Presents: Imago.

LOG IN

e Access Gale Presents: Imago utilizing
go.weareimago.com.

e SelectLogInin the top right corner.

e Utilize your email and password to access your
account.

ADD AND EDIT CLASSES

Add From Dashboard

e Navigate to Create a Class in the left hand tool bar.
e Select your Site.

e Select Add Class in the top right corner.

e Complete required class information and Save.

Add From Management

e Navigate to Management in the top tool bar.

e Select your Site.

e Select Add Class in the top right corner.

e Complete required class information and Save.

Edit Classes

e Select the class while in the Management section.

e Select Edit Class Details to change the class name or
start/end date.

e Utilize the Lesson Management section to search for
and add specific lessons and edit their due dates.

ADD AND EDIT LEARNERS

Add From Dashboard

e Select Add Learner in the left hand tool bar.

e Select Search and Add.

e Find your learner, then choose which class to assign
them to.

Add From Management

e (Choose your Site and Class.

e Select Add Learner in the top right corner.

e Choose to Search and Add or Upload a .CSV
(Spreadsheet] file.

Edit Learners

e While in a Class, navigate to Learner Management to
the right of the page.

e Select the Learner you want to edit.

e Choose Edit Profile, make your changes, and Save.
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GALE PRESENTS: IMAGO FACILITATOR ADMIN GUIDE

Gale Presents: Imago is an online, video-based curriculum platform that provides digital lessons in three critical areas: social-
emotional learning, career readiness, and soft skills. Users designated Facilitator Admin are able to view, add and edit all
classes, learners, and facilitators within Gale Presents: Imago.

Utilize this resource guide to navigate the platform as a Facilitator Admin, the administrative account designation within Gale

SIGN UP

Free Lessons. ‘mental wellness | | family lessons | | selfawareness | | stress: >

Hello, welcome to the IMAGO platform.

FAMILY WELLNESS

—
ﬂﬁﬁ‘fwmcs A

FAMILY ROUTINE

3 Wy
HEALTHYSLEEP ROUTINER:

Login to your account

SOFT SKILLS (. ‘ [ IEmm] Address

‘ @ Password @ ‘

HOW TO WRITE A
THANK YOUNOTE

Forgat password? [JRemember me

HOW TO WRITE A THANKYOU NOTE APPEARANCE

Sign Up!

ORSIGN INWITH

IMAGO DASHBOARD MANAGEMENT REPORTS LIBRARY

@ | Ambevvﬁmen@

MANAGEMENT

MANAGEMENT
“ SITES CLASSES

Headquarters

# CLASSNAME ~ FACILITATOR LEARNERS START DATE END DATE COPY  DELETE

W HIDE EXPIRED CLASSES

Career Readiness (Mrs. Winte  Amber Winters 7 03/07/2023 o03/o7/2024 B x
1)

o2 Gale Trainer o 00/14/2022 o08/31/2023 B8l X
o3 LifeSkills Amber Winters 7 o3/7/2023 oa/s0/2024 5] x
ou BT

o5,  Sample

wssEsDETALS
06, Tester

Career Readiness (Mrs. Winters) [re—

LESSON MANAGENENT

ADD LESSON 5 BY CATEGORY: SETOUEDAT
Seect Lesson Categor. v [

ORSEARCHFORLESSONTOADD:  ORADD A CRTIFCATEGROUP

yyyyyyyyyyyyyyyyy

" ussonTE CERTIFCATEGROUP ouEoATE EDTORAILS  DELETE

MANAGEMENT REPORTS LIBRARY

IMAGO DASHBOARD

@ | nmbe:vﬂmerse

MANAGEMENT
MANAGEMENT
[ = ] =

Career Readiness (Mrs. Winters)

CLASSES DETAILS

Fadlitator: Amber Winters
Start Date: 03/07/2023 End Date: 03/07/2024

Site: Headquarters

"a LESSON MANAGEMENT LEARNER MANAGEMENT
# FIRSTNAME « LAST NAME LASTLOGIN CLASS COMP % DELETE
o Amber Hartford o3/o7/2023 100 X
o Cynda Wood o X
03, Hannah Roudebush 0 X
os. Lauren Mathewson o X
os. Lindsay Barfield o X
os. Stacey Knibloe o X
oz Tammi Burke X

Gale, here for everyone.
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FIND AND ASSIGN LESSONS

Find Lessons

e Select Library at the top of the page.

e Utilize the filters or search bar to narrow your
results based on lesson category or subcategory.

e Select a lesson of interest to read a brief
summary and explore the Facilitator Guide.

e (Choose Play Lesson to view the Learner’s
experience.

Assign Lessons

e Navigate to your class through the Management
section.

e Select your class.

e Utilizing Lesson Management locate the lesson
of interest by category or search.

e Setadue date for your learners.

e Select Add to Class.

ACCESS SUPPLEMENTAL LESSON MATERIALS

e Navigate to the Library.

e Select Lesson Toolbox on the left-hand side.

e Explore videos and documents to support
navigation through the site, as well as effective
teaching strategies.

ACCESS REPORTS

e Select Reports at the top of the page.

e Choose to view one of three report types, a Log
In Report, Lesson Completion Report, or Study
Guide Report.

e Select the Site of interest.

e Utilize the Print or Download button at the top of
the page to pull the information you require.
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DASHBOARD MANAGEMENT REPORTS LIBRARY

@) | Amberwinters O

LIBRARY

LESSON CATEGORY v LESSON SUBCATEGORY v SEARCH LESSONS

LESSONS,

LESSON TOOLBOX

CAREER DIVES

=) MANAGEMENT
AGRICULTURAL BUSINESS
SiTEs CunSSES DETAILS

Career Readiness (Mrs. Winters) End0a

Comasmes) Cmanen)

BIOTECHNSEOGY LESSON MANAGEMENT LEARNER MANAGEMENT

SET DUE DATE:

sy

~Currently Not Available- = (_

HEALTH ADMINISTRATOR Scarch Lesson

¥ LESSONTITLE ~ CERTIFICATE GROUP. DUEDATE EDITDETAILS  DELETE

oL Pharmacy Techmician N oonon ] x

SEARCH RESOURCES

® 0 & B B

How To: Create and HowTo Find a Faciiitator  How o Run Reports
Copya Class Guide

LESSON TOOLBOX

How To: Find Your
Enrollment Key

Remove Students from

Mindisets Diagram Facilitator Methods

How to Bulk Upload
Leamers Packages Cheat Sheet Classes

® O [ B

Leamer Navigation Printing Certificates Lesson Suggestions -

Master Resource Guide

How To: Have Leamers How Leamers can Print Lesson Index
Add aClass & Download their Stu...

IMAGO DASHBOARD MANAGEMENT REPORTS LIBRARY

@ | Ambervnmersg
REPORTS 3¢ -

LEARNING REPORTS

. LEARNING REPORTS

Login Report Lesson Completion

Report

75

TOTAL LOGINS TOTAL HRS ON SYSTEM

o . son
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LEARNING REPORTS

— (® GoBack FROM: T0: T E3
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Study Guide Report

FACILITATOR:

Amber Winters

aLnss:

Career Readiness (Mrs +

LESSON:

Career Dives -Select Lesson Sub-Ca v Pharmacy Technician v

o downlosd 3 CSVfile of the study guide answersfor  lesson - make.

jour selecton above,then click the download button &

Gale, here for everyone.



