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1. Setup & Configuration

1.1 | am the school administrator, how do | setypschool account?

Setting up your system will take about 1-2 houedpke you get started make sure you have thesedile
hand and fully completed:

Your School Logo (in GIF or PNG format, no moreritZ00 pixels wide)

Your Front Page Image (in JPG or PNG format, staed93 (W) x 290 (H) pixels)
Classes.CS\Download athttp://blog.eduvo.com/assets/2007/6/19/classes.csv
Users.CS\VDownload athttp://blog.eduvo.com/assets/2007/6/19/users.csv

This tutorial video explains how to setup the Edaystemhttp://www.eduvo.com/setupvid/setupvid.html

1. Login to your school admin section at http://yotnsal.eduvo.com/admin (Note: “yourschool” is the
sub-domain that you chose on signup, refer toitireup confirmation email if you forgot your sub-
domain).

2. On the General tab, you will be able to enter awkmw your school contact details. Scroll to the
bottom to enter your school’s existing webmail U&ldress, which will give students one-click
access to their webmail.

Administration Panel : General

Your School
School Mame Eduvo School
Type High School =
[#] Frivate Schonl  [] Religious
Default o i
Language Englﬁ_uh b

Adrnin: Contact

Tel [

Fay

E-rrail [

Address

Gy |

If outside the US, please leave state and zipeode blank.

State/Provirce [
Zip/Postal li
Code

Country |

%



3. Select the Design tab and upload your school imsi@in either GIF or PNG format) and a front page

image (in either JPG or PNG format). For the fiomge image, please note that the dimensions must
be exactly 493 (W) x 290 (H) pixels.

eduvo Yaou have 5 steps left to complete vour setup.

Gettng Started  General Design Users Courses Groups Pages  Account Portal  Log Out
Eduvo Schoal

Administration Panel : Desian

School Logo

Your logo appears on all screens, The logo must be in GIF or PNG format and
shouldn't be more than 200 pixels wide [or we'll have to resize &),

Fﬁqwse __J
Upload Loga

Front Page Image

four image should be exactly 493x290 pixels and in PNG or PG format.

_Browse. |
Upiad image|

4. Select the Users tab, download the “UserTemplat¢ Gie and enter the users (Students, Teachers,
Administrators, Alumnus, or Parents) that you wantegister with Microsoft Excel. When you're
complete make sure to save the file in CSV (Comegagted Values) format, and then select the
file from your computer using “Browse”, and clickipload Users”. This will send a welcome email
to all users prompting them to setup their passsqidote: If you require data migration from
another system, we can handle this step for you)

Ed UVO You fave 3'steps |eft to complete your setup

Gething Started General Design Users Courses Groups Pages Account Portal Log Qut

Administration Panel : Users

Bulk upload

teed help with legacy

P , data migration?
This Feature will aliow you to guickly create user accounts in bk 2

i : " 4% e Id Ba B

1. Make a list of user accounts {including teachers, administrators, etc.) We wollobie haphyto

5515t you in migration

First download our yser template CEV by rght=clicking and saving as and of your legacy systams,
fill it aiut.

Joir & live chat with our

1t should look like this whean youre ready to save and upload. solution spegaksts,

i loa
e 2

You mist save this file as a C5YV.

File niame: b;scrs.cfy\l _‘j Save I

Sayeas byoe: SEEN
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5. Select the Courses tab and click “Add term” togatted. (Note: it's ok if you are on a quarter,
trimester, or annual system, you can adjust theereamd timeframe of the period to suit your school’s
schedule). Enter your term name (e.g. Fall 200ar@u One 2007). Select the start and end dates.

ed UVO You have 2 steps left to complete your setur

Getting Started General Design Users Courses Groups Pages AcCCount Partsl Log Out

Administration Panel : Courses

Add Term
Hama
| (E %au 2006)
Stare Dane
2007 % Mey W | 2B ™
End Dace
2007 ¥ | May |28~
[Add Term|

6. Select “Bulk Upload Courses”, download the “ClasS8&3/” file and enter the courses offered for
that period in Microsoft Excel. When you're donkegse make sure to save the file in CSV (Comma
Separated Values) format, and then select théréifa your computer using “Browse”, and click
“Upload Courses”. (Note: If you require data migsatfrom another system, we can handle this step

for you)
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7. Now that you've added courses, you can either tegal the classes for a particular student, lowal
teachers to add students to their respective dadsgou want to do it student-by-student, setaet
Users tab and click a student’'s name to begin.dDroan instruct teachers to access the Members
page of their courses and manually add all of theidents using the “Add Students” feature.

ed UVO Tou hava 1 steps left fo complete your setup
Getting Started = General Design Users Courses Groups Pages Account Portal  Log Out
Administration Panel :Courses

Bulk Upload Classes - Step 1

rHeed help with legacy
. data migration?

1. Make a list of courses L

First downioad our dlass template CSV by right-clicking and saving as and Mée would be happy Lo
fill i out assist you i migration
fill it ou

of your tegacy sysbams.

it should lock like this when you'ra ready to save and upload

Ioip 2 live chak with our

e I [ i e e e ) e i ey e | | solution spacialists,

1 Frogmr  Doame Lewsal Sectior  Hearod leachi=rs e-razi
i hlatrematizs HL 1N, FD [ fhames |pdal @oding. oo
28 Mathamath SL 1 M2 W, FA_ pang. aasfingped . ady
4B Geogragky  HL 1 T34 R34 ames bowcn@edyg ody
& I8 Fisto’y HL I M34 L theo kivgiadna ey

G I8 Fistasy gL T2, -2 e I3 &

v 8 Fistasy gL 2 MEE, S-S | Licy naveraiFedan &
2o Ciglish £1  1IL | T2, B2 weilwandaoie dyvo ey
38 Engish 21 5L L T2, B2 kel wiltynbe Bk, =
018 Ermglish &1 5L T2 RS2 Javen, vl AEedu 24y
B English 21 5L T2 R2 | peter wangded i edy

Y ou must save this file as a CSV.

8. You're all done with the school setup! Now you d¢agin to your School 2.0 system at
http://yourschool.eduvo.com/ to setup your perspnafile.

1.2 How do | add new system administrators?

Under the Users tab in your Admin panel, click Ateministrators link. Here you can view the current
system administrators and add a new one. Scho@myadministrators cannot be added via the Usexs CS
Bulk Upload, they must be manually added one by one

Administration Panel : Users

uiars administrators

School Administrators

Mams E-mall Type
Siurabh Jalan administrator@eduvo. com School Admin

Add angiher adminiitragor

(Note: when a new system administrator is addeduatent system administrators will be notified graalil,
this is a security precaution designed to alerbi@dleér administrators in case of breach.)
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2. User Profiles

2.1 How do | setup my personal user account?

You can watch a video explaining how to set up ymensonal user account at:
http://lwww.eduvo.com/profilevid/profile.html

1. Login to your school’s site at http://yourschooued.com/

2. On the Dashboard page, select the “Create your@rbifk.

3. Create your profile: upload your profile picturedagnter your contact and personal details.

4. Find friends and colleagues by searching for userse you've found someone you know press “Add
to Friends” and they will receive a friendship regu

2.2 What should | do if | see offensive or inappra profile content?

If you have found inappropriate content, click “Regnappropriate content” on the bottom of thegabis
will enable you to send in a complaint report. Yoamplaint is strictly confidential.

Report Inappropriate Content

URL: http:f/gis.eduvo.com/users/287

Your compdain

' Report content | or Cance



2.3 How can | add videos to my profile?

Search YouTube for an appropriate video that yootwadisplay on your profile, select and copy lihk,
paste the link in the textbox, and click “Add Video

Videos =+ Add video
YouTube URL
f Y
Add ) Cancel
Added March 16, 2007  /SUBSCRIBE
From aktubannm to akiubannm
Frlaay

Catogory Pots & Animals

Taas Friday
URL  http://www.youtube com/watchiv=Elym37 50
Embed <abject width="425" height="350"> <param r

1. Copy the URL of the video from YouTube.

2. Paste the URL into the field above.

2.4 Where can | update my basic, personal, anccbintfo?

On MyProfile overview, click “Edit” on any of thesladers to update your info.

Personal Info Edit
Activities Cricket, CCGC
Interests Cricket, Wireless Communication, Coffee

Faworite Music Trance
Favorite Movies  Godfather
Fawvorite Books Barbarian at the Cates, Winning

2.5 How can | change my profile picture?

On MyProfile overview, click “Change Photo” and ywill be able to upload a new profile picture. (Eot
make sure your profile picture is in .jpg, .gif,.png format).
Change Photo

Phots 1o upload:
{ Choose file ) no file selected

"Upload Phota | or Cancel

2.6 Who is able to post on my message board?

Only your friends are able to post on your messmged. Additionally, you can always delete inappiate
posts from your message board. You will be notibédny message posts via email. If you do not wash
receive these email notifications, you can adjustsettings in My Account under Email Notifications
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2.7 Who is able to view my profile?

Presently, all users registered at your schoohhle to view your profile. Users, who are registiese other
schools, will only be able to view your profile whgou have added or confirmed them as a friend.

2.8 Are my files accessible by everyone?

Yes, your files are accessible to everyone. Imteg future, we plan to enable “private” files thait only
be visible to yourself or to your friends.
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3. Login and Password Problems

3.1 When | try logging in, the page freezes andinothappens. What can | do?

Make sure you have “cookies” enabled on your browse
1) In Internet Explorer, on the top bar click theols menu and select Options. Click the Privacy aaiol
adjust your privacy settings to enable cookies.
2%
General | Security Privacy fcmnt} Cennections | Programs | Advanced |
Settings
% Select 3 setting for the Intetnet zone.

i Medium

-1
= | - Blocks H1|rd-partr conkiss that do not have 3 compack
privacy policy
| - Blocks third-party cookies that save information that can
i beused ta conbact you withaut vour explicit consenk
| - Restricts first-party cookies that save information that

,_can be used to contact you wikhouk your implicit consent

Sikes I Imnpork Advanced | Drefats i

Pop-up Blacker -
|| Prevent most pop-up windows from Settings |
- appearing,

I¥ Turn on Pop-up Blocker

oK I Cancel | Apply ]

2) In Firefox, on the top bar select preferencesdop and choose the “privacy” tab, then enabie fAllow
sites to set cookies”.
= T x]

options ________________
HEer & &

Gemeral  Privacy | Content Tabs Downdoads Advanced

A you browese the web, Firefox keeps information about where.you have been, what vou
have done etc, in the Fofowing areas;

History | Saved Foemns | Passwords | Download Hstory | Cookies | Cache |

CmﬁasmwmofﬂwmmmmﬂbvsltMGthwm They are used to
mwmmmm

[V Allows sites to set Cookies:  Exceptions:

I™ for the criginating site onky
™ unless 1 have removed cookies set by the sibe

Eeep Cookies: ftrkilhcvcxpirc "1

hﬂwmmw:mbsussdtoammwdadﬁeusm e |

2 keyiboard shortout or when Firefox closes
[ | cooet | m |

11 37



3) In Safari, on the top bar click “Safari”, scrdtbwn to “preferences”, and select the “securigfd.tAfter

that, you can either click “Always Accept Cookies“only from sites you navigate to”.
Security 5

ol N

Ceneral Appearance Bcokrmarks Tabs RSS  Autefill |Security Advanced

Web Content: @ Enable plug-ing
Eq Enable Java
# Enable JavaScript
™ Block pop-up windows

Accept Cookies: ' Always
: MNever
=) Only from sites you navigate to
For example, not from advertisers on those sites

Fﬁ Ask before sending a non-secure form to a secure website

Enable parental controls

@

If that doesn’t work, please restart your browsfeyou continue to have problems, please send wevaail at
support@eduvo.com, and we will contact you withdnhdurs.

3.2 How can | change my password?

After logging in, you can select “My Account” inghupper right, and you will be able to change your
password.

MyAccount
Change Password

Oid password

New Password

Conflrm New Password
e T
Save Changes:

3.3 | can't remember my password.

On your login page, click the “I forgot my passwolidk and enter your email. Your old password viié
resent to your registered email.

Sign In

Login
i

Password

™ Autornatic login

I forgot my password
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4. Groups & Classes

4.1 How do | setup a class?

You can watch a video explaining how to set upaagigroup at: http://www.eduvo.com/classvid/class-
setup.html

1. Click "MyClasses" and "Add new class".
Create New Class

Term

Spring 2008

Program

IB (ex: 1B)

Subject
Visual Arts (ex: History)

Level

sL (ex: SL, HL)

Section
I

Period
M-1

Description
| This is Mr. Jalan's Visual Arts class!

Announcement

Here you can create an announcement that will appear at the top of this groups's
Overview page. If you don't have any announcements, just leave this blank.

Group Image
Select a GIF, PIG, or PNG file for this groups image.

i :
[ Choose File | no file selected

3. Add Students by searching for students.
IB Visual Arts SL-1

| Mew assignment 4+ Add event Post message 4! Upload file

Add students

Add students to your class

4.
5. Add an Assignment.
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6

New Assignment

Name

Portfolio Submission 1

Due date

[foconer (6 13, (2007 (3] at [ 117%) L oo f8) (am %)

Details

Please submit your journal with your first month of entries.

Artach Files (files should be less than Smb)
| Choose File | no file selected

Add another file...
Notifications

[[] Notify members via MyMessages

Dropbox

A drop box allows files to be uploaded by students for review or grading. Uploads

will not be allowed after the due date has past.

] Enable dropbox

7. Add an Event.

14 37

Create a new event

Name

Add Assignment | or Cancel

Media Presentation
Type:' Lecture = {optional)

Date & Time
[ 'September [ $)[ 13 5], [ 2007 [§] [ All day event

(2 T8):fo0l8) pm (2] until [5 7$): 00 3) pm

Where

Notes

Attach Files (files should be less than Smb)
| Choose File | no file selected

- Lol i e

Add another file...
Motifications

[ Notify members via MyMessages

{ Add Event ) or Cancel



4.2 How do | setup a group?

You can watch a tutorial video explaining how to e a group at: http://www.eduvo.com/groupvid/greu
setup.html

The basic steps mirror those described above in 4.1

1. Complete the "Add new group" form
2. Invite members

3. Create events

4. Post messages

The system administrator can create classes anggfor users, or users can create groups thensselve
Teachers can create classes by going to MyClassksliaking “Add new class.” Users can create gsohp
going to MyGroups and clicking “Add new group.”

4.3 What can | do with a class workgroup?

If you're a teacher, you can use your class workgro post assignments, create events, upload disssgn
to-dos, record grades, track attendance, hostsiigms, and share photos.

If you're a student, you can use your class worlggrm retrieve and view assignments, download,files
manage to-dos, view grades, check attendancenmsstages, and view photos.

4.4 \What are group types?

Group types enable customization of groups togmuiticular needs. There are four main types of ggou
Club & Society, Sports Team, Interests, and Culuitugroups. Each has a distinct set of functiortszses.

4.5 What is the difference between a local andallgboup?

A local group is only visible to and can only bengd by members of your school, whereas a gloaigrs
visible to all schools on the Eduvo network and lbanoined by anyone.

4.6 What is the difference between a private arghapoup?

Private groups require users to be approved inrdaodein and cannot be viewed by non-members, ader
open groups are visible to all members and doewpiire the group administrator’s approval to join.
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4.7 How do | invite users to my group?

On the Members page of your group, you will sealatb invite new members, once you click that yall
be able to search for members at your school andghout the Eduvo network by name. You can then
select “Invite to group”, which will send them amvitation.

Matching Users

Philip Arthur Send message
Clobal International School R’ remove from friends
Teacher

thall Team
L it I g

4.8 How do | add my students to my class workgroup?

On the Students page of your group, you will seekato add new students, once you click that yolli lve
able to search for students at your school, anccgouselect “Add to course”, which will automatigaddd
them to your roster.

Matching Users

Samantha Cooper Send message
Global Imernational School  Add o friends
Student

.i:i,__-;_.. g

4.9 How do | add an additional teacher or groupiaditnator?

After adding the user to the group (4.8), on theriders or Students page of your group, you willaséek
to Permissions, once you click that you will sdistaof all group members, if you tick the checkdmxa
user, they will have administrative authority. (Bothey must be an existing member of the grougeto
given administrative authority, so step 4.8 muspédormed prior to 4.9).

Permissions

T-_ Back 1o members

Assign your group members titles and bestow or withdraw their ability to
administer the group.

Name Title o
Fernando Lopez &
Risa Okomoto Teacher's Assistant i ]
Akshay Mathkar ' =
Tanay Jalan &
Ken Rogers il I =
Saurabh lalan

7 Update Permissions | Cancal
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4.10 How do | remove users from my group or class?

On the Members page of your group or class, unaen aser’s contact info you will see the “Remoair
group” button. Clicking that will automatically rexme that user from your group or course.

Y Ken Rogers

= lkenr@gmail.com

e M: +65 9018 8323
H: +65 6735 9833

Remowve from this group

4.11 Who can upload files in my group?

Only group or class administrators can upload fibegour group. For class groups, students mayagfoes
for assignments for which the teacher has enablkedigital drop-box.

4.12 How do | send a message to all my group mesndyamy students?

On the right navigation menu of your group or clagsrview page, you can click “Message All”, whiefil
allow you to quickly communicate with all of yourembers or students.

Send Group Message

To: IB Business B Managerment HL-1
Subject: |

Send Message | i

4.13 How can | configure message cateqories?

Only school administrators are able to configurssage types. This can be done under the Grous thé
Admin section, under Group types, where the messatggories can be edited.
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4.14 Why can't | add events or upload files in myugp?

You can’t add events or upload files within theuygdecause you do not have administrative pernmssio
Please contact your group administrator, who calodsgted on the “Members” page, to request an wagra
to admin privileges.

4.15 How do | join a group?

Once you've found a group you want to join, simgligk “Join Group.” If it is an open group, you Wil
automatically be added to the member roster; howé\igis a private group, your request to joiillvee
sent to the administrator for approval.

Senior ‘A’ Baskethall Team
Official page for the school
basketball team. Please watch
out for teams, rosters, fixtures,
and results.

Controls

= Jgin group

4.16 Why can't | check off certain class and grimido items?

To-do items that you cannot check off have beemgasd to other individuals for completion.
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4.17 How do | post a message to the group forum?

You can post a message from three places:

1. On your group overview page, directly below thietiyou will see the “Post message” button.

2. On your group forum page, you will see the “PostwN@pic” button.

3. On an event or assignment page, you will see “Roslated message” button. In this case, your
message will appear in the forum and be assocvwatedhat particular assignment or event.

New Message
Subject
Category

_,.j

Baody

{ Post Message | 07 Cance

4.18 How do | post a reply to a message in themforum?

Click the message you want to comment on, andlsdoain. Below the most recent message, you wit fin
textbox where you can enter your reply.
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5. Events & Assignments

5.1 How do | create an assignment?

On your class overview page, directly below the tyou will see the “New Assignment” button. Ifiyalick
that you will be able to create a new assignmeanydar class, attach relevant files to that assigminand
notify your students automatically once it has berated.

5.2 How do | notify students that | have createdssignment?

On the new assignment page, simply tick the “Notify MyMessages” checkbox, and students will regeiv
notification in their message inbox informing thémat they have a new assignment.

5.3 What is the drop-box feature?

The drop-box feature allows students to submit heonk assignments securely. Teachers are abledk tra
student submissions and then download them indaliglor in aggregate as a bundled zip file.

20 37



5.4 How do | create a group or class event?

On your group or class overview page, directly etloe title, you will see the “Add Event” buttori.yiou
click that you will be able to add a group or clagsnt, such as a football match or a piano rebkars

5.5 How do | notify members that | have createeéant?

On the add event page, simply tick the “Notify MgMessages” checkbox, and members will receive a
notification in their message inbox informing thémat a new event has been created.
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5.6 How do | create a personal event?

On your Dashboard page, above the Next 2 Weeks, tatli will see the “Add Event” button. If you dtic
that you will be able to add a personal event, sisch doctor’s appointment or meeting.

5.7 How can | configure event cateqgories?

Only school administrators are able to configurergtypes. This can be done under the Groups ttiein
Admin section, under Group types.

5.8 What does it mean to link a To-Do List to apmwor assignment?

When a To-Do list is linked to an event or an assignt, users will be able to stay better organiZéds
feature is great for breaking down a large mulpsassignment into individual steps (e.g. an oaifior the
Extended Essay, a first draft, a second draft,aafiilal copy).
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6. Gradebook & Report Cards

6.1 How do | setup my gradebook?

On the right navigation menu of your class overyigau will see a link to gradebook. If you clickathyou
will be prompted to configure your grade scalesélecting your default program (e.g. IB DiplomdBr
Middle Years). Once you've done that you can seghis for various assignments (e.g. Exams are worth
times as much as quizzes).

6.2 How do | configure grade scales?

Grade scales can be configured on the “Grade Sqadge accessible via Gradebook. They allow yoseto
% ranges for graded assignments and exams, spah&ian easily equate a certain % to a resulting 1B
Grade, such as a 6 or a 7. You can also set aalags. We have built-in support for several progsa
including: A-F, IB Diploma, IB Middle Years, GCSErench Bac, and A-Levels.

6.3 My class program is not available in Grade &;atan you customize a grade scheme for us?

Yes, if you would like us to add a custom graddest@ you, please email us at support@eduvo.cotim wi
your full name and school with “Grade Scale” in subject.

6.4 How do | set weights for assignment categories?

On your Gradebook page, click the “Weights” pageu Yvill be able to add weights for a category of
assignments, so that you don’t need to re-entgght®eeach time you grade an assignment.
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6.5 If | leave a comment on a student's grades, paue is able to view it?

If you leave a comment on a student’s grades bgef the student’s other current teachers (fag term)
are able to view it. This feature allows a teadheshare observations about a specific studentekample,
if a student is chronically absent that teacherprzst a comment to inform other teachers and futdfdahat
has been a problem for them as well.

6.6 How can | view an individual student's grades?

You can view an individual student’s grades bykitig the student’s name on either the Gradebodkeor
Class Report roster.

6.7 Who is able to view grades?

Teachers and school administrators are able to thew student grades. Additionally, parents andsits
can also be given access to their grades. Thibeaonfigured on the “Grade Scales” page acceséible
Gradebook.
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6.8 How do | generate progress reports or repodsta

After logging in to the Admin section, go to theutses tab, select a term, and click Generate R€zods.
You can then track grade submission by class awhe&. Once all grades have been submitted, you can
press Generate Report Card, which will update yistesn and allow students and parents to view therte
card after logging in.
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6.9 How do | submit my latest or final grades, idey to generate a progress report or a reporfcard

On your Gradebook page, click the “Submit Gradestdn, this will automatically calculate the cuntuta
average for each student in your class. If you riegutedict mock exam grades (e.g. for IB Mock#&er
Levels), you can enter them here along with commfarteach student. Once you click “Submit Grades”,
your data will be archived and sent to your Schabhinistrator for a final review before being reded.

6.10 If | select notify parents and students viaMgsages what message do they receive?

Students and parents will receive a message fallpwhis format:

Dear Mr. Wilson,

John’s report cards for Spring 2007 have beensettayou can find them by clicking here
Regards,

Washington High School Staff

6.11 | just submitted my final grades, but | readidz made a mistake with a particular student'degahow
can | fix this?

You can always go back into your Gradebook andsadie student’s grades; however, you must re-gubmi
your grades, in order for the administrator to ble & access them.

6.12 How can | view a student's former report card?

On the Users tab, click the student’s name andlstyan to select the previous report card that go
trying to find.

6.13 What does the "lock" function do?

The “lock” function freezes the Gradebook for ad dlass, so that old grades cannot be edited.iFlis
safeguard to prevent any malicious tampering ofigsaif a teacher’s login is ever compromised.
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6.14 Are report cards and grades backed up se@urely

Yes, we back up the entire system database loeadlyy 24 hours, including class grades, events,
assignments, messages, files, blog posts, profédesyt cards, attendance records, and privateagess
Additionally, the database is backed up off-sitergwveek. Therefore, at any given time we have data
securely stored in three locations.
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7. Attendance

7.1 How do | use attendance?

Click “Start tracking attendance” and add the diagt you need to record attendance for. After yioatcan
check the students that are in attendance, and leashecked those who are absent.

7.2 Who is able to view attendance records?

The student, their parents, school administratord,teachers are able to view attendance recostisity.
Attendance records are also integrated into pregegsorts and report cards.

7.3 I'm an administrator, where can | view a stiidaattendance records?

Under the Users tab, if you click a student’s nayog, will be directed to the user view page, whgre can
find the student’s attendance records.

7.4 1 am a parent, where can | view my child'sraténce records?

On the right navigation menu of your Dashboard, willsee a link to attendance that will displayuyo
child’s attendance by class.
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8. To-Do Lists

8.1 How do | create a To-Do List?

To create a personal to-do list, click “To-Dos”ywur sub-navigation menu, then click “Add To-Dotis

8.2 What are To-Do List descriptions for?

To-Do list descriptions are great for providingthar detail about a To-Do list (e.g. for a partarul
assignment, the teacher may wish to referenceeitibdok).

8.3 How do | add To-Do items?

After creating a To-Do list simply click “Add item”

8.4 How can | prioritize To-Do items?

Press the “Re-order” button, and you will be ablemoothly re-order the items.

8.5 What does it mean to link a To-Do List to apmwor assignment?

When a To-Do list is linked to an event or an assignt, users will be able to stay better organiZéds
feature is great for breaking down a large multpsissignment into individual steps (e.g. an oaitior the
Extended Essay, a first draft, a second draft,aafilal copy).

8.6 How do | view my Course or Group-related toigons?

Go to the course or group in question, and cliekTb-Dos link on the sub-navigation bar.

8.7 How do | delete To-Do items or entire lists?

Simply roll your mouse over the To-Do item or ligie, and a trash icon will appear, which you c#iok to
delete.

8.8 Where do completed To-Do Lists end up?

Completed To-Do Lists can be individually selecbedthe right navigation menu under “Completed To-Do
Lists”.
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9. Photo Albums

9.1 How do | create a photo album?

Go to your Photos page, and on the right navigdiarclick “Create Photo Album”, then you can erater
album title and description, and proceed to uplofactos.

9.2 How do | upload photos?

First you must create an alboum. Then you havelezsthe photos you want to upload from your degskto
and press “Upload Photos”. You can always add mbotos by clicking on an album and pressing “Upload
Photos”.

9.3 Why can’t | upload my photos?

There are a few possible reasons why this happening
1. Try uploading again in a few minutes; it may bemporary problem with your connection.

2. Double check to make sure you're uploading the @rdite types (e.g. .jpg, .gif, or .png) If you
continue to have problems, send us an email atsst@egduvo.com.
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9.4 Who is able to view my photos?

Presently, all users registered at your schoohhle to view your photos. In order to comment oaryo
photos, users must be your friend. Users who ajistexed at other schools will only be able to veavd
comment on your photos when you have added orroed them as a friend.

9.5 How do | delete one of my photos?

Go to the photo album page and select edit phetws|l down to the photo that you want to delete tck
the checkbox next to “Delete this photo”, then Bdwmothe bottom and click “Save changes”.

9.6 How do | enter captions?

You can enter captions for your photos two waydf §du want to enter many captions at once, goptiao
album page and select edit photos, where you can eaptions one-by-one for each photo.
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2) If you want to enter a single caption, simpligkithe photo and click edit caption, enter yout tand
save.

9.7 How do | post comments on a photo?

On the photo page, simply enter your comment aadotfAdd Comment”.

9.8 What should | do if | see an offensive photo?

If you have found inappropriate content, click “Regnappropriate content” on the right navigatroanu of
the photo page, this will enable you to send inmmaint report. Your complaint is strictly confiael.
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10. File Uploading & Sharing

10.1 Who can upload files in my group?

Only group or class administrators can upload fitegour group.

10.2 Who can access files that | upload to my |[&@®fi

Your files are accessible to everyone who can wieur profile. In the near future, we plan to enable
“private” files that will only be visible to your#feor to your friends.

10.3 What is my personal storage quota?

Your personal storage quota depends on the nunhlsecs in your school and the size of your sclsool’
aggregate storage quota. Generally, we would moimenend exceeding 50mb of personal storage.
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11. Private Messaging

11.1 What are private messages?

Private messages are like emails that are spégiftte Eduvo network. They provide an easy way to
communicate with friends, parents, teachers, amtil Users can choose to have Eduvo messages
forwarded to their regular email inbox.

11.2 How do | send private messages?

You can send private messages by clicking the “Séessage” button or by clicking the yellow envelope
that is visible throughout the system on profilad anany right navigation menus.

11.3 Where can | view my private messages?

You can view your private messages by clicking “Ms@dages” on the top navigation bar, which will clire
you to your inbox.

11.4 How do | send a message to all my group mesrdramy students?

On the right navigation menu of your group or clagsrview page, you can click “Message All”, whiefil
allow you to quickly communicate with all of yourembers or students.
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11.5 Where can | send a mass message to manyousespecific set of users (e.q. Grade 12)?

You can send a mass message by clicking “Mass Messa the right navigation menu of your
“MyMessages” inbox, which can be accessed viadpenaivigation bar. Only School Administrators have
permissions to send mass messages.
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12. CAS Worksheets

12.1 | am a CAS Administrator, how can | enable G$ksheets?

To enable CAS worksheets, you must first creatdBasurriculum group (Go to MyGroups > Create a
Group) and invite IB candidates to join. Once yawdndone that, you can activate the CAS worksimeet i
Group Settings, which will allow them to start retiog activities.
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12.2 1 am a CAS Administrator, how can | view adsmit's CAS worksheet?

In your IB curricula group, click the CAS link ohd sub-navigation bar, and select the student w8
worksheet you wish to view.

12.3 How do students record their CAS activities?

First, make sure the students have been added tmwthect IB curriculum group for their class y€elnese
are often named “IB Class of 2007” or “CAS for Y&&Q07". After joining the group, they will see tBAS
button on the navigation bar, and from there treyrecord CAS activities and submit documents by
clicking "Add Activity".
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