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1. R.E.P / Instructor Portal 

1.1 R.E.P Login 
1. Login using the credentials received via mail. Fig (1.1) 

 

 
Fig 1.1 

1.2 Instructor Login 
1. Login using the credentials received via mail. Fig (1.2) 
 

 

Fig 1.2 

2. If you are mapped with multiple organization (REP) then need to select the Organization 
based on the selection the records will be displayed. (Fig 1.3) 
 



 
Fig 1.3 

3. The welcome message set by the Consortium Admin is displayed here. (Fig 1.4) 
a. If any announcements from Consortium Admin which will be displayed. 
b. If any upcoming conference is there that will be displayed. 
c. Upcoming classes of Local country are displayed. 
d. If all classes button is clicked it will redirect to the Find a Class page of Front End 

which helps you to find the classes from all the countries. (Fig 1.5) 
  

 

Fig 1.4 

 



 

Fig 1.5 

1.3 Dashboard (REP) 
4. Terms and Conditions page will be displayed once the REP login (Fig 1.6) 

 
 

Fig 1.6 



5. The welcome message set by the Consortium Admin is displayed here. (Fig 1.7) 
e. If any announcements from Consortium Admin which will be displayed. 
f. If any upcoming conference is there that will be displayed. 
g. Upcoming classes of Local country are displayed. 
h. If all classes button is clicked it will redirect to the Find a Class page of Front End 

which helps you to find the classes from all the countries. (Fig 1.8) 
 

 Fig 1.7 

 

Fig 1.8 



1.3.1 Transcript (Common to REP, Instructor and Student) 

1. In Transcript Management, the list of tracks is shown. (Fig 1.9). 
a. Earned Certificate of yours will be shown with the sharing option to Facebook, 

Twitter and LinkedIn. 
b. You can click on Learn More to view details of the track. 
c. You can view the badge of you earned course by clicking on Badge. 
d. You can view/download the certificate of your course. (Fig 1.10). 

 

Fig 1.9 
 

 

Fig 1.10 



1.3.2 Add Class (REP/Instructor) 

1. Go to Class Management and click Add button. (Fig 1.11) 
a. Add, Edit and Delete class options are available for REPs and Instructor. 
b. Past classes will not have the option to delete or edit. 
c. If multiple instructors are mapped to a particular class only the REP will have 

option to delete. Instructor will have delete option to delete their class only. 
d. You can use Copy class option to copy the existing class to new class with the 

auto filled details except the Class Instructors. 
 

 
Fig 1.11 

 

2. In Class Add form page the Signing Instructor is Mandatory. (Fig 1.12). 

 
Fig 1.12 

  



 

a. To have signing instructor, Instructor should update the profile with the signature. 
(Fig 1.13). 

 
Fig 1.13 



3. Enter all the details and submit the details. (Fig 1.14). 

 

 
Fig 1.14 



4. Once the class is added, then it is listed in Find-a-class page of frontend. (Fig 1.15). 

 
Fig 1.15 

a. The class is listed in a Find a class page if the value is set as public in Class settings 
(Fig 1.16). 

b. The price is shown if the “Show pricing and registration information” option is 
checked (Fig 1.16). 

 
Fig 1.16 

1.3.2 Add Roster (REP/Instructor) 

1. Go to Class Management and add the roster for the selected Class. (Fig 1.17). 

 
Fig 1.17 

  



2. Once the Roster is clicked, it takes to Roster Management page. 
3. Click on Add. (Fig 1.18). 

 
Fig 1.18 

4. Add Student page is opened 
a. The Roster adding can be done up to 50 using the Add button on top at a single 

time. (Fig 1.19). 
b.  Enter the details and submit the form. (Fig 1.19). 

 
Fig 1.19 

  



a. After submitting the student details it redirects to payment details page and click on Pay 
Later button to pay for the roster’s certificate later (Fig 1.120).   

 
Fig 1.20 

b. Unpaid Roster list is shown in class list page as well as in Roster list page of the particular 
class when it is required then the payment will be done from the page. (Fig 1.21). 

 

 
Fig 1.21 

  



c. Select the Rosters to pay for the certificate Now through Crypto (Ether) Payment or 
Payment Gateway (PayPal)(Fig 1.22). 

 
Fig 1.22 

d. Click on Pay Now which redirects to Pay Pal account page. (Fig 1.23). 

 
Fig 1.23 

  



e. Click on Return to Merchant once the payment is successful which redirects to Roster Page. 
(Fig 1.24). 

 
Fig 1.24 

f. Paid Rosters List is shown with paid status. (Fig 1.25). 

 
Fig 1.25 

  



g. Once the payment is done then the particular student receives a mail with the login 
credentials. (Fig 1.26). 

 
Fig 1.26 

1.3.3 Create Course Certificate (REP/Instructor) 

1. After adding Roster using Create Certificate for Class we can generate the certificate. (Fig 
1.27). 

a. Note: The Certificate can be generating only for the previous date not for current 
& future date classes. 

b. The “Create Certificate for class” button is available only, if the Certificate Status 
is in “Pending”. 

 
 

Fig 1.27 

  



2. Once the certificate is generated the student is intimated via Email.(Fig 1.28) 

 
Fig 1.28 

1.3.4 Instructor Feedback ( REP/Instructor ) 

1. Once the student is filled the feedback form for instructor then it will be updated in 
Instructor Feedback of REP (all the instructors’ feedback by class wise) Fig (1.29), and 
Instructor (only their feedback by class wise) Fig 1.30. 

 
Fig 1.29 



 
Fig 1.30 

1.3.5 Course Accreditation Request (REP) 

1. Go to Corresponding track page and download the Course Evaluation Matrix file and fill it.  
2. Login using R.E.P representative credentials.  (Fig 1.31). 

 

 
Fig 1.31 

  



3. Choose the particular course and upload the filled Course Evaluation Matrix document.  (Fig 
1.32). 

 
Fig 1.32 

4. Course Accreditation Requests list is displayed with the pending status once the matrix is 
uploaded.(Fig 1.33) 

 
Fig 1.33 

  



5. Once the Matrix is uploaded then the Admin receives a mail. (Fig 1.34) 

 
Fig 1.34 

6. Once the Course is accredited by admin then the status is changed to Accredited. (Fig 1.35). 

 
Fig 1.35 

1.3.6 Course Survey Leads (REP) 

1. The records are listed from the Course Instructor Feedback page referred by the Students 
for the future communication/marketing. (Fig 1.36). 

2. We can export the list of students are available in ICB under your Organization also the 
Leads for the future communication/marketing. 



 Fig 1.36 

1.3.7 Broadcast Mails (REP) 

1. Use this option to send bulk mails about upcoming classes etc., to your leads/students. (Fig 1.37). 

 
 

Fig 1.37 

 



1.3.8 Profile Settings (REP/Instructor) 

 

Fig 1.38 

 

 

Fig 1.39 

 
 

 

Fig 1.40 



 

Fig 1.41 

1. Show my Completed Certifications in Directory (Fig 1.38). 
a. Yes - If you are a student also for any course and earned the certificate then it will 

be displayed in Directory page for others view. (Fig 1.39) 
i. If yes then the other settings will be loaded “Show my professional details” 

and “Allow to contact by email”.  
b. No - Completed Certifications won’t be displayed for others. 

2. Show my professional details (Fig 1.38). 
a. Yes - If you are a student also for any course then there will be an option to view 

your professional details in Directory page for others. (Fig 1.39) 
b. Yes - If you are an instructor then in Find a class detail page of your upcoming class 

will have your professional details (Instructor tab). (Fig 1.41) 
c. No - Your professional details won’t be available for others to view. 

3. Allow to contact by Email. (Fig 1.38). 
a. Yes - If you are a student also for any course then there will be an option to contact 

you from Directory page through mail. (Fig 1.39, 40). 
b. Yes - If you are an Instructor then there will be an option in Find a class detail page 

to contact you through mail. (Fig 1.41) 
c. No - There won’t be any option to contact you by others.  

 
  



2. Student  
1. Student Login (Fig 1.42). 

 
Fig 1.42 



2. Instructor Feedback is displayed if the student is completed the class, if not Student’s 
Dashboard is displayed.(Fig 1.43) 

 
Fig 1.43 



3. Welcome message is displayed after submitting the Instructor Feedback. (Fig 1.44). 
a. You can view the announcements from Consortium Admin if any. 
b. You can view the upcoming conference details if any. 
c. You can view the upcoming classes of your country and the other countries by 

clicking All Classes. 

 
Fig 1.44 

 



2.1 Transcript 
2. In Transcript Management, the list of tracks is shown. (Fig 1.45). 

a. Earned Certificate of yours will be shown with the sharing option to Facebook, 
Twitter and LinkedIn. 

b. You can click on Learn More to view details of the entire track. 
c. You can view/download the badge of you earned course by clicking on Badge. 
d. You can view/download the certificate of your course. (Fig 1.46) 

 
Fig 1.45 

 
Fig 1.46 



2.2 Profile Settings 

 

Fig 1.47 

 

Fig 1.48 

 

Fig 1.49 

  



1. Show my Completed Certifications in Directory (Fig 1.47) 
a. Yes - Your earned certificates will be displayed in Directory page. (Fig 1.48) 

i. If yes then the other settings will be loaded “Show my professional details” 
and “Allow to contact by email”.  

b. No - Completed Certifications won’t be displayed for others. 
2. Show my professional details (Fig 1.47) 

a. Yes - Your professional details will be available to view. (Fig 1.48, 49) 
b. No - Your professional details won’t be available for others to view. 

3. Allow to contact by Email. (Fig 1.47) 
a. Yes - There will be an option to contact you from Directory page through mail. (Fig 

1.48, 49) 
b. No - There won’t be any option to contact you by others.  

 


