ELMS Direct Manual for K-12 Administrators

e-academyhas recentlymigratedyour ELMS Direatvebstore to a new fatform. Your new webstore
includes numerougraphical, usage and feature enhancements for both end users and administrators.

This manual serves as a guide to the new features and to the change of processes for your existing
features. There are sevdmmajor chages to the webstore:

1) User verification and registration
a. Email domain verification: Your staff and faculty no longer reqroreto providethem
with registration cods in order to use the webstore. They can now register using their
email domain.
b. Submit proof verification: Any students or parents that have not receiviegiatration
code or have lost theiregistration code can register manually by submitting proof-to e
academy using an online form on the webstore
c. Teachers now have theility to print a limited number (up to 30) registration codes to
distribute directly to their students
2) Reporting services
a. Webstore @ministrators can now access real time reports on demand. Reports can
include high level purchase quantities to detaifaetchase information
3) User management
a. Webstore administrators can now change any @&password, view a ug@rorder and
order tracking information and can add single sseranually.

e-academ¥® mission is to provide an inclusive solution for your license managethest new
featureswill providewebstore admitstratorswith greatercontrol over the management of direct to
user softwardicensingprograms

The following pages in this manual will detail, with screenshots, instructions on how to usevthe
features available to yoWe strongly recommend that you use Microsoft Internet Explorer when
navigating the Administration module.

If you have any questions about the recent change to the webstore or are unclear of how to use the new
features,please contact-@cademy at 61:526-3005 or emaisupport@eacademy.comAlternatively
you can contact your Account Manager and ask for atutorial.
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Section 1; How to access the
administration module
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Step 1
Navigate to your ELMS Direct webstore and
click thedsign irg button at the top of the page

Step 2

Enter your username (this is likely your email
address) and your password. This will be the
same login as the previous webstoif you

R 2 tyfenember, clickforgot your passworél

Step 3

After signing in, yowill be returned to the

main page of the webstore. Click
ocAdministratiorg at the top of the screenThis

will open a new window; you are now in the
administration module. From hereoy can edit
users, view reports and print registration codes.



Section 2: How to print registration codes

Step 1

Mouse overuserg andclickoRegistration

Code Poolsbox that appears. This will take you
to the page that lists thediches of registration
codes.There should only be one option on this
page, entitleddregistration codé. Click the
underlined wordgregistration codeé

Step 2

This page lists all previously generated batches.
Before you can print the ca&s, you need to
generate a batch. Clictke dGenerate new

batch¢ button

Step 3

Enter the name of the batch (this can be
whatever you would like) and enter the
guantity that you would like to generate. This
cannot exceed 99 (as many printers have
trouble printing over 99 sheets at a time)

Step 4

Your batch has been genéea. Click theadio
button next to the batctthat you would like to
print and then click the button that read®rint
Handouts
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Step 5

If necessary, remove the header and footer
from your browser by following the instructions
contained with this page. When you are ready
to print the codes clickhe linkdopen window
with handouts for printing

Step 6

A window will gen with the registration
sheets.Contained on this page is the product
pricing, URL and registration code. Each sheet
will have a different code.

Step 7

A print dialog will open. Choose your printer
and print thesheets.Once the sheets are
printed you can distribute them to your
students. Since each sheet has a unique code,
please distribute a different sheet to each
student.



Section 2: How to view

reports

and export sales
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Step 1

Click ondreportst in the navigation menu on
the left hand side. Choose frodDetailed sales
or 6sales summasy/

Step 2

Enter the criteria for your report. In most cases
this will only be thedate range. After the
criterion hasbeenentered, click theview
reporté button.

Step 3

After the report has been generated it will
display at the bottom of the page. You can
either view the report here or you can export it
to pdf, excel, csv or to a web archive. Please
note that thecddetailect reports are legal sized
due to the amount of information.



