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Getting Started

Step 1
Go to admin.learnstage.com/login and enter “exceled” as the Account ID.

Multi-factor
Authentication
(MFA) Codes

The system will
occasionally require you
to enter an MFA code. If
you are prompted to
enter an MFA code, it will
appear in your email
inbox immediately for
use.

Welcome!
Please login to your Account
coount 1D

exceled

Step 2

Enter your username and password. Your username will be sent in your initial
email and follows the format of firstname.lastname.

Log into your exceled Account

Usemame

Password

Forg: rel?

Step 3
Once in your account, navigate to the Library Management tab on the main menu.

Enroliments

Library magement

Reporting v
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Getting Started (cont.)

Step 4
Locate your library from the Library Management database and select (& .

SIS > Library Managemant
Library Management

District: Excel Educatl w  School Gale o jo] Rt @
#=  Library Management
Library ; Available .
D Lilsrary Marme Created Date Last Updated Status Saois Actions

pgm-23- State Library of Morth . 101772023 TN2472023 Acthe a e
0561 Carolina : 19:51:56 M:2:20 : @

1 Last Pagt Showing 1 rows out of 1

Step 5
On the Library Detail page, you are able to manage the application through

enrollment process. On this page, you can view the number of students in each
category.

For enrollment lists, select the categories below each section header.
(e.g. Application Decision: 1, In-Progress: 1, (® Denied Applications ).

=

i [ 0N Stage

_ SIS > Library Management > Library Detail

Library Detail (State Library of North Carolina) ®

Dashboard

Enroliments
&  Library Management Applications
B  Reporting (.) (Applications waiting for Organization Approval)
Auenuor&jﬂed; 0
(3 Denied Applications
Pre-Reqs
C.) In-Progress: 1
(® Failed
Scholarships
C.) ﬁ Waiting to Assign Seats: 1
(3 Scholarship Reports TI P
Clicking into an
enrollment list
Enroliments will open the list
Active Enroliments: 5 | Graduating: 1| Graduated: 0 in a hew tab on
® Drops | ® Master Report your brOWSQr.
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Navigating Enrollments

Accessing a student list will take you to the Enrollments database. Follow the steps below
to learn how to navigate through enrollments and to their Enrollment Details.

Step 1
Use the horizontal scroll bar to view all student information.

55 > Enroliments

Enrollments S+ Add Student
#  Enrciiments
# g @ & & :
District; |<Excoliuu(,al|. ."-:: v School; -:_-Gam 3) w  Program: j:-‘.jlarolnnr.ar'( y 3: »~ Enrollment Status: (Comylerun 3: »
Select Hold Action Required *~  Date of Birth:  From v To
Enrollment Date:  From + To h Search —» Reset
Enrollmant  Student . Student }
District School Email Addrass Phone Numbser Age Gender Frogr
[[+] [[+] Hamae
s ZAL
o ! [ 2 2 25 o 3
54dI7dl

TIP

Use the settings button in the upper-right
corner of the page to customize your view.

2@

Step 2
To view Enrollment Details, scroll all the way to the right and select .

Current . o
Program Date of Enroliment Hold Date of Action )
jram 1D LDA X Grade . Actions
Name Enroliment Status Status Birth Required
Level
State
Library 10182023
1-23-0561 canceled Mo Hold 1019/2023 01/011880 9 Ho E
©  ainorth 0740557 3 v % B B &
Carolina
4
First Page 1 Last Page 20 = | Showing 1rows out of 1

Page 3



L
MExcel

ADULT HIGH SCHOOL

Navigating Enrollments (cont.)

The Enrollment Details Page
Use the Enrollment Details page to locate and record student information.

0 Basic student information
a In-depth student and enrollment details sorted by tabs
e Hold and enrollment statuses

SIE > Emrolimenis > Enrgliment Details e
Enrollment Details (Test program) ¥ Reset Canvas Mapping A NoHold ~ | [ « Completed ]l & Back
Student Mame Student ID District Name School Name fe - -
# x ‘. g E [:] Alternate Track (2) [:] Action Required
Test program GAL-C23-811D2  -ati~  Excel Education Systems Gale

Student Details  Enrollment Detalls  Program Details Courses  Payment Detalls  Success Coaches Motes Login History  Enrollment History

Test program Parent/Guardian #1 Parent/Guardian #2
<) Login as ﬁ

Mailing Address:
Ao pral

Cl43, Alabama JIHE7
United States

Preferred Hame: H/A

Emall: tostlest.com No details added No details added
Cell Number: (+1) 323-232-3232

DoB: 01011998 | Age: 25

Gender: Male

Ethnicity: American Indian

Grade: M/A | IEP: No |
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Navigating Enrollments (cont.)

View Application Questions

Use the Program Details tab to view a student’s answers to the application
questions.

Student Detalls  Enroliment Details ngrayummls Courses  Payment Detalls  Success Coaches Motes Login History  Enrcliment History

State Library of North Carolina

L i 0% Completed

Course Completed: 0/2  Program Type: Library

Program Details

Prosgeam 10 Progeam Category Minimuim Age Maxienum Age Transcript Grade Reqguired Transcripts

pgm-23-0561 Dema Pregram 5 M &8 L

MORE DETAILS >

Application Questions

1. Are you a resident of Your City?

Yeg

(]

. Are you 18 years of age or older?

Yas

w

. What is the last grade of formal education you successiully completed? (l.e. 12)

n

s

. Do you have a Library card in good standing?

Yas

w

. If No, are you willing to get one?

Yes

TIP

To return to the Library Detail
page, locate the tab on your
browser.
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Approving or Denying an Application

Program managers will decide to “approve” or “deny” a student. Students will receive an
automatic email about the decision. Follow the steps to approve an application.

Step 1
Select Application Decision.

.

Applications

(.) Applicationnpecision: 1 (Applications waiting for Organization Approval)
Attention f{bded: o

@ Denied Applications

Step 2
Select Go on an enrollment to open Enrollment Details.

Current

Date of Enrollment Heold Date of Action
LDA Grade = Actions
Enrollment Status Status Birth Required
Level
10/20/2023 -
5 ;-2?{0 p Application No Hold 10/20/2023  1/011987 10 No % B B ©
4
Step 3

Click on the enrollment status to open the status options. To approve an application,
select Pre-requisite. To deny an application, select Canceled.

s 8

/N No Hold ~

( v Applri{:ation - 1 <« Back | Pre—requisilec

J

'

Canceled e

The system moves any approved applications to the Pre-Reqs category and automatically
places them in the 14-day pre-requisite Life Skills course.
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Monitoring the Pre-Reqs Category

Students who are enrolled in the pre-requisite Life Skills course are held in the Pre-Reqs
category.

Monitoring Students in Pre-Reqs

Program managers can click the In-Progress button to monitor or evaluate a
student account.

Pre-Reqs

\3') Fa izl:r..\c: {b

Each morning, the Learn Stage dashboard automatically updates and moves any students
who pass the the pre-requisite course to the Waiting to Assign Seats folder under
Scholarships.
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All students who are eligible to receive a scholarship after passing the pre-requisite
course will be held under the Scholarships section and in the Waiting to Assign Seats

category.

Review Eligible Students

Program managers can click Waiting to Assign Seats to locate student enrollments
and evaluate who is eligible for a scholarship. Return to pages 4-5 to see an
overview of the Enrollment Details page for reviewing student information.

% Scholarships
£ @ ﬂ:i'.nl'arr‘.{bcr.-or:s

Assign a Seat
To assign a seat to a student, go to a student’s Enrollment Details and change their
status to Enrolled.

£\ NoHold ~ J [ v Ccmr?leted - ] & Back
h I

N

Pre-requisite

B

Locked

Now, the student has a seat in the program and can begin their coursework for earning a
diploma.
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Monitoring Active Enrollments

Enrollments with seat assignments can be monitored through their Enrollment Details

page. See below for an overview of the useful tabs on this page.

The Student Details Tab
View general student information on the Student Details tab.

Stuﬂen@t:ails. Enreliment Details  Program Details  Coursées  Payment Details  Success Coaches Nates LoginHistery  Enrollment Histery ¥

Test User Parent/Guardian #1
+] Login as
Mailing Address:
Test Address
Los Angales, Calfornia 34567
United States
Preferred Mame: Ni&
Email: testl@excelhighschool.com
Cell Humber: (+1) 952-465-3723
DOB: 10423/2000 |  Age: 23

Gender: Make

No details added

Ethnicity: American Indian

Grade: NA | IEP: Mo |

The Enrollment Details Tab
View a student’s key enrollment details on the Enrollment Details tab. (e.g.,

Enrollment Date, Expiration Date, LDA (Last Date Active), etc.)
Student Detaits  Enrollm(\nt Details  Program Details  Courses  Payment Details  Success Coaches

State Library of North Carolina

Program ID: pgm-23-0561

0% Completed

Course Compléted: 0 [ 2 Weighted GPAIN A Uriweighted GPAN/A Current Grade Level:M/a &

Enrolimant 1D Program Cost Date of Birth Tuition Balance dua

gal-en23-5dfae 50 1012312000 | $0

Ages I3 Installments
Endollment Date Hext Payment Date Agditional Fees due Remaning
1022023 HiA Expiration Date 50 o
19:00:00 05/01/2024 £

Total Instalimenis

Parent/Guardian #2

<

No details added

Meotes  Login Histery  Enrollment History  »

LO&

MW26/2023

Canvas Last Login
NiA

Download

View Courses

Credits Compleied
0.00 Cradit |

Remasning: 20,50

Program Cresdits

20.50
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Monitoring Active Enrollments (cont.)

The Courses Tab

Review a student’s completed, active, and planned courses on the Courses tab.
Active courses include assignment and module progress trackers.

Student Details  Enrollment Details  Pragram Details Cn{]sns Payment Details  Success Coaches  Motes  Login History  Enroliment Histary

e
O staws v inPlan: (Assigned @) (Pannea @) ~  Search

Complatad Cradits Failed Coursas Requinad Credits Ramaining Credits Unwaightad GPA Walghted GPA Program Prograss
13.00 o 2150 850 377 NIA R BE%

English 11 7

~ ENGLISH Expoctod Gredit : 4.00 (100 J 2.00 | - English 11

English 11

¥ | : .
Emglish 11 G Code Type nsiructor
Credit Earned Current Grade Owerall Grade Grade HGA-ENTIILS-3ad) Eleciive WA
0/L.00 £0.00 5.00 EMR Current Grade(Graded Assignments)
Lol | 10%. Course Module Progress: B afaF 80.00
" - - Cradit Assigned Cregil Eamed Passing Grade

English 09 a

v Passed - ] = — =
English 08 A J 1.00 Lz 2 60.00 &)
Cradit Earnad Currant Grade Owerall Grade Grade
LOOM.00 /A 0,00 A Crverall Grade Tiren Final Exam Lock
Assignment Prograss 0% Course Module Progress: o 5.00 i;; - 3@ B0 G‘J

The Notes Tab
Review notes made by support staff on the Notes tab.

[

Al J Admin 4 = NewestFiest [ All Atachments o
Completed audit  Admin @ @@ a

Completad audit

Student Details  Enroliment Details  Program Details  Courses  Payment Details  Success Coaches Niﬁ;s Login History  Enroliment History

Created by m~~~—— On H/I0/2023 13:97:55 « Last updated by m A~—— On 1073072023 13:17:55
Official Transcript - BHS - 10/26/23 ND  Admission @ e @ o
Official Transeript fram B~~—— High School

Created by n ~~~——0n W0{26{2023 13:51:56 « Last updated by ~~~—— On 10/26/2023 13:51:56

Attachments I TR A~——, ~——
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Monitoring Active Enrollments (cont.)

The Login History Tab
Monitor a student’s activity through the Login History tab.

Student Details

LearnStage Login History

Trigggered At From

Ewvent Code

Login

Login

Lowgin

L:)gin

Loain

Enroliment Details

Program Details

The Enrollment History Tab

Review administrative actions recorded on the account under the Enrollment Logs in
the Enrollment History tab.

Student Datails

Enrallment Histary

Enrollment Details

Pragram Details

Test User Enrolled On: 11/02/2023

Fee Structurs
MNI&

Course Type
M/A

Payment Method
/A

Courses

Courses  Payrent Detail Suecess Coathes
& Enroliment Agreement

Grade Type

WA Enrollment

Paymaent Details  Success Coaches

Search =

Triggered At

11/03/2023 23-536:09

1028/2023 16:32:44

12772023 1712:06

W2 2023 140352

1072512023 14:103:52

MNotes

LoginHistory  Enroliment History

Motes Lagin Histary  Enfollment Histary
Enroliment Logs O
@  Enrollment st % ban updated o - G

Enrodlgd for
Charlie. Buahler

al-en23-5dlae
2023 10:4507

Sync has been initlated for enroliment gal-
en23-Sdfae

Charlig, Bughler | 11/03/2023 14507

Sync has been initiated for @nnolimeant gal-
enz3-5dlae
Charlie.Buahlar | 11/03/2023 1456

Course Algebra 1 has been assigned 1o
Enroliment gal-an23-5dfae.
Charlie.Buehles | 110372023 10:4515

Course English 09 has beon assigned 10
Enrgllrmant gal-an2 3-Salae,
Charlie.Buahler | 1/03/2023 10045115
Assigned Business Managemant

Brary_test | 11700/ 2023 14:15:00

Assigned Economics
fibwary teegt | 1U0M/2023 14-10048
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Logging in as a Student

To see the student’s view and access their learning platform, you can log in as a student.
Follow the steps below to learn how.

Step 1 {]:'J
On the Student Details tab, select Login as.

Student Details  Endollment Details  Program Details  Courses  Payment Details  Success Coaches  Notes Login History  Enrallment History >

Test User Parent/Guardian #1 Parent/Guardian #2 €
-,] I@‘ :

Mailing Address:

Test Address

Los Angeles, California 34587
United States

Preferred Mame: Ni&

Emall: testl@excelhighschool.com No details added Nao details added
Cell Humber: (+1) 952-465-3723

DOB: 10423/2000 |  Age: 23

Gender: Make

Ethnicity: American Indian

Grade: WA | IEP: No |
Step 2
Select Course Details under Programs You're Taking to view program details and
courses.

Programs You're Taking

State Library of Morth Carolina  Enrolled

E i Cour@etails>

Step 3
Select View on LMS to be taken to the student’s learning platform.

State Library of North Carolina enwiied

-

r y 0% ViEWG%MS A
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Essential Transcript and ID Processes

Transcripts

Excel High School accepts transfer credits for courses completed at other accredited high
schools, colleges, and successfully passed portions of the GED, HIiSET, or TASC. To
receive transfer credit, Excel High School requires an official transcript.

Transcripts must be an official copy, submitted from the student’s previous high school
directly to EHS.

Student will receive instructions in their welcome email for how to have their transcript
sent to EHS from their previous school or use this page of the EHS website.

Transcripts can also be mailed to EHS in an envelope sealed by their previous school.

Excel High School
601 Carlson Parkway, Suite 1250
Minnetonka, MN 55305

Government-Issued Photo ID

Students must submit a valid government-issued photo ID in order to be eligible for
graduation. Examples of a government-issued photo ID are a driver’s license or passport.
To submit their ID, students should upload an image of their ID to their Learn Stage account
as pictured below.

Ceneratinle  Parent info |hlo$wm< Bilieg Detaits  Mecords Releass  Fesel Paiswerd  Secority Questions  SMS Settings®  Login Hivtery
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FAQs

@ How long will it take for a student to complete the program?

0 Students can complete courses at their own pace. If a student has six courses on their
dashboard to complete, it may take them two to four months. On average, it takes three
to six months for adult students to complete a grade level. The more time a student
invests, the more quickly they can complete the program.

Q Are notes allowed during quizzes and final exams?

°Yes, handwritten or printed-out notes are permitted. No cell phones or additional
computer devices are allowed.

Q What are approved devices to access lessons, quizzes, and the final exams?

The program is accessible from a cell phone, tablet, or desktop. Students can complete
all parts of the course, except a final exam, using multiple devices. Final exams must
be accessed only through the Chrome browser using only a laptop or desktop.

Q How many attempts are available for quizzes and final exams?

° Students are allowed multiple attempts on quizzes and final exams (three attempts on
quizzes, two attempts on the final exam). Students should review each attempt, take
additional notes, and then retake the final.

Q When will usage reports be sent to me?

0 There are no automated reports. All program managers will manually pull their
students’ progress reports. The Excel High School Success Coach can also be
contacted as needed.

QWhere do | send students who are having technical issues in the course?

If students are having technical issues in the course, they should first make sure that
they have all the technology requirements listed on the library website. If they are still
having trouble, they can submit a Help Desk ticket on the Excel High School console
page or contact their EHS success coach.
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FAQs (cont.)

Q Can students retake the pre-requisite course?

0 The program manager can determine whether or not to give a student a second
opportunity to take the pre-requisite course.

@ How can the library support students with their transcripts?

° We recommend program managers encourage students to start the process of
requesting their transcripts. The Excel High School transcript form can be downloaded
from your library’s student recruitment marketing website. Students can also find the
form in their welcome email sent by Excel High School. Transcripts are official
documents and must be sent directly from the former school to Excel High School.

@ Is any form of identification required at any time during the program?

0 Students are required to submit a government-issued photo ID prior to graduating.

@ Do students have to read everything? Is there an audio option?

0 There are several extensions available in the Chrome browser that will help the adult
student who does not want to “read” everything. Students should go to Chrome
settings and search to download or add extensions to the dashboard. Optional
extensions include:

« Immersive Reader
« Google Translate
« Speaklt

Q Do students have to complete the specific assigned courses on their dashboard?

0 According to accreditation standards, 25% of a student’s credits must be earned at the
graduating school, which is a total of six courses. Students must take:

« 1 English, 1 Math, 1 Science, 1 Social Studies, 2 Electives taken through EHS
Some students may need to complete more than six courses in order to earn the

21.5-credit diploma. As students complete each course, we will add any additional
credit requirements to their dashboard.
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FAQs (cont.)

Q Where can | find courses that are offered with Excel High School?

0 You can find our course offerings on our website, excelhighschool.com.

Q What are the graduation requirements?

o Course Credits Required

English 4.0
Math 3.0
Science 3.0
Social Studies 3.5
Health 0.5
PE 0.5
Art 1.0
Electives 6.0
Total 215

Q How long will it take to complete a final exam?

0 Students usually take between 30 minutes to an hour on final exams, but they are
allowed to take up to 120 minutes (two hours) on all final exams and quizzes.
« Once the 120 minutes are reached, the quiz or exam times out.
« Students are provided two attempts for all quizzes and final exams.

Q What is the policy for passing and what if a student fails a final exam?

° A passing final exam score is 60% or higher. If a student scores below a 60% on the
first attempt, a second attempt is available. Students should review the exam
guestions and prepare comprehensive notes prior to taking their second attempt.

Q Are there any written assignments?

0 Yes, written assignments are required to complete English courses.
« All English classes require written assignments.
« All written assignments must be passed with a 60% or higher to pass the class.
« Students can access The Writing Lab for helpful resources.
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@ What if a student has questions or needs assistance with course content?

0 Excel High School employs a fully qualified instructional and support staff. Support
services are available to all students through the Help Desk ticket system on their
student accounts.
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Who to Contact

Library-related Student-related Student-related
questions? questions? technical questions or
concerns?
Contact Allie Everett. Contact an EHS Contact the Learn Stage
Success Coach. Help Desk.

Contact Information

Allie Everett
Customer Success Manager

allie.everett@cengage.com
800-877-4253 ex. 18631

EHS Success Coach
galesupport@excelhighschool.com
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