America

Learns

PROFILES & DOC SIGNING REVIEW
For Supervisors



getting started



I CREATE YOUR PASSWORD

When an account has been created for you, you’ll get an email like this:

Important: Your New Our America Learns Site Impact Suite Account Inbox x

America Learns <arosysal@arosys.com> Fri, May 17, 10:22 AM  YY
tome ~

Dear Charlie,

Your Impact Suite account has been created for our site at https://americalearns. net/yoursite

Important: In order to use your account, you'll need to create a password. Please use the link at the bottom of this e-mail to create your password.

Sincerely,
Christina Saulter

Two next steps:

Use this link to create 1) Create your password at https://stg.americalearns net/index.cfm?event=user createmypassword&ow=rRDLD29jSolAU1xsZ7Px0g==&ue=
0OhmauklllxdcbaaoUzB2e00iAACM3WK6E25F +JjloXQ=&sndt=1g5rpoaYoqkCc87bZPwFdIFRmc6195n6ZipE+RzMw64=

your password*:

2) Get to know our site at https://americalearns.net/yoursite

*PLEASE NOTE: This “create your password” link will be active for 24 hours only.



I LOG IN

You will log in to your America
Learns Impact Suite here:

https://americalearns.net/xxxx

Save this address to your favorite web browser
(Chrome, Firefox, Explorer, etc.).

Our Impact Suite

America
powered by Learns «

é Please review the following:

OpenTable Project News
Welcome to the Our Impact Suite!

oh hi there :)

Useful Links:

« Handbook
« Training_Calendar

Time Sheet Training Video

Report Completion Training Video

E-mail: | |[Logn |
Password: | | Reset Password

Our Latest Strategy
Links to strategies you share with your fellow
reporters will be displayed herel

America Learns News

Certificates & Awards — Check out the library!
Have you created your own certificates or
awards? Send them our way so that we can
make them available to othersl!

Eduspeak
Serving as a tutor and need to know what a
certain term in "teacher’s language" means?
Click here.



I PASSWORD RESET

Requesting a password reset

1) If you don’t set up your account within the 24-hour email
window. Please visit our homepage here:

https://americalearns.net/xxxx

2)  Click Reset Password and type in the email used to create
your account. You will be sent a fresh link.

Our Impact Suite

America
powered by Learns »

é Please review the following:

OpenTable Project News

Welcome to the Our Impact Suite!

oh hi there :)

Useful Links:

« Handbook
« Training Calendar

Time Sheet Training Video

Report Completion Training Video

E-mail: | |[ Login |
Password: | | Reset Password

Our Latest Strategy
Links to strategies you share with your fellow
reporters will be displayed herel

America Learns News

Certificates & Awards — Check out the library!
Have you created your own certificates or
awards? Send them our way so that we can
make them available to othersl!

Eduspeak
Serving as a tutor and need to know what a
certain term in "teacher’s language" means?
Click here.




document



| ACTION CENTER

Our Impact Suite

Mission Control

Access your Action Center

The Action Center is designed to connect you to the items in
your Impact Suite that need your immediate attention.

ig Action Center
To access your Action Center, follow these steps:

(2 items) 9

1. Onthe left, in your Mission Control, click Action Center. Reporters, Staff, &
b b

Sites
2. This number indicates the quantity of actionable items

available in your Action Center.

Timesheets

Communications
Portal

Home Page & News




DOCUMENT SIGNING

Access documents that need your
signature

In your Action Center:

1. Use the Go to drop-down menu
and select Screen Pending
Timesheets.

2. Click on any reporter to open
their timesheet in a new tab.

S ? Action Center (6 Items)

@ Sign Documents (3)

Refresh Table [ Filter by Name A
Gwen Atkins
0 Example Document
Maisey Burke

Example Document

Agnes Hahn

Example Document

Create & Manage Reporters
Export Reporters
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DOCUMENT SIGNING

Follow these steps to complete your

document:

3. A new window will open, click
Get Started

4. Complete required fields and
use the Next arrow to help you

navigate through the document.

Hi, Audrey

Please click Get Started below to begin signing this
document.

o Get Started

SignNOW Example Document (Gwe... (1 of 4 required fields completed) S @ 100%v Q @ é More Actions

a

Page

«

Example Document

Reporter Name:
.
Site A

Site Name:

Next

-

10f1

»

Enter text

Supervisor Name:

Lorem insum dolor sit amet. consectetur adiniscing elit, sed do eiusmad temnar incididunt ut




DOCUMENT SIGNING

SignNOW Example Document (GWe... (2 of 4 required fields completed) S 0 1wy Q @ é More Actions ~
i Page 10f1
« »
Follow these steps to complete your | —
Reporter Signature: Date:
document: Q
sign \ 2 sign MM/DD/YYYY
: Supervisor Signature: Date:
5. To sign a document, click Signature Field.
6. Set up your signature (you can draw, type, or
upload a ﬁ|e)_ Add Your Signature = Legally binding X
7 CIle Sign Type Your Signature

o [ Audrey Fletcher]

04/1@@“ = 5(, g Change sy

or
Draw Your Signature Upload Your Signature
M Draw your signature here using |%®I Upload an image of your
your mouse or trackpad. handwritten signature here.

© &=




DOCUMENT SIGNING

Follow these steps to complete your
document:

8. OPTIONAL: You have the option to save your
progress and come back to the document
later. In the More Actions menu in the
top-right corner, select Save Progress and
Finish Later.

9. Once all required fields have been completed,
you’ll see the Finish button in the top-right
corner turn from blue to green. Click the Finish
button to complete your document!

S 0 12y Q @

Date:

Date:

MM/DD/YYYY

o (> Save Progress and Finish Later

&> Contact Sender %

&, Download

Go Through Required Fields @ O

Keyboard Shortcuts

@ Language

% Enable Accessibility mode B s s

10f1

O 1220y Q @

Date:

Date:

03/12/2025

.4
Page

« <




DOCUMENT SIGNING

Access your signed documents

Once you have completed signing your document,
you will see it in the Reporter’s Profile:

a. If your document does not need any
additional signatures, a PDF file will
be available for download.

b. Ifitis waiting on a Reporter or
Director signature, you will see
(Waiting for reporter or director
signature).

W 2024-2025 File

Required Documents

Start Date

Example Waiting on reporter signature
Document

W 2024-2025 File

Required Documents

Start Date

Example Example Document (Gwen
Document Atkins)




reporter



REPORTER PROFILES

Access Reporter Profiles

Reporter Profiles host a lot of information
about your Reporters — from system settings
to custom fields designed by your program.

To access a reporter’s profile, follow these
steps:

1.  On the left, in your Mission Control, click
Reporters, Staff, & Sites.

2. Select Manage reporter accounts

Our Impact Suite

Mission Control

o
&
O

Action Center
(5 items)

Reporters, Staff, &
Sites

Timesheets

Communications
Portal

America
powered by Learns »

leave audrey's account

Manage Reporters a
Manage reporter accounts

Create and manage associations

Manage Staff
Update my profile

Manage Sites
Manage sites




REPORTER PROFILES

Access Reporter Profiles

The Create and Manage Reporters page will show
you the full roster of the Reporters you’re
connected to.

3. Select the name of the Reporter whose
profile you would like to view.

& Create and Manage Reporters

(O Default and Saved Views

(O Customize a View

A/B|C|D|E|F|GIH|I|J[K|LIM|N|O|P|Q|R[S|T|U|V|W|[X|Y|Z] Other | Al

Filter by name &Y
Active
3 Gwen Atkins Yes
Maisey Burke Yes
Agnes Hahn Yes
Gary Long No
Jonas Savage No




REPORTER PROFILES

Access Reporter Profiles

Profiles are customizable by your
Impact Suite’s Main Administrator.

Here you’ll be able to find reporter
information that has been shared with
you.

Add
Photo

Gwen Atkins

W Name & Contact Details

First Name Gwen

Mobile

E-mail gwen@americalearns.net
Status Active

Emergency Contact

Emergency Sally Atkins
Contact Name

Relationship to Mom
You

W Reporter Information

Bio
Date of Birth 3/22/2001
T-shirt Size M

Enroliment Documents

Photo ID

Payroll Documents

Direct Deposit BEAR
Form

Last Name
Receive Texts

Password

Emergency
Contact Phone
Number

Emergency
Contact Email

Languages
Spoken

Dietary
Restrictions

Social Security
Card

W4

G0
L
(e}
=

Atkins
No

Reset Password

123-456-7890

sally@americalearns.net

No dairy

AKX

AXKK




more tips



COMMUNICATE

Use America Learns to Communicate with Your
Reporters

To email or text Reporters:
1) Login

2) On the left, in your Mission Control, click Manage i ;‘ Communications Portal

Reporters, Staff and Your Account.
E-mail and text reporters and staff

@,

3) Find the Communications Portal.

4) The system will copy you on any emails you send, and
any replays will come to your username (email address).




QUESTIONS



getting support



WHERE TO TURN FOR HELP

WE ARE HERE FOR YOU

NAME:
EMAIL:
PHONE:
TEXT:

NAME:
EMAIL:

PHONE: CALL US

TEXT:




