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As an Admin for hxplain Platform in your organization, you will be able to

● View your users and their details

● Courses your organization members are enrolled into

● View course content as an admin

● View course progress reports

Login
Login on the web app (not the mobile app) https://learn.hxplain.co

We have shared your username and password to your email. Use this to login and change your
password

Accessing hxplain Org Administration Functions on your Mobile Device

You can access hxplain Org Management functions on your mobile browser as well

https://learn.hxplain.co

Please Note:

Mobile app is more relevant for learners and it has inbuilt features like going step by step, mandatory
assessments, etc.

When you view the courses using the web app as an admin, you can skip completing assessments,
jump to any training video without any sequence restrictions.
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Landing Page/Dashboard

Landing page provides access to key functions like Managing Users and Courses.

You can also reach this page by

● Clicking on the hamburger menu (three lines menu) on the top right corner and selecting
“Dashboard” link

● Clicking hxplain logo image
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View Users
Access: You can access the “View Users” page in two ways:

1. Clicking on “View” in the “ Manage Users” block/tile on the landing page
2. Clicking on the hamburger menu (three lines menu) on the top right corner and selecting

“Manage Users” link

● You can type a user’s name in the search box to quickly get to their record
● Clicking user’s name will display their information in detail like their demographic and

professional information, and courses they are enrolled in
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Downloading User Data

● Clicking on the Download symbol on the top right corner, will download the list of users in a
csv/excel format on your computer.

● Over and above the details you see on the screen, the downloaded document will also show
when the user last accessed the app
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Downloaded csv File
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Manage Courses
Access: Clicking on the hamburger menu (three lines menu) on the top right corner and selecting
“Manage Courses” link

Here, you can see all the courses assigned to your organization with course level enrollments and
completions.

Click the course name to open and view its content.
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A course is a sequential collection of tasks. Tasks could be of various types:

1. Video about a Topic- this is the key knowledge dissemination task. Learner is expected to view the
video to complete the task

2. Quiz- Pre-assessment and Post- assessment quiz to gauge learner's understanding about topic(s).
Learner is expected to take the quiz and receive a grade (pre-assessment) and receive a passing
grade (post-assessment)

3. Introduction/Summary- provides high level information about the course. Learner is expected to
read this information

4. Feedback- collect feedback/questions from learners about the course. Learner is expected to
provide their feedback by responding to questions

Completing tasks within a course will lead to course completion

Quiz

Clicking on a Quiz task, you have the option to “Attempt quiz”. As an admin, you can attempt the quiz
to get an idea of what the learner users will be taking up. Your score will not be part of organization
reports.
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Quiz Grades and Responses

You can view your organization learners’ quiz responses and grades

Grades

You can set some options on what information you would like to see in the report
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Here you can view learners who attempted the quiz, grade they received and duration they took to
complete this activity.

Here you can view the list of learners who have not attempted the quiz.
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Responses

In this section, you can view quiz responses provided by the learners.

Clicking on the response will open a new tab providing information about the quiz question, and
whether correct or incorrect response was provided
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Learning Videos/Tasks

Learning Video tasks will have this icon

Clicking on the topic name will open the video. You can watch the video to understand what the
learner is learning.

Learning Video Settings

Clicking the “Settings” icon will provide you with the ability to view reports and logs
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This report provides details of learners who have watched this video, total duration and number of
times they have seen this video

Feedback

After clicking on the feedback, you can view the number of questions and responses for the
feedback.
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Course Feedback page>> Gear Icon >> Show Responses

You can view feedback from the learners.

Course Level Reports

Access: Manage Courses page >> Top right bar graph icon

You can view course level reports within the Manage Courses page. Reports available are:

1. Course Completions Report

2. Course Grade Activities Report

3. Course Overview Report

Refer to Organization Level Reports section in this document for more details

hxplain Confidential. Not to be shared outside hxplain and client organization 14



Grader Reports

Access: Settings link on top of Course Image

Here, you can see the learner’s name and their pre-assessment and post-assessment grades.
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Organization Level Reports
Access: Top right hamburger menu >> Analytics

4 organizational reports are available:

1. User Information Report

2. Course Overview Report

3. Course Completion Report

4. Course Grade Activities Reports

User Information Report

Provides a report on all active and inactive users in your organization using the hxplain platform
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Clicking on “View More” will provide report filters and ability to download the report in a csv/excel
format

Course Overview Report
This report provides high level information on the course enrollments, completions and in progress in
your organization.

You can use the filter to view reports for specific courses.

You can change the format of reports by clicking on the graph icon
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Course Completion Report

This report provides detailed information on each user-course level progress

You can filter the report based on Course Name, Learner User and Course Completion Status

You can download the report in a csv/excel format on your system for better viewing
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Course Grade Activities Report
This report provides information on the grades learners have achieved in the enrolled course quizzes.

Select the course name and click on the”Get Report” to view this information.

You can download the report in a csv/excel format on your system for better viewing
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Your Profile Information
Access: Your profile picture/profile initials and click “Profile”

● You can view your profile details and courses you are enrolled into
● You can edit some fields in your profile information by clicking the edit icon

● If any other profile information requires update and you are unable to edit it yourself, please
reach out to hxplain Support
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Role Switch
You can switch your role from hxplain admin in your organization to a learner to view courses

assigned to you

Access: Your profile picture/profile initials and click “Switch Role as Employee”

It will take you to this page, after switching your role to employee

You can select the same menu and click “Switch Role as <Organization Name>- Org Management” to

switch back to organization hxplain admin role
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Team View
If a user is specified as reporting manager for other users in the system, they can have a quick glance
at their reportees’ learning progress in the Team View

Note: this view is not for Organization Administrators, but for reporting managers. This information is
included here for Organization Administrators knowledge and to guide reporting managers.

Access: Top right hamburger menu>> My Team

hxplain Confidential. Not to be shared outside hxplain and client organization 22



Clicking the number against each name in ‘Courses’ column will provide detailed view of a reportee:

● User’s Course In-progress/ Completion
● User’s Assessment Grades

hxplain Support
Access: Question mark icon on top right
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Links and information on the following will be available here:

1. Link to hxplain Frequently Asked Questions (FAs)
2. Form to fill any issues faced/suggestions/feedback
3. hxplain Customer Support Phone Numbers
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Mobile App
Login Page

Enter your username and password here
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Typically only the following course is assigned to hxplain Org Admins:

● “Introduction to hxplain” course, for better understanding of the app as learners see it
● If you are enrolled into more courses as a learner, those will also be listed here

Accessing hxplain Org Administration Functions on your Mobile Device

You can access hxplain Org Management functions on your mobile browser as well

https://learn.hxplain.co

Please Note:

Mobile app is more relevant for learners and it has inbuilt features like going step by step, mandatory
assessments, etc.

When you view the courses using the web app as an admin, you can skip completing assessments,
jump to any training video without any sequence restrictions.
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