How to Manage the Notice Board

Manage Notice Board lets admins post important announcements and updates for users in
one place. Admins can easily create, edit, and schedule notices that appear on dashboards.
It keeps everyone informed instantly, improves communication, boosts engagement, and

ensures no one misses key course news or reminders.

Log in to the Admin panel and open the Dashboard.

course.

Navigate to Course from the left menu, and a new window will appear.
Click the Manage Course from the left menu, and a new window will appear.
Click on any Course Title, and a new window will appear related to the respective

e Click on the Notice Board Tab all the notices will appear of respective course.
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How to Add Notice

Log in to the Admin panel and open the Dashboard.

Navigate to Course from the left menu, and a new window will appear.

Click the Manage Course from the left menu, and a new window will appear.
Click on any Course Title, and a new window will appear related to the respective
course.

Click on the Notice Board Tab all the notices will appear of respective course.
Finally, click the Add Notice button, and an entry form will appear.

e Fill in the following details:

o Notice Title: Enter the desired notice title in the respective field.
o Description: Type your desired description in the designated field.
o Send mail to student if urgent: Active radio button if required.
e Once all the fields are completed, click the Add Notice Board button to save the
information.
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How to Edit Notice

e Log in to the Admin panel and open the Dashboard.

e Navigate to Course from the left menu, and a new window will appear.

e Click the Manage Course from the left menu, and a new window will appear.

e Click on any Course Title, and a new window will appear related to the respective

course.

e Click on the Notice Board Tab all the notices will appear of respective course.

e When you click the three dots button, a new window will appear with options to Edit,

Resend, and Delete the respective notice.
e Finally, click the Edit button, and an entry form will appear.
e Fill in the following details:
o Notice Title: Enter the desired notice title in the respective field.
o Description: Type your desired description in the designated field.

e Once all the fields are completed, click the Update button to save the information.

e |If you click the Resend button, a confirmation menu will appear.

e |If you click the Confirm button, it automatically resends the notice to enrolled

students.

e |If you click the Delete button, a confirmation menu will appear.

e |If you click the Confirm button, the notice will be deleted. Otherwise; Cancel
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How to Manage Course Bundle

Manage Course Bundle lets admins group multiple courses into one bundled offer. Admins
can create, price, and promote bundles easily. This increases sales, encourages learners to
buy more, and gives customers better value. It simplifies course access and boosts revenue
while enhancing the learning experience.

Log in to the Admin panel and open the Dashboard.
Navigate to Course from the left menu, and a new window will appear.
Click the Course Bundle from the left sub-menu, and a new window will appear.
Click the Manage Bundle from the left sub-menu, and a new window will appear.
Click the Export button, and the entire list will be exported as a PDF and Print.

o If you click the PDF button, the selected document will be automatically

downloaded.

o If you click the Print button, the selected document is automatically printed.

Click the Filter button, and a window will pop up.

Select your desired option from the drop-down menu.
e Click the Apply button, and a course list will open as you filter.
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How to Add a New Bundle

Log in to the Admin panel and open the Dashboard.
Navigate to Course from the left menu, and a new window will appear.

Click the Course Bundle from the left sub-menu, and a new window will appear.
Click the Manage Bundle from the left sub-menu, and a new window will appear.
Finally, click the Add New Bundle button or directly click Add New Bundle from the

sub-menu, and an entry form will appear.
e Fill in the following details:
o Title: Enter the desired bundle title in the respective field.
o Select Courses: Select the course from the drop-down.
o Bundle Price: Enter the bundle price in the designated field.
o Subscription Renew days: Enter the subscription renew days in the
respective field.
o Thumbnail: Click the Choose File button to upload the image.

o Bundle Details: Enter the details information in the respective field.

e Once all the fields are completed, click the Create Bundle button to save the
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Log in to the Admin panel and open the Dashboard.
Navigate to Course from the left menu, and a new window will appear.

e Course Bundle from the left sub-menu, and a new window will appear.
e Manage Bundle from the left sub-menu, and a new window will appear.

When you click the three dots button, a new window will appear with options to Edit,

Inactivate, View on frontend, and Delete the respective notice.

Finally,
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click the Edit button, and an entry form will appear.

he following details:

Title: Enter the desired bundle title in the respective field.

Select Courses: Select the course from the drop-down.

Bundle Price: Enter the bundle price in the designated field.
Subscription Renew days: Enter the subscription renew days in the
respective field.

Thumbnail: Click the Choose File button to upload the image.
Bundle Details: Enter the details information in the respective field.

Il the fields are completed, click the Update Bundle button to save the

information.

For SEO, the Course Bundle

e Fillint
o
o
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he following details:

Meta Title: Type the desired meta title in the meta title field.
Meta Keywords: Enter the meta keywords in the respective field.
Meta Description: Enter the meta description in the related field.
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o Json ID: Enter the JSON ID in the respective field.
e Once all fields are completed, click the Update Bundle button to save the

Meta Robot: Enter the meta robot in the designated field.
Canonical URL: Enter the relevant URL in the respective field.
Custom URL: Enter the custom URL in the relevant field.

Og Title: Enter the desired title in the Og title field.
Og Description: Enter the Og description in the respective field.
Og Image: Click the Choose File button, upload the Image.

information.
e Click the Back button go to the previous page.
e |If you click the Inactive button, a confirmation menu will pop up.
e Click the Confirm button, item will be inactive automatically.
e |[f you click the View on frontend button, it automatically goes to the respective
course bundle frontend.
e If you click the Delete button, a confirmation menu will appear.
e |If you click the Confirm button, the course bundle will be deleted. Otherwise; Cancel
[ ]
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How to Manage Admin Revenue

e Log in to the Admin panel and open the Dashboard.
e Navigate to Course from the left menu, and a new window will appear.
e Click the Course Bundle from the left sub-menu, and a new window will appear.
e Click the Admin Revenue from the left sub-menu, and a new window will appear.
e Click the Export button, and the entire list will be exported as a PDF and Print.
o If you click the PDF button, the selected document will be automatically
downloaded.
o If you click the Print button, the selected document is automatically printed.
e |f you want to filter, click the Filter option in the date range field.
e Select the date range from the drop-down calendar.
e Click the Apply button to confirm the date range.
e Click the Filter button, and a window will pop up as you desired.
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How to Manage Instructor Revenue

e Log in to the Admin panel and open the Dashboard.
e Navigate to Course from the left menu, and a new window will appear.
e Click the Course Bundle from the left sub-menu, and a new window will appear.
e Click the Instructor Revenue from the left sub-menu, and a new window will appear.
e Click the Export button, and the entire list will be exported as a PDF and Print.
o If you click the PDF button, the selected document will be automatically
downloaded.
o If you click the Print button, the selected document is automatically printed.
e |f you want to filter, click the Filter option in the date range field.
e Select the date range from the drop-down calendar.
e Click the Apply button to confirm the date range.
e Click the Filter button, and a window will pop up as you desired.
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How to Manage Subscription Report

appear.

Log in to the Admin panel and open the Dashboard.
Navigate to Course from the left menu, and a new window will appear.
Click the Course Bundle from the left sub-menu, and a new window will appear.
Click the Subscription Report from the left sub-menu, and a new window will

e |[f you click the Export button, the entire list will be exported as a PDF and Print.

o If you click the PDF button, the selected document will be automatically
downloaded.

o If you click the Print button, the selected document is automatically printed.
If you want to view a particular bundle.

Enter the bundle name in the search field.
Click the Search button to view the desired.
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