1. How does the utobo platform work?

What is utobo all about?

What is utobo platform?

The simplest platform to sell your courses and digital products.

Thousands of creators, businesses, solopreneurs, educators, and coaches
from over 50 countries use utobo to create courses & digital

products, establish an authentic connection with subscribers,

and grow revenue without switching between 10 odd tools.

What do people use utobo for?
People on the utobo platform use online courses for all kinds of online

teaching. E-learning courses are great for online learners & creators are

helping them with the most valuable e-learning content.

What features does utobo offer?

utobo helps you with every step of the online course selling goals, from
course creation to launch, market & sell to your audience. To know more

about our platform schedule demo with us: support@utobo.com

Here are just a few of the things you can do on our platform:

o Create your course bundle in the Creator dashboard.
e Build a beautiful white label website with dark & light theme

features to deliver your courses.


https://www.youtube.com/watch?time_continue=5&v=sioZoTQAcX8&feature=emb_title
https://www.youtube.com/watch?time_continue=5&v=sioZoTQAcX8&feature=emb_title

e Strip integrated e-commerce to accept payment for your online
courses.

e Market and sell your courses using our marketing tools like blogs,
Email campaigns.

e Teach your audience online and deliver your courses in our student-

focused learning app with the highest course completion rates.

How much does utobo cost?

You can always start with our seven days free trial plan and if you're

looking for specific features, take a look at what’s offered with our paid

plans on our Pricing Page.

For more information, check out our article: How much does utobo

cost?

What Next?

You're in the right place. Create an account and head over to our Getting

Started Guide to jump right in!

Congratulations to you on getting started with utobo

2. Why do Creators choose utobo?

Wonder, what is “utobo”? To start with, it is a cloud platform with
a focus on making things easy for creators. The most important
aspect of the utobo solution is the service that allows you to

create e-learning courses for your learners.

utobo


https://cts1.utobo.com/auth/register?type=free-trial
https://utobo.com/pricing
https://support.utobo.com/knowledge/how-much-does-utobo-cost
https://support.utobo.com/knowledge/how-much-does-utobo-cost
https://utobo.com/
https://support.utobo.com/knowledge/getting-started
https://support.utobo.com/knowledge/getting-started
https://support.thinkific.com/hc/en-us/articles/360030719433

HI CREATORS! CREATE TEACH AND SELL COURSES ONLINE

The best way to connect with your learners :)

Utobo is the perfect tool for creating your online courses. You can try it
free, create your course with content in utobo & worldwide learners will
buy your courses & get access to the utobo mobile application & start
their learning. You can keep your students engaged using bulk emailing &

coupon offers.

Creators who care about their learners use utobo; what about you?

Creators choose to focus on building their institute an online brand &
making their online coaching business successful; most creators do it
extremely well & making their audience reach globally and selling their

course worldwide. We Want to Make this Possible for You.

utobo offers online service at various platforms through web and mobile
applications that are seamlessly integrated. There is no need to be an
expert in coding when it comes to imparting education as utobo takes care
of it. It offers an easy user interface that helps to arrange different

subjects, topics, audio, video, presentations, etc.

in the most effective manner. utobo can also consolidate with any kind of
software such as CRM, Billing, ERP, Email, Payment Gateways or hardware
applications such as biometric systems and bar code printers. It is the
only marketplace that offers ‘Class Isolation’ with affordable pricing and

performance tracker features.

Go ahead

Get started with utobo



https://support.utobo.com/knowledge/getting-started

3. How much does utobo cost?

Learn what pricing creators expect with the utobo account.

THIS ARTICLE IS ALL ABOUT UTOBO.COM PRICING AND PLANS

utobo is the world's best online course creation platform

Since utobo is the only tool that is made with love considering every kind of
course creator like Coaching Institutes & Colleges as well as an individual online
educator & who runs online hobby classes like guitar learning, Yoga Instructor &

more.

utobo has an exclusive pricing plan with many features & the best thing about
utobo is that we are Not taking any transaction fees & commission on your

course selling. Along with we are giving Email, chat & call support on any query.



utobo ° v

Pick a plan that suits your requirement

You'll Pay You'll Pay You'll Pay
$69... s 129 $199....

Basic Premium Ultimate

Monthly or Annual Subscription Cost

This is the monthly or annual cost for your specific utobo plan. All monthly and
yearly prices are in USD. Monthly plans are billed on the same day each month,
and Annual plans are billed on the same day each year. If a month is missing

your plan renewal day, the billing date will shift to the last day of the month.

Check out our Pricing Page for prices on each plan and all associated features.
Need help deciding which plan is best suited for your needs? Head here to get in

touch with the team!

Next

Subscribe to utobo plan

Create an utobo account now :)

4. Update Your utobo Subscription Plan


https://utobo.com/pricing
https://utobo.com/contact-sales
http://utobo.com/
https://cts1.utobo.com/auth/register?type=free-trial

In this article, you will learn to update your plan

HOW TO UPGRADE MONTHLY TO YEARLY OR CANCEL UTOBO
SUBSCRIPTION

Upgrade plan within your utobo account

You can upgrade directly within your account and will have the option to

select "Change Plan.”

Account Settings

Payment Methods

To upgrade your account:



. Go to Account Settings & then My Subscriptions
. My Plans

. Select Change Plan

. Please select a membership plan

. Then simply select the plan of your choice!

Select Annual or Monthly plans

_\Ip\U'I-bbJNI—L

Click again Change Plan

Please select membership plan

To cancel your utobo subscription:

Need to cancel your payments for a little while? We're sorry to see you
go!

You can cancel your subscription or change your plan at any time
To Cancel Your Subscription:

1. Click Cancel membership

2. Select the reason for the cancellation

3. Click on proceed



Are you sure you want to cancel the membership?

Tell us the reason for cancellation
No Reason
Opting for competitors platform
Not user friendly
Costly
Could not manage time to use the platform

Other

After canceling the subscription, your courses and modules content will be

available to your paid subscribers until their subscription expires

Let us know if you have any questions!

5. Your utobo Subscription

Your subscribed plan & invoices

HOW TO MANAGE UTOBO SUBBSCRIPTION?


https://support.utobo.com/knowledge/kb-tickets/new

My Subscriptions

By going to the "My Plans" tab, you can manage your Utobo billing

information and view:

e My Plans - here, you can see your current utobo subscription

e Cancel Membership - if you want to cancel your subscription with
Utobo, click on the Cancel Membership link and tell us the reason
for the cancellation. That's it.

« Change Plan - you have the option to change your Price Plan at
any time if you decide that you need more to expand your Institute
or less if you want to scale back

e Enter Coupon Code - if you have a coupon or you have received a
new coupon code during your subscription, you can apply it here at
any time, and you will get a discount on the next billing cycle

« Payment Gateways - here, you can set up payment gateways of
your choice for your Institute to receive payments from your
students. For now, we support the following:

o Stripe
o Offline Pay

Account Settings

Payment Methods

Note: A Price Plan change will apply after the current billing cycle ends.



Download your Invoice

By going to the "Invoices" tab, you can download your invoices:

Account Settings

6. Update Your utobo Subscription Plan

In this article, you will learn to update your plan

HOW TO UPGRADE MONTHLY TO YEARLY OR CANCEL UTOBO
SUBSCRIPTION



Upgrade plan within your utobo account

You can upgrade directly within your account and will have the option to

select "Change Plan."

Account Settings

Payment Methods

To upgrade your account:

8. Go to Account Settings & then My Subscriptions

9. My Plans

10. Select Change Plan

11. Please select a membership plan

12. Then simply select the plan of your choice!
13. Select Annual or Monthly plans

14. Click again Change Plan



Please select membership plan

Salact Plan

To cancel your utobo subscription:

Need to cancel your payments for a little while? We're sorry to see you
go!

You can cancel your subscription or change your plan at any time
To Cancel Your Subscription:

1. Click Cancel membership

2. Select the reason for the cancellation

3. Click on proceed



Are you sure you want to cancel the membership?

Tell us the reason for cancellation
No Reason
Opting for competitors platform
Not user friendly
Costly
Could not manage time to use the platform

Other

After canceling the subscription, your courses and modules content will be

available to your paid subscribers until their subscription expires

Let us know if you have any guestions!

7. Your utobo Subscription

Your subscribed plan & invoices

HOW TO MANAGE UTOBO SUBBSCRIPTION?


https://support.utobo.com/knowledge/kb-tickets/new

My Subscriptions

By going to the "My Plans" tab, you can manage your Utobo billing

information and view:

e My Plans - here, you can see your current utobo subscription

e Cancel Membership - if you want to cancel your subscription with
Utobo, click on the Cancel Membership link and tell us the reason
for the cancellation. That's it.

« Change Plan - you have the option to change your Price Plan at
any time if you decide that you need more to expand your Institute
or less if you want to scale back

e Enter Coupon Code - if you have a coupon or you have received a
new coupon code during your subscription, you can apply it here at
any time, and you will get a discount on the next billing cycle

« Payment Gateways - here, you can set up payment gateways of
your choice for your Institute to receive payments from your
students. For now, we support the following:

o Stripe
o Offline Pay

Account Settings

Payment Methods

Note: A Price Plan change will apply after the current billing cycle ends.



Download your Invoice

By going to the "Invoices" tab, you can download your invoices:

Account Settings

SubseriptionPlan  SubscriptionPeried  Amount Payment Method. Status Download Receipt

8. How to create an account?

Before you get started... Sign up for utobo account

YOU'LL NEED AN ACCOUNT TO FOLLOW ALONG WITH THIS GUIDE.
UTOBO IS FREE TO GET STARTED WITH 7 DAYS FREE TRIAL



Create a utobo account

e« utobo free trial

e How to subscribe to utobo's plans

utobo free trial

https://ctsl.utobo.com/auth/reqgister?type=free-trial

How to subscribe to utobo's plans

https://utobo.com/pricing

Create Account

On the "Create Account" screen, please provide your "Educator or
Coaching Service name," "Domain name" that you want to use on the

utobo.com platform, "Email Address," and a secure password.

utobo 1 already have an account?

Create Account

Profile Creation

Once you have completed all the fields, please click on "Proceed to next
step" to select the desired price plan and fill out a few more details about

you.


https://cts1.utobo.com/auth/register?type=free-trial
https://utobo.com/pricing

If you already have an account, click on the "Sign In" button in the upper

right corner of the screen.

Final step!

We need a few more details to start your subscription.

Your sccor c successfully
utobo °‘

Final Step!

Bas i c Profile Creation > Billing Details
Mobile Number

IN (91

Country *

Selact country

Solect state

Subacription Plan * Change

Basic: $69/Month

Once you have completed all the fields, click on "Proceed To Payment."
If you want to change the price plan or see your benefits press the
"Change" link on the "Subscription Plan" field.



u to b 0 About Us Pricing Become Our Affiliate Contact Sales

Pick a plan that suits your requirements

The simplest platform to sell your online courses and digital products.

Get 20% off on our yearly plans

Let's build your online Free Basic Premium Ultimate

coaching brand

together. $0 $69 $1 29 $1 99

per month per month per month per month
On the "Pick your plan" screen, you can review the benefits for each
plan and select the one that fits up your needs.

Remember that if you choose the Yearly subscription period, you get a
20% discount. You can change from yearly to monthly by pressing the

toggle button on the upper right side of the window.

If you wonder what price plan you should use, don't hesitate to contact us
for more details.
9. Manage and change your Account Settings

This article will show you how you can access your Account

Settings




LEARN HOW TO EDIT OR CHANGE YOUR PREFERENCES OF YOUR
ONLINE INSTITUTE PROFILE UNDER ACCOUNT SETTING

Account settings

Preferences

My Profile
About Institute

Domain

My subscriptions

Payment gateways

Live classes

Third-party integrations
Email Marketing

To access your Account Settings, click on your institute name in the

upper right corner of the dashboard and tap on "Account Settings."

Account Settings

ort

Account Settings Help & Supp



Preferences

Once the "Account Settings" page is opened, by default, you will get the

"Preferences" tab first. Here you can set up the following:

o Time Zone - Select the time zone that will be used in your account
and for creating courses and Assignments

o E-com website theme - choose a dark or light theme for your
online school E-com website

o Dashboard View - Basic or Analytics

10. My Profile

Inside the Profile tab, you can change your details for this account:

Account Settings

o Upload Personal Picture - you can upload an avatar or profile
picture for this account by clicking on the "Choose File" button

o Educator or Coaching Service Name - even if the account is
already created, you can change your Educator name or Service

Name if this is a business



o Email Address - this cannot be changed. Please get in touch with
Customer Support if you need to change your email address

e Mobile - you can see and change your mobile phone number.
Please consider that the phone number is also used to login inside
the Utobo account

o Password - If you need to reset the password, click on the
"Reset" link. You need to have the Current Password to change
it from the Profile tab. If you don't know your password, reset it
using the option from the login screen or contact Customer
Support for more details

e Country - from the drop-down menu, you can select the desired
country you are located in

o State - also select the correct state after you did change the

country

After all the details have been changed, just click on the "Save" button.

Caution: If you need to change more details or more information about

your account, please get in touch with Customer Service.

About Institute



You can always change or review the settings for your Institute in Utobo,
from the Institute Details to Branches, once you are starting to scale

up. On the Institute Details tab, you can set up the following:

Institute Logo - upload the logo for your institution

Banner - upload a banner for the Institute page. We recommend a
high-quality photo that has at least 1600 x 1200 resolution and a

maximum of 10MB

Educator or Coaching Service Name - you can add or change

the name for your Coaching Service

Banner Image Content - Few words that describe your Institute
best

Branch - if you have already created your Branches, from the

drop-down, you can select one

Describe your Institute - a short description of your Institute

Privacy Policy - This field is for your Institute policies

Account Settings




Under the About Institute tab, you can also add your social accounts like:

Twitter - enter your Twitter URL

Instagram - add your Instagram URL
LinkedIn - use your LinkedIn URL
Facebook - your Facebook URL

Quora - enter your Quora URL

"Manage Branches" is the right place to overview your Branches for your

Institute. You can also create a new Branch, edit or delete.

Account Settings

Institute Details Manange Branches
dd and manage all the branches of your Institute +  Add s Banch

Support California  Branch Code: 57¢93a90  (Branch Manager: Support) 7 support@utobo.com +14157078933 «»

340 § Lamon Ave, Walnut

Tip: You can create a Branch also when you are adding a Tutor to a new

course.

Domain

If you have a domain and you want to connect it with your Utobo profile,
or you want to change an already linked domain, just fill out the

following:

e Current eCommerce Domain name - your actual domain name if

you haven't completed already when creating the account



o« Domain - the domain that you want to use to connect it with Utobo

Account Settings

Once you have filled out the requested fields above, please follow the
steps on the screen to complete the process. It may take up to 72 hours
for this to get finalized. For more info, please get in touch with our

Customer Service team at support@utobo.com.

My Subscriptions

By going to the "My Subscriptions" tab, you can manage

your Utobo billing information and view or download your invoices:

e My Plans - here, you can see your current utobo subscription

o Cancel Membership - if you want to cancel your subscription with
Utobo, click on the Cancel Membership link and tell us the reason
for the cancellation. That's it.

o Change Plan - you have the option to change your Price Plan at
any time if you decide that you need more to expand your
Institute or less if you want to scale back

o Enter Coupon Code - if you have a coupon or you have received a
new coupon code during your subscription, you can apply it here

at any time, and you will get a discount on the next billing cycle



« Payment Gateways - here, you can set up payment gateways of
your choice for your Institute to be able to receive payments from

your students. For now, we support the following:

o Stripe
o Offline Pay

Account Settings

MyPlans  Invoices

Ultimate Plan

My Subscriptions Plan Features

Payment Methods

Warning: A Price Plan change will apply after the current billing cycle

ends.

If you need an overview of your invoices, click on the "Invoices" tab.



Account Settings

Subscription History

Subscription Plan Subscription Period Amount Payment Method Status Downlosd Receipt

You can see the status of each invoice, it is paid or not, and you can

download it in PDF format by clicking on the "Download" link.

Caution: If you need more details about your invoices or if you are

having payment issues, please get in touch with Customer Service

Payment Gateways

Here you can set up payment gateways of your choice for your Institute to
be able to receive payments from your students. For now, we support the

following:

o Stripe
o Offline Pay

In order to add the Stripe account, just click on the "Add Stripe Account"
and select the Yes option on the popup in order to get redirected to the
Stripe page.



Account Settings

We only support Stripe payment gateway for now.

Once redirected, you need to follow the on-screen steps in order to link

your Stripe account with Utobo.

Connect Stripe account to accept payment in your bank account

directly

Live Classes with utobo

Live Classes with Zoom & bluejeans allows you to create a more engaging

way to educate your learners.

Live Classes Setting: Manage Users/ Educators

The live Classes page gives the opportunity to organize and manage the
users for live Zoom classes and the Zoom Credentials and preferences. By
default the page will open on the "Manage Users" tab and "Add New

Users":

e Select Live Meeting Company - from the drop-down menu, you will
be able to select the service for the Live Meetings, in our case,

Zoom or BlueJeans.



e Select Educator- using the drop-down, you can choose the available
educators or if you want to add a new one, just click on "Add

Educator."

Account Settings

Account Settings

Manage Users Manage Zoom Credentials

200m

Zoom

t butt 200m with

Under "Blueleans users" and "Zoom users" subtabs you can see the

users listed that have been added already.
Zoom Account Requirements

A Free Zoom account is required to schedule a Zoom Meeting. Note that

the Free Zoom plan has a meeting limit of 40 minutes. If you need more

time, check out Zoom's Pro plan. Live Classes with Zoom is available on

the utobo basic plan or higher.



https://zoom.us/signup
https://zoom.us/meetings
https://zoom.us/pricing
https://utobo.com/pricing

How to integrate with Zoom:

As the host, you will require a Zoom account to get started. Our Live Class
type integrates directly with Zoom. Just click on connect button & Then
Authorize to finish connecting your utobo account to Zoom, Now you will
be able to Schedule a Live Class via the Zoom meeting tool, directly from

within utobo.

Account Settings

Manage Users Manage Zoom Credentials

200m

Zoom

Connect button to integrate zoom with UTOBO

........... =

Connect Zoom account to teach live

How to Add a Live Class

1. Go to Live Class

2. Select One time class or Recurring Class
Setup Your Live Lesson Settings

Input the name of your live class topic
Select live meeting tool
Select Educator

Choose a date, time & duration of a live class

i hwoNoe

You can also choose a live class image & write the agenda of this

class which is optional



Host Live Class

Just select students to whom you want to teach in live class & click on

Save, your scheduled live classes will be shown in the Available Classes

section. Here only you can host your meetings.

1. Schedule a One-time live class:

Schedule one-time live class

Available Classes

Semo image Live Mesting Teo! ke Crestor Dute & Time

Conduct one-time live class

2. Schedule Recurring live class:

Emall Address



Recurring class

Available Group Classes

Seme Image Uve Meeting Tool Meeting Type Group Name Topic Name Croator Date & Time Leamer

Schedule recurring classes

Student Experience

Students will be able to join the meeting directly within the Live Class.
They can select Join Meeting in Zoom to join the meeting from the
Zoom app, which is supported on many devices and can be accessed

from Zoom's Download Center.



https://zoom.us/download

zoom

-

W instnate v Live Classes Today October 2021 « =+

M Counes Sunds Monds Toesda Wednesds Tharsday Fridey Saturday
y y v y

Join a live class

How to Disconnect Your Zoom Account From utobo

Click Disconnect & your zoom account will be uninstalled. If you wish to
retake live classes, you will need to connect to Zoom again to create a

new Live Class in the future.

Account Settings

Manage Users Manage Zoom Credentials

Z00m

Caution: If you disconnect, it will impact your existing zoom meetings.



Third-Party Integration

Zapier - coming soon...

Email marketing

An email marketing tool that allows you to build and manage large email
lists. utobo already has an email feature that will enable you to send one-

time emails to your entire group of learners or a smaller one.

In this setting, you need to Sender ID to run your email campaigns.

Account Settings

Senders m

Sender ID

Creator - sppentivishe.com

Verify your email Sender ID

You need to very your email to create a sender ID. Add Sender ID in two
steps; once you Verify from your Email please click on Verify This Sender
in the "Senders" section under Email Marketing. Congratulations! All

setup is done.



Add Sender

From Name From Email

= D

= Gmail Q  search mail

J Inbox
Spam
amazon
CREDIT CARD

MS 365

Next

Welcome to Utobo : Verify your account b x

support@utobo.com

Confirm & Activate Your Sender
Dear Creator

We have received a request 10 authorize this email address as email sender 1D To use this sender for email campaigns, please ciick the link below

hitps://emall-venfication us-east-1 com?Context=7660063588748X-Amz- Date=20211214T1903097 & identity dentityName=deepakshirshaatha®%40gmail com&X-Amz-Algonthm=AWS4.
HMAC-SHA2568Identity Identity Type=EmailAddress&X-Amz-SignedHeaders=host&TemplateName=SenderEmailVerification Tempiate8X-Amz-Credential=AKIAJR7UY JEPSGNMLXBA%
2F20211214%2F us-east-1%2F ses%2F aws4_request&Operation=ConfirmVenfication&N; £=BacondX-Amz-Signalure=39b4ab407186ch2b0eibes757h 1608330344 5626 160433506938 101
857

f you did not request to verity this email address, please disregard this message. If you have any concerns, please forward this message o the following email address along with your questions or
comments

€ Reply r» Forward

Read this article to understand how the email marketing feature works in

utobo

Email campaigns

11. How to create a Course?


https://support.utobo.com/knowledge/email

Ready to get started with creating your first Course bundle?
Awesome, glad to have you on board! This article is a guide to

make your first course.

THIS ARTICLE WILL GUIDE YOU THROUGH THE PROCESS OF
CREATING A COURSE BUNDLE

Create a Course

Add a Course

Inside your account's dashboard, we will go to the "Course" tab and

"Create a course."

On the first screen, we need to provide a few basic details about
the Course bundle, like the title, a Description of the course, a cover

photo, and the Payment type that can be Free or Paid.

Once you input all the requested info, you can click on "Continue" to

start creating Modules for your course.

Paid Course Setup



If you choose to make the course paid, a few details must be established

once the option has been selected:

Web and Android App Amount - input how much you want to
charge for the customers that access your course via Web or

Android app

iOS App Amount - input how much you want to charge for the

customers that access your course via the iOS app

Days of validity - input how many days your students can access

the resources with one payment

Payment Preview - you can provide a few more details about the

payment

Add a Module

After you click on "Add a module," you will need to provide further info

about your course and structure.

Module Title - What's your module name

Module Description - Explain your course in a few words

Choose an Educator for this course - You can select an existing

tutor or add a new one

Payment Type - You can choose for each Module if you want it to

be free or paid



Edit a Course

© Cousebundie © Modules

Here, you will sdd modules for this course, don't weery,
you can also dit t later! +  Adda module

Module 1 : Digital contant

Educator Active

Add a Creator

When creating a course/module, you need to assign a Creator for this. If
you already have a Creator created, just select it from the drop-down
menu; if not, you can create a new tutor by clicking on the "Add a

Creator" link.

In order to have a valid Creator, you need to fill out all the mandatory
fields:

Name - Full name of the Creator

Email Address - a valid email address of the Creator

Mobile - valid mobile phone number

Gender - Gender of the Educator

Experience - the relevant experience of the Creator

o Qualification - the qualification of the Tutor in that specific
domain/branch

o Password - use a secured password

o Select Branch - you can have multiple branches for different

courses/modules. Select the one that is relevant or just create a

new one



o BioData & status- enter the full bio of the Tutor & then click on

Save

Add Content

Once the Module has been created, Content needs to be added to

the Module itself by clicking on the "Add Content" button.
Add Content in three easy steps
Choose content for module - Video/PDF/Audio/PPT

In the Content Details area, you need to fill out the details and the

Content itself for the course:

o Content Title - the title of the Content in this Module

e For Video type - Youtube, Vimeo, My Computer

o Select file - choose a file directly from your Computer for
PDF/Audio/PPT content

« Payment Type - select the preference of the payment, free or paid

Once you have uploaded the necessary files, click on the "Done" &
then "Publish."

Add Multimedia contents



Content for module

[E video (3) [ PoF(M) 3 aud & per
B Video 1 e
[ Video Process - Uploading 2nd o
E Video 2 [ = ]
Publish On @
H Pt )

Caution: For video files, only MP4 format is permitted.

12. Coupon

Create Coupons

HOW TO RUN SPECIAL PROMOTIONS USING THE
COUPONS FEATURE?




A Coupon code is a promotional sale code in which select
courses are offered at a lower-than-normal price. For
example, Flat 20% off on GRE Quiz/Mock test this weekend!

To get started, head to the Marketing section of your
dashboard and select Coupon. This will take you to the

Manage coupon screen.

Manage Coupon

Available Coupon

Coupon Details

Each coupon you create has its own discount configuration
which determines the type and duration of the discount that

the coupon applies.
Start creating coupon

If you have a product that has multiple prices, such as a
one-time payment and also a payment plan, the discount
configuration section is where you can decide which pricing

option you'd like to apply the discount to.



1. Type: Choose the type of course

2. Course: Select Course module

3. Coupon Offer Type: You can set a fixed discount or
set a percentage

4. Coupon Title: this is the description of the coupon

5. No. of Users: Code Quantity: Use this field to limit
the number of times a specific code can be used

6. Minimum Buy Amount: Set minimum pricing you'd
like to apply the discount to

7. Maximum Discount Amount: Set maximum pricing

you'd like to apply the discount to

Duration/The coupon period

1. Start Date: Select a starting date of coupon code
available to redeem
2. End Date: Select end date of coupon to redeem by

the learners

Redeeming Coupons

1. Students can easily apply the coupon on the checkout
page to redeem their discount.

2. On the checkout payment page, click on the Have a
coupon? link.Input the coupon code in the text box
that appears

3. Press Apply



4. The checkout will update the order detail with the
discount applied if the coupon is successfully added.

5. The student can complete the checkout as normal!

Generate coupons

Available Coupon

You can easily track all the coupons you have set for a
particular course that will be sold by Creator. learners can

be enrolled by applying coupons for your course.

Next

Learn how to keep engaqging learners through email

marketing

Email


https://support.utobo.com/knowledge/email
https://support.utobo.com/knowledge/email

13. Launch & Market Your Course

CONGRATS! YOU'VE GOT A COURSE AND READY TO GO TO
MARKET

Email marketing

e Email campaigns

e Buy Email Campaign

e Set up your campaign

e Senders - Add a sender ID to send Emails

e Verify your email Sender ID

Email campaigns

Utobo has the best marketing features to sell courses worldwide as bulk

emailing.

Now email marketing has become the most effective way to grow your
reach to the audience so we have made running email campaigns really

easy & fast.

Using this feature creators can design their email & send to the learners

directly & all kinds of emails can be seen on the screen.

e All: all email campaigns will be visible under this
e Sent: send emails will be visible here
o Draft: drafted emails can be tracked under this

e Scheduled: all pre-scheduled emails will be visible here



e Running: Track your email progress & recipients, openers, clickers

& number of learners who have unsubscribed

Email campaigns (" 0oy e campin ]

All(0) Sent(0) Draft(0) Scheduled(0) Running(0)

No campaigns found.
you can creste new!

Buy Email Credit

Buy Email Credit

Click on "Buy Email Campaign"” on your dashboard at the top right,
then enter how many Emails you want to buy & click Buy credits &

complete Billing.

1 email credit which Creator can use to send one email to one

contact/leaner's email id



$0.025 per email (valid for a month)

Email credits that you purchase; You have to use them within a

month.

Email campaigns (" 0oy smat camnign

All(1 Sent(0) Draft(1) Scheduled(0) Running(0)

91 Drakt

Set up your campaign

To set up your email campaign, you have to click on "create an email

campaign,'’ and this setup will complete in 4 steps:

Setup
Design

Recipients

Hw N

Confirmation



Set up your campaign [ s ]

Setup ) Design ) Recipients ) Confirmation

Setup

e Campaign Name: Write the name of your email campaign

e Subject Line: Subject line of the email

e From Email: To send an email, you need a sender ID which can be
created in the "Email Marketing" section of "Account
Settings."

Design

In this step, you have to design your email campaign. You can make a list
of your students & write their all transactional things/course
purchase/enrollment/fee information by inserting a table and many emails

you can send to your enrolled audience and learners.
Recipients

In this step, you can select all those enrolled learners to whom you want
to send Emails; as in bulk email campaigns, you can choose all the
learners together & send them your promotional emails and coupon codes
& offers.

Confirmation

Your campaign is ready to be sent!



In this step, you can send an email instantly or save your campaign as a
draft, and also, you can schedule it for a specific time: also, Review the

report below before sending your campaign.

Save & Quit

If you save the campaign, it will be visible on the ""Email

campaigns'' screen.

Schedule Campaign

Send your campaign now or schedule it in advance
Send it now

Schedule for a specific time

Send it at the best time

Schedule Campaign

Send your campaign now or schedule it in advance

r'/_-\

Senders - Add a sender ID to send Emails

An email marketing tool that allows you to build and manage large email
lists. utobo already has an email feature that will enable you to send one-

time emails to your entire group of learners or a smaller one.



In this setting, you need to create a Sender ID to run your email

campaigns.

Account Settings

Sender ID

Creator - suppor@usobo.com © Vorified  Manag:

Email Macketing

Verify your email Sender ID

You need to very your email to create a sender ID. Add Sender ID in two
steps; once you Verify from your Email please click on Verify This Sender

in the "Senders" section under Email Marketing. Congratulations! All

setup is done.




Welcome to Utobo : Verify your account =

support@utobo com

Confirm & Activate Your Sender

Next

Manage learners

14. Learners

In this article, you will learn how to Manage & Enroll/add a new

Learner

MANAGE USER PAYMENTS AND TRANSACTIONS

Manage Learners

Manually Enroll Learners into a Course bundle:

e You can create a new student and manually enroll them into
a course or bundle or enroll an existing student into a

course!


https://support.utobo.com/knowledge/sales-reports

steps to create a new student:

1. Go to sales & click on Learners
2. Click on "Add new leaner"

3. Select branch, his eduction & all the basic information about new

student

4. Under password, Manually password for the student, confirm it

and click on the save button

The new student will be visible on the Manage learners screen
Bulk Enrollments:

Creators have also the option to enroll many students at a time for the
same course bundle, just download the sample excel file & write all the
information about new learners along with their branch code & upload this

file on the "import button.”



Manage Learners

$e. N, First Name Last Name Phone Number Email Education Branch

All the new students' names & branch names will be visible on

the "Manage Learner" screen.

Next:

learn managing fee of your learners

15. Manage fee

In this article, you will learn how to manage learners enroliment

in your course & their fee

|:|I:I
il


https://support.utobo.com/knowledge/manage-fee

MANAGE ENROLLED LEARNERS FEE

Admissions

Admissions

se. No. First Name Last Name Phone Number Email Education Branch

Manage Learners Fee

After creating a new student list, you can manually enroll them into a

course bundle or enroll an existing student and add a fee for all sales.

To manage your new enrolled learners you need to

follow simple steps:

Go to sales & click on Manage Fee
Click on "Add new Fee."

Select branch, Course bundle, or any module or content

Hw =

Select learners, you want them to enroll for that particular course
or module
5. Choose the mode of payment, choose a date & write a note to

remember in enroliment. Click on Save



Manage Fees

The new enrolled students' fee will be visible on the Manage Fees screen

Now you can easily track students' fee Course Amount, Paid Through,

Purchase Date, Branch & Change their enrollment status as well.

Next:

How to track Admissions & Transactions?

16. Reports

Learners Admissions & Transactions into your course

ADMISSIONS & TRANSACTIONS


https://support.utobo.com/knowledge/reports

Reports

This Report table is a great place to track revenue for your site and view

purchase history.
About This Feature

The Orders report allows you to track your sales and subscriptions. Here,
you can see all of the sales that were made on your site and it includes all

the information about the purchaser including referral source.

You can easily see new revenue based on the date that payment was
made by the student, including seeing payments made for recurring

subscriptions or payment plans.

e Admissions

e Transactions

How to View Your Orders Report

Here you can view your orders directly in utobo using the Report feature

Here's some tips on how to easily view your data on
the Orders table:

e Use the Manage Columns and filter in the top right corner for
payments made during a specific time period and also see
transactions history by filtering a particular course or content.

e Use the Columns button to hide additional columns from view in the
table

Sales Analytics



Active Courses Creators Learners Active Content Test

Total sales 30 0eps v Content wise sales

17. Communications: Live Classes

How can learners join Live Classes?

To Join Live Classes

Go to Communication -> Live classes

Here learners can see all available live classes of your institute.



= utobo sapport L]

W it v Live Classes Today October 2021 «

8 Courses Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Present Tanses

@ 1oz ©12:15 PM - 12:30 PM

@ RecurringMonthly @ RecuringWeekly @ RecuringDaly @ Ooetime

To join live classes just click on the Live now button & you will be
redirected to the meeting site or app. When the host/creator will start

meeting at the scheduled time you can join the meeting & start learning.

= utobo sapport L]

W it v Live Classes Today October 2021 «

8 Courses Sunday Monday Tuesday Wednesday Thursday Friday Saturday

[ Uive Classes

Present Tanses

@ 1oz ©12:15 PM - 12:30 PM

@ RecurringMonthly @ RecuringWeekly @ RecuringDaly @ Ooetime

18. How do learners can purchase a course?



Learn to use coupon codes to get discounts while purchasing any

course.

USE COUPON CODE WHILE PURCHASING ANY COURSES IF YOUR

ACADEMY IS OFFERING ANY DISCOUNTS

Purchase Course

Welcome to utobo support academy!

All Courses Ascending
¢ ENGLIH o
=y
Present Tenses $30.00 Speaking

Purchase a course

Apply Coupon

|
LU}

Total Purchased Courses

3

L. |
\\\&




Select any course bundle you want to enroll in & apply available coupons

provided by your academy.

Just complete the payment process & you have access to your course,

Happy
learning!!!

Present Simple Tense Formula

x
o




Present Simple Tense Formula x

Next

How to attend live classes?

19. Student dashboard overview.

Get started - The utobo student Experience



https://support.utobo.com/knowledge/communications-live-classes

The Student Dashboard is the website page where your students access

their courses and learn.

Welcome to your academy!

Total Courses - Number of available free & paid course bundles

Total Teachers - Number of available Creators in the academy

Total Purchased Courses - You have enrolled in the course by

purchasing the course bundle/module

Learner Profile

Creator Information

@ My Profic

o e v ) Holp&Suppon

Welcome to utobo Support !

) Aboutus | 4
utobo is not an LMS, it is CTS
© Contactus
B e Total Courses Total Teachers Total Purchased
88 Couses 3 Courses
M Communication v L..J
#) Live Classes.
All Courses
\ -
" AR
|
Basic Guitar Class Content Writing $10.00 English Grammar &40 00
<= (-

Get started

Student Enrollment Guide



https://support.utobo.com/knowledge/student-enrollment-guide

How can learners purchase a course?

Communications: Live Classes

FAQ

Please visit the link Learners FAQ

NEXT

Student Enrollment

20. Student Enrollment Guide

Student sign-up & access your course

THE STUDENT DASHBOARD

The Student Dashboard is the website page where your students access

their courses and learn.


https://support.utobo.com/knowledge/how-to-purchase-a-course
https://support.utobo.com/knowledge/communications-live-classes
https://devcts2.utobo.co.in/faq
https://support.utobo.com/knowledge/student-enrollment-guide

The student profile and account settings are an area of your utobo
site where students can access their account preferences, and

billing information.

In this Article:

Student Users - Enrollment Process
Student login

To set up your profile

Subscription Plans

Feedback

Student Users - Enrollment Process

When a student initiates the enrollment process for a course on

your utobo course site, they have to fill in all basic details about him/her.

they are sent to a checkout process with two steps:

1. Sign up for a student account, or log in to an existing student

account.

2. Select a payment method, card details and confirm the purchase.

utobo T

Register your account

.............




On sign up, by default, users input the following to "Register your

account” on a utobo course site:

First Name

Last Name

Branch code

Email

Password

A confirmation email will be sent on email - Student needs to fill OTP &

confirm their learner account.

They can also input additional information when custom sign-up
fields have been configured. These custom fields need to be set up prior
to any student account creation if they are required (e.g. Class, Phone

Number, Email Address, etc.).

Student login

utobo T _—

Login to your account

Email Address *

To set up your profile

After a student account is created, the user can log into their student
dashboard to change any of their previously input information including

their account’s password.



In the left corner of the page, you can edit & add all your details also you

will see all subscribed courses & you can give feedback on your courses.

e My Profile

e Address

e Subscription
» Feedback

sppom@utobo. com

v 4152078933

Change Password

Old Passwond +

Subscription Plans

My Plans

Here Learners can see the Course completion status of their subscriptions
including enrollment date, end date, price & active/inactive status of

course/module/content.



= utobo sweor ]

Subscription Plans

Plan Status Price Subscribe date End date Action

v . © Ache ss00 90az02 290a2020 Puid

AVA Presert Simple Tanse Formula © Acive $5.00 21 0a 2021 Paid

VA Presect Pectec Tonse © insctve $5.00 70a20m 120a2021 P

Invoices

All the course bundle & content purchase invoices will be visible in this

section.
= utobo el |
Subscription Plans
=== I — A "
Present Simple Tense Formula 21012021 26 Ot 2021 3500 Stipe D B Cowniass
Feedback

Course reviews are a great way to get feedback on your course, and good
reviews are also a great selling point for a course when added to a landing

page as a testimonial!



you get feedback directly from the students who are taking your courses,
providing you with a general idea of what is and is not working in your
course. They are also a potential source of trust-building testimonials for
you. The feature is designed to enhance educational content through a

feedback system.

About Course Reviews

= utobo supen L]

Your Feedback

® ¢ ¢ 0 ©

Wonderful
Main Course * Counse *
Feadbiaces
Select Main Caurse v SeleetCoun v
Any sggestion 1a improve yous xpenence ©

Next

How to purchase a course?



https://support.utobo.com/knowledge/how-to-purchase-a-course
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