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1.1 Creating an Account

To get started with Encoach, you need to
create an account.

. Visit the Encoach website and click
on the "Sign Up" button.

[Il.  Fill'in the required information, such
as your name, email address,
password, Referral , corporate name
and number of user.

[ll.  Once you've completed the
registration process, you'll receive a
confirmation email. Click on the link
provided in the email to verify your
account and start using Encoach.
(Image 1)

1.2 Logging In

If you already have an Encoach account,
simply click on the "Platform" button on the
website's homepage. Enter your email
address and password, then click "Login" to
access your account.
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Upon logging in, you will be directed to
your dashboard. The dashboard serves as
your central hub for accessing all the
features and functionalities of the Encroach
platform. From here, you can navigate to
your Students, teacher, Exams Performed,
Average Level Groups ,user balance and
Expiration Date. (Image 2)
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1.4 Statistics

The "Stats" section allows you to view your
Overall students Level per Month, Module Level
per Day, Module Level per Exam, each skill
average level and overall average band(Image
3)
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1.5 Record

The "Record" section allows you to view your
Exam and Exercises records and allows you to
generate downloadable reports.

I.  View Records: Access your Exam and
Exercises records.
Generate and Download Reports:
Detailed reports on exam and exercise
performance, including scores,
completion rates, and time spent.
(Image 4).
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1.6 Settings

The "settings" section allows you to view your
Exam Loader, User Code Generator, students list
upload, users list and group list. (Image 5).
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1.7 Exam Loader

After choosing the type of test and writing the
reference number Click on (Load Exam), from
where you can choose the location to store the
test on the device and then choose the test you
want to download. (Image 6).
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1.8 User Code Generator

After choosing the user type (student, teacher,
etc.), click Create and the system will generate a
code that you can share with users to complete

the registration process. (Image7, 8).

bosl (Jlguyre ) paziwall ¢gi Hlisl asy

liSay joy pUbdl 3Jgy WWgw gGenerate (Je
Jazud] ddee JloSiw) o 3xiiuel| go diS)Lite
(7.8 §)90) .

5|Page

all Rights Rese

rved @encoach




. EnCoach O} :

IR Dashboard
Exam Loager User Code Generater Choose an Excel file o
|~ stats
Reating Ustening [ - Choose a file
L Record
& Recor Wiiting Zoesking Select the type of user they should be
Generate
$  Payment Record Sdent ~
el Generated Code:

W settings Generate & Send
Exam IO

User List Group List
Search
Enter sear rch text
Name [T E-mail 47 Type & Company Name 7 Expiry Date .7 Verification 1T Switch
< Minimize
B togou Image 9

Excel File Format
Please upload an Excel file with the following format:

Erm O mm Tm o mmrmm 0 =

Notes:
- Allincorrect e-mails will be ignored;

- Al already registered e-malls will be ignored;
- You may have a header row with the format above, however, it is not necessary;
- Al of the e-mas in the file will receive an e-mail to join EnCoach with the role selected below.

1.9 Student list Uploader oMl doils Juo=s 1.10

To add students to your group: bosl (@lguyse wdlb) poxiuwedl goi LWis! asy

1. Go to choose an Excel file and upload cliSay joy ol Mgy o gw gGenerate e
the sheet that contain (First Name, Last sl ddee JloSiwl e aziuell go @S Lite
Name, Country, Passport/National ID, E- (10,9 3)9.0) .
mail, Phone Number). (Image 9,10).

2. Aninvitation will be sent to all uploaded
candidates to proceed with the
registration process
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2 Miscellaneous

Syl rolic

EnCoach

Login to your account
with your registered Email Address

1 Image1

2.1 Forget Password/

Password Reset Process:

1. Reset Password: Enter the email address
associated with your account.

2. Click on the "Forget Password" option.

3. A password reset link will be sent to your
registered email.

4. Open your email and click on the
provided link.

5. Set a new password for your account.
(Image 1).
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2.2 To request assistance or
provide feedback.

Follow these steps:

1. Access the help icon located next to your
name.

2. Click on the help icon to open a window
for creating your ticket.

3. Provide a subject for your ticket.

4. Select the appropriate ticket type.

5. Write a description of your ticket.

6. Finally, press the submit button to submit
your ticket. (Image 2,3).
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Edit Profile

Coach

Image 4

2.3 Profile Update:

To update your profile, follow these steps:

1. Click on your name to access your profile.

2. The profile page will open, allowing you
to make edits and updates.
3. You can update the following
information:

- Name

- Email

- Password

- Employment status

- Gender
Name of the Person refer to Focal contact
After making the desired changes, click the
"Save" button to save your updated profile.
(Image 4).
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