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Step: 01

e Task Lists allow admins to assign workflow guides to their
employees as a part of their onboarding/training process;
employees can access these guides by clicking on the task list
widget and play them one by one in any order.

e Admins create task lists by selecting guides from their respective
organizations in the MyGuide Admin portal; they then assign
these task lists to users.

e To access the task lists, users simply have to click on the task list

widget appearing on the left side of their browser.
e [n this guide, you will learn how to configure a Task List and how

to view guides on a Task List.
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Step: 02

Enter your credentials, check the captcha and click "Login"

my@pice
e
i
—0—
Admin Portal Login N ﬁ
Email ID S .
alsh+pear@edcast.com @

Password Q 7/
+

Enter your credentials, check the
captcha and click "Login" ‘

Remember Forgot Password? e
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Step: 03

Enter the OTP that has been sent to your registered email id and
click on "Verify Account”

yguce

Verify Account

OTP has been sent to Please enter the one time password @
to verify your account
[

oTP ' I l T
Enter the OTP that has been sent t(&P

Enter your OTF your registered email id and click on
"Verify Account"” }

@
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Step: 04

myQUIdG‘ = B Pear &, Download ~ Aishwarya
o @dcast
Dashboard
. Dashboa
Applications 1 2 2
e ORGANIZATIONS APPLICATIONS USERS
Manage Roles
e -> =
Domains
API Connector
Themes
User Provisioning
Click on "Task List" tab &

@ )
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Step: 05

my'pide = B Pear

Z APls & Services

Title

Manage R

Domains

er Provisioning

Task List

Page 06

Application

&, Download v Alshwarya v
Click on "Add Task" & "
e [ Add Task
Leaderboard Status Actions
No Data Found
N any hel lease il it support@edcast com
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Step: 06

1) Provide a title for the Task List

Add Task List

Title * 3
Provide a title for the Task List

Title

Application *

Select

Cancel
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Step: 07

1) Select an application where you want to assign the task list

Add Task List

Application *

Select v

Select an application where you b
want to assign the task list

-- Select -

Application 01 5}

Application 02
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Step: 08

1) Click on "Add Task"

Add Task List

Title *

LXP On Boarding

Application *

Application 02

s Click on "Add Task"
- I
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Step: 09

Admins can set the visibility rules for the task lists so users can
see them only on the configured URLs.

Title

Lxp On Boarding

Page 10

Application

Application 02

Leaderboard

&K o

Admins can set the visibility rules for
the task lists so users can see them
only on the configured URLs.

@

+

Ctatiin

Click this eye icon to set the
visibility rules for this Task List

@

&, Download v Alshwarya v

|

Actions

iny help, please mail us at support@edcast com
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Step: 10

These URLs can be configured in a similar manner as we do in the
creator extension.

Add the rules and then click "Save"

+

These URLs can be configured in a
similar manner as we do in the
creator extension.

Add the rules and then click "Save"

Visibility

Select
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Step: 11

my'pide = B Pear

" @dcast

Title

Manage R

Lxp On Boarding

Task List

Page 12

Application

Application 02

&, Download v Alshwarya v

Search Q Add Task

Leaderboard Status Actions

& o Unpublish v © R @

If you want to update the name or
change the application, click this
edit button

@

+

N any help, please mail us at support@edcast com
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Step: 12

my'UIde = - Pear &, Download v Alshwarya v
oiedcast
. > Task List
Title Application Leaderboard Reatue Actinne
Click here to manage content and +
Lxp On Boarding Application 02 &8 o | add guides inside the Task List I D @

@

[B Task List

opynght © 2 MyGuide by EdCast Need any help, please mail us at support@edcast com
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Step: 13

Administrators manage the adding and removing of guides, and
they can add folders to put guides in task lists from this section.

I Pear &, Download Alshwarya

& > Dast > Task List > Manage Content

Task List: LXP On Boarding Application: Application 02

=

Administrators manage the adding and +

removing of guides, and they can add Click on "Manage Guides
folders to put guides in task lists from this e
section.
Only published guides that belong to
published folders appear here.
) ] I | f SUppH m
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Step: 14

Or, you can add a folder, and then add guides to it

my'uide

= edcast

B Pear &, Download v Alshwarya v
& > Dashboard > Task List > Manage Content

Task List: LXP On Boarding Application: Application 02

+

Or, you can add a folder, and then
add guides to it

@

opyright © 2020 - MyGuide by EdCas Need any help, please mail us at support@edcast com
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Step: 15

Add a name for the folder and click the save button

Add Folder

Folder Name

Add a name for the folder and c]icﬁ{'
Kick Start guides the save button
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Step: 16

You can add more folders as per requirement

. Manage Content

Task List: LXP On Boarding Application: Application 02

= Kick Start guides

Task List

Page 17

&, Download v Alshwarya v

+

You can add more folders as per
requirement

@

Click here to manage and add +
guides
’ s -

N any help, please mail us at support@edcast com

my@uide

by edcast



Step: 17

Only published guides that belong to published folders appear
here.

1) Select the respective checkbox for the guides you want to add to the Task list
2) Search the name of a particular guide from here
3) Click on "Save", once done

Only published guides that belongbit'a
published folders appear here.

Manage Guides
b

Search the name of a particular
| Q, Search guide from here

$

Select the respective checkbox for
the guides you want to add to the
Task list D (¥) Create Content

Select All

@ ‘ (») Welcome Guide

(¥) Update Leamning Goals

(¥) Guide for Channel Curators
(¥) Assign Content

(¥) Sharing a SmartCard

(») How to set dark theme on your YouTube channel -

Click on "Save", once done
(o

3
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Step: 18

mY'Ulde = B Pear &, Download v Alshwarya

vedcast

. > Dashboard > Task List > Manage Content
Task List: LXP On Boarding Application: Application 02
5 Kick Start guides o B W
Once you have added the guides, &
click this downward arrow
opyright © 202 MyGuide by EdCast Need any help, please mail us at support@edcast com
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Step: 19

You can see all the guides you have selected here.

I Pear &, Download Alshwarya v
&

| Click "Task List" over here to go |

@ > Dashboard > I:I back to the home page of task lists

Task List: LXP On Boarding I Application: Application 02

/> Kick Start guides o B @ ~

You can see all the guides you havi‘
(») Create Content selected here.

(¥) Welcome Guide e
(») Update Leaming Goals
(¥) Guide for Channel Curators

(¥) Assign Content

(&) Sharing a SmartCard

Task List

opyright © 2020 - MyGuide by EdCast Need any help, f

ase mail us at suppori@edcast com
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1) From the status section select "Publish"

From 'ihe status section select + [ Unpublish w
"Publish"
' Unpublish

my'uide
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Step: 21

Now the task list is published, and it will be available on the
Player extension of users.

mY'UIde = B Pear &, Download v Alshwarya v
© edcast
boa
» k
t Q Add Task
Title Application Leaderboard Status Actions
Lxp On Boarding Application 02 Now the task list is published, and it will iR Publish &
available on the Player extension of users.
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Step: 22

mY'L“de = | Pear &, Download Alshwarya
» @dcost
& > Task
Search Q Add Task
ey Title Application Leaderboard Status Actions
Lxp On Boarding Application 02 &8 1 Publish v [}

+

To check the progress of the users;
click this icon below the
Leaderboard section

@

Task List

ght MyGuide by Ed( N any help, please mail us at support@edcast com
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Step: 23

From here, Admins can see the list of users and their progress.

Leaderboard Task List: LXP On Boarding Application: Application 02

User Email ID Progress

Alshwarya Karanjkar alshwaryak+pp@edcast.com 16%

From here, Admins can see the Iist+
of users and their progress.

@
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Step: 24

my'mde = [ Pear

o edcast
& > Task List
Title
Lxp On Boarding

[B Task List

opyright © 7 M

Page 25

Application

Application 02

o, Download v Alshwarya v

Search Q Add Task

Leaderboard Status Actions

& o Unpublish v

If you want to delete this Task list, +
click here

@

Need any help, please mail us at support@edcast com
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Thank you
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