbook”, “Course”.

 Enter Course Title (e. g. Basic Math), Institutional Code (e.g. Math 005), Course Description (Optional),
keywords (Optional).

Hierarchy Expand ALL Collapse ALL

* Click Continue to see the created course. €83 Basic Mathematics

Course £{3 1. Whole Numbers
£33 2. Factors and Multiples

Course Type | Standard Course « #@ 4. Decimals
+{3 5. Ratio and Proportion

Course | Basic Mathematics - ‘u"iewl £ 6. Percents

£ 7. Tables and Graphs
]--@ 8. Measurements
Select GradeBook Template | Institution - #{3 9. Basic Geometry

(Note: Selection box will show the list of Default templates created by 'Educosoft’. You can also (@ 10. Integers, Exponents and Order of Operations
customize these default settings as per yvour need under 'GradeBook'option in Instructor Login)

Institutional Code |[MAT 005

* Course Title Basic Mathematics

Course Description

Keywords

Continue | |Can1:e| |

Copyright © 2013 Educo International



3.1 Create Book Based Course (3/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

Once the book Based Course is created, You will see complete hierarchy of the selected course.

« Click “Generate Course” to generate the course: Step 2.

Hierarchy Expand AlLL Collapse ALL | Save and Complete later |u Generate Course n
== Basic Math —
Ei 1. Whole Numbers BOOk BaSGd

Ei 2. Factors and Multiples Course Created

Ei 3. Fractions

Ei 4. Decimals

Ei 5. Ratio and Proportion
Ei 6. Percents

Ei 7. Tables and Graphs
Ei 8. Measurements

Ei 9. Basic Geometry
Ei 10. Integers, Exponents and Order of Operations

* Following message will appear after you click “Generate Course”.

E Confirmation for the course has been generated successfully

Course has been generated successfully.

Copyright © 2013 Educo International 16




3.1 Create Course - Course Approval (4/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

. . \/
 Once the course is created successfully, Click on “Terms”
link to seek approval from educo for the courses created.

ﬁ List of Terms displayed

Name Start Date End Date Status
Fall 2006 11/5/2006 3/5/2007 Active View | Edit | Delete Course Approval
Fall 2006 11/5/2006 3/5/2007 Active View | Edit | Delete Course Approval

Spring 2007 1/1/2007 4/5/2007 Active View | Edit | Delete |Cuurse Approval |II

Copyright © 2013 Educo International 17




3.1 Create Course - Approval (5/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

« Select the courses to be approved from the list of courses

displayed.

|§| Select the courses to be approved from the list of courses displayed

Mame Spring 2007

List of Courses
Select the courses

Cours2 Name to be approved

oA MathiFB Bocad]
sit Mathi(Book Base

|
cased)

Beginning Algebra (Custom Course)
[ ]/Basic Math_111

Basic Math

Click “Send Courses for
Approval”’, and courses will
be approved by Educo
within 24 hours.

Send Courses for Ap'pruval

Course Status
Sent for Approval
Sent for Approval
Not Approved

Not Approved

Copyright © 2013 Educo International



3.1 Create Course - Approval (6/16)

Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

 Once you click “Send Courses for Approval”, Course status will be changed to
“Sent for Approval”.

[ Select the courses to be approved from the list of courses displayed

Mame

List of Courses

L

L

Course Name
Basic Math_111
Basic Math

Beg. Algebra

|E‘rend Courses for Appruvall

Course Status
Mot Approwed
Sent for Approwval

Mot Approwed

« Course status will change to “Approved” once the courses are approved by
Educo.

|5 sSelect the courses to be approved from the list of courses displayed

Name Spring 2007

List of Courses

Ld

L

Course Name
Basic Math_111
Basic Math

Beg. Algebra

Courses Approved by Educo

|Send Courses for Appru-vall

Course Status
Mot Approwved
Approwved

Mot Approved

Copyright © 2013 Educo International



3.2 Create Custom Course (7/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

« To create a Custom Course.

* Select “Course Type” (Custom Course), “Language”.

* Enter Course Title (e. g. Beg. Algebra), Institutional Code (e.g. Math 006), Course Description,
keywords.

» Click Continue to add content.

Course

Course Type | Custom Course
* Course Title Basic Mathematics

Select GradeBook Template | Institution -

(Note: Selection box will show the list of Default templates created by 'Educosoft’. You can also
customize these default settings as per yvour need under 'GradeBoolk'option in Instructor Login)

Institutional Code [MAT 003|

Course Description

Keywords

Continue | |Cam:e|

Copyright © 2013 Educo International 20




3.2 Create Custom Course (8/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

First you need to create Levels in order to add the content.
1. To Add Levels (Chapters), check in front of the title of the course.

. Over on the right side, select Levels

2
3. Enter No. of Levels. (e.g.5)
4

. Click “Add” and add levels window will pop-up to add the levels. Select the
levels
Hierarchy Expand ALL Collapse ALL £ | http:{feducoscft,com/fech{CoursefAddLevel, aspxemor ¥
Course Title : Beg. Algebra Add level E Entel’ NO . Of
----- S[FIBeg. Algebra Enter No.of Levelss / levels
Chapter 1
Chapter 2 h — N
Import
Chapter 3 .
o Click Add
. | Chapter 4
Check in front of to add the
the tltle Of the Chapter 5 Mave Mo. of Position [a][w] IeVGIS
course tO add |Save and Complete later |
content : :
Click Submit to see
created levels
[ € mtemet #1009 v

Copyright © 2013 Educo International



3.2 Create Custom Course (9/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

Second, you need to create levels (Sections) for each Chapter.
1. To Add Levels (Sections), make a check mark in front of a chapter.

. Over on the right side, select Levels

2
3. Enter No. of Levels. (e.g. 3)
4

Select
. Click “Add” and add levels window will pop-up to add the levels. “Levels” to
add levels
Hierarchy Expand AlLL Collapse ALL
Course Title : Beg. Algebra Add level Enter NO . Of
E"@Eg;‘Mgebra e Enter No.of Level Ievels
- Chapter 1 ection
E?E Chapter 2 Section 2 *!_— T m OR
E?E Chapter 3 ceion s
E?E Chapter 4 = CI
' ick Add
#-E [ chapter 5 [EiEmit] [cancel ]
o to add the
Mowe No. of Position E”El Ievel S
Ch k th ttl | Save and Complete later |
eck the title : : :
to add sections see created levels | Generate Couree |
| -]
[§ € mternet F100% v

Copyright © 2013 Educo International 22




3.2 Create Custom Course (10/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

« Third, you need to import Objectives under each section.
1. To import Objectives, check the section.
2. Over on the right side, select levels

3. Click on Import to import objective(s) under the selected section.

Select “Levels”
to add levels

Hierarchy Expand ALL Collapse ALL

Course Title : Beg. Algebra I Levels N VI

Elb FlBeg. Algebra Click |mp0 rt to Enter No.of Levels|
FJEFD Chapter 1 dd th t t -m
-5 [Flsection 1 a e conten -
& [ section 2 Ry

{= Importl0 - Windows Internet Explorer

IN

Course d Position IZ'E'
Select the course from which you P ——
Keywords &= want to import the objective. Sy——
ﬁg':nrze Created Date Keywords
Easic 1001 2/15/2006 12:43:24 PM Whole Numbers, Fractions, Decimals, Percents, Integers, Basic Geometry,

Mathematics and Measurements

Fre-algebra review, linear eguations in one variable, Linear equations in

Heginning 1004 2/16/2006 11:43:10 AM two wvariables, system of linear equations, Polynemials, Rational functions,
Algebra - !

Roots, and Quadratic Equations
{BEE'};')': latt 007 11/2/2006 10:50:03 AM

— Cancel

L 100%

Copyright © 2013 Educo International 23




2.2 Create Custom Course (11/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

« Select the objective to import it to the custom course.

*  Click “Import” to import all the learning activities under the objective.

[5 select the level to be imported.
Selected Course : Basic Mathematics &
Select the Course level and click on Import

Expand All Collapse ALL

=-ChBasic Mathematics
L:JEi [Ji1. whole Numbers

EIEH [J1.1 Place value System .

Ei 1.1.1 Determining Place Values in Whole Numbers

(=5 [Jzr.1.2 Expressing Whole Numbers in Words

Ei da.z Expanded Form, Inequalities, and Rounding of W.__

Ei [11.3 Aaddition and Subtraction of Whole Numbers

Ei Jx.a Multiplication and Division of Whole Numbers .

Ei [a.s Exponents, Order of Operations, and Averages
H-E [ 2. Factors and Multiples
ZI--E; |:| F. Fractions
H-E [ ] 4. pecimals
H-E [ 5. Ratio and Proportion c
- [C Oe6. Percents
S ) [17. Tables and Graphs
H-E2 [ ] 8. Measurements
H-E [ 9. Basic Geometry
- [C [Naro. Integers, Exponents and Order of Operations .

o O OO o RSN o OO oY OO o O o O
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2.2 Create Custom Course (12/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

* View imported Objective.

Course creation

Imported Objective.

Hierarchy Expand ALL Collapse ALL You may now edit the

Course Title : Beg. Algebra title of the imported objective, Select
B?g Eeg.mgehra ci_r qt(_aletfhthte |ISt%d Ieartnlngt Enter No.of Levels| ]
=l Chapter 1 acuvities that you ao not want.
H add
28 [ section 1 OR
=5 []1.1.1 Determining Place Values in Whole Numbers
g [ Tutorial
-3 0O Examplel
%[ oelet
E ] Example2
-3 [ Example3 Move No. of Pu-sitiunl:l

E ] Exampled
-3 Opractice Test
-5 [JHomework
B [ quiz

#-E [ section 2

| Back to My Courses |

Copyright © 2013 Educo International 25




3.2 Create Custom Course (13/16)

Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

« Oncethe Levels and Learning Objects are added,

- Click “Generate Course” link to generate the course.

Course creation .

Hierarchy Expand AlLL Collapse ALL *

Course Title : Seg. Algebra
=3 [ Beg. Algebra
& [ chapter 1
& [ chapter 2
45 [ chapter 3
-ﬁ chapter 4
-E:i O Chapter 5

I__%l Confirmation for the course has been generated successfully

Course has been generated successfully.

Copyright © 2013 Educo International 26




3.2 Create Custom Course  (14/16)
Terms [®IC7] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

. . \/
 Once the course is created successfully, Click on “Terms”
link to seek approval from Educo for the course created.

ﬁ List of Terms displayed

Name Start Date End Date Status

Fall 2006 11/5/2006 3/5/2007 Active View | Edit | Delete Course Approval
Fall 2006 11/5/2006 3/5/2007 Active View | Edit | Delete Course Approval
Spring 2007 1/1/2007 4/5/2007 Active View | Edit | Delete |Cuurse Approval |II

Copyright © 2013 Educo International



3.2 Create Custom Course (15/16)

Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

« Select the course(s) to be approved from the list of
courses displayed.

Click “Send Courses for
Approval”’, and courses will
[5 select the courses to be approved from the list of courses displayed be approved by Educo
within 24 hours.

Mame Spring 2007

List of Courses

Select the courses
to be approved

Course Name Course Status

Basic Mathl(Book Based) Sent for Approval

Begiining Algebra (Custom Course) Sent for Approval
[] Basic Math_111 Mot Approved
Beg. Algebra Not Approved

Send Courses for Ap'pruval

Copyright © 2013 Educo International



3.2 Create Custom Course (16/16)

Course Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

* Once you click “Send Courses for Approval”’, Course status will be
changed to “Sent for Approval”.

E‘ Select the courses to be approved from the list of courses displayed

MName Spring 2007

List of Courses
Course Mame

[] Basic Math_111

|Send Courses for Apprcwall

Course Status
Mot Approwved
for Approva

Sent for Approwval

« Course status will change to “Approved” once the courses are

approved by Educo.

E‘ Select the courses to be approved from the list of courses displayed

Mame Spring 2007
List of Courses

Course Name
Basic Math_111

Basic Math

000

Beg. Algebr

Courses Approved by Educo

|Ser1d Courses for Appruvall

Course Status
Mot Approved

Mot Approved

Approved
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4. Create a Section (1/3)

Terms Course M Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout
ELC-CA

« Select aterm (by default all active/inactive terms are listed
« Select acourse

* Enter the number of sections and Click on “G;o”.

Section
[ List of Sections displayed. Select the Term and Course to get the list of Sections

Term Type Standard -

Select

erm  CAU Workshop » @ Active/Inactive ) Expired Al

Select Course  Caloulus [ & 11 » Add Section(s) 1 E |Aﬂﬂn Master Section

Mecting Time Location Ho of Students Instructor Master Section

No. Section Name

1. Caloylus T & 11 1 Study, K Mo Edst Delete

Select Term and Course to
a create a section

Copyright © 2013 Educo International



4. Create a Section k)

Terms Course M Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

« Enter Section Name, Meeting Times and, Location.
« Select an Instructor who is teaching this section.

« Click on Save to create section(s)

Section

Lection List

¥ List of Sections displayed. Select the Term and Course to get the list of Sections
[ List of Sect | d. Select the T d C to g list af Sact
Term Type Standard w

Select Term CAU Workshop « @ Active/ Inactive ) Expired o an

Select Course  Calculus [ & 11 + Add Section(s) 99 Assegn Master Sechon

Section Name

Caleulus T & 11 Study, K

G:00) AM = Ta|1D:00

Calculus I & I1 CRN 187803 Bldg A Am.234 Sharma, Man

. M 4:45 PM
Calculus [ & [1 CRN 155687 : * | Tia (D45 - Bldg C Rm.106 Study, K

:00] AM w T |12:00 PM =

Calculus [ & I1 CRN 580892 Bldg A Rm.234 Sharma, Man

= Pl v R
0 PM » ToD7:30 PM = Bldg © Rm.106 Study, K

Caloulus T & [1 CRN 34552

Eave || Cancel |
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4. Create a Section  (33)

Terms Course M Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

Clicking on Save button will create a new section. You may now click
on “Sections” items in the menu bar will display the new sections.

Section
[7 List of Sections displayed. Select the Term and Course to get the list of Sections
Term Type Standard =
Select Term CAU Workshep = @ Active/ Inactive 2 Expired 0 an
Select Course Calculus [ & 11 = Add Section(s) m |Amn Master Secson

No. Section Name Meeting Time Location Mo of Students Instructor Master Section

1. Calculus I & 11 1 Study, K Ko Edit  Dwelete
- Caleulus 1 & II CRN 187603 D9:004M Ta 10:004M Bldg & RmM.234 ] Sharma, Man Ko Edit  Delets
3 Calculus 1 & IT CRN 155587 03:00FM To D4:45PM Bldg C Rm.106 1] Study, K Ko Edit  Delete
4. Caleulus 1 & II CRN 980892 11:004M To 12:00PM Bldg & RmM.234 ] Sharma, Man Ko Edit  Delets
- Calculus 1 & IT CRN 34552 06:00PM To OF:30PM Bldg C Rm.106 0 Study, K Ko Edit  Delete

Newly Created Sections
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5. Add Instructors (@3)

Terms Course Sections Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

Use this function to View/ Add Instructors.

« Click on “Add Instructor”

Instructor

|_,- List of Insructors. Clck on 'Add Instructor” to Add an Instructor.

u

Search Items Per Page vu"iF.'J-- All =
[[ add instructor |

Mo, Mame E-Mail Id Assign Permissions Term Permissions

1. Chawdhury, Ashim ns 1 @educo-int.com Wiew | Edit | Delete

2. Sharma, Man cc2@aduco-int.com Wiew | Edit | Delata

3. Sintheju, Giri ins3@educo-int.com View | Edit | Delete

4, Study, K softl23@educo-int.com View | Edit | Delete Assign Permissions Term Permissions
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5. Add Instructors (2/3)

Terms Course Sections Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA
* Following information is required to Add new Alt Coordinator.

 Time Zone, Valid E-Mail Id, Password, First Name and, Last Name.

* Click Save to add the instructor into your instructors list.

Add Instructor

Time Zone  (GMT-08:00) FPacfic Time UsS & Tanada)

* E-Mail Id educozoft@yahoo.com

* Confirm E- educosoft@®@vyahoo.com
T Passwordssesssess (at least & chars lang)
* Confirm Password
Salutation FProf.
* First Namao

Middle Name

* Last Name

* Language English - * Ind|CateS

- 123 Rope R e . .
e = = required fields
Address 2 's-.‘

= City North Park
- State Califarma -
= Zip Code 10009
* Country USA -
Phone 818-789-95023
Mobile {(Exampla: S785786786, 9845098450)

—
i[Fl} Act as At Campus Coordinator(ACC)

—

Upload Image Browse

| save || cancel |
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ELC-CA

* You may now click on Instructors link in the menu bar to display
Instructors that have been created so far.

Instructor Added |

Instructor

[F List of Insructers. Click on "add Instructor’ tp/Add an Instructor.

Search @ Ilems Per Page  View Al »
| Add Instructor
No. Name E-Mail Td Assign Permissions Term Permissions
1. Chawdhury, Ashj insl@educo-int.com View | Edit | Delete
2. Scott, James educosoft@yahoo.com View | Edit | Delete Azzign Permissions Term Permissons
3. Sharma, Man cc2@educo-int.com View | Edit | Delete
4. Snthaju, Gin ins3@educo-int.com View | Edit | Delate
5. Shudy, K softl 2 3educo-int.com View | Edit | Delete Assign Fermissions Term Parmissions
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6. Alt Coordinator (2/3)
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ELC-CA

Assign an additional coordinator for a regular term or a lab coordinator for
the management of a lab term (for lab licenses)

Alt Coordinators can be assigned on a term by term bases and can have full
are limited access

Click to add Alt
Coordinator

Alt Coordinator

|_..- List of Alt Coordinator. Click on 'Add Ak Coordinator’ to add an AR Coordinator

Search User m Items Per Page| View All -
ilmm'cmw |i
Ho. Hame E-Mail 1d
1. lames, Scott educosoft@yahoo.com View | Edit | Delete ||Assigs Permissions ] |[Term Parmission = I
2. K, Study su&liE#rﬂlmM/‘u‘h&MlﬂtlDﬂﬂm Assign Permissions | Term Permissiogs
Change or add permissions Assign aterm to Alt Coordinator. *Note if the
assigned to a Alt Coordinator Alt is not assigned the term the
responsibilities assigned do not apply.
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ELC-CA

To Add Alt coordinator enter required Information and “Save.

Add Alt Coordinator

User Information
Time Zone (GMT-08:00) Pacific Time (US & Canada)

* E-Mail Td educozoft@vahas. com

* Confirm E-Ma educosoft@yahoo.com
* Password sese

* Confirm Password ssssss
Salutation FProf. =

* First Name lames

Middle Name

® Last Name Scott * Ind ICateS
Language .E:I:hp :d required fields
* Address 1 <0 POPE R %
Address 2 i

* City Morth Fark
* State Calfornia -
* Zip Code 10009
* Country USA =
Phone B18-789-9023

Mobile (Exarnple: 67867B678E6, 9845098450)

Upload Image Browae...
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ELC-CA
Select Terms
arm Type A Select terms Alt CC
arm Type - T f
- ,.,_,...,,./ rerm Type responsibilities will
| Spring 2007 Standard be aCtivated
] Fall 2007 Standard
| Yesr 2008 Stand —
[ Testing Term Stand E Assign Permissions
| ©CAU Workshop &tand [ select all Permission
[Tl ] Term
[ [ course
|¥#| Section

Instructors
5| Communication

¥ Internal Mail

¥ Announcements

ASS | g N /-/ ¥ piscussion Forum

Manage

permissions @ Access Code
and Save f Lab License
¥ Transfer Student
[ Student Registration
Fil Survey
B Reports
[ save | [cancel |
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/. Communication | Internal Mail  (1/3)
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ELC-CA ‘ ‘Internal Mail ‘

Use this function to check received e-mails from Educo/Instructors/Students,
or send e-mail to Instructors or Students.

« Click ‘:‘Mail” tab to view received e-mail.

Click on Subject to
view received e-mail

v
m Folders Compose Address Book Search for Addresses
[F List of Mails

[] From Date
[[] DPATELINS 12/13/2006 11:46:00 AM
[[] DPATELINS 11/11/2006 7:37:58 PM Basic Math

Move To | Select.. M| Mowe |

Copyright © 2013 Educo International



/. Communication | Internal Mail (2/3)
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‘ ‘Internal Mail ‘

ELC-CA
* Click “Foldgrs” tab to view Inbox/Sent Items/Drafts, or to create new folders.

v
Address Book Search for Addressecs

inbox  EETTTIE  compose

5 sSwstemn and User Created folders

Sy=tem Folders
@ Inbox N\ ;
=7 Sent Items Click on any system folder to
ES, orafts view previously received e-mails
User created folders
[1 Personal Folder Mame
Enter the name of Personal

1 Morming Class

Folder you want to create and
click on “Create Folder”

I!:reate Folder] | Delet=

aAddress Boolk Search for Addres=ses

inbox TSN cormpose

= Swesterm and Usaer Created folders

System Folders
) Inbosx New folder created

=] Sent Items

EE, Drafts

User created folders
I Folder Mame

1 Ewvening Class

1 ™mMorning Class

Il::reate Fﬂlderl | Delata I

44
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/. Communication | Internal Mail (3/3)
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ELC-CA ﬂ[nternal Mail ‘

* Click “Compose” tab to Compose a new message.

To send an e-mail make
appropriate selection
Internal Mail
Inbax Folders Address Book Search for Addreddes Options

:_.r: Here you can compose a madl
WITo
(5% 1 ol 2

WIBce

Subject

Attachmarnts [ Browse_ || upicad |

A~ v FontMame - ld4px '|Inom MG Al ERE E3S A-F- 8B 2 ﬁ

V- W -l og e A H P B U EEEEE % 4RSS

_.f"nnign S, Preview

| Sand | Sawe Draft | | Cancal | ¥ save Cutgoing Message #sand a copy of mail by regular email
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8.1 Manage | Users
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ELC-CA Institution Profile

Institutional Users

Use this function to Manage Users, Access Codes, Drop and Transfer Students

e Click “User” tab to view list of users.

Click on View to see the User Profile. Click on
Edit to make changes to the user profile. Click on
Profile History to view changes made to user —_—

Students

Students

account
Status Al hd
Term Type Stan dard -
Term All Terms -
Course All coursa -
Section All Section =
Last Name First Name E-mail id
z Search exact pattern : Search exact pattern D Search exact pattem
Search l Items Per Page 10 -
[Drop Student] [ E-Mail__|
[ Hame User Type E-Mail 1d Guest Registration End date

i : Allen, Ethan Student estddS@educo-int.com View | Edit

2. ['] Austin, Dallas Student est351@educo-int.com View | Edit | Profile History

3. : Badalian, Raymond Student rbi@ws.com View | Edit

4 : Bailey, John a Student 1b@ws.com View | Edit
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8.1 Manage | Users
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ELC-CA Institution Profile
Institutional Users

Drop Student: Students can be removed permanently from a course or dropped and
transferred into another section of the same course.

Search for Student by term, course, section and name/email
I Select Student from the search list.

1
2.

3. Click on “Drop Student” =
4.

Confirm.
Status All - 1.
Term Type Standard -
Term Cau Workshop -
Course Pre Calculus -
Section PC_ELC-CA -
Last Name First Name E-mail id estdlb@educo-int.com
[¥] Search exact pattern [F] search exact pattemn | Search exact pattern
I_ Search | 3. Items Per Page 10 -
[Orop Student]| [ E-mail |
24'_ Name User Type E-Mail Id Guest Registration End date
1.] [¥] |allen, Ethan Student estd05@educa-int.com - View | Edit
2. [[] James, Daniel Student estd0&@educo-int.com ——— ﬁ it
3. 7] Logan, Ava Student est407 @educo-int.com it
4. [[] Wewman, Nick Student estd09Peduco-int.com r it
g, |7 Perry, Tyler Student est40a@educo-int.com g fire you sure you want to drop the studentiz)? it
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ELC-CA Institution Profile
Institutional Users

Access Codes

Use this function to View/Add Access Code Licenses
 Click “Add Lic_ense” link to add licenses.

[ List of Licenses No. of ;
Licenses reT—
License Description License Type License Date Educo Reference String  No of CAL  No of Access Codes  Approval Status
License for Section 001 Institution 11/9/2006 12:00:00 AM 7 NA Approved Edit Generate code | View

You can add licenses for three types:

« Institutional: Institutional License type can be used to register for any
section of any course.

« Course: Course License type can only be used for the selected course(s)
for any section.

« Section: Section License type can only be used for the selected section(s).
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Institution Profile
Institutional Users

Access Codes

INnstutdtional. Insttutional License type Can pe used 1o register 10r

any section of any courses.

Select License Type: Institutional

Enter License Description, No. of CAL (No. of licenses)
Select License Date

Click on “Request Approval” for approval from Educo

Select License Type| Institution |v|

* License Description Inst. Licenses

*No. of CAL S

License Date 12/17/2006 =l

Save Request Approval Cancel
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Institution Profile
Institutional Users

Access Codes

« Section: Section License type can only be used for the selected section.

Select Section as License Type, Select Term, and Select Section
Enter License Description, No. of Access Codes

Select License Date

Check activate

Click on “Request Approval” for approval from Educo.

S e R L A T e T
B e . ™,

Select License Type| Section

Select Term| Fall 2006

Select Section| 01
* License Description Fall 06 Section

*No. of Access Codes 2

License Date 12/17/2006

Request Approval

Copyright © 2013 Educo International



U
Q
Q
()
)
>
)

DUC /

¥ B B ¥ ¥ i pOrdinato ¥ ATI0 Hanage B Repo “ToTlle PO il DAC

ELC-CA Institution Profile
Institutional Users

Access Codes

« Course: Course License type can only be used for the selected course.

« Select Course for License Type, Select Term, Select Course
 Enter License Description, No. of Access Codes

« Select License Date

 Check activate

» Click on “Request Approval” for approval from Educo.

Select License Tvpel Course I'u"|

Select Term|Fall 2006  |w|

Select Course| Basic Math1(Book Based) (e

* License Description|Fall 06 Section

*Mo. of Access Codes |2

License Date [12/17/2006 _@j

S5ave Requeast Approval Cancel
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ELC-CA Institution Profile
Institutional Users

Access Codes

*To View approved codes, click on “View Details” link of the license which
has been approved by Educo. :

Access Code

License Details

@ ListhLicenses :llllllllllllllll ------- EEEEEEEEEEEENENIN

Items Per Page View All =

:

No. License Description License Type License Date No. of Institutional License No. of Course Access Codes Approval Status .
1. Year 2008 Institution 3/4/2008 50 NA Approved Edit vieW Details
2. Fall Workshop 2009 Institution 7/31/2009 55 NA Approved Edit View Details

* Click on “Details” link .

Access Code {3 back

License Details

E ListhLiCEnses llIIllllllIIIIIlllllllIllllllIIIlllllIIIllllIIIIllllIIIllllIIIllllllllllllItlE?nlslplerlﬁalE\III[iEW_A”v
No. Date No. Generated No. Used Note ;
1 7/31/2009 5:48 PM 55 0 Defalls
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i Manage ey Repa :

Institution Profile
Institutional Users

Access Codes

* You will see the following window, once you click on “Details”.
» Filter used and unused codes, print, or export to excel file

Access Code

ﬂ Back

¥ List of Licenses

No. of access codes: 55
Date of generation: 731 /2009 5:48 PH

License generation Notes : il

Mo, Access Code
1. SCSA-BZPM-RRWVN
2. CTPD-WX4)-yx55
3. DVWX-ACSG-DMWA
4, EFZU-X4NE-MSES
- FUXN-EIKR-PS3X
6. JAS)-DTZY-AJME
7. KPRX-CFFZ-FEHZ
a. QYQZ-IXPU-MPUC
9. ROGE-UTDE-VFUA

10. T25W-SBDF-CHPY
1l. UWFD-EB3C-QFAS

Date
FI3LF2005 5:48 PM
7/3L12005 5:48 PM
F/31F200%9 5:48 PM
T/ILS2005 5:48 PM
7/31/2009 5:48 PM
TI31S2009 5:48 PM
7/31/2009 5:48 PM
T/ILS2005 5:48 PM
7/31/2009 5:48 PM
T/ILI200%9 5:48 PM

7/3L/2009 5:48 PM

h 4

Items Per Page “iew All -

Select code status View All codes

View Unused codas
View Used codes

Print

||Expnrtl:nmliheut]

Status
Mot Used
Mok Used
Mot Uzed
Mot Used
Mot Uzed
Mok Used
Mot Used
Mot Used
Mot Used
Mot Used

Mot Used
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8.3 Manage | Transfer Student  (1/3)
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ELC-CA Transfer Student ! m Section

Navigation: Manage > Transfer Student > Section

Use “Transfer Student” function to transfer a student to appropriate section of a course.

Select appropriate section from “Select Section” drop-down to pick up dropped
student from the list and assign them into the same class.

Transfer Student

I
T S =<~ 5 [ Toecin ] 0 See the

E Pick up dropped student from the list and assign to same section I ISt Of d ro p pEd Stu d ents

1. / from that SeCtIon Items Per Page View All »

Select Course Pre Calculus -

Select Term CAU Workshop =

Select Section PC_ELC-CA

No. Name E-Mail Section 2.
1 Allen, Ethan est405@educo-int.com PC_ELC-CA <--Select Section--» » Select a
<--Zelect Section--= .
| Assign | o eech section to
3. M S
- assign it to
H 11 H ” H
Click “Assign” to assign \ the student
student into requested class
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ELC-CA Transfer Student | Section
Course

Navigation: Manage > Transfer Student > Course

Use “Transfer Student” function to transfer a student to appropriate section of a course.

+ Select appropriate course from “Select Course” drop-down to pick up dropped
student from the course list and assign to a section within that course.

Select a section to see the
list of dropped students
from that section

Transfer Student

Transfer Student to different section of the same course

|7 Pick up dropped student from the course list and assign to same #f different section within that course

B Items Per Page View All -
Select Course Pre Caloulus -
Saction Guest Registration 2.
MHo. Name E-Mail 1d
3 End date Select a
1. Allen, Ethan estd05@educo-int.com PC_ELC-CA . - «-—-Select Section--= = .
section to

assign it to
. ; : the student
Click “Assign” to assign e
student into requested class
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