
Getting Started Set-up Guide

School Administrator Profile



Step 1: Logging-in and accessing your 
dashboard

• Navigate to: 
app.edugoaleducation
.com

• Enter your username 
and password (8-10 
alpha-numeric text)

• Click Login



Step 2: Navigate to the Menu

• School name and 
teacher’s name given 
at the top of the menu

• Teachers are also 
known as School 
Administrators

• Select “Teacher” to 
begin adding Teacher 
users



Step 3: Alert Notifications and Message 
Inbox

• Indicates 
unread/unchecked 
alerts and messages

• Indicates unread 
messages sent via the 
system; messages can 
be sent between 
district and school 
administrators; only 
teachers can send 
messages to students 



Step 4: Adding Teachers – Bulk or Single 
Entry

• Teacher can be added 
using a bulk approach 
or a single-entry 
approach



Step 5: Adding Teachers– Bulk Entry

• Click “Import” 
feature to add 5 or 
more teachers at 
once

• Click (1) to find 
formatted file with 
multiple user 
information to 
upload

• Click 2 to import 
file
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Step 6: Preparing a Bulk Upload File for 
Import

• The following fields must be included: FirstName, MiddleInitial, LastName, DateofBirth (month, day, 
year), SchoolEmailAddress, Temporary Password, SchoolPosition, CountryName, RegionName (if 
applicable) and SchoolName

• Acceptable file naming convention: TEACHERNAMEUSERNAMEUPLOADDATE 
(example:OrlandoNChan081725)

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

• Acceptable file formats: xlsx or csv format



Step 7: Adding Teachers – Single Entry

• Click “Add Teacher” to 
enter 1 to 4 Teachers



Step 8: Adding Teachers– Single Entry

• Enter all Basic 
Information in the 
fields

• Create temporary 
password

• Click “Save and Next”



Step 9: Adding Teachers – Single Entry

• Enter all 
Institutional 
Information in the 
fields

• Click “Save”



Step 10: Teacher Dashboard

• All Teachers added 
will be shown on the 
dashboard

• Do not forget to share 
users’ temporary 
password with them



Step 11: Updating the Teacher 
Dashboard

• Click “Edit” to update 
any field with 
information

• Click “Delete” to 
remove any record



Congratulations

You’re All Set!
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