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Home Page

Once in the Catalog portion of EDIumina there will be 5 main subheadings within the catalog

you can use:

1. Customers: This is where you can find a detailed list of students/customers within your

system

2. Purchases: Any students/customers that have purchased a course will appear here with
all their purchasing information
3. Coupons: Any discount codes you want to create will be made here, along with the

status of any current/expired codes

4. Courses For Sale: Where all courses you are currently selling will be listed
5. Catalog Categories: Where you can organize your courses in specific categories
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1. Select the “Courses for Sale” tag on the left hand side of the catalog screen

a.

2. Select “Add Course for Sale”

If any previous courses have been created for sale they will appear here as well
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3. Once within the “Add a Course for Sale” page you will have multiple options you can use
depending on the specific details of your course

a.

Avatar Url: Do you want a picture associated with the course when it's viewed in
the catalog
Bundle of courses: Are you selling one specific course or a bundle of multiple
courses
Course Name (Required): Will be a drop down bar that includes any courses
created in Academics (SIS)
Category: If you chose to create a category those options will appear on the drop
down bar
Catalog Name: What you want the name to appear as on your catalog
i. If not filled out this will default to the course name listed in Academics
Catalog Description: A brief summary of the course so your student/customer can
understand the course they are purchasing
i.  Will also default to the description in Academics if not filled out
Catalog: A drop down option about the type of course you’re going to list on the
catalog, the options are:
i. Elearn
ii.  Continuing Education
iii.  Professional Development
iv.  Training
v.  Webinars
Duration: How long will students/customers be allowed to have access to the
course once they have purchased it?
Duration Units: Gives you the option to select weeks, months, years, or
self-paced for student access length
Price: How much are you selling the course for (this can be $0.00)
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k. Order Number: The order in which you want this course to appear on your
catalog
i. #1 will be shown first, then #2, #3, etc.
4. Once you have filled out the settings to your specific course details you will select save
on the bottom right hand side
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Viewing Courses

When you first access your catalog from the grid in the top right you will see all the current
courses you are currently selling along with all of the course information available for each
course

You can also change the layout of the courses if you'd prefer them to be in a card format or a list
format, | will include an image of both below:

List View:
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Membership Workshop. You'l receive lots of great Sculpting, Uttimate Air Brush Makeup, High- demonstrations and theoretical understanding of
information. Register today! Definition Makeup and an Introduction to face shapes, what to how to apply makeup on
Photography. particular skin tones, the theory of colour, new
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Category Creation

If you would prefer your courses are shown in the catalog in categories based on their topic that
can be created in “Catalog Categories”

1. Select Catalog Categories within the catalog on the left hand side
a. If any previous Categories that have been created will appear here as well
2. Click “Add Category”
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1
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ADD CATEGORY

3. Type if the name for the category you wish to create
4. Type in the order number for the category
a. #1 will be the first category shown, then #2, #3, etc.

Creating Coupon Codes

If you have a sale or a discounted rate for a course of the entire catalog you can create this
through the “Coupons” section of the Catalog located on the left hand side of the screen

1. Select Coupons

a. If any previous coupons that have been created will appear on the coupon page
i.  You can view expired coupons as well by selecting the “Include expired

EDlumina

Education Software Solutions
Catalog Admin
Purchases

Coupons

Courses For Sale

« @ @ 2

Catalog Categories

coupons option

ii.  You also have the option to click into a specific code and view the code
information along with any users who have previously used the coupon,
they will be listed under “Registrations”

Manage Coupon Codes

copE STARTS AT ENDS AT USAGE LIMIT

free 0112512021 0172772030 100

Click.on the
code hame
TEST o 040312022 041102042 0
forymore
information

testeoupont23 06/23/2022 1

Cyanna v Suppor
Admin oo

DISCOUNT VALUE DISCOUNT TYPE
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100

percent

1 dollars
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= Courses For Sal
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3. Add the Coupon code

a.

It can be any letter/number combination you'd like (this is case sensitive)

i Example: Cyanna, CDS15, Demo26, etc.

4. Add the Start and End date for the code

o

Add the Coupon Type

6. Add the course the code is for

a.

If this applies to multiple/all courses this field can be left blank

7. Add the Usage Type

a. Will this code have a limited number of uses or an unlimited amount
8. Select the Usage Limit

a.

If you are using a limited number of codes how many are you allowing to be used

9. Select the Discount Value
a. How many dollars or how much percentage of a discount will this code give the

student/customer

10. Select the Discount Type
a. Dollars or Percentage
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11. Click the “Save” button at the bottom right of the page
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Checking Purchases

If you want to view all the users who have purchased a course through your catalog that will be
located within the purchases tab, it will include detailed information on each student/customer
including:
1. Name
Course Name
Course Price
Course States (In Progress, Complete Passed, Enrolled, etc)
Coupon Used
Amount Paid
. Date Paid
Any of these options can be removed from your view if it isn’t important for what you are looking
for by selecting the X button on the right hand side of the page

No ok wDN
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ACTIONS ADVANCED SEARCH

Catalog Admin 2 3 4
1. 2. 3. 4. 5. 5 7
2 Customers _
O] nave COURSE NAME COURSE PRICE COURSE STATUS COUPON USED AMOUNT PAID 'DATE PAID +
[ Aaron Bardelang May Membership Workshop 100 TEST 00
®  Coupons
= Courses For Sale O Test User 0 00
Y Catalog Categories
[ Aaron Bardelang Makeup Artistry Training | 100 in_progress TEST 00 041172022
[} Test User Sports Gambling Awareness: A 360° Perspective - SGE101 100 enrolled 100.0 03724/2022
[0  RileyMarch Makeup Artistry Il 100 enrolled, complete_passed refunds 00 0972712021
[} Test Student Sports Gambling Awareness: A 360° Perspective - SGE101 100 00
«K <1 oft > »

Total leads: 6

If you would like a more detailed view whether it's purchases from a specific date range, only 1
course purchases, etc. That can all be accomplished by using the “Advanced Search” option

within purchases.

Advanced Search gives you the ability to filter your purchases by multiple different categories

including:

e Name
Email
Phone Number
Lead in Date
Payment Date
Lead Source
Vendor Source
Course
Course Status
Coupon
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Viewing Customers
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Email Address

Phone Number

Lead In
Start Date

Lead In

End Date

( mmidaryyyy

) (- mmidaryyyy

Payment
Start Date

Payment

End Date

( mmiddryyyy

) (- mmigaryyyy

Lead Source

Vendor Source

Course Status.

Coupon

Sort By Descending

Sort By Ascending

If you would like to view all students/customers in your system and see whether or not they
have purchases any courses along with information on their purchases that can be found in the

Customers tab

e The main difference between the Customers tab and the Purchases tab is that the

Customers tab will list every student/customer in your system
o While the Purchases tab will only include students/customers that have made a

purchase

There are numerous options within this tab that are available to give you as much detail as

you’d like on your customers including:

Name

Email

Any Purchases
Course Names
Course Statuses
Coupons Used
Total Amount Paid

edluminasupport@cyanna.com | (614) 907-7188 | EDlumina.com | page 10 of 11


http://www.edlumina.com

City
State
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2 Customers
&  Purchases
® Coupons
= Courses For Sale
Y  Catalog Categories

Zip Code

Q

Account Creation Date
Lead Source
Vendor Source
Phone Number
Program

Catalog Customers

Cyanna . ot 29
Admin Support £

ACTIONS ADVANCED SEARCH

o O o

[m]

Test User

JenEA JenEA

Jones Blue

Samantha Klopfer

Amy Tooney

Gail Jumper

Christine Elmosivic

Aaron Butten

Sal Mobie

Molly Pine

Sue Samers

Aaron Bardelang

EmAL

amantha baver+1234@cyanna.com

test@user com

jones@email som

samantha baver+fee@cyanna.com

another@test com

sama2aa@a.com

aaabb@c.com

a@b.com

search@test com

amantha@ee com

disda@hhh.com

aaron bardelang+2@cyanna.com

ANY PURCHASES? ~ COURSE NAMES

true Makeup Artistry Training |

COURSE STATUSES

COUPON'S USED

TOTAL AMOUNT PAID X

As with the previous tab you can filter what options you want to show on your page by using the
Xicon in the right hand side of the screen

The “Advanced Search” tab is also available on this page as well to help filter your view to the
specific students/customers you are looking for.
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