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1. EducoSoft Home

Go To “www.EducoSoft.com”
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1. Campus Coordinator Login

« To Login as a campus coordinator
— Enter your e-mail ID

— Enter your password
— Click Go
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1. Campus Coordinator Home Page (1/2)

Ed 11(_1 USO“ - 1 Welcome: Mr. Man Sharma

H-——ﬂ_ﬂ_ﬂ_ﬂ_ﬂ _n _ﬂ _ _ Campus Coordinator

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

Instructor View

Online Self Trainin

User Name

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

Course - To view list of courses and add a new course

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

@ Sections - To view list of sections and add a new section.
@ Alt Coordinator - To add additional coordinators for regular or lab term

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 © 2006 Educo International 4



2. Campus Coordinator Home Page  (2/2)

Welcome: Mr. Man Sharma
Ed IlCOSO“’ 1 Campus Coordinator

ln- : __E_E——H_n_m_n_ﬂ_-

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

- l'llll

Instructar Yiew

Online Self Trainin

ELC-CA

(o) Survey - To develop surveys

Reports - View institution reports
(1)) My Profile - View and edit your profile
@ Support - Send an issue or an enquiry to Educo support

(13 FAQ - To view frequently asked questions

Logout - To logout
@ Institution Name

Online self training guide
@ CC / Instructor View — Switch to CC / Instructor View
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1.Login and Campus Coordinator Page
2.Creating a Term

3. Creating Course (s)

4. Creating Section (s)

5. Adding Instructors

6. Alt Coordinator

7. Communication Tools

8. Manage Users
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2. CreateaTerm (27)

{1111 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.

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

Copyright © 2006 Educo International 7



2. Create Term (37)

{1111 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

Fields with an * are
EH -
R required to create a
* Start Date = g new term.

* End Date v

| Save | | Cancel |

Copyright © 2006 Educo International 8



2. View Created Term (@)

{1111 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.

ﬁ List of Terms displayed

New term created FTE—
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

Copyright © 2006 Educo International 9



2. Create Term— Course Approval (5/7)

{1111 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.

E 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 |tuurs& Approval |II

Copyright © 2006 Educo International 10



2. Create Term - Course Approval (6/7

{1111 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

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

HName Spring 2007

List of Courses
Course Name Course Status
Basic Math1({Book Based) Not Approved
Beginning Algebra (Custom Course) Mot Approved
[1] Basic Math_111 Not Approved

Lﬁend Courses for Appruvall

Copyright © 2006 Educo International 11



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

{1111 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

Course Name Course Status

Basic Mathl({Book Based) Sent for Approwval

Beginning Algebra (Custom Cour=se 1 Sent for Approwval

Ll Basic Math_111 Mot Approwved

[Send Courses for Approwal]

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

I? Select the courses to be approved from the list of courses displayved

Mame Spring 2007

List of Courses e Courses Approved by Educo
Course NMame Course Status

Approwved

Basic Mathl({Book Based)

Beginning Algebra {(Custom Course) Approved

[l easic Math_111 Mot Approved

|E‘rer1.d Courses for Approvall

Copyright © 2006 Educo International 12
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3. Create New Course  (1/16)

Terms [¥IITE] 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

u
A 4
Items Per Page MI'

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

 There are two types of courses that you can create:

A. Book Based Course | B. Custom Course

Copyright © 2006 Educo International 14



3.1 Create Book Based Course (2/16)

Terms [¥I(7:] 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. P

Course I ﬁ 1. Whele Numbers
®{3 2. Factors and Multiples

Create Course * B89 3. Fractions

Course Type |Standard Course - "Ei 4. Decimals
o -3 5. Ratio and Proportion
Course |Basic Mathematics - | View 3 6. Percents

B 7. Tables and Graphs
B 8. Measurements
Select GradeBook Template |Institution - @ 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 your need under 'GradeBook' option in Instructor Login)

* Course Title Basic Mathematics

Institutional Code |[MAT 00|

Course Description

Keywords

| Continue | |Cance| |

Copyright © 2006 Educo International 15



3.1 Create Book Based Course (3/16)

Terms [¥I(7:] 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
=-C Basic Math ——_
Ei 1. Whole Numbers BOOK Based
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 © 2006 Educo International 16



3.1 Create Course - Course Approval (4/16)

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

: _ v
 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 |Cuurs& Approval |II

Copyright © 2006 Educo International 17



3.1 Create Course - Approval (5/16)

Terms [¥I(7:] 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

[5 select the courses to be approved from the list of courses displayed be approved by Educo
within 24 hours.

Name Spring 2007

List of Course

Select the courses

Coursz Name to be approved Course Status

Basjt Mathl(Book Based) Sent for Approval

BEginning Algebra (Custom Course) Sent for Approval
[ ]/Basic Math_111 Mot Approved
Basic Math Mot Approved

Send Courses for Ap'prwal

Copyright © 2006 Educo International 18



3.1 Create Course - Approval (6/16)

{1111 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”.

I? Select the courses to be approved from the list of courses displayed
Name
List of Courses
Course Name
[1 Basic Math_111
Easic Math

[1 Beg. Algebra

|S—er‘|.d Courses for Appr-ovall

Course Status
Mot Approwved
Sent for Approvwal

Mot Approved

 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

MName Spring 2007

List of Courses Courses Approved by Educo

Course Name
[] Basic Math_111
Basic Math

[] Beg. Algebra

|E‘rer|.d Courses for Approvall

Course Status
Mot Approved
Approved

Mot Approwved

Copyright © 2006 Educo International 19



3.2 Create Custom Course (7/16)

Terms [¥I(7:] 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 'GradeBook'option in Instructar Login)

Institutional Code |[MAT 005

Course Description

Keywords

Continue | |Cam:e|

Copyright © 2006 Educo International 20



3.2 Create Custom Course (8/16)

Terms [¥I(7:] 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.
2. Over on the right side, select Levels

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
iy AL Gl AL gjhttp:J'J'educosnft.cnmll'ecf,l'CDursell'AddLevel.aspx?motV
Course Title : Beg. Algebra jJ Enter NO. Of
Add level
----- O[FIBeg. Algebra - > Enter No.of Levelss | levels
|Chapter 1 | '
=5 : *‘I—_!—_— R
|Chapter
|Chapter .
| = = Click Add
. [ 4
Check in front of — : to add the
the tltle Of the (Chapter & = Move Ne. of Position| IZ”E' Ievels
course tO add | Save and Complete later |
content : :
Click Submit to see
created levels '
(g € Intermet 00 v

Copyright © 2006 Educo International 21



3.2 Create Custom Course (9/16)

Terms [¥I(7:] 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.

2. Over on the right side, select Levels

3. Enter No. of Levels. (e. g. 3)
Select
4. Click “Add” and add levels window will pop-up to add the levels. “Levels” to
add levels
Hierarchy Expand ALL Collapse ALL .
Course Title : Beg. Algebra - Enter NO. Of
Add level _
E@ [ Beg. Algebra ] ) Enter No.of Levels Ievels
=8 Elchapter 1 [Section 1 ] : '
ﬁ [l chapter 2 reT—— 5 *I'_— g m OR
@[ Chapter 3 :5 i :
ﬁ[ Chapter 4 =echon : s -Edi H
w0 Chapter 5 Cancel _ CIICk Add
: to add the
Move No. of Position| E”El Ievels
| Sawve and Complete later |
Check the title
of the Chapter Click Submit to
to add sections see created levels [ Generate Course |
)|
[# € mtermet 00 v

Copyright © 2006 Educo International 22



3.2 Create Custom Course (10/16)

Terms [¥I(7:] 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

-
ILEIuEIs vI

EI"E)QETQ- == CIiCk Import to Enter No.of Level_c.i

Chapter 1

& Elsection 1 add the content e
&5 [ section 2 Import

(= ImportLO - Windows Internet Explorer

/N
]

& | http: ffeducosoft.com/ecffCourse/ImportLs, aspxPOpType=IMPORT &Mode Ty pe=0&Nodeld=246248L OId=-1&CompType=L&frmPage=CRLevel

Course . = Fosition] IZIEI
Select the course from which you T e—
. = want to import the objective. S

Keywords E
Course
Na Created Date Keywords
EBasic i 1001 2/15/2006 12:43:24 PM Whole Numbers, Fractions, Decimals, Percents, Integers, Basic Geometry,
Mathematics and Measurements
Beoiming Fre-algebra review, linear eguations in one variable, Linear equations in

1004 2/16/2006 11:43:10 AM  tweo variables, system of linear equations, Polynemials, Rational functions,
Algebra * i
Roots, and Quadratic Equations

Basic Math dro
(DP) 007 11/2/2006 10:50:03 AM

— Cancel

L 100%
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2.2 Create Custom Course (11/16)

Terms [¥I(7:] 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.

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

Expand AlLlL Collapse ALL

=-CpBasic Mathematics
L:_IEi |:| 1. Whole Numbers
EIEi [11.1 Place value System
i Ei 1.1.1 Determining Place Values in Whole Numbers
: Eh Ja.2.2 Expressing Whole Numbers in Words
Ei [11.2 Expanded Form, Inequalities, and Rounding of wW...
Ei [11.2 Addition and Subtraction of Whole Numbers
Ei Jr.a Multiplication and Division of Whole Numbers
- E [11.5 Exponents, Order of Operations, and Averages
H-IE5 [] 2. Factors and Multiples
= [03. Fractions
H-E [ ] 4. Decimals
H-IE5 [] 5. Ratio and Proportion
= Oe&. Percents
- [ ] 7. Tables and Graphs
H-E2 [ ] 8. Measurements
= [1o. Basic Geometry
2 ) [[]10. Integers, Exponents and Order of Operations

o O oy IO o OO ory I o OO or OOy A OO i

Copyright © 2006 Educo International 24



2.2 Create Custom Course (12/16)

Terms [¥I(7:] 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
e title of the imported objective, Select
a--@ g EE._,_ Algebra T qtc_eletctehthte Iistedd Ieal;ning t Enter No.of Levels| |
=0 [ chapter 1 activities that you do not want.
28 Osection 1 OR
220111 Determining Place Values in Whole Numbers
-~ [ Tutorial
@ ] Examplel
|
-3 [JExample2
@ | Example3 Move Mo. of Pusiticml:l

@ O Exampled
@ [IPractice Test
B D Homework
B [ quiz

&6 [ section 2

| Back to My Courses |

Copyright © 2006 Educo International 25



3.2 Create Custom Course (13/16)

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

ELC-CA

 Once the Levels and Learning Objects are added,

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

Hierarchy Expand ALL Collapse ALL o
.
Course Title : Beg. Algebra “‘ | Select v|
. W .
= h Beg. Algebra ‘. Enter No.of Levelslj
ﬁ [l chapter 1 .,
ﬁ D Chapter 2 t“ OR
#8 Dchapter 3 3
i .
..
H & Ochapter 4 "‘
=& ] chapter 5 .

.

*

“‘ Move Mo. of Pusiticml:| E”El

.
Sy | Save and Complete later |

[
X
I Generate Course I
@rrcsrssssssssssEEEsEEnEEEnnEnn

@ Confirmation for the course has been generated successfully

Course has been generated successfully.

Copyright © 2006 Educo International A



3.2 Create Custom Course (14/16)
Terms [¥I(7:] Sections Instructors Alt Coordinator Communication Manage Survey Reports My Profile Support FAQ Logout

 Once the course is created successfully, Click on “Ter?ns”
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 |Cuurs& Approval |II

Copyright © 2006 Educo International 27



3.2 Create Custom Course (15/16)

{1111 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.

[5 select the courses to be approved from the list of courses displayed
Name Spring 2007

List of Courses

Course Namfe Select the courses
to be approved

Basic M {Book Based)

Begiining Algebra (Custom Course)

Basic Math_111

Beg. Algebra

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

Send Courses for Ap'prwal

Course Status
Sent for Approval
Sent for Approval
Mot Approved

Mot Approved

Copyright © 2006 Educo International pAS



3.2 Create Custom Course (16/16)

{1111 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
Name Spring 2007
List of Courses

Course Name Course Status

[] Basic Math_111 Mot Approved

o]
il
1

1]
0 [

Math

3

for Approwva

]
(=] Q

Algebra

(i) ]

wal

Sent for Appr

|E‘rer1.d Courses for Appravall

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

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

Name Spring 2007
List of Courses Courses Approved by Educo

Course Mame

Course Status

[] Basic Math_111 Mot Approved
[l Basic Math Mot Approved
[0 Beg. algebr

Approved

|Ser|.d Courses for Appruvall
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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 a course :
- Enter the number of sections and Click on “Go”.

Section

[ List of Sections displayed. Select the Term and Course to get the list of Sections
Term Type Standard -
erm AU Workshop + @ Active/Inactive ) Expired Al
Select Course Caloulus T& I » Add Section(s) 1 m Egn Master Sectian

Meeting Time Location Ho of Students Instructor Master Section
1 Study, K Mo Edst Delete

No. Section Name

1. Calewlus [ & 1

Select Term and Course to
a create a section

Copyright © 2006 Educo International 31



4. Create a Section (213)

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

Section List

5 List of Sactisns displayed. Salect the Term and Calrse ta get the list of Sactians
Term Type Standard

Select Term  CAU Workshop « @ Active/Inactive 12 Expired o an

Select Course  Calculus [ & 1] ~ Add Section(s) 95 Assagn Master Secton
Section Name Meeting Time Instructor

Caleulus 1 & 11 Study, K

- A s
Cadculus [ & I1 CRN 187603 900} AN ¥ | Thy10:00 Bidg A Am.234 Sharma, Man

1 BM Y z
Cadculus [ & 1l LRN 153687 = | A Bigg C Em.106 Study, K

11:00 AM 2: PM a5 3
Calculus [ & 11 CRN 980892 T FTg12:00 X Bidg A Rm.234 Sharma, Man

Calculus [ & [1 CRN 34552 oOj | P - [ToD2:30y P Bldg € Rm.106 Study, K

Sawe || Cancel |
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4. Create a Section (3/3)

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

Section List

-..r Last of Sections displayed. Select the Term and Course to get the list of Sections

Term Type Standard =

Select Term CAU Workshop » @ Active/ Inactive ) Expired AN
Select Course Calculus [ & 11 = Add Section(s) m |Aminn Master Sechon

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

1 Calculus I & 11 1 Study, K No Edit  Delate

2. Caleulus I & II CRN 187603 09:004M To 10:004M Bidg A Rm.234 o] Sharrna, Man No Edit Delets

3. Calculus 1 & II CRN 155687 03:00FM To D4:45PM Bidg € Am.106 ] Study, K Mo Edit  Delete

a. Caleulus I & IT CRN 980832 11:00aM To 12:00PM Bldg A& RmM.234 o Sharrma, Man No Edit Delete

5, Caloulus T & IT CRN 34552 DE:00PM To OF:30FM Bldg C Am.106 1] Study, K No Edit  Delete

Newly Created Sections
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5. Add Instructors (1/3)

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. Chek on 'Add Instruckor” to Add an Instructor.

u

Search co ) Items Per Page v1-'i.n'3-'-- Al -
[ add instructor ||

o, Mama E-Mail Id Assign Permissions Term Permissions

1, Chawdhury, Ashim insl@educo-int.com View | Edit | Delete

2. Sharma, Man cc2@educo-int.com Wiew | Edit | Delete

3. Sintheju, Gir ms3faducs-int. com View | Edit | Delate

4, Study, K soft123@educo-int.com View | Edit | Delete Assign Permissons Tarm Permissions
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5. Add Instructors (213)

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

Thime Foe | (GMT-085:100)0 Facific Time

S anada -
= F_pMail Id eduvco=soft@yvsbhoos comm
= Confirm E il Id educosofti@yvahoo.coamn
= PE s s aeS i Lo (&t fea=t & chars lang

= Confirm Fasswoord
Sl sbicery

* First Mame
rFMiddle Narme

= Last Name Soott

= Language English -

* Indicates
required fields

e =
- Address 1 (123 Rope Rd

IS0

Addreoss 2

= Tty MNorth Park

= Srabte Califorma

= Fip Code 10009
= Coaamiry LSO -
Phone 818-789-9023

P brille

(Exampla: &78857FB67EL, 38450984507

Upload Image Erovwae

I Horve II{_".-FI-E-I-I
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5. Add Instructors (313)

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

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

[ List of Insructors. Click on "Add Instructor’ tp/Add an Instructor.

Search o Ilems Per Page  View Al v
[ Add Instructer

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 Assign Permissions Term Permissions

3. Sharma, Man cc2@educo-int.com WView | Edit | Delete

4. Sinthaju, Gin ins3@educo-int.com View | Edit | Delste

5. Study, K softlZ23@educo-int.com View | Edit | Delete AsEIgn Permissions Term Permissions
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6. Alt Coordinator (2/3)

Terms Course Sections Instructors LU IGlIiniold Communication Manage Survey Reports My Profile Support FAQ Logout

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

¥ L=t of At Cogrdinator, Click on Add A% Coordinator’ to add an AR Coordinator

Search User 6o Items F:er Paue' Wiew all od
| 4dd At Coordinater ||

No. Name E-Mail Id

1. James, Scott educnmﬂﬂyahuu.cnm Wimw | Ed#t | Delste |Ihﬁgvﬂ mmmmmmmmm ] IITErrn Permission .5 I

2. K, Study softl 23#w Assign Permissions | Term Permissiogs

Change or add permissions Assign a term to Alt Coordinator. *Note if the
assigned to a Alt Coordinator Alt is not assigned the term the
responsibilities assigned do not apply.

Copyright © 2006 Educo International 39



6. Alt Coordinator (213)

Terms Course Sections Instructors LU IGlIiniold Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA

To Add Alt coordinator enter required Information and “Save.

Add Alt Coordinator

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

* E-Mail Td educoszoft@vyahoo. com

* Confirm E-Mail educosoft@yahoo.com

* Password sese (at least 6 chars long)
* Confirm Password ssssss
Salutation Prof, =
® First Name lames

Middle Name

® Last Name Scott

* Indicates
* Language English -

required fields
* Address 3 (127 Rope Rd =
-
Address 2 =
FE55 ;—n
* City |North Park
* Stale Calfarnia -

* Zip Code 10009

* Country USA =
Phone B18-789-9023
Mobile {Example: 67867E6TEE, 9845098450)

Upload Image Browse... |

[save ][ cance ]
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6. Alt Coordinator (213)

Terms Course Sections Instructors LU IGlIiniold Communication Manage Survey Reports My Profile Support FAQ Logout

ELC-CA
e e Select terms Alt CC
Term Type Al - ap mpugs .
. ,.,.,...,,./ rerm Type responsibilities will
| sSpring 2007 Standard be activated
7 Fall 2007 Standard
1 Year 2008 Stand —
[l Testing Term Stand Em“ Permissions
[ caAU Workshop Stand [[] select All Permission
[ save | I [F] Term
- [ Course
[#] Section

Instructors
Lfl Communication

¥ 1nternal Mail

¥ Announcements
¥ Discussion Forum
Ass I g n /J [# Manage
permiSSionS ¥ Access code
and Save & Lab License

¥ Transfer Student

| Student Registration
i Survey

[ save | [cCancal |
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7. Communication | Internal Mail (1/3)

Terms Course Sections Instructors Alt Coordinator [¥ululiiitwlililil Manage Survey Reports My Profile Support FAQ Logout

ELC-CA ‘ ‘Internal Mail ‘

Use this function to check received e-mails from Educo/lnstructors/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
[ 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| Move |
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7. Communication | Internal Mail (2/3)
Terms Course Sections Instructors Alt Coordinator [¥ululiiitwlililil Manage Survey Reports My Profile Support FAQ Logout

‘ ‘Internal Mail ‘

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

v
Address Book Search for Addres=secs

Inbos Compose

I sSwsterm and User Created folders

Sywstem Folders
@ Inbox N\ .
S st Trerme Click on any system folder to
B, Drafts view previously received e-mails
User created folders
[ Personal Folder Mame
Enter the name of Personal

1 Morming Class

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

Search for Addresses

I!Zrea'te Folder] | pelet=

Address Boolk

rrbox compose

= Sys=staerm and User Created folders

Swstem Folders
E2 Inbox New folder created

=] Sent Items

@ Crratts

User created folders

I Folder Mame

1 Eweninag Class

1 Morninag Class
ICreate F\ctlderl I D=lata I
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7. Communication | Internal Mail (3/3)

Terms Course Sections Instructors Alt Coordinator [¥ululiiitwlililil Manage Survey Reports My Profile Support FAQ Logout
ELC-CA ﬂlnternal 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 Add S Options

Lr: Here you can compose a mail

wWITa
581 o'
LWBce
Subject
Attachments Bowse_ | | uplead |

_A‘{E&':Funtunrn:_ - l4px '|Zuo=m '_HH::E d a2y S B= &G ﬂ"l'_yr'g. L ﬁm
(9-e- Y O-Hasd 32 A HFdE B Uk EEEEE X AR S

|/ Design | O Preview

| Sand | Sawve Draft | Cancal | [¥] sawe Qutgoing Messages #lsand a copy af mai by regular email
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8.1 Manage | Users

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

Institution Profile

Institutional Users

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

 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 —_—
account
Stalus a6 -

Term Type Standard =

Students

Students

Term Al Terms -

Course Al course -

Section all Section =

Last Name First Name E-mail id

E Search exact patlern : Search axack pattern |j Search axact patbern

| Saarch ] Items Per Page 10 -
[Crop Student]| | E-Mail |
[T Name User Type E-Mail 1d Guest Registration End date
1. : Allen, Ethan Student estdlE@educo-int.com View | Edit
2. || Austin, Dallas Student est3sl@educo-int.com View | Edit | Profile History
3 : Badalian, Rlaymand Student rbifws.com View | Edit
d. : Bailey, John a Studant jo@ws. com View | Edit
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8.1 Manage | Users

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

1. Search for Student by term, course, section and name/email
_— 2. Select Student from the search list.
3. Click on “Drop Student” -
4. Confirm.
Status All - 1-
Term Type Standard «
Term Cal Workshop -
Course Pre Calculus -
Section FC_AC-CA
Last Name First Name E-mail id estdlEPeduco-int.com
[¥] search exact pattemn [F] search m=act pattern Seanch axact pattern
| Search | 3. tems per Page 10 -
[rop Student]| [ e-mad |
2-!_ MName User Type E-Mail Id Guest Registration End date
1.H.ﬂdlen, Ethan Student estd05@educo-int.com Wiew | Edit
2. 7] James, Damel Student estd06@ educo-int.com Message from webpage ] i
3. || Logan, Ava Student est407 Beduca-int.com it
4, [F] Wewman, Nick Student est409@educa-int.com . it
5. 7] Perry, Tyler Student estd0a@educa-int.com 6 e e s i kil

Copyright © 2006 Educo International 48



L)
)
)
®
J
>
)
@
@®
J
®e

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

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 A Loores
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 (enerate 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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ELC-CA Institution Profile
Institutional Users

Access Codes
* Instututional. Institutional License type can be used 10 register 1or

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

“"ense L

o i e T B e e e ey

Select License Type| Institution |v|

¥ License Description Inst. Licenses

*No. of CALS

License Date 12/17/2006 =l

Save Request Approval Cancel
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ELC-CA 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.

Select License Type Section ~

Select Term| Fall 2006 [»|

Select Section| 01 ~ |

* License Description Fall 06 Section
*MNo. of Access Codes 2

License Date |12/17/2006 =l

Save Request Approval Cancel
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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_l_:;‘_::_:_qr_'._s_qn:_'!v
Select Term| Fall 2006 ||

Select C-:turse!. Basic Mathl(Book Based) ':l

* License Description Fall 068 Section

*Mo. of Access Codes 2

License Date (12/17/2006 _@H

S5ave Requeast Approwval 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

ﬁ List of Licenses :IIIIIIIIIIIIIIIIIIIlllllllllllllllllllll
]

u
Items Per Page View All
u

:
No. License Description License Type License Date No. of Institutional License No. of Course Access Codes Approval Status E
1. Year 2008 Institution 3f4/2008 50 N, Approved Edit Vi& Details
2. Fall Workshaop 2009 Institution 7/31/2009 35 N, Approved Edit View Details

* Click on “Details” link .

Access Code

0 Back
License Details

ﬁ LlsthLlcenses ..........................................................................It.e.r“.s.P.Er.#a.gEUiEINA”'

No. Date No. Generated No. Used Note v

1. 7/31/2009 5:48 PM 55 0 Detalls
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ELC-CA

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

License Details

ﬂ!a:k

¥ List of Licenses

No. of acoess codes: 55
Date of generation: 7312009 5:48 PHM

License generabion Motes : Nil

Mo, Access Code
1. SCSA-8ZPM-RRVEN
2. CTRPD-WX41-wK55
3. DVWX-ACSE-DMWA
4. EFZU-X4NE-MSES
5. FUXN-EIKR-PS3X
6. JAS)-DT2Y-A1)6
7. KPRX-C7FZ-FEHZ
a. QYQEZ-IXPU-MFUC
a. ROHE-UTDE-VFUA

i0. TZ5W-SBDF-CHPY
11. UWFD-EB3C-0QFAS

Date
F/31/200% 5:48 PM
7/31/2005 5:48 PM
7/31/200% 5:48 PM
73172005 5:48 PM
7/31/200% 5:48 FM
TIA1/2005 5:48 PM
7/31/200% 5:48 PM
T31/2005 5:48 PM
773172009 5:48 PM
T/31/2009 5:48 PM

T/3LF2009 5:48 PM

Items Per Page View All =

View Unused codes
‘Wiew Used codes

Print

| |Export to excel sheet |

Status
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used

Mot Usad
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8.3 Manage | Transfer Student  (1/3)

Terms Course Sections Instructors Alt Coordinator Communication LEIET[] Survey Reports My Profile Support FAQ Logout

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
R R -~ =ucent | Tecton )1 to see the

ﬁ Pick up dropped student from the list and assian to same section IISt Of dropped StUdents
= / from that section Ttems Per Page View Al ~

Select Term CAU Workshop -

Select Course FPre Calculus -

Select Section PC_ELC-CA

No. Name E-Mail Section 2.

1 Allen, Ethan est405@educe-int.com PC_ELC-CA «--Select Section--> - Select a

_assion | ; reo section to
T : D ' — assign it to

Click _ASS|gn to assign \ the student
student into requested class
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8.3 Manage | Transfer Student (213)

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

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

!..' Pick up dropped student from the course kist and assign to same g different section within that course

L Items Per Page View All
Celect Course Pre Caloulus -
Saciion Guest Registration 2
No. Name E-Mail Id
3 End e Select a
1. Alien, Ethan est405@educo-int.com PC_ELC-CA i i R )
section to

— assign it to

h
Click “Assign” to assign e the student
student into requested class
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