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Introduction

CYPHER Learning is leading the necessary disruption of learning platforms to unleash human potential
with modern learning.

CYPHER exists to ignite lifelong passions through personalized, engaging, and limitless learning
experiences for all. We give learning and development (L&D) professionals, HR, and trainers more time
to train, build human connection into everything we do, and deliver tailored learning experiences that
are meaningful and measurable.

Just the way modern learners expect.

The CYPHER platform is easy-to-use, beautifully designed, and infused with Al-powered technology.
Every aspect beams thoughtful innovation and engineering that puts people first. Millions of users
experience their “just in time, just for me, just the way | want it” approach in 50+ languages with the
CYPHER award-winning platform.

We want you to get the best results when using our site, especially when you are just starting out. That
is why we created three getting started guides for the main types of users on CYPHER: administrators,
instructors, and learners.

Getting started guide for Administrators (this guide) explains topics such as: navigating in CYPHER,
using the Help Center, creating accounts, customizing the platform, setting up e-commerce and
managing users.

Getting started guide for Instructors explains topics such as: navigating in CYPHER, using the Help
Center, creating, and configuring courses, enrolling learners, using automation and gamification.

Getting started guide for Learners explains topics such as: navigating in CYPHER, using the Help
Center, enrolling in courses, submitting assessments, communicating with instructors, and more.

This guide covers the most common steps administrators go through when they start using CYPHER.
Please consult the table of contents if you want to find a specific topic. If you have any additional
guestions or want to explore more of your platform's features, please browse the Help Center or visit
our support forum.
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Navigating the platform

.

The user dashboard is the first page you see when you log in to your account. Here you can see the
carousel with the most important site data, your courses, goals, and widgets. There is also information

related to your account such as your calendar, to-do list, notifications, and more.
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Fine Edge Company
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Welcome

Qur courses

Courses  Teaching @

Mastering Graphic Design ‘Mastering Graphic Design
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lcons and navigation

You will see various icons in the platform that are used for adding, editing, deleting, and other actions.
Here is an overview of the most important icons:

“+ Add canlent such as courses, rules, or portal pages.,
—_ Remave items fram your platform,

Edit a page or an itermn,

Configure different areas of the platform.

Delete items,

Access your messages through the message’s icon in the top right bar.

DB & & N

Motifications allow you to keep up with different changes in the system.

The trash icon opens a popup with all your deleted content.

g &

Your shopping cart containg yvour ordered items

This icon provides access to the CYPHER Help Center.

Use the search icon to find specific content on your site.

L O
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Left bar

The left bar displays tabs that allow you to quickly navigate to the main areas of
the site, such as Home, Courses, Users, Resources, Reports, Compliance, ) H
Organizations, and Admin. :

Organizations

Resources

o

Reports

o]

Admin

The left bar gives you access to these tabs no matter where you are in the site. If you hover over a tab, a
pop-up window will appear with the most important options for that area.

Fine Edge Company

Errolled  Teaching Groups Admin  Awards News Mastery Archived  Campliance
Admin

Teaching  Enrolled

Carporate Design

Design in Branding

Design Pattarns

Degigning - _

Graphic Design Fundamentals

w ) BERY--

llustraters for Baginners

InDesign for Beginners

Bm Calslog = List < Erroll + Add

(TR ]
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For example, when you visit a course, the main left bar is minimized, allowing you to navigate within any
area of the site by simply hovering over the main menu in the top left side of the page. The course left
bar shows tabs lead you to course areas such as: start, admin, scores, assessments, and more.

=  Graphic Design Fundamentals

Dashboard Modules News Calendar Groups Welcome

Modules

Modules and sections can be completed in any order.

4%

1. Introduction 2. Design History

Jan 01 In this module we will explore the
beginnings of design starting with the
In this course you will learn the most different uses of symbols in antiguity
impertant aspects of Graphic Design and
gain skills in editing programs

Baih*x 6 sections Bailx 3 sections

Top right bar

The top right bar displays icons which you can click to access your messages, notifications, calendar,
trash can, help center, search, and profile.
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In the right bar, you can find your to-do list, announcements, upcoming events, and # 90 assessments (o grads

a list of minimized windows. To see more details, just click on an item.

Upcoming

News feed

The news feed aggregates news items from users, courses, groups, and company. Product News
announcements usually contain updates from the CYPHER team. By default, a news feed only shows
the latest news, and you can scroll down the page for more items.
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Help Center

We provide extensive support at every step of our collaboration. To access the Help Center, click the
icon in the top right bar.

.

A pop-up box will open with different options. Use the searchable online help to browse different help
topics. If you are on a certain page and need guidance, a help for the current page option will also
appear. Here you can also find access to our Support forum and Product news, where we frequently
post updates on new features.

Help center x

Ouervew  Gener

Online help

]

specific 1021cs,

Support forum

supporl reguests,

How-to videos

- I

‘ideos that provide step by step guidance.

Suggestions

| et ug know how we can improve our

2 prowuct.

Browse the online help or search for

Qur staff will respond quickly to your

Learner help desk
If you'r= a lzamsr, post vour help desk
QUEETIONS Mers.

Product news

The place where we announce new

features.

O

wil Getting started quides

Guidss that you can download and prnt.

Roadmap

Thie features that have been scheduled

The searchable online help has topics organized by account type, includes detailed instructions with
screenshots for most of them and because the Help Center is a pop-up, you can browse through the
topics without having to leave your current page.

Administrators  Inst

An overview for administrators.

AP

Access our API from any programming
language.

Branded anmns

Sranded apps

Create a branded app for i05 and Android.
CometChat

Integrate with CometChat.

Creale and manage courses.

commerce
Sell courses using our e-commerce
integration.
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Create and manage user accounts.

# App center
Add plugins from the App center.

T Calenda

Site calendar.

B Coialaneg

Compliance programs.

@ Dashboard
Configure your dashboard.

B Emai

Integrate with your own email system.

~ o

* Affihates
Support for affiliate marketing and
rewards programs.

v Besl praclices

Best practices.

® Canned messages

Customized canned messages

urse catalog

Configure your course catalag.

@ Demo content
Deme content.

Integrate with the Equella repesitory.
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Profile

Your profile page shows your basic information, account details, photos, and more. The information
that is visible depends on your account type and the portal’s security settings. To start setting up your
profile, go to the top right bar and click on the profile button. Then, click on the Edit button.

LAEEwYEA QR

i}
Braliles
L
Settings
(]
Privacy
y )
& ; ” Pk
2 Fdit
Bl o @o @ raghic Design Cempanies
*
Awaras
- About o s S8 U 5 Account
Feq Joined
A i Fetr 18,2016
i vurih sres ang eamed my bachelors degreg a
e Univarsity of Per ¥ Unwessity. | beleve that esch .
o - individual needs | look farward to working with you atching cur company find success! &
@
14 H
& Tegs none +
Certificate Course Awarded A |
> - | Certificats of completion Mov 17,2017 ' ‘Rebel
Liagn hisaciry 2D Rese
L] Badge Course Awarded
E Dest learrer Aug 21, 2018 Site-wide game »

Go to the Settings tab in the left bar to choose different options related to your profile, such displaying
your online status for learners or allowing users to request to chat with you.

John Willis

Settings
Here are your genersl account settings. Privacy settings are in Privacy tab,

LaZUTwYBEQE-~

o Uisplay
Profile
Feature
o Use geeessible thems
SeArings : ——
~  Audie notifications
]
P v small calendar in dashboard
Tivacy
I v Display suggested groups in dashbosard?
[
[T — «  Enable course switching
ol

Display shortcuts

Site b

Facebock
Linkedin
Twitter

Instagram

Copyright © 2023 CYPHER Learning®. All rights reserved.

11



Change your language in the Miscellaneous section:

Miscellaneous

Feature Setting

Default home tab ® Dashboard News

Logout automatically after the specified minutes of inactivity: Never ~

Language English (US) b

Time zone (GMT-07:00) Mountain Time (US & Canada) ~

Configuring features

As an administrator, you are responsible for configuring the site, including enabling or disabling

features. It's easy to do so by using the Admin menu in the left bar.

Admin

(R EE

& oo
W AN

Be Cotaleq

B Courses

OB couets

e Greding scales
 mpoen

£ nedlhimp
A Helwatk

& Portsl

& Turnitin

¥ Capier

¥ Appcenter
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Features can be configured through our App center, which can be found under Admin/App center.

i

GaETwBQAR~

Here are apps thet allow you 1o extend 1he defeut LMS functionality

Uninstall

Calendar

Uningtall

Organization portals Organizations Panopto

Installed Help Uninstall Installed £ Uninstall Bronze Help Install

Organization portals Organizations Panopto

Installed Help Uninstall Installed o3 Uninstall Installed ! Uninstall

Here you can find features such as Reporting, Adaptive learning, or Teams. You can also find the list of
available integrations, including Google Drive, Panopto, or Web conferencing.
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Customizing the company portal

You can customize many aspects of your company’s portal, including the color scheme, adding your
organization's logo, and changing the terminology. In CYPHER, it's easy to configure what visitors and
users see and you also have more advanced options such as adding Custom CSS.

Portal name, description, and details

To set up details about your organization, visit the Admin/About section. Here you can edit your
organization's name, add a description and website, add a contact email, select your language, and
more. To make changes, click the Edit icon.

LaPEWwHQR~

Fine Edge Company

Ml ocococe - =
Network 2 >

ge Company i5 & Graphic design company that sells onling courses (<]

Porial ID: 11825
| 1] .
Cotalon
a fc Administrators 13 »
e 3asics o
v » Language English (US)
I ® Time zone: [GMT-02:00) Pacific Time (US & Canada) o
a Cantact o
s Emiail none
& Phone none o
0
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Portal customization

Click on Admin/Portal to start setting up your options.

GamwwBQlE-~

il The following poke =cheme i curronily selecied

The portal administrator page is split into separate categories so that it's easier to customize certain
aspects of the site:

e General - set up your URL, color schemes, logo, and language.

e Visitor view - configure how your portal will look for your site’s visitors, with options for portal
type, title, logo, pages, pictures, menu, panels, and footers.

e User view - configure how your portal will look for logged-in users, with options for avatar
display, menu bar decoration, home left bar picture, home tabs, left bar, welcome pop-up,
shortcuts and footers.

e Themes - customize the color scheme of the site by selecting or creating a new one.

e Terminology - customize the terminology of your site by adding one or more substitutions.

e SEO - choose if you want your site to be indexed or not, set up a meta-description, catalog
URLs and keywords.

e Social media - set up which social media icons you want to show up on your portal, in both
the visitor and user view.

e Custom CSS - you can use custom CSS in order to give your site a more personalized look.
e Custom HTML - you can use custom HTML to customize the site.
e Accessibility - enable portal accessibility options for users with disabilities.

e More - configure options session timeout, default video dimensions, Google Analytics, URL
redirection, bottom HTM and Whitelisted IP addresses.

Copyright © 2023 CYPHER Learning®. All rights reserved. 15
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Now we will go over the most important options from these tabs that administrators need to know in
the first phase of customizing the portal.

URL

This section displays the current URL of your portal. To change it, click “Edit your CYPHER URL’, and
select a new subdomain. We also provide a way to use your own URL, for which you can find
instructions under the Portal topic in the Help Center.

1
Genera| Visitor view Liser view Themes arminolo Jr EO s ocial media ‘ustom o Custom HTML

URL

fe
e Your portal URL is: https//fec matrixlms.com
(i & Edityour MATRIXURL $¥ Use your own URL
About
Themes

Choose between our built-in color schemes or you can create/edit your own custom scheme using the
‘Add custom theme” button:

LAaATUWwBd Q-

Themes T ] {! # F

T TS # Sod custom Thesmes
o
i Use the radio bution 19 $elect & rnew cusent Thame, or ADd & new C.5tom thee
LU raeaibilit

MAULESSIULLILY
® « Allow users to select seoarale GCCESSD Ty Thee vis tair oroile se7tings

: C m

-

Ml Tharme Colorag vies  Arsssibiiiny Regulsr  Acoessible  Egn Delete
= [ ] v . s i
Hog
i aal
o Theme Colorsgties  Actassiwing Aegulsr  Acsessible
== v
a ] X

== v
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Then select the color values for each graphic element using either the color picker or by directly
entering the hex values into the input boxes.

Portal

Tharwes

Click a color v change i, then click Save 10 updsle the colr scheme

Fine Edge Company

Backgromnd

Cioungers

Backgiound

Border

Logo

To upload a logo, select it from your computer, then click Save.

Gﬁnera| ";i'!' ST WieW car R Thomies T srminole -‘:- “‘ | media .J.-
- URL

o _ -

e Your portal URL is: h 8

0 & Edityour MATRIX URL | ¥ Use your own URL

& Theme
ARl The following color scheme is currently selected: [ine Edge Company
r[-s* & Select a new theme

C Logo

Blog

Your organisation's lago.

i
Calendar [zl Upload picture = Clear

am

Catalog Language
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You can select if the logo should be shown in the home page left bar by clicking the appropriate check
box in User view.

LA wYBAR~

LISar yiew T | il e { & Preview ponal

< :
- + Display user avatar in upper right?
0 iome left bar picture
st tne top of to2 leff nsvnatinn har in *he | iome arss
-
ot oyl Neni I
L
LiFhmar m
- rag to rearder 1abs
= Urag Baroer tah:
By Narre
i Home
= Colrses

Portal pages

You can configure Portal pages under Visitor view. Portals have default pages such as Calendar,
Catalog, News, or Contact. Only pages that are enabled show up in the carousel and each one can be
edited separately. You can also click on Add to create a custom page.

Portal pages

Title Edit SED Enable? Delete
vl

- v
Ne v
Coniac & v
Sign up & ”

& + v i}

B v
- &
+ Add
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Portal visual editor

The visitor portal can also be customized using panels, changing the header, and adding a custom
footer. To customize your portal, click Edit under “Portal visual editor”.

Portal

Portal pages

Title Edit SEOQ Enable? Delete
Catalog . . "

1l v

v

onta 2 7
Sign up # v

Ay & + v i
B \/
g | &
+ Add

Portal visual editor
Click Edit to visually edit the portal header (fogo picture and/or text) and panels.

Portal panels

Currently, we have support for the following types of panels:

Add portal panel p 4

Select the type of panel 10 add:
Clickable text blocks
Up to six clickable blocks of text
Counters

A graphical background with up to three counters

Custom HTML
Image blocks

Up to four images, each with a title, text, and a button

ple text and button

& colored background with some text and an optional button

it text and image

One image with text and a button near it

d buttons

A graphical background with a title, some text, and up to two buttons

Text e
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.

Carousel

The carousel option allows you to add custom pictures, text, HTML, and action buttons. To add a new
slide, click Add slide.

\FINE EDGE |

Carouse]

P —

Slides
Welcome tothe
Fine Edge Company
Th g portal,
'

Sellings

o .-_

Counters

This option allows you to add a graphical background with up to three counters with relevant
information for your company. Enter the text and the numbers for each counter, choose a picture of and
click Save.

FINE EDGE - Login

Counters

Settings

B2
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Simple text and button

If you want to separate two panel types that are very graphical, you can add a colored background with
text and an optional button.

T [FINEEDGE . -
Welcome to the
Colors Fine Edge Company
o

Call to action

Cintent

TA shage
Roundes w ek
Roundes Click the button 10 learm more about us Mo
TA style
Soiid -
OTA color

Image blocks

You can add a panel that contains image blocks with text and call-to-action buttons. You can upload
your images, add the text, and you can select the destination page of the buttons.

¢ "

[FINE EDGE . "

Image blocks

Image settings

Cirgul L <
Calls to action

Captvating courses Pratessional mstructars Engageng actvites bnsoll with us
o Show ]
The Fine Edge Company Dot hesitale 1o ask us a
i fing annUs nuestinn Were are Rapny 1o

Routide v
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Footers

.

You can customize the footer area of your portal. To add a new footer, click on Add, enter its name,
URL, and choose whether or not a new window is displayed when the footer is clicked, then click Save.

Portal footers
6 Ovoe
Titke
»  Infarmation
< Contact

L Terms and conditions

s Add | # Cuswom HTWML

Terminology

Page Edit
p

Cortact .

Terms and conditions Lt

You can customize the terminology of your site by adding one or more substitutions under the
Terminology tab. These substitutions apply to all built-in text which appears on tabs, buttons, headings,
instructions, and tips. Click on Add, then enter the original text and its replacement.

Add substitution

Replacement

Degariment
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Here is how a business portal can look for visitors:

'FINE EDGE|

Welcome to the
Fine Edge Company

ar

Captivating cowses Piafessional mstructors

iew catalag About Fine Edge Company

Engaging activites

Upcorming events

Enaoll with us
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Setting up policies

There are many policies that you can set for your site, such as the features that learners and instructors
can access. It is one of the most important things for an administrator to do. Go to Admin/Policies to
start setting up your options.

Policies LAaETYTBRBQQ >

cre chiers, at least 1 digit, 1 castal <ter and 1 ¥ LER3R & or ©

eatire
»  Allnw carmmants an hame N feerd annnunsemeants

Allow cisatding of sacncuncrment nenafinancns

ioFe
]

Here are more details on some of the options:

Monitoring

If enabled, you can create monitor accounts. Monitors are read-only administrators that can access
most pages of a site but cannot change anything. If you enable monitoring, you can also enable it for
use by instructors, in which case they can monitor the communications of learners in their courses.

Prevent simultaneous logins

If this feature is enabled, a learner can only be logged on via a single session. When they start a new
session, any of their previous sessions are automatically terminated.
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Let members know that commmunications are monitored

If you check this option, members will know that their communications are being monitored. They will
see a small notification: "your company monitors communications for offensive language" when
composing messages or using chat.

Set time zone of all accounts to site time zone

If enabled, you can set all user time zones to the time zone of your company.

Allow disabling of announcement notifications

If enabled, users will be able to turn off notifications from announcements.

Configuring the course catalog

The course catalog lists all the courses that you wish to offer learners. If you have e-commerce
enabled, training items may be purchased directly from the catalog. To browse the catalog, click
Courses/Catalog.

LAETwB QR
l Categories
L

Welzome 1o Hine bedge Company! Feel free to orcwse the course catslog.

Corporate Design

Eoepooooeaomoo

Featured items

860 zath

Art education

@ Teaching.art or t._

>
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Items are organized by categories and subcategories.

Advanced L EaE W wYHQR-

A \en Design Categories

Advanced Ilustrator

N R-N-N-N-N-N-N-N-]

Featured items

d $4 34 ourse
= s eI s
a0 pach

Ldrnirestratar

To configure the course catalog, visit the Settings area. Your options are as follows:

Options - you can enable catalog search, the catalog calendar, and location filtering.

Format - choose between Flat, Hierarchical, or Graphic.

Category ordering - choose between Alphabetical or Custom. If you choose Custom, you can
reorder the categories using drag and drop.

Course ordering - choose between Alphabetical or Custom. If you choose Custom, you can
reorder the courses using drag and drop.

Displaying short descriptions - you can choose to display the short description of categories
and items on their tiles.

Show sections in each module - if enabled, the list of sections will be displayed on the catalog
page of the course.

Only show open enrollment courses in visitor catalog - you can set courses to have an open

enrollment for visitors of your site. With this option they can only see what is available to them.

Hide old courses - hide courses that have started over a week ago.

Show time zone - include the course time zone in the listings.

Display courses for default organization in all catalogs - if you have enabled multiple
organizations for your platform, the default organization's courses will appear in all catalogs.
Only show pricing on catalog page, not on tiles or listings - if you have e-commerce enabled,
only show pricing on catalog page, not on tiles or listings.

Right column - you can enable the right column in the catalog to show the list of categories,
featured items, and boxes.

Copyright © 2023 CYPHER Learning®. All rights reserved.
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Class catalog

Calalogs  Setlings o

Options

AR Cption

Setting
Enable catalog search [+l
Enahle catalog calendar [+
& Enable iccatian filtering [+
AT
" Layout
Acniviny displey
Featune Setting
- —_—
Blag Formsat Graphic -
L e — 7 |
Calendar Category ordering Custam
H Class ordering Alphatetical ~ |
Caraog o T
Categories

All currently used categories and subcategories are listed in the Categories section of the local catalog.
You can change the descriptions and the picture associated with a category. You can even add a
metadata description and keywords for a category, under SEO Metadata.

Class catalog

ot . &
Mame: Fine Edge Company
o Introgucticn: X
AL # Edn
-
i agqn
. Page size
b | 0 -
Q
Aoy er - > i)
= e
Caienit i Leives
H | Name Edit Picture Me?ggata
Cananng —
= bl ’ = *
Compiiance u 7 a +
=
i F i dal +
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Browsing the catalog from your portal

To allow portal visitors to browse the catalog, go to Admin Portal and find the Visitor view tab. Enable
Catalog from the Portal pages section.

Title Edit SEO Enable?  Delete
v -
v -
v
& v
Signup & ¥
& + v [}
v
&
+ Add

Creating accounts

Everyone who wants to use your site must have an account. The type of accounts that can be created
in CYPHER are:

Learner - can enroll in courses, communicate with instructors and friends, use collaboration
tools.

Instructor - can create and teach courses, create and grade assessments, communicate
with learners.

Administrator - has full privileges on the site, can customize the site, set policies, create
accounts.

Partial administrator - can administer only certain aspects of the site.

Teaching assistant - can help instructors run courses but cannot change course content or
delete a course.

Manager - can generate reports for all the learners in the same organization but cannot
change content or create courses.

Monitor - read-only administrator that can access most pages of a site but cannot change
anything.

Mentor - users that primarily provide personal assistance to other users.



Adding accounts

Go to Admin/Accounts to find your options for adding accounts:

S 1 —~
Accounts G EWMw Q@ -~
Cherview  Types T mia gnup  Fields  Profile
Overview 4 Import | > Expont
ﬁ- a| =] ) can
A Here are the ways you can creste accounts
. Craate accounts using a web form
About
= Emiail account invitations from the admin ares or from within individual courses.
Accounts
- Allaw visitors lo create sccounts by clicking the Signup buttan an your portal and entering an sccess code.
Affilicres Alow IS :TEATE 8 LINtS Vid your Course caizlog
=) Allow visitors to create an account when they purchase courses or enrall in them via your course catalog.

Upload a CSV file with the sccount details

Use the sync option to creates new accounts the first time they login using LDAR

Catalog

a

CometChat

Create sccounts and enroll them inta courses using cur AR

Add accounts using a form

This option allows you to quickly add accounts using a form. To start adding accounts visit the ‘Form’
tab. Select the initial type of account you want to create, whether you want to send login instructions,
whether you require the users to change their passwords when they first log in, and the approximate
number of accounts you want to add.

Accounts

Dverview  Types Form’ Emall  Signup: Fields Profiles Rules  Inactivity Avatars  €ustom - More

Add using form
Select the type and numbser of accounts you'd like to create (up to 50 &t a time) and press Conlinue.
Type of account
® | earmer Manager Parant Instructor TA Mentor Monitor Affiliate Administrator
Organization
Fine Edge Company b

Require user 1o change password when they first login
Yes (@ No

Zend log in instructions
® Yes Mo

Approximate number of accounts you'd like to add

1 -

Continue
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Email invitations

To invite users via email, visit the Email tab. Select the initial type and approximate number of
invitations that you want to send, then click Continue.

Accounts
ver I g Email g elr rofi <l act Al
Email invitations
& - o : - S ¥ :
AE To send invitations, first enter the number of invitations you'd ke to send (up to 50 at & time) and press Continue. Then enter the emai! addresses and press
Send,
(i ]
Wy, Type of account
: ® Lesmer Manager Farent Instructor TA Mentar Monitor Affiliate Admin|strator
» Crganization
ArCounts g =
Fine Edge Company -
L
Afiaes Approsimate number of invitations you'd like 1o send
S| 1
Biog
Cabendar

The email invitation is sent but the account is not created until the user accepts the invitation and then
goes through the normal sign up process. You can see a list of invited people by going to the Users
catalog in the left bar, under the Invited tab. Resend the invitations if needed.

LAaEEuwBQly -~

Invited @

| e
aa Narre Avcount iype Srmail Sent Link Accopled
o Ry AEMNST e 16, 5715 am % 1380 16, = 20 am
=
S £y =00 s osebe @i com Mar 14, 406 a0 %
o lacohs LB SRS IR gTTIRL Y Vi A0
-] Ryan 5
= 0 b o aBMmer sryannssilgmail com May 8, 3:07 am W
i Simitt ¥ 1 ¥
a n :;::.IE,: Learner kensanders369@gmall.conm May 8, 3:07 am R
Uy Sy I
- 0 2{_‘”; LBErTEr samykamo 31l com May 8 301 am +
Tirm in o = i aan
e 0 'L;It-:'-l;cns Leafref Imethytimstevens@gmall.com May 8,301 & 3
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Configure sign up

Generate access codes that allow users to create accounts. To start configuring sign up, visit the Sign
up tab under Admin/Accounts.

Accounts LeE B YEQQ~

Select the kind of sign up you wanl 1o allow
Wity RELHERE 4] firae z2om JacrTmER

VISROS O8N CTRENE & MeEMMeT STO0UNT Dy CRCKING the 5107 UD CUTIon
L
Wisstors Can Ccreate an account by Chckang the sign up button and enterng BN SCORSS Oode,

] Organization
: Uze 16 Input fheld inst2ad of dropdown for drganization field 1o prévent learmers from sasng list of orGanizatons

Start with defauit organization in dropdown instead of “Select organization

If you choose the sign up option without an access code, users can create accounts just by clicking the
Sign up button, then entering their account details. If you want to use access codes, you can set them
up in the Access codes area. Each user type can have its own access code. Codes can be either active
all the time or for a limited period.

Accounts GaETwYBRQAQD

Visitors can creste & leamer atoount ti:.‘ Sie<ng e siZNUo autton

Wizitors can creats anaccount oy cicking tre si2 up Sution and &rie”ng an sCoess code.

Use text input fiekd instesd of dropdewn for crganizacion feld t preves tiemne-s from sesing st o erganizations
H & El P L

Start with defaull organization in

o stead ol Sohect orgerzntoe®

» i
= o llcons g 7 AN BNTET 2 N8 CIMANITATICN NAMA
Ll
10N Up INnStTUctions
d L : ;
e Fic Fuallewireg Lext i displaped in the sign up bux,

= To joity, enter Uhe acuess cude Uil wos stued by your orgimlaation tre Sick Tortbnue

e 7 =on

-

=
Fures A i

) Access oodes slow wsers to sign up foran acooutt oy £ cking = Signug Gusten on your partsl
¥

- Type ACoRgs code Ervabiled

Administraigs Fine Egge 1102 v
n Affiliata
e Course Auto-generatad

- nSiructor Instructor v
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People can then join your site by clicking the Sign up with an access code option, entering the code and
the required account information.

FINE EDGE

Please enter your access code below

Import accounts from a file

This option allows you to quickly create or update accounts by importing the information from a
comma-separated value (CSV) file.

1 S 4 o
Accounts CAETYBQAQY
| Overview Types Fom Signup  Fields rofiles  Rules
Ove B € Import (|- Export
ol i ;
AR Here ars the ways you can creats accounts:
: Creata accounts using 2 weh form
Abodl
L4 Email account invitations from the admin area or frorn within individual courses.
ACCounts
w Allaw visitors Lo create accounts by clicking the Signup button on vour portal ano entening an sccess code.
Affilates
B Allowe visitors to create an account when they purchase courses or enroll in them via your course catalog.
Bleg e iaa ! 5
= Upload a CSV file with the account details.
Calendar LE
Use the sync option to creates new accounts the first time they login using LDAR
HH
Catalog >
Create accounts and enroll them into courses using our APL
a
CometChat
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Select the initial type of account you want to create, then choose the file from your computer that
contains the CSV rows and indicate which value is in which column.

LAETYTEQY

Accounts it f T t Organization s R W J X Canced

o
e T add acoounts from a CSY (pormrme seperaied value), first select e e 1o upload
Trén mdicate e column for 88cn ¥8LE and press Gantinss
L] ; ’
ik F you cmit a use solcmackcs! v
H Yo will D asioan o : aridan
* if &n BCCOLNT WITN & MATSNING lesrmar 113 ar Instr.crar 10 & fourd, ms fi2 s will ke upnaten
with the new values instead of a new aceount boing aresled.
Loy in irsbeustions will be senk i coch new wser with e 7l pestaeoed, amd 3 link 1 key in. 1 the wser bies an amail oddress, the messege s aliso sopiod
SERES Their arvssd AcennT Within 1% mintes
- 10 CHSTOMIZR e New BECalNT Iogen insmirtans, sick nes
HeG
£} [
+ Agdne
™
L
b les]
alles
a
e Valu# Colurrin
= M 1D 1 ol
(
- First name 2 e
_——
Last name 3 -

Every field except for the first and last name is optional. If you omit a user ID and/or password, they are
given unique values automatically. You have a few more options such as requiring users to change
password on their first login, then click Continue.

Options
Organization

Fine Edge Company -

Dry run: check import but don't change anything
® Yes Mo

Require user to change password when they first login
Yes ® No

Update passwords for accounts that already exist
Yes (® No

Date format
& mm/dd/yyyy dd/mm/yyyy

Send log in instructions
® Yes No

Continue
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Managing users

.

You can see an overview of all users in your company by visiting the Users Catalog. Click on a category

to see more details about a user group.

LA T wE Q-

4+ Enabie derts

Mentors Administrators Network admins

For example, if you click on Learners, you can perform several actions such as: sending messages,
viewing their scores, award badges and certificates, archive learners or even removal from the
platform.

1

LeEZ R wYEBRQQ

Learners 0 + B & inas
L'.' Gl lITIO
L
e Q | B nessage B Greces BB Pomoio W Passwonds O Hesendogn | & fwErd < (ranster O - Hemiowe & Auchive
A Marme » Cowrmes  Complatad  Deactwatad  Groups Piaras  iastuistend &

17 days ago

2 A 1 32 { GEYS AN

%}lo_
02060002
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Using automation

Automation allows you to set up rules that should be performed when learners enroll in groups,
complete courses and learning paths. For example, you can define rules that trigger actions such as
sending a custom message when learners enroll in a course or sending a notification when an account
becomes inactive. Administrators are usually responsible for setting rules for accounts, while
instructors add rules for courses and learning paths.

Access  Awards  Membership  Other

Hide an assessment from the user

Hide a medule from the user
e ks
Lock s module

KB Show assessment

Show an assessment to the user

- ]

i

g Show modul
Show a module to the user

-

m Unlock module
Unlcck a module

Adding rules for accounts

You can define actions that occur when accounts are created. Accounts rules include actions that are
triggered when users are added and when users are inactive. To add rules, visit the Accounts/Rules”
section.

LAaBEWYEHQQY

o ’
e A BCTINNE Néra THET Should he parfarmed whsn &n ACooUnt i alded
o ACTion Acad Ea Remove
B Sond b “row acvount’ canned message [Crgonization in Business development and Croup in Design cub) Fob 14, 2018 ” -
& B Asa o group AR TYPA 1N InsTrucenr) lian £, A F -
ARt * Awird GO poin fon g Sl wide g (Avcousit i in Lesenct) Jun 15,2018 F 4 -
- W Sward nadne s5s for game LtsaweE Game Iign 15, AIE & -
i
2 *
by
1‘: I Jil
S
03 sctions hera that shouls e ;-:F':“.I'I'I'F.'] When an accou = Iogged I
.
i These gre N actions.
e
a + Add
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To add inactivity actions, visit the Inactivity tab:

“AXBETwBQAP

Accounts
! Overview  Type M Ema qgnug el Proflies  Rules  Ingetvity
|
e
Inactivity
-3
AR Featue
o 60  Mumber of days of not visiting the site before user is considered inactive
L Inactivity actions
ACCOUNTS .
And actions here that should Se performed when a user becomes inactive.
-
Affiates Action
el & Archive user
Blog & Send custom notification to user
i
Calendar + Ado
L]
-
Cantale

Adding rules for e-commerce

Addea
har 26, 2020

May 27, 2020

Eait

Edit  Remove
! -
& -

If you have e-commerce enabled, you can also set up e-commerce rules for courses, subscriptions,
bundles and so on. For example, to add a purchase action from the E-commerce tab in the course

configuration area.

Graphic Design Fundamentals

y Conﬁgure JESHCE 15 Sohedudie: ENrolaen AGOUIEs: ASSEESMENLS

E-commerce

Feature
Price
Dashboard -+ .
lax exempt
B
Macules # Editpnee | = Cles price
o]

Purchase actions

Add actions here that should be performed when this item is purchased.
Action

@ Add to group Creabve D

& Send custom notification to user

Calendar

+ Adg
1]

oS
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3 Ecommerce
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May 27, 2020

May 27, 2020

=2 Catalog page

Value
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Edit Remove
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Vi -
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Configuring e-commerce

The e-commerce feature allows companies to sell courses, subscriptions, bundles, and digital media
through their CYPHER portal. Visitors and users can browse the course catalog, see a detailed
description of the items that are offered, use coupon codes and more. To enable E-commerce, go to
Admin/App center and install E-commerce.

Payment gateway configuration

To configure the payment gateway, go to the Payment gateway tab. We currently have support for
PayPal, PayPal Payment Pro, Authorize.net, Stripe, PayU LatAm, PayUbiz, PagSeguro, Flywire, and
Purchase orders as payment gateways.

Payment gateways

Select the payment gatewsy you want to adi:

Wizer nest
Sign up at hitpdwww.authonze.net
Sign up at hitps./www iywire.con
£g
Sign up at Nitps /' pagsegura ual con
DayPs
Sign up at Nitpd wenw peypel cor
PayPal Payments Pro
Slign up at ntipsiwew paypalcomdus/webapps/mep/paypak|
aylibiz
Sigr up at hittp waw.payubi

Sign up at http:Swww payulatam com

1ase order
Accept POs for payment outside of the system and approve them to complete the customer order.

tipesca

SigN up At RIpL www Stipe com

Choose one of them and link your existing account. More details on configuring each payment gateway
can be found by visiting the Help Center under the E-commerce topic.
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Setting prices for courses

To set a price for a course, go to the course configuration area and visit the E-commerce tab. Here you
can add the price for the course and coupon codes.

. 1 . . N
=  Corporate Design LGeEWNYEQY~
- ' ; Cﬂnﬁgure ¢ g . : E-commence | 55 Caing page
-
o mmerce
Anmin Leaturs Value
= “nins
itz Iax sxsmipt
]
=4
whr i I
a Acd acton: here that shouic ba performen whan this itam s puchasad
e There sre no actions
[}
+ 4dd

Bulk purchases

Users can also buy items in bulk. After finishing the checkout process, you can either enroll others
using the seats you have purchased, or you can transfer seats to another account. Go to
Admin/E-commerce/Configure and click Enable under Bulk purchases.

Configure

| Payment gateways  Notifications  Coupens  Bulkpurchases  Buikdiscounis Tax  Kuies  Custormiz ¢ Ccommerce

Bulk purchases

Bulk Purchases is curmantly disabled.

a

When bulk purchases are enabled, the shopping cart allows you to select a quantity and also whether
the item(s) are for someone else. Note that if the items are for someone else, then the purchaser is not
auto-enrolled into the course after the purchase.
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Adding coupons

After the price is set, you can also add coupons for the course. To add a coupon, click Admin/Configure
in the left bar, go to the E-commerce tab, and click on Add under Coupons.

Graphic Design Fundamentals

Add actions here that should be performed when this item is purchases

Action Edit  Remove
& Add to group , -
i} A Send custom nOtcation 1o user 4 -
®
=2 + Aod
i
Coupons
i '
Mz - Remiove
(] & P
in Egd Onceper  Maxuses One ime 5
oy 2 Nume & Code & Big 3 Crestor Discount User ?1 diseount Edit Detsils Enable
1 'g":'“"'cﬁ HBGRYYY - . 41 b4 Unlimited x ’ o v
Mt
:

Then you will see different options for configuring the coupon, including name, a maximum amount of
uses, the discounted amount (a fixed sum or a percentage) and the coupon code. Please note that if
you want to enable the coupon for a limited time, you can select Enable time.

Add coupon x

Name Code
Coupon 6 EBFYQCQK
Max uses Once per user
Unlimited v
Discount Only apply to first payment (subscriptions only)
0 S .
Enable time restriction
v
Beqgin End
May 27 2020 ] June 27 2020 ]
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Add bulk discounts

This option allows you to add one or more bulk discount rules that apply to the entire shopping cart. To
do this, click Admin/E-commerce/Configure/Bulk discounts, then click Add in the top right.

Add bulk discount

Click on the kind of bulk ciscount you'd like to add

count hased QUEANTITY
Giva a discount basad on the numser of tams

count based on amount
Give a discount bassed on the total cost of tems

You can then set up a rule based on the number of items ordered or on the cost of the items. For
example, if one visitor has at least 3 items in the shopping cart (quantity), they could receive a 10%
discount. If the total value of the items is at least $40 (amount) they receive a 5% discount.

Add bundles

You can combine courses and digital media into a bundle and sell them as a package. To create a new
bundle, go to Admin/E-commerce and visit Bundles under Items then click Add.

LGAaZWTBQAY~

Items

irees Bundles B oriptons  Digital mediz € Ecommerce | 3§ Cataiog

Bundles

AR * Fublich == (publist  f§ Tredeie
i} MName Sold Price # Tatal  Published

| | R ! 856 ) v
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Choose a name for the bundle and then you are ready to add items.

=  Beginner pack CyERYEQD -~
= bl Selectsl Ml Deise == Catalog

o =

pame 1. Mustrator for Beginners o Published

w Adicbe [liusTrs Qrachics edns

ke

E-commerce »
& Price: S56
w Purchosed

Atad Gl
es, and rocno M ions Ghh

Select Admin/Configure to configure your bundle. Click on E-commerce to set a price and Coupons for

the bundle. Please note that you must click on Publish under Admin (right bar) to publish the bundle to
your catalog or click Publish under Admin/Configure.

CeaEwRYBAQAP >

Adrrwn Featurs Yaiue
Johsh "
-
Prrcnaces Display contact option instead of aliowing purchase/enroliment?
v

Caondition

No filter condition nas been set

+ Add
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Adding subscription plans

You can create subscription plans consisting of courses and digital media that visitors can purchase
for a monthly or yearly fee. To create a new subscription, go to Admin/E-commerce and visit the
Subscriptions tab.

Add subscription

Sihver

Digital media

You can also sell digital media items such as videos, audio files and pdf documents, just as you would
sell courses. To add your files, visit the Digital Media tab under Admin/E-commerce.

Digital media

Design e-book

Shopping and checkout experience

Site visitors can browse your courses and other learning items by accessing the course catalog on your
main portal. Users who already have an account can also purchase courses, digital media, bundles, or
subscriptions through the course catalog.

'FINE EDGE tlog  Cakendus N ' cD

< Beginner ETETE—

Design in Branding

Featured items

n 52955 course
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Purchasing items

The checkout process is the same for buying all learning items. Visitors can add it to their shopping
cart by clicking on the Purchase button:

—E!_N_E_E_[_]EEE Catalog  Calendar  Mews  Abaut us Bleg  Contac

Graphic Design Fundamentals

e Julie Arcreas Marche

4 Modi e Certficates Revigws
Abot duies CETETICHIES £ S Inla
Jan 1. 2020 - Dec 21, 2020

@

This course will teach 2verything you need 1o know to become & prafessicnal graphic cesigner,
Style. instructor

This course will teach cverything yeu rocd 1o know 1o become a professichial araphic ’ Moduiss: 12

designer Everyona nesds 1o know the basics so that's why werg starting with shem. You s

need a gaed foundation a crder 12 move on 12 e ether moes advanced courses. Certificats awerded

Rating. #r # & & o7
Category il

principles that

First we will start with a little histery an graohic design ard what ane e
hawe been passed on from generation o generation. Ther we will discuss the main
principles and cutline the most important IGeas related to shapes and sizes, fonts, color

-

They will be directed to the Checkout page. If you set up a discount, your visitors will be able to apply
the discount (see adding a coupon code section) when purchasing a course:

News Aboutus  Blog  Caontact B Log in

FINE EDGE|

Checkout

Review your order If the totel value of the items in your shopping cart is at least 850 you will gat & 10% discount.
To comples the checkout submit the form below, or Cortinue 1o shop,
Accournt

Cragle an scoownl below or 11y glready have an account.

$20.95 First name Last name
Apply coupan
User 1D @ Fassword @ Canfirm passward

QOrganization
Select organization... e

Crmail [opticnal; Confirm 2mail

Country
Select counitry -

P agres to Pol
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If visitors already have an account, they can click on Log in to proceed with the payment. If not, they will
have to create a learner account by filling out the form under “Account”.

g

W Catalog ~ Calendar  News
Checkout

Review your order If the total vatue of the items in your snopping Cart is at least $50 you will get & 10% discount

1aphic Design Tocomplete the checkout submit the form below, or Contings o shoo
Fundamentals

Account

Create an account below or If you alrsany have an sccount

First name Last nams

User D & Paszword @ Corfirm password

Organization

Select organization... A
Email {optional} Confirm ermail
Country

Sesct courtry -

I agrea to Foliy 51

After the purchase, users can see the purchased items in the Purchases area of their profiles and they
can enroll in the courses or access the items:

Tom McGregor & E B Q TomMcGregor B ~

Latest purchase < Enolimens

I the item is a course, click its play button to start. If the item is 3 subscription, click on it to view the courses you have access to.

Amount
565.00
Total: 361.75
Previous purchases
Order placed Feb &, 2017 Ameount
Design Patterns
Status. Enrolled §30.00
Quantity: 1
Nlustrator for Beginners
Slatus: Enrolied 540.00
Cuantity:
Total: $63.00
Order placed Feb 8, 2017 Amount
s Gald
< Status: Deleted $35.00
\ Quantity: 1
More cetails Total 335.00

For a detailed report of the platform revenue, affiliates, and site statistics, visit the Reports area of your
platform. More details can be found in the Help center under the Reports topic.
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Using marketing tools

We provide various tools to help companies market their courses, such as SEO features, affiliate
marketing, integration with Mailchimp, and more. Currently, administrators can configure SEO for the
portal, set up an Affiliates program and use Mailchimp. You can also promote courses by encouraging
learners to rate and review training items.

Configuring SEO for the portal

Go to Admin/Portal and select the SEO tab. You can choose if you want the site to be indexed and
shown in search engines, set up a meta-description, and keywords.

h engine indexing
It enabled, search engines will index your partal and any publicly accessible pages it links to.

v Enable?

Named catalog URLs

Accounts If enabled, the URL of the cataieg items pages will contain the item's title
- ¥ Enable?
Affilizes
Metadata

.
=
Blog

The following mietadata description appears in each of your portal pages: [none]

The following metadata keywords appear in 2ach of your portal pages: [nong]

# Edit
: Custom robots

a : " " ;
S You can upload a custom robots 1xt that overrides the default robots 1k for your site

=l + Acd
“ompliance

= Custom sitemap.xam

—_

Courses You can upload a custom sitemap.xml that overrides the default sitemap for your site.

+ fuu
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Configuring SEO for courses

You can also update the meta description and keywords for each individual course. Go to the Course
page, click Admin/Configure and go to the Catalog tab. Select Add under SEO.

Graphic Design Fundamentals

CDI].ﬁgUl'E Basics Tabs  Schechle Freoliment  Modules  Assessments Catalag Foommerce # S2 Cortalog page
Settings
Ay Feature Yalug
Tile color
Putdish? L

Display contact option instead of allowirg purchase/enmoliment?
include short descrption?
Include long description?
Include teble of contents?

Include Instructar?

'
-+
L
[
-+

Featured item?

B Categories
Calenide

T # Edncmepenes 4 - Ado category
Scones

& Visibility
LR Coneition

i Mo Miller condition hes beer sel.

+ duld

2 SEO

There is no meta descripticn or keywords

-
e + add
Instructons

Add a meta description, relevant keywords and Save.

Meta description and meta keywords x

Description: A complete starter's guide tc graphic design.
A
Keywords graphic design, design basics, designer, training
(separate by
commas):
P
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Affiliate programs

You can set up an affiliate program for the portal by creating affiliate accounts. An affiliate is a person
that can advertise your training items on their own platforms such as blogs and social media. Affiliates
can get a commission on referral. This feature must be first installed via the App center.

Each Affiliate user has its own affiliate link which they can use to bring visitors to the portal. For each

converted visitor, the Affiliate will get a commission which is defined by you as a percentage of the
purchase value.

Dashboard « Q Pudslf Clarckson (#] »
Affiliate Ta-da +
— Afaliate I Courss cataiog i -
f
Hloime Referral share hnk Announcemenls
- Yeur lirk ntt ! o hone
Calshog
Paypal emai N
a st Site-wide game »
IRRTS

Ern il alfiizie@gmail.cam
il # i * ]
descumaes 0 Trar

Affliote group Viste

PUIChases Pending Anproved Rejected [ Paymenl Crers

Default 1 Awards »

n Frie Edge Company

Mailchimp integration

Mailchimp is an email marketing tool that allows you to design and send marketing emails. You can
import Mailchimp contacts into the portal and export user lists from your portal to Mailchimp.

LAE T wHQE -

Import accounts from

MailChimp

2
i Type ol aveeunt
& Leamer Manageor Irsirocice ndentor Rdanitar Alfliate Adrninizirator
o
it Mailchimp list
- List Subseribers
Arcruines e el
v & filmars o7
Azt CyoherLasiing 12
| cyaher 11
Hog fnctaerTest k]
i
Caendar .-
uplions
-.".1:;:|-:_| Dy rums check impoct Hut dor't changs snything
o Yeg Mo
a

CometChst

Continue
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Ratings and reviews

You can allow learners to rate and review courses they are enrolled in.

¢ Beginner

Graphic Design Fundamentals

Gt

e b Andress

Aoout Mocules  Cerificaes | Reviews B

Jdan 1, 2020 - Dec 21, 2020

o
o G PR 2 Style instructar
W il O
“Interesting colrsel” E Modules: 12
B
b

Certificate awercead

Zaall Rerstar Rating: #rdrr dr oy
L8 & 8 g Category: Beginne
Sreal couEse! B ianeed liaratin:

o il Schedule
Sozal vowrse (o gonz whie iowes maphic design! =
1200 pmi.. 2200 pm

W

You can choose to accept or dismiss reviews. When a learner submits a rating/review, you will receive a
notification of the submission. To moderate the rating, click on the link in the notification or go to the
course's Reviews tab in the left bar. If you want to publish the rating, click the publish checkbox.

Graphic Design Fundamentals

Reviews

Everette Hailey Publish?

Admin & & & & ¢

5] “| love this course!”
Dashboard
Publish? v

1 & 6 & 8+
"Interesting course!"
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Configuring compliance

Compliance is a useful feature for companies that offer compliance training for their employees. You
can select the courses that are required for compliance, then set up for how long the learner is in
compliance once they've completed them. You can also set up periodical renewal of compliance.

First, Compliance must be installed via the App center. Then visit the Admin/Configure area of a course
and find the Compliance tab. Click the ‘Require for compliance’ button to make the course required for
compliance:

Graphic Design Fundamentals
J Cunﬁgure Baside fat Sohedl errlment  Modues  Assceoments Comploton  Cotalog  Ecommorce  Cornplianos

Compliance

Audmiin This course is net required for compliance.

o lo enabe the course for compliance, click Reguire for compliance

! g2— 2 : : ; ; ;
28 = You can spacify bow 'ong 8 lesmmer is complisnt once they comalete the course, and also spacity sctions thai are riggered
RESLY [ tefore compliance axpires
(L) o=
=
Seoreg | eariers ennelled e conrses reguired e cormpliancs sulomatically ses (hase soueses in s Gompliance st on el dashboard,
— gl in & cormplisnce status wicgel
ih.
Masslery

After enabling this option, when a learner completes the course, they are deemed compliant for a
specified period of time. By default, the period is "forever". To change it, click on Edit. The following
options are available: Forever, Specific duration, Until a specific date, and For date period. For example,
if you want compliance to be available for 3 months choose a specific duration:

Edit x
After completion, the learner is compliant:

Specific duration v| Years: 2 ~| Months: @ ~| Weeks: 1 v| Days 2 ~
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You can then add rules that specify what happens before compliance expires. For example, you might
choose to start the countdown 30 days before expiration and choose to reenroll learners in the course:

Graphic Design Fundamentals GET T wBQE-
A

Conﬁgure Pasics Tatis Schedule  Eroliment  Modoles  Asssssments  Completion  Catslog  S-commerce  Complisnce: Deactivation

C".‘I}l'll]‘lifa]‘_li e = [ant raqucs for compliance

Thiz course 15 required for compliance.

Duration
After completion, the leamer is compliznt: 2 years, @ manths, 1 weeks, 2 days
& =dir

Expiration countdown

Specify 2 number of days before expiration that a set of actions should be taken

Expiration countdewn: 30 days left
The faliowing actians are performed when the studant has 30 days left before compliance expires

There are o actions.

A{‘ rid B il

To see all the courses required for compliance, go to Courses/List and visit the Compliance tab from
the top bar. Here you can see the number of learners who are compliant, in progress or non-compliant.
If you click on any of the numbers, you will be redirected to the Learner/Compliance section of the
course.

1

Courses LaE=mwBE Q-

: Compliance @ Arcnived  Deleted

Compliance

Q| @ Celes

Slyle Irifo Instructor + Compliant = Inprogress. ¥ MNon-compliant  Published
nstrustor LhEEY 750l Bertala 1 10 o
nstruetor [ B ETE L JuieAnurens - 12 2 v
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Setting up canned messages

Many actions that users take in the platform such as enrollment, unenrollment and deactivation have
associated messages that are sent to them. The content of these messages can be customized by
going to Admin/Messages.

Canned messages
Summary
Click on an action to show/edit its message.
ﬁ i UL L La - . .
AP Sent to someonsa when they are invited to create an account.
g Sent to a learner when they achieve a game level,
About
L Sent o a user when they are archived via automation
Accounts
o Sent to a learner when they are automatically deactivated from a course after the time limit has been reached.
Affilistes it deactivatio NG
=) Sent to a learner when they are being warned of automatic deactivation.
Blog ird badge
= Sent to a learner when they are awarded a badge
Calendar VASAH A LN L
Sent to a learner when they are awarded a certificate.
-H
Catalog el
Sent to a learner when they are awarded a coupon.
2 Award points
CometChat Sent to a learner when they are awarded points
1] Bulk purchase access code
Compliance Sent to a user via email (usually) when they are granted access to a course via a bulk purchase access code.
Sent to a learner when they complete a self-paced course.

o e vitatior
Sent to a user when they are invited to join a course.
Dashboard Y J

- Sent to a learner when a new module is dripped to a course.
E-commerce
£ | Sent to a learner when they are enrolled in a course.
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To change the canned message associated with an action, click on its Edit option, then enter the new
subject and content.

Canned messages

Course completion

Subject
e You have completed the course @class_name
AP
o Content
'"" Congratulations, you have completed the course @class_name_with_link.
W @completion_picture
Accouns
@final_grade_message
-
Affiliates & Edit
=]
E.|-._:1_;

Each action has variables associated with it that can be inserted into the canned message using the
"@" syntax.

Canned messages LNEWYEQE~

Course completion X Cancel

Tne following variables can be used in the subject and message. @cless_id, @class_name, (@class_name_witn_link, [@completion_picture. @oompleted_at_utc.
{@deactivate_students_sfter, (@final_grade, [@hnal_grade_message, @organizeton_id, (dorganization_name, [@user_first_name, @usar_full_name, @user_id,

o [@user_last_ngme

Subject

‘Yau have completea the course @class_name

Message
- ¥ h & B EET === = B S Y 6 x ¥ L H o T80
Attliates Paragraph = RobotolightMew = 12pt = =« == A« @l £ W [ — fx O B = & B
=] Congratulations, you nave compeeted the course @class_name_with_link

(Boompletion_picture

(@finalgrate_massaga

IWCRDE

Copyright © 2023 CYPHER Learning®. All rights reserved. 52



.

Creating reports

You can create reports about many aspects of the platform such as system statistics, course
completion and course enrollments. CYPHER also provides custom reports, which you can configure

yourself.

Please note that this feature must be installed first via the App Center. Then go to the Reports menu in

the left bar and click Catalog.

LCAEZEWMwYHBHQQE-

=+ Custom repor

Catalog History  Sehedule
Eemce
Catalog
b Check a report’s box to add it to 'My reports, or click its name to run it
o Assessments
. | Acsecomie -1
¥ See how vanous assessrment ypes are being used.
Groups
1 MESing work
- ik E:
L List leamers and the assessments they have not submitted
Caralog
i Badges
-
Users v | CUST bad a
- Cuslom badge report
o

EeEB RN Certificates

i s1om ce ale ey [i]
Re = Custom certificate repart
& Compliance
Reports :
b List courses That sre required for complisnce and ther detalls
Admin
! [

List courses and the compliance of their leamers.

[
(]

List students with & submission count, progress, and current grade

| Class attendance rene
Clags attendance report

Here are some reports to get you started:

Site statistics

In this report you will see statistics about the number of users, courses, enroliments, assessments,
storage, and more. To generate the report, enter a name and click Run. When the report is generated
you will get a notification. In the notification you will have a link to the details of the report.
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Course enrollment

.

In the Course enrollments report you can see the enrollments for a course within a timeframe of your

choice.

Add report b4

Mame | Course enrollment

When e Date Range Last periods Current period
Start May 20 2020 B Finish May 27 2020
Courses input e Select Manually input 1Ds

Courses Select options -

Organization Select options v

Output & Chart HTML CsV

Catalog check 10 save in catalog

Run ® Immediately Schedule

Course status

In the Course status report, you can see the enrollment status of the learners of a particular course and

the number of assessments that they have to do.

Course completion

In the Course completion report you can see the number of completions for a course in the period that
you choose. When you want to generate the report, enter the name of the report, and choose the

courses and the organization, then select the output format and click Run.
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Revenue

.

In the Revenue report, you will see statistics for the revenue generated through e-commerce. To
generate the report, enter the name of the report, the analyzed time period and the output format, then

Add report x

click Run.

Name

When

Start

Qutput

Catalog

Run

‘ Revenue ‘
e Date Range Last periods Current period
May 20 2020 B Finish May 27 2020 B

o Chart HTML Csv

check 1o save in catalog

® Immediately Schedule

Compliance summary

The Compliance summary report lists the courses that are required for compliance and their details.

Add report

‘

Name

Qutput

Catalog

Run

Start at:

Repeats:

Compliance summary

e HTML CSV

check to save in catalog

Immediately (@) Schedule

May 27 2020 04:47 am BB

v Daily v | every: 1 v~ | days
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Saved and scheduled reports

.

Under the Scheduled tab, you will see all scheduled reports. When you add a new report, you have the
option to run it immediately or schedule it. You can define the time when the report will be executed and
if you want it to be generated repeatedly.

Add report x

Name

Output

Fec Report

e HTML csv

Catalog

Run

Start at:

Repeats:

check 1o save in catalog
Immediately @ Schedule

May 14 2020 04:47 AM B

v Dally v ooevery

1 ~  days

Custom reports

Custom reports allow you to select the data that you want to report on such as users, courses, paths,
organizations, and more. To add a custom report, click on Custom Report in the top right.

Add custom report

NAMS fan waakly renont

Descriptivn Fer weekly report

bty Persunal (@ Orgirigdion Businugy

=epart on

£,
Certilcuies
Caurzas
Course Crouns
Groups
Orders
Crganizations
Users

Copyright © 2023 CYPHER Learning®. All rights reserved.

Ntk

56



.

Select from a variety of fields, use filtering options, sort, and group data by different parameters, and
choose the chart output:

asics  Columns Filters  Sort Grouping  Surmmaries  Organize  Chars = Repors | & Run

Adnmin

the
Setup o Click Celumns and then select one or mars columins from the table you are reporting on, as well as zero or mere

columns from related tables.

P e Click Filters, Sart, Grouping, and Crganize to dafine how rows are selected, serted, grouped, and displayed

In the Columns tab, you can select which columns you want to report on, including your own custom
account fields.

Fec weekly report

5 Basics Columns  Flters Soft Grouping  Summaries  Organize = Fepcris | & Run
Courses
Aocess code Allow deactivated leamers 10 400055 course Aliow final grage to be overidden?
Aliow learners to enroll Allow learners to unenrall ~| Archived?
v Course code Credits | Deleted?
Descriplion Display in course catalog? Duration
Ena time GGrading scale Include child courses?
Include links to uploaded files for learners? LMS D Mame
Round percentages Round paints SIS 1D
Saction code Semester V| Start time
Style Time zone

Badges »
Bundles »

Certificates «

About Active? Address line 1
Address ling 2 Address dine 3 Administrator?
Allaw chat reguests Allow frisndships | Appearin searches
Appear to anline lsarners Archived at Archived?

" Awarded at ~ Birthdate 1 iy
Consultation Group Contact phone Country
Department Description Email
Expires at First login at First narme
Gender Instructor ID Instructior?
Joined at LMSID LMS 1D
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Summary

The Getting started guide for Administrators provided the basic information that administrators need
when they first start using CYPHER. The topics we covered were: navigating in CYPHER, using the Help
Center, customizing the company portal, creating accounts, setting up policies, configuring the course
catalog, setting up e-commerce, using automation and compliance, and more.

If you have any additional questions, please browse the Help Center or visit our support forum.

www.cypherlearning.com
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