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Accounts 

Trainee Portal 

Trainee Portal Register 
• Access the trainee portal 

• Locate Signup Button. 

• Fill the Required Fields to create  a new user 

• Submit the registration form  
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Trainee Portal Login 
• Access the trainee portal. 

• Click on Login Button 

• Enter User Name Or Email And Password 
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Show Profile Info 
• Access the trainee portal. 

• Click On My Profile Button on the navbar.  

• Access the profile information.  
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Update Profile Info 
•  Access the trainee portal.  

• Click On My Profile Button on the navbar. 

• Click On edit profile Button  

• Edit the necessary profile fields. 

• Save the changes.  
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Delete Account 
• Log in to the trainee portal  

• Click On My Profile Button on the navbar. 

• Click On Delete Account Button down the screen . 

• Confirm Delete Account Message 
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Explore All Courses 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

 

Explore Course Details Page 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 
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Show The Courses In progress 
• Access the trainee portal 

• First Tap Under Explore All Courses ‘Courses in Progress’  

 
 

Show Completed Courses 
• Access the trainee portal 
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• Second Tap Under Explore All Courses ‘Completed Courses  

 
 

Show Enrollment Requests Courses 
• Access the trainee portal  

• Third Tap Under Explore All Courses ‘Enrollment Requests  
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Show Saved For Later Courses 
• Access the trainee portal  

• Fourth Tap Under Explore All Courses ‘Saved For Later  

 

Admin Portal 

Admin Login 
• Access the admin portal. 

• Click the login Button.  

• Enter name or Email and password. 
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Add new Roles and Assign to Admin  
• Access the admin portal. 

• Navigate to the users and roles management section. 

• Click on Roles Tab 

• Click on the "Add New Role" Button. 

• Define the new role's name and permissions.  

• Click On Users Tab, select an admin to assign the new role,  save the new role. 

• Edit the admin's profile.  

• Assign the newly created role to the admin , save the changes.    
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Categories 

Admin Portal 

View Category List 
• Access the admin portal. 

• Locate the category page. 
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Add New Category 
• Access the admin portal. 

• Locate the category page. 

• Click Add Categories Button 

• Fill the required fields, Then click save 
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Edit Category 
• Access the admin portal. 

• Locate the category page. 

• Select The Category You want to Edit From The List By Click On Edit Button 

• Make The Changes You Want then Click Save 
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EFST 

Trainee Portal 

Register as Trainer 
• Access the trainee portal 

• Locate EFST Program tap in navbar  

• Click  On Register as Trainer Button 

• Fill All The Required Fields 

• Click Submit Button 
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Register as Training Center 
• Access the trainee portal 

• Locate EFST Program tap in navbar  

• Click  On Register Training Center Button 

• Fill All The Required Fields 

• Click Submit Button 
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Register as Exam Center 
• Access the trainee portal 

• Locate EFST Program tap in navbar  

• Click  On Register Exam Center Button 

• Fill All The Required Fields 

• Click Submit Button 
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Apply for EFST Exemption 
• Access the trainee portal 

• Locate EFST Program tap in navbar  

• Click  On Apply for EFST Exemption Button 

• Fill All The Required Fields 

• Click Submit Button 
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Add Trainer To Training Center 
• Access the trainee portal 

• Click On Representatives Tap 

• Click Add New User 

• Fill The Required Fields 

• Click Add  
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Admin Portal 

Show Training Center List  
•  Access the admin portal 
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• Locate the organizations page in Sidebar. 

• First Tap 

 
 

Show Exam Center List  
•  Access the admin portal 

• Locate the organizations page in Sidebar. 

• Second Tap 
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Assign Categories To Training Center 
• Access the admin portal. 

• Locate the organizations page. 

• First Tap 

• Choose the requested training center or exam center from the list 

• Click edit category 

• Add the categories from the list 

• Click on add button  
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Assign Categories To Exam Center 
• Access the admin portal. 

• Locate the organizations page. 

• Second Tap 

• Choose the requested exam center or exam center from the list 

• Click edit category 
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• Add the categories from the list 

• Click on add button  

 
 

Approve Register (Trainee, Exam Center ,Training Center) Request 
• Log in to the admin portal 

• Locate Requests in the sidebar 
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• Find Your EFST Request in the List  

• The admin have the choice to approve or reject the request 

 
 

 

Online Sessions 

Trainee Portal 

Online session details page  
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Click on tab course session 
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Admin Portal 

Add New Online Session 
• Log in to the admin portal 

• Click on “icon” course in sidebar. 

• Click on "Add Course” Button. 

• Fill in the required details for the new Course.  

• if Enrollment Type is online click tab course session 

• Click on "Add Session” Button. 

• Fill in the required details for the new online Session with material. 
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Edit Online Session 
• Access the admin portal  

• Click on “icon” course in sidebar. 

• Click on card course 

• Click on "Edit Course” Button. 

• if Enrollment Type is online click tab course session 

• Change value for the online Session with material. 

• Save the changes.  
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Delete Online Session 
• Access the admin portal 

• Click on “icon” course in sidebar. 

• Click on card course 

• Click on "Edit Course” Button. 

• if Enrollment Type is online click tab course session 

• Click Delete session you want deleted 
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Offline Sessions 

Trainee Portal 

Enroll to offline sessions 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Select the sessions tab 

• Choose the session date and the requested center 

• Click enroll button 
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Add Offline Session 
• Access Trainee Portal 

• Login as Training Center 

• Click on Courses Tap 

• Select course from the list  

• Click on Add Session Button in the top right of the screen 
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• Fill the required fields  

• Click Save 
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Online Course 

Trainee Portal 
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Enroll To Course 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Click enroll button 
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Access Course Materials 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Make sure you are enrolled to the course 

• click on the sessions tab 

• Select from materials list 
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Track Watched Materials 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Make sure you are enrolled to the course 

• Click on the sessions tab 

• Watch materials will be marked as watched 
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Access Session after submitting previous quizzes (Average from Sessions Course) 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Make sure you are enrolled to the course 

• Click on the sessions tab 

• Click on take quiz 

• Submit the quiz 

• The next session will be accessible 
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Access Final Exam after completing all sessions (Final Exam Course) 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Make sure you are enrolled to the course 

• Make sure you have completed all sessions 
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• Click on Course Exam tab 
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Access Course Certificate after complete all quizzes or final exam depend on course exam type 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Make sure you are enrolled to the course 
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• Make sure you have completed all sessions and exams  

• Click on Certificate tab 
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Rate Online Course 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Make sure you are enrolled to the course 

• Click on Certificate tab 

• The rate pop up will appear to you directly 
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Download Online Course Certificate 
• Access the trainee portal. 

• Make Sure Your are enrolled to the course 

• Finish Course Sessions And Exams  

• After Finish Rating model will Popup Fill it then submit 

• You Can Download The Certificate By Click in the download Button  
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Submit Pre/Post Assessment 
• Access the trainee portal.  

• login with your account 

• locate explore all courses button 

• select from the course list 

• Make sure you are enrolled to the course 

• click on the sessions tab 

• click on the Pre/Post Assessment tab 
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• Submit  the form 
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Admin Portal 

Send New Online Course Request 
• Log in to the admin portal 

• Click on “icon” course in sidebar. 

• Click on "Add Course” Button. 

• Fill in the required details for the new online course. 

• Click on save the course 
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Send Edit Online Course Request 
• Log in to the admin portal 

• Click on “icon” course in sidebar. 

• Click on Requested Course. 

• Click on Edit Course 

• Fill in the required details for the online course. 

• Click on save the course 
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Save Course as draft 
• Log in to the admin portal using 

• Click on “icon” course in sidebar. 

• Click on ""Add Course” Button. 

• Fill in the required details for the new Online Course.  

• Click on save as draft 
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Accept Trainee Enrollment Request 
• Log in to the admin portal 

• Click on “icon” course in sidebar. 

• Select the course from the list  

• Click on trainee list button 

• The admin can accept or reject the trainee enrollment request 
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Invite Trainee 
• Log in to the admin portal 

• Click on “icon” course in sidebar. 

• Select the course from the list  

• Click on trainee list button 

• Click on Invite Trainee Button 

• Fill The required Fields 

• Click Invite 
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Offline Course 

Trainee Portal 

EFST Organization admin Can generate certificate for the trainee 
• Access the trainee portal. 

• Navigate to EFST Program tab 
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• Click on courses 

• Click on Trainees List 

• Find the enrolled trainees 

• Click on generate certificate icon 

• Submit the form 
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Trainee can access the offline course certificates 
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Select from the course list 

• Click on Certificate tab 

• Training and exam certificates will be accessible after the EFST admin generate it 
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Admin Portal 

Send New Offline Course Request 
• Log in to the admin portal 

• Click on “icon” course in sidebar. 

• Click on "Add Course” Button. 
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• Fill in the required details for the new offline course. 

• Click on save the course 

 
 

Send Edit Online Course Request 
• Log in to the admin portal 

• Click on “icon” course in sidebar. 

• Click on Requested Course. 

• Click on Edit Course 
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• Fill in the required details for the online course. 

• Click on save the course 
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Save Offline Course as draft 
• Log in to the admin portal using 

• Click on “icon” course in sidebar. 

• Click on ""Add Course” Button. 

• Fill in the required details for the new Offline Course.  

• Click on save as draft 
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Reports 

Admin Portal 

Course Report 
• Log in to the admin 

• Click The Bag Icon In The Let Bar 

• First Tab 
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Trainee Report 
• Log in to the admin 

• Click The Bag Icon In The Let Bar 

• Second Tab 

 

Trainee Course Report 
• Log in to the admin 

• Click The Bag Icon In The Let Bar 

• Third Tab 
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Certificate Report 
• Log in to the admin 

• Click The Bag Icon In The Let Bar 

• Fourth Tab 

 

Annual Increase Users Report 
• Log in to the admin 

• Click The Bag Icon In The Let Bar 

• Five Tab 
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User Establishment Report 
• Log in to the admin 

• Click The Bag Icon In The Let Bar 

• Six Tab 

 

Annual Course Report 
• Log in to the admin 

• Click The Bag Icon In The Let Bar 

• Last Tab 
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Request 

Admin Portal 

View Requests List 
• Access the trainee portal.  

• Locate Requests in the sidebar 
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Lookups 

Admin Portal 

Add Lookups (Education Levels) 
• Log in to the admin portal as a super admin. 

• Navigate to the Lookups in the Sidebar. 

• Click on "Add Education Level" Button.  

• Define the Education Level value (e.g., Primary School, High School, University) and the localized name for the 

Education Level. 

• Save the Education Level values. 
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Add Lookups (Channels) 
• Log in to the admin portal as a super admin. 

• Navigate to the Channels section. 

• Click on "Add Channel" Button. 

• Define the Channel value (e.g., WhatsApp, Facebook) and the localized name for the channel. 

• Save the Channel values.  
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Community 

Trainee Portal 

Access posts  
• Access the trainee portal. 
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• Login with your account 

• Click on user menu 

• Click on "Forum" Button menu  

Join Page 
• Access the trainee portal. 

• login with your account 

• Click on user menu 

• Click on "Forum" Button menu 

• Click on any page form "Top Page" 

• Click on "Join" Button  
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Added Post 
• Access the trainee portal. 

• Login with your account 

• Click on user menu 

• Click on "Forum" Button menu 

• Click on any page form "Joined Pages" 

• Click on "Post" Button 

• Fill in the required details for the new post. 
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• Click on "Post" Button to save post . 
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Leave page  
• Access the trainee portal. 

• Login with your account 

• Click on user menu 

• Click on "Forum" Button menu 

• Click on any page form "Joined Pages" 

• Click on "Leaving" Button 
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Add Question  
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Click on card course 

• Click on "Open Course Discussion" Button 

• Click on Tab Course Discussion 

• Click on "Add Question" Button 
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Reply Question  
• Access the trainee portal. 

• Login with your account 

• Locate explore all courses button 

• Click on card course 

• Click on "Open Course Discussion" Button 

• Click on Tab Course Discussion 

• Click on "Reply" Button 
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Like/Dislike Question 
• Access the trainee portal.  

• login with your account 

• Locate explore all courses button 

• Click on card course 

• Click on "Open Course Discussion" Button 

• Click on "icon" like or dislike  to any question 
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Admin Portal 

Add Community 
• Log in to the admin portal 

• Click on “icon” community in sidebar. 
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• Click on "Create Community Page” Button.  

• Fill in the required details for the new Community.  

• Save the changes. 

 

Edit Community 
• Log in to the admin portal 

• Click on “icon” community in sidebar. 

• Click on "icon” edit. 

• Change value for the Community. 
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• Save the changes.  

 

Join Page 
• Log in to the admin portal 

• Click on “icon” community in sidebar. 

• Click on "icon” eye for any community in page communities. 

• Click on "Join” Button.  
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Leave Page 
• Log in to the admin portal 

• Click on “icon” community in sidebar. 

• Click on "icon” eye for any community in page communities.  

• Click on "Leave Join” Button.  
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Add Post 
• Log in to the admin portal 

• Click on “icon” post in sidebar.  

• Click on "Create Post” Button. 

• Fill in the required details for the new post. 

• Save the changes.  
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Edit Post 
• Log in to the admin portal 

• Click on “icon” post in sidebar. 

• Click on "icon” edit on post.  

• change value for the post.  

• Save the changes. 
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Filter Posts  
• Log in to the admin portal 

• Click on “icon” post in sidebar. 

• Click on any category you would filter it 
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Add Question 
• Log in to the admin portal  

• Click on “icon” course in sidebar. 

• Click on card course. 

• Click on "Open Course Discussion" Button 

• Click on "Add Question" Button.  

• Fill in the required details for the new question. 

• Click on "Add" Button to save info question 
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Edit Question  
• Log in to the admin portal 

• Click on “icon” course in sidebar. 

• Click on card course.  

• Click on "Open Course Discussion" Button 

• Click on "icon" Edit.to any question 

• Change value for the question. 

• Click on "Save" Button to save new info question 
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Delete Question 
• Log in to the admin portal 

• Click on “icon” course in sidebar.  

• Click on card course. 

• Click on "Open Course Discussion" Button 

• Click on "icon" Delete.to any question  
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Reply Question 
• Log in to the admin portal 

• Click on “icon” course in sidebar. 

• Click on card course.  

• Click on "Open Course Discussion" Button 

• Click on "Courses discussion" Tab 

• Click on "reply" text for any question 

• Fill in the required details for the reply question.  

• Click on "Add" Button to save info reply question 
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