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1. Setup & Configuration 

1.1 I am the school administrator, how do I setup my school account?  

Setting up your system will take about 1-2 hours, before you get started make sure you have these files on-
hand and fully completed:  

·  Your School Logo (in GIF or PNG format, no more than 200 pixels wide)  
·  Your Front Page Image (in JPG or PNG format, sized by 493 (W) x 290 (H) pixels)  
·  Classes.CSV Download at: http://blog.eduvo.com/assets/2007/6/19/classes.csv  
·  Users.CSV Download at: http://blog.eduvo.com/assets/2007/6/19/users.csv  

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

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

2. On the General tab, you will be able to enter and review your school contact details. Scroll to the 
bottom to enter your school’s existing webmail URL address, which will give students one-click 
access to their webmail. 
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3. Select the Design tab and upload your school insignia (in either GIF or PNG format) and a front page 
image (in either JPG or PNG format). For the front page image, please note that the dimensions must 
be exactly 493 (W) x 290 (H) pixels. 

  
4. Select the Users tab, download the “UserTemplate.CSV” file and enter the users (Students, Teachers, 

Administrators, Alumnus, or Parents) that you want to register with Microsoft Excel. When you’re 
complete make sure to save the file in CSV (Comma Separated Values) format, and then select the 
file from your computer using “Browse”, and click “Upload Users”. This will send a welcome email 
to all users prompting them to setup their passwords. (Note: If you require data migration from 
another system, we can handle this step for you) 
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5. Select the Courses tab and click “Add term” to get started. (Note: it’s ok if you are on a quarter, 
trimester, or annual system, you can adjust the name and timeframe of the period to suit your school’s 
schedule). Enter your term name (e.g. Fall 2007, Quarter One 2007). Select the start and end dates. 

  
6. Select “Bulk Upload Courses”, download the “Classes.CSV” file and enter the courses offered for 

that period in Microsoft Excel. When you’re done, please make sure to save the file in CSV (Comma 
Separated Values) format, and then select the file from your computer using “Browse”, and click 
“Upload Courses”. (Note: If you require data migration from another system, we can handle this step 
for you)  
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7. Now that you’ve added courses, you can either register all the classes for a particular student, or allow 
teachers to add students to their respective classes. If you want to do it student-by-student, select the 
Users tab and click a student’s name to begin. Or you can instruct teachers to access the Members 
page of their courses and manually add all of their students using the “Add Students” feature. 

 
8. You’re all done with the school setup! Now you can login to your School 2.0 system at 

http://yourschool.eduvo.com/ to setup your personal profile.  

 
1.2 How do I add new system administrators?  

Under the Users tab in your Admin panel, click the Administrators link. Here you can view the current 
system administrators and add a new one. School system administrators cannot be added via the Users CSV 
Bulk Upload, they must be manually added one by one.  

 
(Note: when a new system administrator is added all current system administrators will be notified via email, 
this is a security precaution designed to alert all other administrators in case of breach.) 
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2. User Profiles  

2.1 How do I setup my personal user account?  

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

1. Login to your school’s site at http://yourschool.eduvo.com/ 
2. On the Dashboard page, select the “Create your Profile” link. 
3. Create your profile: upload your profile picture and enter your contact and personal details. 
4. Find friends and colleagues by searching for users, once you’ve found someone you know press “Add 

to Friends” and they will receive a friendship request. 

 
2.2 What should I do if I see offensive or inappropriate profile content?  

If you have found inappropriate content, click “Report inappropriate content” on the bottom of the page, this 
will enable you to send in a complaint report. Your complaint is strictly confidential.  
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2.3 How can I add videos to my profile?  

Search YouTube for an appropriate video that you want to display on your profile, select and copy the link, 
paste the link in the textbox, and click “Add Video”.  

 
 
2.4 Where can I update my basic, personal, and contact info?  

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

 

2.5 How can I change my profile picture?  

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

  

2.6 Who is able to post on my message board?  

Only your friends are able to post on your message board. Additionally, you can always delete inappropriate 
posts from your message board. You will be notified of any message posts via email. If you do not wish to 
receive these email notifications, you can adjust the settings 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 school are able to view your profile. Users, who are registered at other 
schools, will only be able to view your profile when you have added or confirmed them as a friend.  

2.8 Are my files accessible by everyone?  

Yes, your files are accessible to everyone. In the near future, we plan to enable “private” files that will only 
be visible to yourself or to your friends.  
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3. Login and Password Problems  

3.1 When I try logging in, the page freezes and nothing happens. What can I do? 

Make sure you have “cookies” enabled on your browser. 
1) In Internet Explorer, on the top bar click the Tools menu and select Options. Click the Privacy tab, and 
adjust your privacy settings to enable cookies. 

 
2) In Firefox, on the top bar select preferences/options and choose the “privacy” tab, then enable it to “Allow 
sites to set cookies”. 
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3) In Safari, on the top bar click “Safari”, scroll down to “preferences”, and select the “security” tab. After 
that, you can either click “Always Accept Cookies” or “only from sites you navigate to”. 

 
If that doesn’t work, please restart your browser. If you continue to have problems, please send us an email at 
support@eduvo.com, and we will contact you within 24 hours.  

3.2 How can I change my password?  

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

  

3.3 I can't remember my password.  

On your login page, click the “I forgot my password” link and enter your email. Your old password will be 
resent to your registered email.  

 



37  
 
13 

4. Groups & Classes  

4.1 How do I setup a class?  

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

1. Click "MyClasses" and "Add new class".

2.  
3. Add Students by searching for students.

4.  
5. Add an Assignment. 
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6.  
7. Add an Event. 

8.  
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4.2 How do I setup a group?  

You can watch a tutorial video explaining how to set up a group at: http://www.eduvo.com/groupvid/group-
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 and groups for users, or users can create groups themselves. 
Teachers can create classes by going to MyClasses and clicking “Add new class.” Users can create groups by 
going to MyGroups and clicking “Add new group.”  

4.3 What can I do with a class workgroup?  

If you’re a teacher, you can use your class workgroup to post assignments, create events, upload files, assign 
to-dos, record grades, track attendance, host discussions, and share photos.  

If you’re a student, you can use your class workgroup to retrieve and view assignments, download files, 
manage to-dos, view grades, check attendance, post messages, and view photos.  

4.4 What are group types?  

Group types enable customization of groups to suit particular needs. There are four main types of groups: 
Club & Society, Sports Team, Interests, and Curriculum groups. Each has a distinct set of functions and uses.  

4.5 What is the difference between a local and global group?  

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

4.6 What is the difference between a private and open group?  

Private groups require users to be approved in order to join and cannot be viewed by non-members, whereas 
open groups are visible to all members and do not require the group administrator’s approval to join. 
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4.7 How do I invite users to my group?  

On the Members page of your group, you will see a link to invite new members, once you click that you will 
be able to search for members at your school and throughout the Eduvo network by name. You can then 
select “Invite to group”, which will send them an invitation. 

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

On the Students page of your group, you will see a link to add new students, once you click that you will be 
able to search for students at your school, and you can select “Add to course”, which will automatically add 
them to your roster. 

  

4.9 How do I add an additional teacher or group administrator?  

After adding the user to the group (4.8), on the Members or Students page of your group, you will see a link 
to Permissions, once you click that you will see a list of all group members, if you tick the checkbox by a 
user, they will have administrative authority. (Note: they must be an existing member of the group to be 
given administrative authority, so step 4.8 must be performed prior to 4.9). 
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4.10 How do I remove users from my group or class?  

On the Members page of your group or class, under each user’s contact info you will see the “Remove from 
group” button. Clicking that will automatically remove that user from your group or course. 

  

4.11 Who can upload files in my group?  

Only group or class administrators can upload files in your group. For class groups, students may upload files 
for assignments for which the teacher has enabled the digital drop-box.  

4.12 How do I send a message to all my group members or my students?  

On the right navigation menu of your group or class overview page, you can click “Message All”, which will 
allow you to quickly communicate with all of your members or students. 

  

4.13 How can I configure message categories?  

Only school administrators are able to configure message types. This can be done under the Groups tab of the 
Admin section, under Group types, where the message categories can be edited.  
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4.14 Why can't I add events or upload files in my group?  

You can’t add events or upload files within the group because you do not have administrative permissions. 
Please contact your group administrator, who can be located on the “Members” page, to request an upgrade 
to admin privileges.  

4.15 How do I join a group?  

Once you’ve found a group you want to join, simply click “Join Group.” If it is an open group, you will 
automatically be added to the member roster; however, if it is a private group, your request to join will be 
sent to the administrator for approval.  

  

4.16 Why can't I check off certain class and group to-do items?  

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

You can post a message from three places: 

1. On your group overview page, directly below the title, you will see the “Post message” button. 
2. On your group forum page, you will see the “Post New Topic” button. 
3. On an event or assignment page, you will see “Post a related message” button. In this case, your 

message will appear in the forum and be associated with that particular assignment or event.  

  

4.18 How do I post a reply to a message in the group forum?  

Click the message you want to comment on, and scroll down. Below the most recent message, you will find a 
textbox where you can enter your reply.  
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5. Events & Assignments  

5.1 How do I create an assignment?  

On your class overview page, directly below the title, you will see the “New Assignment” button. If you click 
that you will be able to create a new assignment for your class, attach relevant files to that assignment, and 
notify your students automatically once it has been created. 

  

5.2 How do I notify students that I have created an assignment?  

On the new assignment page, simply tick the “Notify via MyMessages” checkbox, and students will receive a 
notification in their message inbox informing them that they have a new assignment. 
 
5.3 What is the drop-box feature?  

The drop-box feature allows students to submit homework assignments securely. Teachers are able to track 
student submissions and then download them individually or in aggregate as a bundled zip file.  
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5.4 How do I create a group or class event?  

On your group or class overview page, directly below the title, you will see the “Add Event” button. If you 
click that you will be able to add a group or class event, such as a football match or a piano rehearsal. 

  

5.5 How do I notify members that I have created an event?  

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

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

  

5.7 How can I configure event categories?  

Only school administrators are able to configure event types. This can be done under the Groups tab in the 
Admin section, under Group types.  

  

5.8 What does it mean to link a To-Do List to an event or assignment?  

When a To-Do list is linked to an event or an assignment, users will be able to stay better organized. This 
feature is great for breaking down a large multi-step assignment into individual steps (e.g. an outline for the 
Extended Essay, a first draft, a second draft, and a final copy).  
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6. Gradebook & Report Cards  

6.1 How do I setup my gradebook?  

On the right navigation menu of your class overview, you will see a link to gradebook. If you click that, you 
will be prompted to configure your grade scales by selecting your default program (e.g. IB Diploma or IB 
Middle Years). Once you’ve done that you can set weights for various assignments (e.g. Exams are worth 5 
times as much as quizzes).  

6.2 How do I configure grade scales?  

Grade scales can be configured on the “Grade Scales” page accessible via Gradebook. They allow you to set 
% ranges for graded assignments and exams, so that you can easily equate a certain % to a resulting IB 
Grade, such as a 6 or a 7. You can also set a class curve. We have built-in support for several programs 
including: A-F, IB Diploma, IB Middle Years, GCSE, French Bac, and A-Levels.  

6.3 My class program is not available in Grade Scales, can you customize a grade scheme for us?  

Yes, if you would like us to add a custom grade scale for you, please email us at support@eduvo.com with 
your full name and school with “Grade Scale” in the subject.  

6.4 How do I set weights for assignment categories?  

On your Gradebook page, click the “Weights” page. You will be able to add weights for a category of 
assignments, so that you don’t need to re-enter weights each time you grade an assignment.  
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6.5 If I leave a comment on a student's grades page, who is able to view it?  

If you leave a comment on a student’s grades page, all of the student’s other current teachers (for this term) 
are able to view it. This feature allows a teacher to share observations about a specific student. For example, 
if a student is chronically absent that teacher can post a comment to inform other teachers and find out if that 
has been a problem for them as well. 

  

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

You can view an individual student’s grades by clicking the student’s name on either the Gradebook or the 
Class Report roster.  

6.7 Who is able to view grades?  

Teachers and school administrators are able to view their student grades. Additionally, parents and students 
can also be given access to their grades. This can be configured on the “Grade Scales” page accessible via 
Gradebook. 
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6.8 How do I generate progress reports or report cards?  

After logging in to the Admin section, go to the Courses tab, select a term, and click Generate Report Cards. 
You can then track grade submission by class and teacher. Once all grades have been submitted, you can 
press Generate Report Card, which will update the system and allow students and parents to view the report 
card after logging in. 
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6.9 How do I submit my latest or final grades, in order to generate a progress report or a report card?  

On your Gradebook page, click the “Submit Grades” button, this will automatically calculate the cumulative 
average for each student in your class. If you need to predict mock exam grades (e.g. for IB Mocks or A-
Levels), you can enter them here along with comments for each student. Once you click “Submit Grades”, 
your data will be archived and sent to your School Administrator for a final review before being released. 

  

6.10 If I select notify parents and students via MyMessages what message do they receive?  

Students and parents will receive a message following this format:  

Dear Mr. Wilson,  
John’s report cards for Spring 2007 have been released, you can find them by clicking here.  
Regards,  
Washington High School Staff  
 
6.11 I just submitted my final grades, but I realized I made a mistake with a particular student's grades, how 
can I fix this?  

You can always go back into your Gradebook and adjust the student’s grades; however, you must re-submit 
your grades, in order for the administrator to be able to access them.  

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

On the Users tab, click the student’s name and scroll down to select the previous report card that you are 
trying to find.  

6.13 What does the "lock" function do?  

The “lock” function freezes the Gradebook for an old class, so that old grades cannot be edited. This is a 
safeguard to prevent any malicious tampering of grades, if a teacher’s login is ever compromised. 
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6.14 Are report cards and grades backed up securely?  

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

7.1 How do I use attendance?  

Click “Start tracking attendance” and add the date that you need to record attendance for. After that you can 
check the students that are in attendance, and leave unchecked those who are absent.  

7.2 Who is able to view attendance records?  

The student, their parents, school administrators, and teachers are able to view attendance records instantly. 
Attendance records are also integrated into progress reports and report cards.  

7.3 I'm an administrator, where can I view a student's attendance records?  

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

7.4 I am a parent, where can I view my child's attendance records?  

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

8.1 How do I create a To-Do List?  

To create a personal to-do list, click “To-Dos” on your sub-navigation menu, then click “Add To-Do List”.  

8.2 What are To-Do List descriptions for?  

To-Do list descriptions are great for providing further detail about a To-Do list (e.g. for a particular 
assignment, the teacher may wish to reference the textbook).  

8.3 How do I add To-Do items?  

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

8.4 How can I prioritize To-Do items?  

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

8.5 What does it mean to link a To-Do List to an event or assignment?  

When a To-Do list is linked to an event or an assignment, users will be able to stay better organized. This 
feature is great for breaking down a large multi-step assignment into individual steps (e.g. an outline for the 
Extended Essay, a first draft, a second draft, and a final copy).  

8.6 How do I view my Course or Group-related to-do items?  

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

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

Simply roll your mouse over the To-Do item or list title, and a trash icon will appear, which you can click to 
delete.  

8.8 Where do completed To-Do Lists end up?  

Completed To-Do Lists can be individually selected on the right navigation menu under “Completed To-Do 
Lists”.  
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9. Photo Albums  
 
9.1 How do I create a photo album?  

Go to your Photos page, and on the right navigation bar click “Create Photo Album”, then you can enter an 
album title and description, and proceed to upload photos. 

  

9.2 How do I upload photos?  

First you must create an album. Then you have to select the photos you want to upload from your desktop, 
and press “Upload Photos”. You can always add more photos by clicking on an album and pressing “Upload 
Photos”.   

  

9.3 Why can’t I upload my photos?  

There are a few possible reasons why this happening: 

1. Try uploading again in a few minutes; it may be a temporary problem with your connection. 
2. Double check to make sure you’re uploading the proper file types (e.g. .jpg, .gif, or .png) If you 

continue to have problems, send us an email at support@eduvo.com.  
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9.4 Who is able to view my photos?  

Presently, all users registered at your school are able to view your photos. In order to comment on your 
photos, users must be your friend. Users who are registered at other schools will only be able to view and 
comment on your photos when you have added or confirmed them as a friend.  

9.5 How do I delete one of my photos?  

Go to the photo album page and select edit photos, scroll down to the photo that you want to delete and tick 
the checkbox next to “Delete this photo”, then scroll to the bottom and click “Save changes”.  

  

9.6 How do I enter captions?  

You can enter captions for your photos two ways: 1) If you want to enter many captions at once, go the photo 
album page and select edit photos, where you can enter captions one-by-one for each photo. 
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2) If you want to enter a single caption, simply click the photo and click edit caption, enter your text, and 
save. 

  

9.7 How do I post comments on a photo?  

On the photo page, simply enter your comment and press “Add Comment”.  

  

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

If you have found inappropriate content, click “Report inappropriate content” on the right navigation menu of 
the photo page, this will enable you to send in a complaint report. Your complaint is strictly confidential.  
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10. File Uploading & Sharing  

10.1 Who can upload files in my group?  

Only group or class administrators can upload files in your group.  

10.2 Who can access files that I upload to my profile?  

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

10.3 What is my personal storage quota?  

Your personal storage quota depends on the number of users in your school and the size of your school’s 
aggregate storage quota. Generally, we would not recommend 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 specific to the Eduvo network. They provide an easy way to 
communicate with friends, parents, teachers, and alumni. Users can choose to have Eduvo messages 
forwarded to their regular email inbox.  

11.2 How do I send private messages?  

You can send private messages by clicking the “Send Message” button or by clicking the yellow envelope 
that is visible throughout the system on profiles and many right navigation menus.  

11.3 Where can I view my private messages?  

You can view your private messages by clicking “MyMessages” on the top navigation bar, which will direct 
you to your inbox.  

11.4 How do I send a message to all my group members or my students?  

On the right navigation menu of your group or class overview page, you can click “Message All”, which will 
allow you to quickly communicate with all of your members or students. 
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11.5 Where can I send a mass message to many users or a specific set of users (e.g. Grade 12)?  

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

12.1 I am a CAS Administrator, how can I enable CAS worksheets?  

To enable CAS worksheets, you must first create an IB curriculum group (Go to MyGroups > Create a 
Group) and invite IB candidates to join. Once you have done that, you can activate the CAS worksheet in 
Group Settings, which will allow them to start recording activities. 
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12.2 I am a CAS Administrator, how can I view a student's CAS worksheet?  

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

 

12.3 How do students record their CAS activities?  

First, make sure the students have been added to the correct IB curriculum group for their class year. These 
are often named “IB Class of 2007” or “CAS for Year 2007”. After joining the group, they will see the CAS 
button on the navigation bar, and from there they can record CAS activities and submit documents by 
clicking "Add Activity". 

  
 


