
Getting to Know Your Student Dashboard 
This activity will help you to see how easy it is to use your new student dashboard.  It is important to us 
that you are empowered as a student to take ownership of your own information!  Your dashboard is 
the one place where you can view or update your information, as well as communicate with your 
school.  Practice the tasks in this activity to see all the tools and information available to you. 
 

 
LOGGING IN TO YOUR STUDENT DASHBOARD       
After you first shared your name and email address, your account was created.  You were 
sent an email with your account information, as in the sample below. To access your 
account dashboard, click the button from the email you received to create your password 
and log in. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When you sign in, you will see your dashboard.  If 
you forget your password or have trouble signing in, 

you can click the Forgot Password link below the 
Sign In button, or you can click the Need Help link 
and someone will get back with you to assist you. 

 
 



CREATING OR CHANGING AN APPOINTMENT        
To make an appointment with us, or to change an existing appointment time, go to the Orientation 
Appointment space and click the Edit Appointment button.  Answer the questions about the type of 
appointment you need, then click Submit to save your appointment. Click Back to return to your 
dashboard.  After you click Submit, your current appointment will show in that space. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mobile View: 



UPDATING/EDITING YOUR BASIC INFORMATION       
To make a change to any of your basic information, click Edit Information.  Your student 
information will appear and you can edit any of that information.  Click Submit to save the 
updated information.  Click the Back button at the top to return to your dashboard. 
 
 
 
 
  
 

 

 

 

 

 

 

 

 

 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mobile View: 



VIEWING YOUR ACHIEVEMENTS, ATTENDANCE, AND COURSES   
To view your achievements, look in the My Achievement section.  To view your attendance, 
click the View My Attendance button in the Attendance section. (That is only for schools who 
use the electronic attendance feature.)  To see the courses in which you have been 
enrolled, look in the My Course section.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Mobile View: 



VIEWING YOUR TEST SCORES          
There are several different types of tests you can take, depending on your needs and 
programming options.   Find the title of the specific test that you took. Click the down arrow 
of that test to open the score window and view your scores, as in the sample where the 
student took a TABE test below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mobile View: 



DASHBOARD MESSAGING           
To message your teacher or another staff member, click Message a Staff Member.  A 
message window will pop up, then you can choose your staff member, type the subject of 
your message, type your message, then click Submit. 
 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
When you receive a message from a staff member, you will see a notification in the 
Messages section of your dashboard.  Click the eye to view the message. To reply to the 
message, type your message in the Leave Reply space, then click Send to send it.  
 
 
 
 

 

 

 

  

 

 
 
 
 
 
 

Mobile View: 



TELLING YOUR STORY           
Sharing with others about the success you have had in your life with adult education can 
inspire other adults like you to do the same!  It can also raise the awareness of the great 
things adult education does, which can lead to increased funding and help to keep the 
programming free for future students.  To share a few words about how adult education has 
helped you to achieve success, click the Tell My Story button.  Answer the brief questions, 
then click Submit to save your answers.  Click Back to return to your dashboard. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Mobile View: 



UPLOADING PHOTO ID AND OTHER DOCUMENTS      
You might need to update your photo ID copy with the school, or you may have to submit 
another type of document to your school.  To do that, click Edit Photo ID or Upload 
Document.   

 

 

 

 

 

 

 

 

 

 

Give the 
document a 
name, then click 
Choose File to 
select the file you 
would like to 
upload.  Click 
Submit to upload 
the document. 

 

 

 

 

 

  

 

 

 

 

 

 

Mobile View: 

You will see a set of 
instructions appear for 

uploading your photo ID. 
Follow those steps to upload 

your photo ID, then click 
Submit to save it. Click Back 
to return to your dashboard. 



APPLYING FOR A CAREER CERTIFICATION CLASS      
If you are interested in applying for a career certification class, you can submit an interest 
form directly from your dashboard!  Just click the Apply for the Career Program button, 
complete the interest form, and click Submit. Click Back to return to your dashboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mobile View: 

Please note that submitting the 
career program interest form will 
alert the school staff of your 
interest, but it will not guarantee 
your spot in a career training 
class, as that will depend on 
qualification, availability of funds, 
and the availability of the class. 


