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Accessing Your Account

1 Navigate to the website https://elevatedd.learningaidohio.org/

2 Login to your ElevateDD Learner account.
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https://elevatedd.learningaidohio.org/

3 This is the Dashboard view. It will show you important program dates such as the
current semester end date and the upcoming enrollment date.

You can see the number of pending session requests that need approved prior to
the appointment.

You can also see the sessions scheduled for the current week.

|] Learning Aid Current semester ends Next open enroliment begins. @
L io 08/30/2024 07/22/2024

Dashboard 0 Confirmed Sessions 2 Pending Sessions Needing Approval 0 Sessions Completed This Yea

Session Calendar

B This Week's Schedule

Availability

EaTang Reveeats Date Leamer Subject Session Tme Duration Type

View All Sesslons TH224 Learn er Kindergarien Readiness 10:15 AM 0.5 hours Introductory

Reports
4  Click "My Bio" in the menu to review and/or update your Bio information.
ot - : Current semester ends. Next open enroliment begins @
ili Learning Aid po 2k
e io 08/30/2024 07/22/2024

Dashboard

Edit Profile
Session Calendar

Add Your Profile Picture
My Bio

Avallablity Drag and drop a file here

Panding Requests

Choose File.

View All Sessions

Reports.

Accepting New Learners []

Tutor Bio
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5 Click this checkbox to mark yourself as "Accepting New Learners".

Dashboard

Edit Profile

Session Calendar

Add Your Profile Picture

My Bio

Availability Drag and drop a file here

Pending Requests oF

Choose File..

View All Sessions

Reports Allowed file types are jpg. jpeg. p
Accepting New Lea
Tutor Bio
Provide a short summary to let managers and learners know more about you
Personal Details
Test i Tost

Updating Availability

6 Tutors can now manage their calendars and availability by selecting "Availability"
from the menu.

Click "Summer 2024" or the semester you would like to set up availability for.

Learning Aid Current semester ends Next open enrollment begins
i 08/30/2024 07/22/2024

- Ohio

Dashboard

Schedule Availability

Session Calendar
My Bio er 2024 T
all 2024 4

Availability
Spring 2025
Pending Requests

View All Sessions

Reports
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7  Click the date that you would like to add availability to.

Dashboard

Session Calendar

Monday

Schedule Availability

Tuesday

Wednesday

Thursday

< )

Friday

My Bio Summer 2024
e July 2024
Availability
Saturday Sunday

Pending Requests
View All Sq i
Reports

Eall 2024

Spring 2025

8  Click "Add Times"

Availabilities.
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9  Click "Start Time"

Availabilities

New Availability.
Q End Time*

Repeal. (@ Does not repeat (O Everyday (O Every weekday (M -F) (O Every week

i Cancel

10  Move the green circle to your selection.
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11

12  Click "OK"

08:30 =
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13  Click the "End Time" field to select your end time.

Availabilities

New Availability,,
8:30 AM E

Repeal (@ Does not repeat () Every day () Every weekday (M- F) () Every week

Cancel

12:00 =
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15

16  Click "OK"

08:00 -
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17  Select a repeat option to make this time a reoccurring option.

Availabilities

New Availability:

Start Time* End Time*

8:30 AM L00 PM
Repeal (@ Does not repeat () Ever 1y weekday (M - F) () Every week
Ad |

18 Click "Add"

Availabilities

New Availability

Start Time® End Time®
8:30 AM 8:00 PM

Repeat. () Does not repeat (O Ed@iyiqy @ Every weekday (M -F) (O Every week

Cancel
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19 Additional time slots can be added by clicking "Add Times" and following the same
steps above.

Availability can be edited or deleted by clicking the the edit or delete icons on the
time slot row.

Availabilities

8:30:00 AM - 8:00:00 PM

20 Scheduled availability will now show on your calendar.

Schedule Availability

Summer 2024 Select a date to add your availability < o~
July 2024
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
kY 12
.

o (] o (] o

. - . . L

o (] : 0 [ ] o

o

1] 0 [ ]

. L .
Fall 2024 v
Spring 2025 Semester dates: 1/11/25 - 5/2/25 %

Managing Requests
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21 Toreview pending session requests, click "Pending Requests" in the menu.

You can view session details by clicking "View Session".
Click "Confirm" to accept the request.
Click "Deny" to reject the request.

Tutors must respond to session requests within 48 hours of receiving the
request.

il Learning Aid Current semester ends Next open enroliment begins @ -
« Ohio 08/30/2024 07/22/2024

Request Type Filters

Dashboard

Session Calendar + AllRequests  Tutoring Sessions  Introductory Request

My Bio

Requests
Availability
Request Type Leamer Name Start End Session Duration Actions
Pending Requests
Intreductery Learner 10:454M 10:45 AM 0.5 hours View Session | Confim -
View All Sessi —
Tutoring Learner 12:00 P 1:00 PM 1 hours. Confirm

Reports

22 Session details can be edited after clicking "View Session".

Learning Session

sun Eng
Times 10:15 AM 10:45 AM

Session Type  Introductory

Learner Learner

Subject Kindergarten Readiness

Status Session Requested ( - )

Session Notes

Additional Information

ﬁ
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23 To see scheduled sessions in a calendar view, click "Session Calendar" in the menu

to the left.

il Learning Aid Current semester ends
. Ohio 08/30/2024

Dashboard Session Calendar

Session Ca
Learner

My Bio

July 2024

Availability

Saturday Sunday  Monday Tuesday Wednesday Thursday  Friday
Pending Requests

View All Sessions

Reports 8 ) 0 o

August 2024

Next open enroliment begins @
07/22/2024

Friday, July 12, 2024
7AM | Unsvsiiskie

24  Scroll down for additional details on the learner and account manager.

Click "Save" if information was updated.

Learning Session

Additional Information

Grade of Student

School District

Account Manager Name

Account Manager Email

Account Manager Phone Number

Account Manager Phone Type CellPhone
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25 Click "View All Sessions" to see all requested sessions.

You have the option to search by learner and date ranges.

iJ Learning Aid
« Ohio
Dashboard Wizse REE e =
Session Calendar
My Bio Leamer Name Subject
Availability Kindergarten Readiness
Kindergarten Readiness

Pending Requests

View All Sessions

Reports

Current semester
08/30/2024

Session Dale

TH224, 1015 AW

7720124, 12:00 PM

ends

Session Duralion

0.5 hours

1 hours

26 Click a session to open the session details.

“ Learning Aid
. Ohio

Ll Upcoming Sessions =
Session Calendar

My Bio Leamer Narp subject

Availability indergarten Readiness
Pending Requests Kindergarten Readiness

View All Sessions

Raports
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‘Current semester ends.

08/30/2024

Session Date

71224, 1015 AM

7720124, 12.00 PM

Session Duration

0.5 hours

1 hours

Next open enroliment begins

07/22/2024
cal
Status Account Manager Emall
Accepted
Rejected

Next open enroliment begins
07/22/2024

B

Status Account Manager Emall

Accepted

Rejected

Session Type

Introductory

Tutoring

Session Type

Introductory

Tutoring

13



27 REMINDER: The status of each session must be updated for it to be
processed in payroll.

Learning Session

start End
Times 10:15 AM 10:45 AM

Session Type Introductory

Learner

Subject Kindergarten Readiness

Status Accepted @

Session Notes

Additional Information

28 Click "Completed" once the session has been completed to receive payment for
your services.

Select "No Show" if the learner did not show for the appointment.

Select "Tutor Canceled" if you need to cancel the appointment.

Learning Session

sun Eng
Times 10:15 AM 10:45 AM

Session Type Introductory

Learner

Subject Kindergarten Readiness

Status Accepted

Accepted s
Session Notes
Completed Intreduction

No Show
Additicnal Inf¢

Tutor Cancelled
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Session notes are now required when updating the session status. Please make
29 ; .
note of what was worked on during the appointment.

Learning Session

sant End
Times 10:15 AM 10:45 AM

Session Type Introductory

Learner

Subject Kindergarten Readiness

Status Completed Introduction

Session Notes

Session notes are required

Additional Information

30 Click "Save" once all updates have been made.

Learning Session

stat
Times 10:15 AM

Session Type Introductory

Learner

Subject Kindergarten Readiness

Status Completed Introduction

Intro interview completed via phone. Will meet on

Session Not
ssion NOS  \ednesdays at 4:00

Additional Information

Reports
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31 Tutors now have the option to pull reports of session history.

Click "Reports" from the menu.

li Learning Aid Current semester ends Next open enroliment begins
v io 08/30/2024 07/22/2024
R Upcoming Sessions Lear Start Da Q] End C ol
Session Calendar
My Bio Leamer Name Subject Sessicn Date Session Duration Status Account Manager
Availability Kindergarten Readiness 712124, 10:15 A 0.5 hours CompletedintroductorySession
Kingergarten Readiness 7120124, 12:00 PM 1 hours Rejected

Pending Requests

View All Sessions

Reports

32 Select the date range you would like to pull and click "Payroll Report".

li Learning Aid Current semester ends Next open enroliment begins
¥ Ohio 08/30/2024 07/22/2024
Reports
Dashboard
Session Calendar 77/2024 e 7N3/2024 a
—

My Bio

Availability

Pending Requests

View All Sessions

Reports
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