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Step 1: Logging-in and accessing your
dashboard

'

EDUGOAL

vovovovo

* Navigate to:
app.edugoaleducation
.com

* Enter your username
and password (8-10
ssssssss ~ A, alpha-numeric text)
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Email

* Click Login



Step 2: Navigate to the Menu

£0

U
e + Select “District
@» / District Admin

o ” .
... Admins” to begin
b == s : adding District

First Name *  Last Name +  District +  Schools + Email +  Position *  Actions

o .o
Supe i Administrator users
Robert Johnson District 3 144 robert1@example.com Director o # o
District Admins = e
Smith District 2 99 jane smith1@example.com Coordinator o @ m
School Admins Doe District 1 91 john.doe1@example.com Manager o o ° D i st ri Ct Ad i n ist ra t r
Teachers Zala District 1 91 vishal1@yopmail.com Distrcit Officer o @ m
L]
5 @ users should include:
Students Admin B District 1 91 districal@yopmail.com District Admin A o m .
5 . ]
District GT District GT 110 DistrictGT@elearning.com District Admin o @ m ‘ h I ef E d u cat I o n
. Curriculums
bistrict 10 District 10 District 10 80 District10@elearning.com District Admin o F o ff. - t - t
eBook District 9 District 9 District 9 108 Districtd@elearning.com District Admin o @ o ’
o L]
o District 8 District 8 District 8 53 District8@elearning.com District Admin o # o E d u ca t I O n Offl c e rs’
District 7 District 7 District 7 69 District7@elearning.com District Admin o @
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ExternalLinks
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Step 3: Adding District Administrators —
Bulk or Single Entry

EDUGOAL

; Users
ADMIN ADMIN
admingadmin.com ;‘. / District Admin
88 Dashboard
Show 10 entries Search: J
- Users
First Name *  Last Name +  District +  Schools + Email + Position *  Actions

= s * Administrators can be

robert1@example.com Director o m
= District Admins JECS o
Jane Smith District 2 99 jane.smith1@example.com Coordinator o # m a e u S I ng a u
— School Admins John Doe District 1 91 john.doe1@example.com Manager o @ i h . I
dpproacn or a singie-
— Teachers Vishal Zala District 1 91 vishal1@yopmail.com Distreit Officer o m
= Stiidents District A Admin B District 1 91 districal@yopmail.com District Admin A o m e nt ry a p p roa C h
District GT District GT District GT 110 DistrictGT@elearning.com District Admin o @ m
. Curriculums
District 10 District 10 District 10 80 District10@elearning.com District Admin o #F o
- Book -
= District 9 District 9 District 9 108 Districtd@elearning.com District Admin o @ m
Inbox District 8 District 8 District 8 53 District8@elearning.com District Admin o #F o
District 7 District 7 District 7 69 District7@elearning.com District Admin o @

Staff Development Workshop
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Step 4: Adding District Administrators —
Bulk Entry

EDUGOAL

b Users
adming@admin.com o / District Admin

88  Dashboard

Show 10 entries Search:
- Users
First Name +  Last Name +  District +  Schools +  Email +  Position
Super Admins
Robert Johnson District 3 144 robert1@example.com Director o
2 .
District Admins T ° “" ”
Jane Smith District 2 99 jane smith1@example.com Coordinator o & o
School Admins John Doe District 1 91 john.doe1@example.com Manager o @ W fe at u re to a d d 5 o r
Teachers Vishal Zala District 1 91 vishal1@yopmail.com Distrcit Officer o & m
o L3
o more district
Students District A Admin B District 1 91 districa1@yopmail.com District Admin A o & m
e .o .o
District GT District GT District GT 110 DistrictGT@elearning.com District Admin o & m a d m l n I st rato rs at o n ce
. Curriculums
District 10 District 10 District 10 80 District10@elearning.com District Admin o & m
- eBook District 9 District 9 District 9 108 District9@elearning.com District Admin o @ o
District 8 District 8 District 8 53 District8@elearning.com District Admin o & m
District 7 District 7 District 7 69 District7@elearning.com District Admin o & W
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Step 5: Adding District Administrators —
Bulk Entry

I Users
ADMIN ADMIN Export
Samin@admen com 2. / District Admin

B8 Dashboard

—+ Add District Admin

Show 10  entries search:
H ({4 14
— * Click the “Import
First Name +  Last Name . District +  Schoots +  Emait +  Position Actions
Super Admins
Robert Sohnson Oistrict 3 144 abarti e aspie com Tty o & W
.. - f r r
Jane Semith District 2 99 jane.smith1@example.com Coordinator o & W
School Admins John Doe District 1 o1 john.doe1@example.com Manager o & @ - -
- T = s = —— e o= = more district
B et District A Ademin & District 1 1 districal @yopmailcom District Admin A o & @ . .
[ T J— gy administrators at
Curriculums
Oistrict 10 District 10 District 10 so0 District10@elearning.com District Admin o & @
o i i rr— s g once
e ay ey - = et R - = =

Users
ADMIN ADMIN
Sdmun@admen com

o
1
£
2
El
2
0
n
0

&, / Oistrict Admin / Bulk
Staff Develor

. * C(Click to 1 find
E. . formatted file with

Super Admins

. multiple user

School Admins

information to

Students

upload

ExternalLinks

Staff Development Workshop

* Click 2 to import
file
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Step 6: Preparing a bulk upload file for
import

FirstName MiddieName LastName DateOfBirth Email Password Position CountryName RegionName DistrictName
-b.'l:l —H M : Doe | ‘01!15/1980 | jchn. doe18@example.com password123 Manégér Guyana Reg:bn 1 Di#tnct 1
Jane Smith 0171571981 jane.smith1@example.com pass456 Coordinator Guyana Region 2 District 2
Robert K Johnson 01/15/1982 mobertl @example.com secure789 Director Guyana Region 3 District 3

* The following fields must be included: FirstName, Middlelnitial, LastName, DateofBirth (month, day,
year), DistrictEmailAddress, Temporary Password, DistrictPosition, CountryName, RegionName (if
applicable) and DistrictName (if applicable)

* Acceptable file naming convention: DISTRICTNAMEUSERNAMEUPLOADDATE
(example:OrlandoNChan081725)

* Verify there are no duplicates in the file to prevent upload error

* Acceptable file formats: xlsx or csv format




tep 7: Adding District Administrators —
ingle Entry

EDUGOAL '

b Users
ADMIN ADMIN Export T, Import -+ Add District Admin
adming@admin.com o / District Admin
88 Dashboard
Show 10 entries Search: [
- Users
First Name +  Last Name +  District +  Schools +  Email +  Position +  Actions
Super Admins
Robert Johnson District 3 144 robert1@example.com Director o & m
District Admins e
Jane Smith District 2 99 jane smith1@example.com Coordinator o & o
* Click “Add District
School Admins John Doe District 1 91 john.doe1@example.com Manager o m l I rl c
= Y/
Teachers Vishal Zala District 1 91 vishal1@yopmail.com Distrcit Officer o @ m I n o e n e r o
Students District A Admin B District 1 91 districal@yopmail.com District Admin A o @ m@ d . t . t d e o t t
District GT District GT District GT 110 DistrictGT@elearning.com District Admin o & m
. Curriculums
District 10 District 10 District 10 80 District10@elearning.com District Admin o & m
- eBook District 9 District 9 District 9 108 District9@elearning.com District Admin o @ o
District 8 District 8 District 8 53 District8@elearning.com District Admin o & m
District 7 District 7 District 7 69 District7@elearning.com District Admin o & W
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tep 8: Adding District Administrators —
ingle Entry

EDUGOAL '

b Users
ADMIN ADMIN Export T, Import -+ Add District Admin
adming@admin.com o / District Admin
88 Dashboard
Show 10 entries Search: [
- Users
First Name +  Last Name +  District +  Schools +  Email +  Position +  Actions
Super Admins
Robert Johnson District 3 144 robert1@example.com Director o & m
District Admins e
Jane Smith District 2 99 jane smith1@example.com Coordinator o & o
* Click “Add District
School Admins John Doe District 1 91 john.doe1@example.com Manager o m l I rl c
= Y/
Teachers Vishal Zala District 1 91 vishal1@yopmail.com Distrcit Officer o @ m I n o e n e r o
Students District A Admin B District 1 91 districal@yopmail.com District Admin A o @ m@ d . t . t d e o t t
District GT District GT District GT 110 DistrictGT@elearning.com District Admin o & m
. Curriculums
District 10 District 10 District 10 80 District10@elearning.com District Admin o & m
- eBook District 9 District 9 District 9 108 District9@elearning.com District Admin o @ o
District 8 District 8 District 8 53 District8@elearning.com District Admin o & m
District 7 District 7 District 7 69 District7@elearning.com District Admin o & W
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Step 9: Adding District Administrators —
Single Entry

£ o
* Enter all Basic
Information in the
fields
| [Corame ] * Create temporary
] | [oermen - password

 Click “Save and Next”




Step 10: Adding District Administrators
— Single Entry

Institutional Infprmation

) * Enter all Institutional
| (oot ) Information in the
fields

* Click “Save”
Bl emook

B inbox

& Staff Development Workshop

LEV | cCancel |
& Externallinks _ _
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Step 11: District Administrators —
Dashboard

£ o

EDUGOAL

ISR

Users
& Export J  Import -+ Add District Admin
o / District Admin . .
e All District
ISTrIC

. Administrators added
Show 10  entries Search: [ J
Users .
First Name +  Last Name +  District +  Schools + Email +  Position +  Actions Wl e s ow n O n t e
Super Admins
Robert Johnson District 3 144 robert1@example.com Director o @ m d a S h b a rd
District Admins R O
Jane Smith District 2 99 jane.smith1@example.com Coordinator o & m
School Admins John Doe District 1 91 john.doe1@example.com Manager o @
Teachers Vishal Zala District 1 91 vishal1@yopmail.com Distrcit Officer o @ i Y D o n ot fo rget to S h a re
Students District A Admin B District 1 91 districal@yopmail.com District Admin A o # m ) t
District GT District GT District GT 110 DistrictGT@elearning.com District Admin o @ m p y
. Curriculums .
District 10 District 10 District 10 80 District10@elearning.com District Admin o @ m p a SSWO rd W I t h t h e m
- eBook District 9 District 9 District 9 108 District9@elearning.com District Admin o & m
District 8 District 8 District 8 53 District8@elearning.com District Admin o @ m
District 7 District 7 District 7 69 District7@elearning.com District Admin o &
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Step 11: Updating District Administrator
Dashboard

£ 0
EDUGOAL

Users
& Export J  Import + Add District Admin
&, / District Admin

88  Dashboard

Show 10 entries Search: [ }

R * Click “Edit” to update
First Name *  Last Name 4 District +  Schools +  Email +  Position + Acti p

= Super Admins . -
Robert Johnson District 3 144 robert1@example.com Director a n y fl e I d W I t h

I =  District Admins

Jane Semith District 2 99 jane smith1@example.com Coordinator o o - f t -
— School Admins John Doe District 1 91 john.doe1@example.com Manager o o
— Teachers vishal Zala District 1 91 vishal1@yopmail.com Distreit Officer o o
B Siidents District A Admin B District 1 91 districal@yopmail.com District Admin A o F m
District GT District GT District GT 110 DistrictGT@elearning.com District Admin o @
. Curriculums
District 10 District 10 District 10 80 District10@elearning.com District Admin o @ 1 . " ”
5 * Click “Delete” to
Book District 9 District 9 District 9 108 District9@elearning.com District Admin o
District 8 District 8 District 8 53 District8@elearning.com District Admin Lo
B nbox
District 7 District 7 District 7 69 District7@elearning.com District Admin o @ m
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Congratulations

You’'re All Set!
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