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1. User Name 

2. Home Screen 

3. Roster – View students enrolled in course and related information 

4. Tools – Upload course syllabus, Grade book, Import Master Section, Import Your Section, My Notes, 

Survey, and Class Attendance. 

 

5. Lecture Notes - Tutorial Date Marking. 

6. Assessments – View/create assessments (homework, quiz, test,..), Scores, Import Assessments, My 

Question Bank, Print Submitted Assessment and Drop Box. 

 

7. Resources – View Glossary, Documents, Web Link, Exam Papers, E-Book and E-Solution Manual. 

8. Communications – Use Internal Mail, Announcements, Discussion Forum, Study Groups, Queries, and 
Chat. 

 
9. User Management – Guest register students, transfer students, student group, add teaching assistant, My 

Preferences and Student Registration. 
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10. Reports – Grade and Score Reports, Activity Time Report, Activity Time vs Grade Report, My Activity 

and Attendance Summary. 

 

11. Support – Send support request to technical support 

12. Help – User Manual and FAQ (View frequently asked questions). 

13. Logout – End the session 

14. Institution Name 

15. Term Name 

16. Course Name 

17. Section Name 

18. Student View – Switch to student view 

19. Change Course – Select a different course assigned to You. 
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Go To "www.EducoSoft.com” 

 To Login as a Instructor 

- Enter your e-mail ID 

- Enter your password 

- Click on Login 
 

 
 

Enter your 
E-mal ID, Password 

and, Click on  
LOGIN 

Select Country 

from the list 

http://www.educosoft.com/
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1. Home Screen: 
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2. Roster: 

 
 

 This page allows the instructor to take class attendance, email student(s), and drop student(s) 

from this course along with other links for the students. 
- Click on individual student name link to add the attempts, extend the end date, change the test time and view the score 

for an assessment. 

- Click on corresponding student e-mail Id to send an email to that student. 

- Select multiple check boxes and click the E-Mail button to send e-mail to multiple students. 
- Click on Individual Grade Report to view summary and detailed grade report. 

- Select the student(s) and then click on Drop Student button to remove the students from the class. 

- Allow instructor to login into student‟s account.  This icon would appear if the CC permits to allow instructor to 

login as student. 
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3.0 TOOLS 

 
 

3.1 Syllabus 

3.2 Grade Book 

3.3 Import Master Section 

3.4 Import Your Section 

3.5 My Notes 

3.6 Survey 

3.7 Class Attendance 

3.8 White Board 
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3.1 Syllabus: 

 

Select the course-section and click on either add, import for adding/importing the syllabus.    
 

 

1. Click on “Add” button to upload the syllabus file (Word or PDF format). 

2. Click on “Import” button to upload syllabus file from a previous terms (WORD or PDF format). 

3. Select the syllabus with the help of check box and click on “Delete” button to delete the selected syllabus (check 

next to the title first, then click on delete) 

4. View, Edit or Download 

 Click on “View” to view the syllabus. 

 Click on “Edit” to replace the current syllabus file. 

 Click on “Download” to save the file to your PC. 
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 Response Sheet: Click on Response sheet tab to add/view/edit response sheet. The Response sheet can be attached to a 

syllabus with an option of forcing the student to view the syllabus, answer response sheet and then continue.  

 
              

3.2 Grade Book: 

 
 

Grade book can be set up in two ways.  It can be copied from another course or set up manually for each course. 

 To Copy, go to Tools ˃ Grade Book and select the grade book to copy into. 

 Next, select the Term and course of the grade book you would like to copy from. 

 Click on copy and all categories, grade scales, a rounding option will be copied into the selected course/section.           
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Add Grade Book Category: 
 

 
 

 To Add grade book categories, begin by selecting the term and section 

 Click on “Add Category” button. 

 Enter category name, weight and drop count. 

 Click on “Save” link. 
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Edit Grade Book Category: 

 

 
 

 Click on corresponding category edit link and make the necessary changes in category name, weight and drop count 

and click on save link. 

 For deletion of category click on corresponding category delete link. 

 Click on the Report icon corresponding to the Category name to see respective 'Average by Category' Grade 

Report. 
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Adding/Editing Grade Scales: 

 
 Under Grade Scales grid 

 Create new Grade Scale by clicking on Add button and by entering the ‘Grade’, ‘Description/Comment’ and ‘Minimum % of 

the Total score’ into the text boxes and then click on the Save link. 

 To change, click on the edit link corresponding to the Grade Name. 

 To delete click on corresponding scale delete link. 
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Copying Existing Grade Book Template: 
 

 

 On the top right of the page there would be new option ‘Copy from another section ’. 

 To copy Categories/Scales from a template created in previous terms or in other sections, select respective the Term, Section 

and grading period name from the Copy from another section field and click on copy button.  

 The copied categories and scales will replace those currently in the Available categories and Scale grid. 

 For coping to multiple sections click on ‘copy to multiple section’ button. 
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Adding Tutorial Credit Category: 

 

 Under Grade book Categories grid click on Add Tutorial Time button. 

 

 Enter Details like Category Name, weight and select one of the option and click on save button.  

 

Note: Add tutorial Credit button will be enabled only if Tutorial Credit Category does not exist. Instructor can create o nly one 

Tutorial category time.               
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Include class attendance as part of the grade book: 

 
 A new category called Attendance is added for the grade book in order to consider the attendance weight to the final 

grades similar to Tutorial Time. 

 On click of Add Attendance button, Add Attendance category page appears. 

 

 Enter Category weight information 

 Check the ‘Consider one absent if student Is tardy/late for # days’ option to consider one absent for given number of days or uncheck 

making them as present 

 Enter % of present and score 

 Click on save 

 Score mentioned against attendance will be calculated and will reflected in the grade book. 
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3.3 Import Master Section

 

 You can import master section data: course syllabus, documents, web links, grade book, my 

notes, assessments, tutorial marking and drop-box assignments. The master section syllabus, 

documents, web links, grade book, my notes and tutorial marking will replace your existing 

syllabus, documents, web links, grade book, my notes and tutorial marking. 

If you have students that have already taken assessments, then you can‟t import the master 

section data. 
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3.4 Import Your Section

 

 You can import the any of the features like course syllabus, grade book, assessments, my notes, 

documents and web links from the previous term/section. 
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 Select a source Term and Section from the drop-down list.  

 Under Content information, select one or more items which you want to copy it to the current section. 

 Click on the View details link to see contents in detail. 

 Click the Copy button 

 User will see the confirmation alert message. 

 Click on OK button to copy the files.  

Note: If Assessments / My Notes are blocked for coping by the section Instructor. Check box will be disabled and shows 

appropriate tool tip on mouse over to the resource name. 
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3.5 My Notes 
 

 
 

 Allow you to add supplement documents to the course hierarchy.  Simply select the level from hierarchy you would like and 

click Add to upload your file.  While viewing the course hierarchy, the file will be shown next to the level where it is added. 

Notes can be enabled and disabled to the Instructor/student of this course using the Permission button.  By clicking Add or 

Delete the instructor is able to add levels and/or delete. 
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 You can also add videos under my notes from your computer or YouTube or Khan Academy or from Educo Content 

Repository. 

 You can import the notes created by other instructor for the same course. 

 Select the level from the left hand side course hierarchy to which you want to import and Click on ‘Import’ button. 

You are redirected to the following screen. 
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 Select the instructor from the instructor drop down. List of notes updated for the selected course will be listed with 

the course hierarchy as above and user can view the notes by clicking on the icon . Select the note(s) with the 

help of check box and click on Import button. 

 Selected note(s) would get copied to your selected course hierarchy. 
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3.6 Survey 
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EducoSoft 
 

Instructor User Guide 
 

Copyright © 2013 Educo International 

 

3.7  Class Attendance  

 

  To mark attendance, simply click on the day and select which days are considered for attendance, then click on the cell to 

mark the attendance or on the date to mark the same attendance for all students. Click on the name to mark the attendance for 

all class days.  You must click Save to save the attendance.  By clicking View Report, it will enable you to view an overview 

for attendance 
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3.8  White Board 

 

 If institution has been allowed to use White board this menu option would appear. Your institution would need to get 

this approved from Educo. 

 4. Lecture Notes 
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5.   Assessments 

 

5.1 View/Create 

5.2 Scores 

5.3 Import Assessments 

5.4 My Question Bank 

5.5 Printing Submitted Assessments 

5.6 DropBox 
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- View / Create 

- Scores 

- Import Assessments 
- My Question Bank 

- Print Submitted Assessment 

- DropBox 

                                                                    

5.1   View/Create –  

List of assessments are displayed. To View/Edit Assessment, click “View/Edit” link.  To Create Assessment  click  the  

“Create” button. 
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- View / Create 

- Scores 

- Import Assessments 
- My Question Bank 

- Print Submitted Assessment 

- DropBox 

                                                                     

5.2   Scores   
 List of Assessments are displayed.  Click on View to see the student list and to view the score.  
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- View / Create 

- Scores 

- Import Assessments 
- My Question Bank 

- Print Submitted Assessment 

- DropBox 

                                                                        

5.3 Import Assessments – 

List the options available for Importing Assessments.  There are three options available; Import your own assessment 

created in current or previous semester, Import Educo created assessments, and Import assessments created by other 

instructors. 
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- View / Create 
- Scores 

- Import Assessments 

- My Question Bank 

- Print Submitted Assessment 
- DropBox 

 

 

5.4 My Question Bank 
 

 Select the level (chapter or section) from the course hierarchy on the left, and select the question type from the drop 

down list and click on Add button for adding the questions. OR You can “Import from excel sheet” to add questions 

to the selected level. OR You can also import the question created by other instructor for the same course by clicking 

on Import button. 
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- View / Create 

- Scores 
- Import Assessments 

- My Question Bank 

- Print Submitted Assessment 

- DropBox 

                                                                        

5.5   Print Submitted Assignment 

 

 Assessments that have been submitted by the student should be allowed to be printed. The assessment allowed is Test 

MC Type only. Assessments for which the student is not appeared will be shown as not attempted.  All attempts will 

not be available for print; only the best attempt in terms of score would be shown for print.   

 Print Submitted Assignment this menu option would appear only if the institution has got the permission. 
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- View / Create 
- Scores 

- Import Assessments 

- My Question Bank 

- Print Submitted Assessment 
- DropBox 

 

5.6   DropBox - 
                                                              

Apart from file upload option for assignment submission, a Text editor is provided where student can type in the answers. All  
the response submitted using text editor is listed on a single page for evaluation. Evaluation page has information about the 
student, date of submission, text box to enter the grade, option to mark particular words in the assignment, highlight them 
and give comments to those marked words. Instructor can comment on the answer and also allow student to resubmit the 
assessment. It is also possible to attach the assignment to grade book and allow late submission with penalty in score.            
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6. Resources 

6.1     View Glossary 

6.2  Documents 

6.3  Web Link 

6.4  Exam Papers 

6.5  E-Book  

6.6  E-Solution Manual 

               

- View Glossary 
- Documents 

- Web Link 

- Exam Papers 
- E-Book 

- E-Solution Manual 
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6.1 View Glossary

 

               
- View Glossary 

- Documents 
- Web Link 

- Exam Papers 
- E-Book 
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6.2 Documents  -  

 

 You can share the documents (word, pdf, excel, png, jpeg, etc) files to the students. 

 You can also import the documents from the previous term/section of the same course. 
 

               

- View Glossary 

- Documents 

- Web Link 

- Exam Papers 
- E-Book 
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6.3 Web Link -  

 

 You can share the web links to the students for reference. 

 You can also import the web links from the previous term/section of the same course. 

 

 

-                                                               -         View Glossary 
- Documents 

- Web Link 

- Exam Papers 
- E-Book 
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6.4 Exam Papers 

 

 You can view or download the previous examination papers uploaded by educo. 
 

               

- View Glossary 

- Documents 

- Web Link 

- Exam Papers 
- E-Book 

- E-Solution Manual 
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6.5 E-Book 
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6.6    E-Solution Manual 

 

 

Note: If the course doesn‟t have the E-Book OR E-Solution manual then the menu doesn‟t appears. 
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7. Communications 

7.1 Internal Mail 

7.2 Announcements 

7.3 Discussion Forum 

7.4 Study Group 

7.5 Queries 

7.6 Chat 

                                                                                         

- Internal Mail 

- Announcements 

- Discussion Forum 

- Study Group 

- Queries 

- Chat 
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      7.1 Internal Mail – Use this function to check received emails from Educo, CC, other Instructors or students.    

 

 You can send email to the course/section students, Instructors and CC. 
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- Internal Mail 

- Announcements 

- Discussion Forum 

- Study Group 

- Queries 

- Chat 

7.2 Announcements   

Click “Add” to add new announcement. 
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 Enter the description for the announcement. 

 Select the recipient and section(s). 

 Select the „Start Date‟ and „End Date‟. 

 Select the send announcement to option with the help of radio button. 

 Click „Send Announcement‟ button to send the announcement to the selected recipients OR click on „Save and send 

later‟ to save the announcement. 
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- Internal Mail 

- Announcements 

- Discussion Forum 

- Study Group 

- Queries 

- Chat 

7.3 Discussion Forum  

 Click on “Add Forum” to create a new forum. Click “Add Forum”. Enter forum title and description. Select the term and course.  Check 
“Allow Posting” to the sections forum is being assigned to.  Deselect “Allow Reading” to sections you do not want to have accessed. Click 
on “Save”.  Once the forum is created you will need to create a Thread for students to post.  To add thread, click on the forum title.  Type 

thread message and click on Save.  The Discussion Forum is now open. 
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- Internal Mail 

- Announcements 

- Discussion Forum 

- Study Group 

- Queries 

- Chat 

7.4 Study Group –  

Groups can be very useful for collaborative work. Study Groups are online areas for students (and Instructors) to study 
together, send messages to the group, and participate in group discussion boards, and sharing files.  
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- Internal Mail 

- Announcements 

- Discussion Forum 

- Study Group 

- Queries 

- Chat 

7.5 Queries  

 Students can send queries by clicking on Ask My Instructor icon located in several screen in “students view”.  When a student  

sends a query a screen shot of the question he/she is working on along with the students questions are sent to your queries and 

also via email.  You can view the question and reply to the student. 
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- Internal Mail 

- Announcements 

- Discussion Forum 

- Study Group 

- Queries 

- Chat 

7.6 Chat – Click on “Add Chat Room”.  Enter a room name and description.  Choose if to allow users to upload files by 

selecting box.  Click on “Save Changes”. 
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8. User Management 

8.1 Guest Registration 

8.2 Transfer Students 

8.3 Student Group 

8.4 Teaching Assistants 

8.5 My Preferences 

8.6 Student Registration 

               
- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 
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8.1 Guest Registration  

 

 Select a term/course/section first and then click on “Add” to register individual student or “Import” to 
register the entire class for a guest period of two weeks. 

 
 

               
- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 
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8.2 Transfer Students  

 

 Dropped Student page appears, showing the list of students dropped from all the sections of that 
course.  Instructors of that course can pick up students from the list.  Select the section to assign the 

student.  Click “Assign” to submit the changes. 
 

               
- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 
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8.3 Student Group  

Create a User Group by clicking “Add Group”. 

 

 

Add/Edit User Group  

To add users to a group click on the “Search” button to display the users in the section.  
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Note:  

 Student Groups must exist prior to creating Group Assessment. 

 Taking Assessments, Max Attempts and other assessments settings workflow remain same even though   Students enrolled in 
more than one group. 

 Students that are unenrolled from the Group cannot see the Group Assessments. 

 If ‘Group of Students’ option is selected then, Prerequisite exempt link shows only users belongs to that group. 
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 You can also send an email to a Student Group. 

 Similarly you can send an announcement to a Student Group. 
 

               
- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 
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8.4 Teaching Assistant – Clicking Teaching Assistant allows you to see a list of Teaching Assistants and you can 

search, view, edit, delete or add Teaching Assistants.  

 

 Clicking “Assign Permission” allows the instructor to assign the Course and Section to the Teaching Assistant. 

 

Click save and continue. 

 

 

Once the course and sections have been assigned to the Teachers Assistant, the instructor will have to assign permission to the TA. 
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Don‟t forget to click Save. 
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- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 

8.5 My Preferences: 

 
Import Permissions authorizes instructors to import assessments in either home institution or 

all institution. Click Authorize after selection. 

 

 

 

 

 

Import Permission 
eSM Permission 

My Settings 
Video Setting 

My Student Account 
My Profile 



EducoSoft 
 

Instructor User Guide 
 

Copyright © 2013 Educo International 

 

               

- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 

 

8.5 My Preferences  

 eSM Permission – Authorize E-Solution Manual for the section/course. 

 

               

- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 

 

Import Permission 
eSM Permission 

My Settings 
Video Setting 

My Student Account 
My Profile 

Import Permission 
eSM Permission 

My Settings 
Video Setting 

My Student Account 
My Profile 
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8.5 My Preferences  
 My Settings –  
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8.5 My Preferences  
 Assessment Settings - 
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8.5 Course Settings - 
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- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 

 

8.5 My Preferences 

 Video Setting - Enable or Disable course video to the students.  Videos are enabled for all courses, click on disable link to 

disable videos for that course.  Click on Details to see the videos for each level in the course and enable or disable them 

individually. 

 

 

Import Permission 
eSM Permission 

My Settings 
Video Setting 

My Student Account 
My Profile 
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- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 

8.5 My Preferences 

 My Student Account (Instructor can act as student. A new button for login as student appears 

on top right). 

 

 

               

- Guest Registration 

- Transfer Students 

- Student Group 

- Teaching Assistant 

- My Preferences 

- Student Registration 

Import Permission 
eSM Permission 

My Settings 
Video Setting 

My Student Account 
My Profile 
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8.6 Student Registration – Instructor can import the students for which instructor needs 

to have the access code, as it is mandatory. 

Allows the instructor to View/Manage Users by selecting the term, course, and section.   

 

Clicking View will enable the instructor to see the students User Profile. 
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Clicking Edit allows the instructor to add/edit the students User Profile.  After editing, click the Save button. 
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9. Reports 

9.1 Grade and Score Reports 

a.  Average by Category 

b. Summary Grades 

c. Average by Assessment 

d. Score by Assessment 

 

9.2 Activity Time Report 

 a. Overall Activity Time 

 b. Tutorial Time Chart 

 

9.3 Activity Time vs Grade Report 

 

9.4 My Activity Time 

 

9.5 Attendance Summary  
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- Grade and Score Report 

- Activity Time Report 

- Activity Time vs Grade Report 

- My Activity Time 

- Attendance Summary  
 

9.1  Grade and Score Report 
 Average by Category 

 

 

 

Average by Category 
Summary Grades 
Average by Assessment 
Score by Assessment 



EducoSoft 
 

Instructor User Guide 
 

Copyright © 2013 Educo International 

 

               

- Grade and Score Report 

- Activity Time Report 

- Activity Time vs Grade Report 

- My Activity Time 

- Attendance Summary  
 

9.1  Grade and Score Report 
 Summary Grades 

 

 

Average by Category 
Summary Grades 
Average by Assessment 
Score by Assessment 
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- Grade and Score Report 

- Activity Time Report 

- Activity Time vs Grade Report 

- My Activity Time 

- Attendance Summary  
 

9.1   Grade and Score Report 
 Average by Assessment 

 

 

 

 

 

 

Average by Category 
Summary Grades 
Average by Assessment 
Score by Assessment 
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- Grade and Score Report 

- Activity Time Report 

- Activity Time vs Grade Report 

- My Activity Time 

- Attendance Summary  
 

9.1   Grade and Score Report 
 Score by Assessment 

 

 

 

 

 

 

 

 

Average by Category 
Summary Grades 
Average by Assessment 
Score by Assessment 
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- Grade and Score Report 

- Activity Time Report 

- Activity Time vs Grade Report 

- My Activity Time 

- Attendance Summary  

 

9.2   Grade and Score Report 
 Overall Activity Time 

 

 

  
 

 

Overall Activity Time 

Tutorial Time Chart 
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- Grade and Score Report 

- Activity Time Report 

- Activity Time vs Grade Report 

- My Activity Time 

- Attendance Summary  

9.2   Grade and Score Report 

 Tutorial Time Chart – Enter “Start Date” and “End Date” and click “GO”.  
                                                        Time Spent on Tutorial

 

Overall Activity Time 
Tutorial Time Chart 
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- Grade and Score Report 

- Activity Time Report 

- Activity Time vs Grade Report 

- My Activity Time 

- Attendance Summary  

9.3   Activity Time vs. Grade Report 
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- Grade and Score Report 

- Activity Time Report 

- Activity Time vs Grade Report 

- My Activity Time 

- Attendance Summary  

9.4   My Activity Time 

 

 

 

 



EducoSoft 
 

Instructor User Guide 
 

Copyright © 2013 Educo International 

 

               

- Grade and Score Report 

- Activity Time Report 

- Activity Time vs Grade Report 

- My Activity Time 

- Attendance Summary  

 

9.5   Attendance Summary 
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10. Support: If you have any query, you can send a message to the educo support 

team. 
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11. Help: User Manual and FAQ 

User Manual Guide: 
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FAQ: 

 


