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1. Introduction

Belglam is an Arabic-first online learning platform built for academies. It brings the whole academy
together in one place: classes and live lessons, exams and assignments with instant marking, weekly plans,
performance indicators (KPIs), rewards and points, and internal messaging between the academy, teachers,
students and parents.

Every user works in the same web application, and what you see depends on your profile (for example
administrator, supervisor, teacher, student or parent). This chapter covers the features shared by all users:
signing in, the top bar and user menu, managing your profile and password, family subscriptions, and the
subscriptions store.

The Academy Admin runs the whole academy in Belglam. From the admin workspace you set up the
academic structure (stages, groups, curriculums, subjects, academic periods and timetables), manage
members and invitations, review registration requests, and handle activities, subscriptions, payments and
rewards.

Admins also track performance through exam results, KPIs and leaderboards, talk to members through
messages and announcements, and configure academy-wide settings such as Al features and the Zoom
integration used for live classes. This guide walks through every admin screen in the order it appears in the
side menu.

About this guide

This guide explains, step by step, every operation available to the Administrator role in Belglam, with a
screenshot for each step. Use the table of contents to jump to a task.

Conventions

e Bold text refers to a button, menu item, tab or field shown on screen.
e Numbered steps must be performed in order.
e Screenshots use sample data; names shown are fictional.
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2. Getting Started

Signing In
Sign in to Belglam with the account details provided by your academy, or with a linked Google or Facebook

account.

1. Open the Belglam sign-in page. To switch the page language, click 3= (or English) at the top.

rlak @ g

g @
Sign in
Welcome back! Enter your details to continue.

Your whole academy
on one platform

Live classes, exams, reports and real-time follow-up for students and

Username

Password

parents, all in one place.

| Remember Me Forget Password

B¢ Live Zoom classes with automatic attendance

® Exams and assignments with instant marking

L& Weekly performance reports sent to parents

G Login with Google f Login with Facebook

Not a member? Sign Up Now

All rights reserved, BELQLAM LTD Copyright ©

Figure 1: The Sign in page
Enter your email in Username and your password in Password.

Optionally select Remember Me to stay signed in on this device, then click Login.

Alternatively, click Login with Google or Login with Facebook to sign in with a linked account.

i & W N

If you have forgotten your password, click Forget Password. If you do not have an account yet, click
Sign Up Now.

Note: Do not select Remember Me on shared or public computers.

The Top Bar and User Menu

The top bar is available on every page. It contains the Switch profile button, the language toggle, the
notifications bell and your user menu.

1. Click 4= in the top bar to switch the interface to Arabic, or English to switch it back to English.

2. Click the bell icon to view your notifications.
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3.

4,

Changing the Theme

Click your name and photo at the end of the top bar to open the user menu. It contains My Profile,
Change Password, Subscribe Member, My Children's Subscriptions, Add activity, the Appearance

options and Logout.

laly Q

28 Dashboard

Academic

[ Live Classes

< stages Management
[T curriculum Management
5 Academic Periods

@© Timetable

People

92 Member Management

2+ Registration requests

oadl
Academy admin

&, Switch profile

Welcome, lc ,;,A,gi

Belglam Academy - Monday 28 September 2026

o
~

Je

613

Students

108

Teachers
333 Assignments

[ 174 subjects

Students Attendance Chart Per Month

15k

Figure 2: The user menu

Click Logout to sign out of Belglam.

Choose the colour theme you prefer for the whole application.

1.

49

Groups

[ 45 exams

Students learning curve

@ 0

aplv

& My Profile
# Change Password
& Subscribe Member

& My Children’s Subscriptions

© Add activity
Appearance
a »
Calm Bright  Neutral

O Logout

@ Assessments @ Exams

Open the user menu and, under Appearance, click Calm, Bright or Neutral. The theme is applied

immediately.

laly @
99 Dashboard

Academic

X Live Classes

£ Stages Management

[IJ Curriculum Management
5] Academic Periods

@ Timetable

People

22 Member Management

B+ Registration requests

| o
Academy admin

2, Switch profile

Welcome, le o

Belglam Academy + Monday 28 September 2026

-
~

Je

613

Students

108

Teachers
[ 174 subjects

333 Assignments

Students Attendance Chart Per Month

15k

49

Groups

[ 45 Exams

Students learning curve

Figure 3: The Bright theme selected
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Switching Profile

If you have more than one profile (for example, as a teacher and as a parent), you can move between them
without signing out.

1.  Click Switch profile in the top bar. The Your profiles list shows each profile with its role and academy;
the current profile is marked with a tick.

[nlﬁ]l) @ = Swit:hsroﬁh ) o ® L a oasl v

Your profiles

29 Dashboard saol Byl
Student - Belglam Academy

® 3 live now

Academic Jlos sasi/i
Teacher - Belqlam Academy

CH Live Classes sgaallage dlale/l

Teacher - Belglam Academy
<
SZ Stages Management —
Supervisor - Belqlam Academy

Je
“w
o)

1] curriculum Management . AT
B e 108 49 599

£ Academic Periods PR, Teachers Groups Lesson
Teacher - Belglam Academy
@© Timetable ol .
Admin - Belglam Academy 333 Assignments [ 45 exams
People
2 Member Management
Students Attendance Chart Per Month Students learning curve
B+ Registration requests i
@ Assessments @ Exams
92%
oal
Academy sdmin
& 0% °

Figure 4: The Switch profile list

2.  Click the profile you want to use. The page reloads with that profile's menu and dashboard.
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3. My Account

My Profile

Your profile page shows your personal details and lets you update them, add social accounts and choose

how you receive notifications.

1.

2.

Open the user menu and click My Profile. The Overview tab shows your Username, Email, Phone,
Nationality and Date Of Birth.

rlaly Q
22 Dashboard

Academic

[} Live Classes

< Stages Management

1] curriculum Management
5] Academic Periods

© Timetable

People

2 Member Management

B+ Registration requests

oal
Academy admin

2, Switch profile o ® L s sl v

Belglam Academy

User Profile

Overview Update Profile
2  Username admin@example.com
.
ole gaal
@admin@example.com @ Emk‘ admin@example.com
Member Since 2nd Feb 2021
S Phone 20 1000000000

@ Nationality —

@ Date Of Birth 01-01-1990

Figure 5: The profile Overview tab

To change your picture, click Change Photo and choose an image.

Updating Your Profile

Keep your contact details and preferences up to date.
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1. Click the Update Profile tab.

fulﬁjl) @ 2, Switch profile ox® 0O a oall v

Belglam Academy

User Profile

38 Dashboard

Academic

[ Live Classes Overview Upda"‘m'“t

< stages Management

First Name Last Name

1] curriculum Management A 044' ole
ole oail
£ Academic Periods fhscink @bt plecdim Email Date Of Birth
Member Since 2nd Feb 2021
admin@example.com 1990-01-01

@ Timetable

Phone Nationality

Paople 20 + 1000000000

2 Member Management
Preferred Language

B¢ Registration requests Arabic v

Social accounts
oal
Academy sdmin Facebook Account Twitter Account

Figure 6: The Update Profile tab

2. Edit First Name, Last Name, Email, Date Of Birth, Phone (country code and number) and Nationality
as needed.

3.  Select your Preferred Language.

4.  Under Social accounts, optionally enter your Facebook Account, Twitter Account and Instagram
Account.

Notification Settings

Choose the channels through which Belglam sends you notifications.

1. Scroll down to Notifications and switch SMS Notifications, Email Notifications and Mobile Push
Notifications on or off.

@laly @ 2, Switch profile @ 0O a o

Preferred Language
88 Dashboard Kbl &
Academic

Social accounts
[N Live Classes

Facebook Account Twitter Account
< stages Management
1] curriculum Management Instagram Account
5 Academic Periods
@© Timetable Notifications

SMS Notifications
People
Email Notifications
22 Member Management
Mobile Push Notifications
B+ Registration requests

B Send notifications to this device Save Changes

l ololo

ol
Academy sdmin

Figure 7: Social accounts and notification settings
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2.  Toreceive notifications in the browser you are using, click Send notifications to this device.

3.  Click Save Changes to save your profile.

Changing Your Password
Change your password at any time from the user menu.

1.  Open the user menu and click Change Password.

fnlﬁ,b @ 2, Switch profile ox® L S oasl v

S8 Dashboard My Profile

Change Password

Academic

[N Live Classes
Current Password

< Sstages Management

=z

Password
1] curriculum Management

] Academic Periods ”
Confirm Password oy v

@© Timetable !
People ™

I'm not a robot
1eCRPTCHA is changing s Yarms of secvice. 10CAPTCHA

22 Member Management T aciea.

5 Change Password
B¢+ Registration requests

1 oadl
Academy sdmin

Figure 8: The Change Password page

2.  Enter your Current Password, then enter the new password in Password and again in Confirm
Password.

3.  Complete the I'm not a robot check and click Change Password.

Note: Choose a strong password that you do not use on other sites.
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4. Dashboard

The dashboard is the first page you see after signing in. It gives a quick overview of the academy's activity.

1. Click Dashboard in the side menu. The welcome banner shows the academy name, today's date and
how many classes are live right now.

&)L @ 2, Switch profile e ® Q MY gad v
85 Dashboard -~
.
welcome, yl‘ wl ® 3 live now
Academic Belglam Academy - Monday 28 September 2026

CH Live Classes

& stages Management

2 3 e B
[T Curriculum Management 612 108 48 5
B Academic Periods Students Teachers Groups Lesson
(@© Timetable
[1 173 subjects 333 Assignments () 45 Exams
People
22 Member Management
Students Attendance Chart Per Month Students learning curve

LB+ Registration requests S

@ Assessments @ Exams

i oadl
Academy admin

Figure 9: The admin dashboard

2.  Review the summary cards for Students, Teachers, Groups and lessons, and the strip showing the
number of subjects, assighments and exams.

3.  Scroll down to see the Students Attendance Chart Per Month and the Students learning curve chart,
which compares assessment and exam averages.
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5. Live Classes

The Live Classes page lists the classes that are running at the moment across the academy.

1. Click Live Classes under Academic in the side menu. Each card shows the subject, stage, academic
period and teacher of a class in progress; the badge next to the title shows how many there are.

rulﬁ]b /[ 2, switch profile Gue® B My ol
Belglam Academy
55 Dashboard CI
asses -
Academic
[ Live Classes .. .l
<2 Stages Management - - Az
dgigs Ay dgiygs Ay dgpalanil dal
[T] Curriculum Management & izl alyl caaall £ salacil G auall £ soilill Joll cauall
18 doluall 3y5all & Ao luall 3yzall & Aoluall 3yall
] Academic Periods £ gpall sai o £ adse putill £ Miss Eman Mohsen
(© Timetable
People

22 Member Management

D+ Registration requests

i oadl
Academy admin

Figure 10: Classes currently in progress
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6. Stages and Groups

Stages represent grade levels. Each stage is linked to one or more curriculums and contains groups (classes)
of students.

1.  Click Stages Management in the side menu. Select the academic year at the top to see its stages;
each stage shows its curriculum and can be expanded with the arrow on the right.

mwo@ 2, Switch profile - e ® O | M 0.
Belglam Academy

Stages Management

25 Stages Management ) Academic Year 2025/2026 v
Academic

I Live Classes

85 Dashboard

Grade 1

o Curriculum: Primary basics
52 Stages Management

Grade 2

Curriculum Management > 2
m Curriculum: Primary basics

5] Academic Periods

s B Grade 3
® Curriculum: Primary basics
Timetable
_— s B Grade 4

Curriculum: Primary grades curriculum

22 Member Management
Grad §

Curriculum: Primary grades curriculum
DS+ Registration requests V9

] , , GCradeé
Curriculum: Primary grades curriculum
oadl
Academy admin
, , Grade?

Figure 11: The Stages Management page

2.  Click New Stage to open the Add New Stage window.

£ Add New Stage

Stage Arabic Name

Stage Arabic Name

Stage English Name

Stage English Name

Stage curriculums

Select a curriculum

Figure 12: The empty Add New Stage window
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3.  Enter the Stage Arabic Name and Stage English Name, choose one or more curriculums from Stage
curriculums, then click New Stage to save.

£ Add New Stage

Stage Arabic Name
il ciall

Stage English Name
Demo Grade

Stage curriculums
(Dcmo Curriculum ,)

w

Figure 13: The new stage details filled in

4.  Expand a stage to see its groups. Use Edit Stage or Delete Stage to change or remove it, and Add
Group to create a group inside it. A new stage shows an empty groups list.

fulﬁjl)g e Pt @ 0 M ol
Sii S
22 Dashboard y B .‘syl..ll .‘,al.dl wauall
Curriculum: Secondary Grade
Academic
> 2
[N Live Classes Curriculum: d;23

£ stages Management Grade 6 - AZHAR

Curriculum: Primary grades curriculum

[T curriculum Management

v 4 Demo Grade
% Academic Periods Curriculum: Demo Curriculum
© e @ s ¢ v
People
20.
23 Member Management - N

Groups are em|
B+ Registration requests P! pty

I ol
Academy admin

Figure 14: An expanded stage with no groups yet

Adding a Group

Groups are the classes of students inside a stage.
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1.  Click Add Group on the expanded stage. The Groups window opens.

= Groups

Group Arabic Name

Group Arabic Name

Group English Name

Group English Name

Group Code

Group Code

@ Allow licensed host

If disabled, a free Zoom account will always be used for this group's
sessions, even if a licensed account is available.

Figure 15: The empty group window

2.  Enter the Group Arabic Name, Group English Name and Group Code. Tick Allow licensed host if this

group's live sessions may use a licensed Zoom account; if it is left unticked, a free account is always
used. Click Save.

= Groups

Group Arabic Name

T dcgamall

Group English Name

Group A

Group Code

[ DEMO-A| *

@ Allow licensed host

If disabled, a free Zoom account will always be used for this group's
sessions, even if a licensed account is available.

Figure 16: The group details filled in
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3.  Aconfirmation message appears and the group card is added to the stage, showing its subject and
student counts with edit and delete icons. Click the group card to open its details.

lal @
88 Dashboard

Academic

1 Live Classes

g Stages Management
1] curriculum Management
5] Academic Periods

@ Timetable

People

22 Member Management

B+ Registration requests

I oadl
Academy admin

&, Switch profile

> la geillll Hilll ciaa

Curriculum: Secondary Grade

s g A

Curriculum: 4,23

Grade 6 - AZHAR

Curriculum: Primary grades curriculum

Demo Grade

Curriculum: Demo Curriculum
2t Stage Groups 1

% GroupA

B Subjects: 1

= Students: 0

Figure 17: The saved group inside the stage

Group Subjects and Teachers

o ® L #My el v

¢

The group details page lets you assign a teacher and supervisor to each subject of the group.

1.  Open the group. The page shows cards for Students, Subjects and Teachers, a Group KPIs button, and
the tabs Subjects, Students, Weekly timetable and Progress. On the Subjects tab, each subject shows
whether it is on the timetable and who teaches it.

lally Q
53 Dashboard

Academic

[N Live Classes

«©

Stages Management

B

Curriculum Management

B

Academic Periods

©

Timetable

People

9 Member Management

B+ Registration requests

| oad
Academy admin

&, Switch profile

Belglam Academy / Stages Management / Demo Grade

Demo Grade Group A

Demo Grade - 0 students - DEMO-A

Students = Subjects
A# Subjects 1 = Students 0 ) Weekly timetable
Sessions on the weekly timetable: 0
w  Mathematics P ]

£3 Not on the timetable

Teacher No teacher yet

Figure 18: The group details page

¥ Progress
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2. Click the edit icon on a subject card to open the Update Subject window.

£J Update Subject

Select Teacher

Please, Select Member

Select Supervisor

Please, Select Member

Subject Arabic Name Subject English Name

Glualyll Mathematics

B YU &

Description

Figure 19: The Update Subject window

3.  Choose a teacher from Select Teacher and, optionally, a supervisor from Select Supervisor. Adjust the
Subject Arabic Name and Subject English Name if needed and write a Description.

£J Update Subject

Select Teacher

122017 - Jlaz 300/l

Select Supervisor

Please, Select Member

Subject Arabic Name Subject English Name

Glualyll Mathematics

B U & = i~ & @ X

Core mathematics for the Demo Grade: numbers, fractions and basic geometry|

k

Figure 20: Assigning a teacher and adding a description
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4, Scroll to the bottom of the window and click Save.

Select Teacher

T22017 - Jlas sesl/l

Select Supervisor

Please, Select Member

Subject Arabic Name Subject English Name
Gilualyll Mathematics

=y &§ @ X

Core mathematics for the Demo Grade: numbers, fractions and basic geometry/

Figure 21: The Save button at the bottom of the window

5.  Aconfirmation message appears and the subject card now shows the assigned teacher.

-UQ 2, switch profile -
ashboard

Belglam Academy / Stages Manager Ve

o ® O 2My el v

Demo Grade Group A

Academi
= Demo Grade - 0 students - DEMO-A k2 Group KPIs

- :
S s " Students -4 Subjects an Teachers 2
[T curriculum Management o 1 o
%] Academic Periods

A# Subjects 1 = Students 0 M Weekly timetable ¥ Progress
© Timetable —
Sestions on the weakdy fimetable:0

People
92 Member Management w  Mathematics P |

£2 Not on the timetable
o. 3
2 Registration requests Teacher ' Jlon sasl/l
I oal k

Academy sdmin
Figure 22: The subject with its teacher assigned

Note: The Teachers count card at the top may not update immediately after you assign a teacher;
refresh the page to see the new count.

Group Students

Add students to a group, open their weekly reports or move them to another group.
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1.  Open the Students tab. Use the search box to find students by name or code. To move students to
another group, select them and click Promote. Click Add to add students.

fnlﬁjbg 2, Switch profile ox® 0O SMy sad v
Belglam Academy / Stages Management / Demo Grade
oo
Dashboard
8 Demo Grade Group A
Demo Grade - 0 students - DEMO-A 2 (Group PTs
Academic
[} Live Classes
Students 4 Subjects (13 Teachers 2
<
SZ Stages Management o 1 o
1] curriculum Management
5] Academic Periods B8 Subjects 1 = sm«‘n 0 £ Weekly timetable 14 Progress
@© Timetable Q Search by name or code Select students to move them to another group 1 Promote
People
9 Member Management P
aa

2 istration
Gl Eeunety No students found to display

I ol
Academy admin

Figure 23: The Students tab of a new group

2. In the Add Student window, click the member list.

Add Student

Please, Select Member

Please, Select Member

Figure 24: The Add Student window
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3.  Typein the search box to filter the list, then click a student to select them. Each entry shows the
student's code and name.

Add Student

Please, Select Member

(Please, Select Member
L
2000017 - 3gamne palallse ol

$00002 - palal sie (ol 0yl

$00020 - Mariam Ayman
S0005 - Jloz 30>l saxe

S00038 - J33i samm0 puylé

Figure 25: Searching for a student

4. The selected students appear as chips in the field. Add more if needed, then click Save.

Add Student

’}md.ﬂ s9a20 palalise oadl %

Please, Select Member

Please, Select Member

»

Figure 26: A student selected
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5.  Aconfirmation message appears and the student is listed in the table. Use Weekly report to open the
student's weekly report, or the remove icon to take them out of the group.

(Olﬁjb @ 2 Switch profile o ® 0L My eyl v
Belglam Academy / Stages Manageme
28 Dashboard - Kt =
Group KPIs
Academic Demo Grade - 1 students - DEMO-A e P
1 Live Classes
Students = Subjects [ 1] Teachers F
< Stages Management
1] curriculum Management
5] Academic Periods
A8 Subjects 1 = Students 1 {9 Weekly fimetable 14 Progress
@© Timetable
Q Search by name or code Select students to move them to another group 1 Promote
people k
Student
22 Member Management
330200 palallae pagl
& ooy o @ Woekly roport | 2

B+ Registration requests

I ol
Academy admin

Figure 27: The student added to the group

Group Weekly Timetable

Build the group's weekly timetable by dragging subjects into time slots.

1.  Openthe Weekly timetable tab. The group's subjects appear as chips above a weekly grid from
Saturday to Friday, divided into 30-minute slots.

(ulﬁlb @ 2, Switch profile o ® 0L ZMy gl v

28 Dashboard Belglam Academy / Stages Management / Demo Grade

Demo Grade Group A
Academic 22 Group KPIs
Demo Grade - 1 students - DEMO-A

1 Live Classes

Students = Subjects [ 1] Teachers £
< Stages Management -
[I] curriculum Management 1 1 1
5] Academic Periods

W8 Subjects 1 = Students 1 WeeklRémetable 14 Progress

@© Timetable SIS

4 Drag the subject to the preferred time slot m

People
2 Member Management g Methematics
«3 " L
B+ Registration requests
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
| osl 8am

Academy sdmin

8:30am

Figure 28: The empty weekly timetable
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2.  Drag a subject chip into each time slot where it should be taught. To remove a session, drag it to the

Drag here to remove area.

(ulﬁlb G 2 switch profile o ® 4 2My sad v
28 Dashboard Belglam Academy / Stages Management / Demo Grade
Demo Grade Group A
Academic 2 Group KPIs
Demo Grade - 1 students - DEMO-A
[N Live Classes
S shgeiM g Students A Subjects (1] Teachers )
1] curriculum Management 1 1 1
5] Academic Periods
B Subjects 1 = Students 1 Weekly timetable 14 Progress
@© Timetable
4 Drag the subject to the preferred time slot m
People
9 Member Management i g::ﬁ;“s 1l Drag here to remove
B+ Registration requests
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
el 800 800
! oA::demy admin - Mathematics aasi/| ummn.ﬂ.*..,l/l
Jloo Jloz
8:30am
Figure 29: Subjects placed on the timetable
3.  Click Save. A confirmation message appears when the timetable is saved.
2, Switch profile - o ® 0 #My eyl v

lal Q
88 Dashboard

Academic

X Live Classes

Belglam Academy / Stages Management / DEMo

Demo Grade Group A

Demo Grade - 1 students - DEMO-A

22 Group KPIs

Students - Subjects [ 1] Teachers £
< stages Management -
[I] cCurriculum Management 1 1 1
5] Academic Periods
RS Subjects 1 = Students 1 ) Weekly timetable 14 Progress
@ Timetable
4 Drag the subject to the preferred time slot
People
22 Member Management 1 Mathematics il Drag here to remove
Jlas sasi/i
B+ Registration requests
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
| Sadl T 800 800
Academy admin Mathematics sasi/l Mathematics sasl/l
Jloz Jloz
8:30am

Figure 30: The timetable saved

Group Progress and KPlIs

Follow the attendance and results of the group's students.

Page 22 of 69



@laly

e el User Guide - Administrator

1.  Open the Progress tab to see each student's Attendance (attended, late and absent), quizzes and Avg
Score. Filter by subject or search for a student, and click Export Excel to download the table.

[Dlﬁ]l) @ 2, switch profile o ® 04 My el v

85 Dashboard Belglam Academy / Stages Management / Demo Grade

Demo Grade Group A
Academic 22 Group KPIs
Demo Grade - 1 students - DEMO-A

[ Live Classes

{]

o Students Subjects [ [] Teachers 2

52 Stages Management
1 1 1

(1) Curriculum Management

5] Academic Periods

W# Subjects 1 = Students 1 5 Weekly timetable [T} Pr(*ress
(© Timetable
Q Sea All Subjects v B Export Excel
People
Student Attendance Quizzes Avg Score
2 Member Management
33820 pulallaic eyl _
é 2000017 0o00/0 o8 B

2+ Registration requests
® Attended @ Late @ Absent
oadl

Academy admin

Figure 31: The group Progress tab

2.  Click Group KPIs at the top of the group page to open the group KPI page, filtered by stage, group and
subject. It shows the attendance rate, assignments average and exams average, plus monthly
attendance and learning-curve charts. A new group shows no data yet.

mlﬁ]b (R 2, switch profile wic® O #My agl v
KPI

Groups

Attendance and grade averages for a stage or class

55 Dashboard

Academic

[ Live Classes

Select Stage Select group Select Subject
g Stages Management Demo Grade v Group A v All v
(1] Curriculum Management
] Academic Periods Attendance rate o Assignments average a Exams average [
(© Timetable — — .
No data yet No data yet No data yet
People
22 Member Management
Students Attendance Chart Per Month Students learning curve
S+ Registration requests 100
@ Assessments @ Exams
100%
80
oadl
Academy admin 80%

Figure 32: KPIs for the selected group
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7. Curriculums and Subjects

Curriculums group the subjects that are taught in a stage.

1.

Click Curriculum Management in the side menu to see all curriculums, then click Add new

curriculum.

el @@

55 Dashboard
Academic

[ Live Classes

@ Stages Management

1] curriculum Management
5] Academic Periods

(O Timetable

People

2) Member Management

S+ Registration requests

oadd

Academy admin

2, Switch profile o ® O =M al

Belglam Academy

Curriculum Management

X + Add new curriculum
5 Curriculums

> 1 Primary basics

> 2 Primary grades curriculum
> 3 Middle Grade

> 4 Secondary Grade

> s dyes

Figure 33: The Curriculum Management page

Enter the Curriculum Arabic Name and Curriculum English Name, then click Save.

B Curriculum Title

Curriculum Arabic Name
S psio

Curriculum English Name

[ Demo Curriculum|

Figure 34: Adding a curriculum
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3.  Expand the curriculum. Use Edit curriculum or Delete curriculum to change or remove it, and click
Add Subject to add a subject.

fnlﬁjbg R Switch profile - @ O #M ol
Belglam Academy

Curriculum Management

& Cndiuks + Add new curriculum
Academic urriculums

[} Live Classes

28 Dashboard

> 1 Primary basics

©

Stages Management

> 2 Primary grades curriculum
1] curriculum Management

] i Perids > 3 Middle Grade

@© Timetable > 4 Secondary Grade
People > 5 dyyed

9 Member Management

~. N8 DcmoCt‘riculum

B Curriculum Subjects 0 # Edit curriculum @ Delete curriculum

S+ Registration requests

I ol
Academy admin

Figure 35: An expanded curriculum

4.  The Add Subject window opens.

M Add Subject

Subject Arabic Name

Subject Arabic Name

Subject English Name

Subject English Name

Mandatory?

Figure 36: The empty Add Subject window

Page 25 of 69



@laly

24 e plail eliy User Guide - Administrator

5.  Enter the Subject Arabic Name and Subject English Name. Turn on Mandatory? if the subject counts
towards the total, then click Save.

M Add Subject

Subject Arabic Name
Clualbyll
Subject English Name

Mathematics

Mandatory?

Figure 37: The subject details filled in

6. A confirmation message appears and the subject is added to the curriculum.

mwug 2, Switch profile < o ® 0 SMy sad v
> 1 Primary basics
38 Dashboard
> 2 Primary grades curriculum
Academic
G iR > 3 Middle Grade
< stages Management > 4 Secondary Grade
1] curriculum Management N B 4.0

5] Academic Periods
¥ & Demo Curriculum

@ Timetable
o ot s —

People
22 Member Management B Mat ¢ ] *

hem
2¢ Registration requests atics

I oadl
Academy admin

Figure 38: The subject added to the curriculum
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8. Academic Periods

Academic periods define the time frames (for example an academic year or a summer programme) that
stages, lessons and exams belong to.

1.  Click Academic Periods in the side menu. Each period shows its status, type and date range. Use
Close Period to close an active period, or click Add Period to create one.

rmg 2, Switch profile o ® O "M ol
Belglam Academy

Academic Periods

Add Period
Acsdemic 2 periods - Active: Summer Activities 2026 - Active: Academic Year 2025/2026

I Live Classes

85 Dashboard

mi iviti ®Active  Summer Activities
. ;: t m.:o::'l:l t Jul :::6 @ Close Period
< stages Management St Ay B2l

{0 Curriculum Mansgement & Academic Year 2025/2026 «Active  Academic Year prEm— | g

() 1st Sep 2025 - 15th Jun 2026
5] Academic Periods

(© Timetable

People

22 Member Management

S+ Registration requests

oadl

Academy admin

Figure 39: The Academic Periods page

2.  The Add Period window opens.

@ Add Period

Period Name (AR)

Period Name

Period Name (EN)

Period Name

Start Date
dd/mm/yyyy

Period Type
Academic Year

Figure 40: The empty Add Period window
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3. Enter the period name in Arabic and English, choose the Start Date and End Date, select the Period
Type, then click Save.

& Add Period

Period Name (AR)

2026/2027 Jgil uslyall Juaall

Period Name (EN)

First Term 2026/2027

Start Date End Date

01/09/2026 31/01/2027

Period Type

-

Figure 41: The period details filled in

4.  Click the ... menu on a period for more actions: Duplicate Structure copies its structure, Delete
Lessons/Exams removes its lessons or exams, and Delete removes the period.

[Dlﬁjb 9 2, switch profile onc® 0 M e v
Belglam Academy

Academic Periods

Add Period
Academic 2 periods - Active: Summer Activities 2026 - Active: Academic Year 2025/2026

I Live Classes

85 Dashboard

Activiti ®Active  Summer Activities
B e i T E
< stages Management StApY L
@ Duplicate Structure
Academic Year 2025/2026 «Active  Academic Year

() 1st Sep 2025 - 15th Jun 2026

[T Curriculum Management =)

& Delete Lessons/Exams
5] Academic Periods

T Delete
(© Timetable

People

22 Member Management

S+ Registration requests

oadl

Academy admin
Figure 42: More actions for a period

Note: Delete actions cannot be undone. Make sure you no longer need the period's lessons and exams
before you delete them.
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9. Timetable

The Timetable page shows the weekly schedule for a selected member or stage.

1.  Click Timetable in the side menu. Choose a member and/or a stage from the lists at the top to show
their weekly schedule, and click Print to print it.

rulﬁ]b /[ 2, Switch profile o ® O My ol
58 Dashboard Belqlam Academy / Timetable
.
Timetable
Aeademic Schedule

1 Live Classes

< stages Management Please, Select Member = Select Stage v & Print
(0] Curriculum Management Saturday Sunday Monday Tuesday Wednesday Thursday Friday
6AM
5] Academic Periods
@© Timetable
7AM
People
8AM
22 Member Management
D+ Registration requests 9AM
10 AM

i oadl
Academy admin

Figure 43: The Timetable page
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10. Members and Invitations

Manage the academy's admins, supervisors, teachers and students, invite them to join, and import
members in bulk.

1.  Click Member Management in the side menu. Switch between Admins Management, Supervisors
Management, Teachers Management and Students Management, and search by code or name. Each
row has an Active switch and icons to edit, invite, delete and open more options.

mwo@ 2, Switch profile - wx® Q L T
55 Dashboard Belglam Academy / Member Management
Member Management AT - New Member
Academic
X Live Classes
Admins Management 3 Supervisors Management S Teachers 108 612
<2 stages Management
@& Ssearch by code or name
(1] Curriculum Management
Arabic Name Code Active
5] Academic Periods
e Jusi polus paosllae 526011 [ o) s 9 %
(O Timetable
People 82 vHopliapne 525010 @© R AN |
23 Member Management
- B Jiteoslests 526009 © PR |
S+ Registration requests
@l awly al 526008 o« /7 97 %
O amw il G853 526007 [ o) s 9 %

Academy admin

Figure 44: The Member Management page

2.  Click New Member to open the Add New Member window.

&+ Add New Member

Code

Code

Arabic Name

Arabic Name

English Name

English Name

National Id

National Id

Figure 45: The empty Add New Member window
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3. Enter the member's Code, Arabic Name, English Name and National Id, then click Save.

&+ Add New Member

Code

DEMO-S01

Arabic Name
i s

English Name
Demo Student

National Id

\/ 1000000001

Figure 46: The member details filled in

4. A confirmation message appears and the member is added to the list.

e @ M o ] e
85 Dashboard Belglam Academy / Member Managemer
Member Management tmport Members (RS
Academic
[ Live Classes
Admins Management 3 Supervisors Management S Teachers 108 613
<2 stages Management
@ search by code or name
(1) Curriculum Management
Arabic Name Code Active
5] Academic Periods
5 oy Gl
b Femo student DEMOSOL @ s 9 %
(© Timetable
— st Jadi pobis pasyllae S26011 o s 1 %
22 Member Management
- " 4 udly plia pase 526010 o« s 9 %
S+ Registration requests
P Jalepile sl $26009 o s 9 8
oedl gl gl pal 526008 o) 7 9%

Academy admin

Figure 47: The new member in the list

Inviting a Member

An invitation code lets a person link their user account to a member record in the academy.
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1.  Click the invite (paper plane) icon on a member's row. The Create an Invitation window opens.

44 Create an Invitation

Invitation Member Type

Select Member Type v

D

Figure 48: The Create an Invitation window

2. Choose the role in Invitation Member Type (for example, Student), then click Invite.

4 Create an Invitation

Invitation Member Type

[ Student VJ
o

Figure 49: Choosing the invitation type
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3.  Theinvitation is created and its code is displayed. Use the share button to send the code to the
member, then click OK.

Success
Create an Invitation

591012969

Figure 50: The generated invitation code

4. Toreview a member's invitations, click the ... icon on their row and choose Invitations. The same
menu also opens the member's Weekly Report.

l-'bg 2, switch profile onc® 0 M e v
28 Dashboard Belglam Academy / Member Management
Member Management tmport Members (LI
Academic
1 Live Classes
Admins Management 3 Supervisors Management 5 Teachers 108 613
< stages Management
@ search by code or name
[T Curriculum Management
Arabic Name Code Active
5] Academic Periods
s 3 s
— Iy DEMO-501 [ o) s 7 8 E]
i
@ Invitations
i s26011
People OR8] Judd ypalas amslage «© B Weekly Report
23 Member Management
[55 do Al plda pise 526010 o© s 9 %
S+ Registration requests
P Jalegilesly 526009 [ o) s 9 8
oadl o gl puly al 526008 [ o] 7 9%

Academy admin

Figure 51: The member's more-options menu

Page 33 of 69



relaly

User Guide - Administrator

5.  Theinvitations list shows each invitation's type, code and date. Copy or share a code from here, or
use the delete icon under Actions to cancel an invitation.

Demo Student

Username Invitation Type Invitation Code Invitation Date

Student 59‘°’-””p 9 Monday 28th Sep 2026 0325

Figure 52: A member's invitations

Note: Treat invitation codes like passwords: share them only with the intended member.

Importing Members
Add many members at once from an Excel file.

1.  Click Import Members on the Member Management page. Click Download Template to get the Excel
template, fill it in, choose the file under Select Excel file (maximum 10 MB), then click Start Import.

S Import Members Process

Select Excel file
Choose File

Max file size is 10 MB

& oewniond Thipies

Figure 53: The Import Members Process window
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11. Registration Requests

Review the registration requests that prospective students submit to the academy.

1.  Click Registration requests in the side menu. The table lists each request's student name, phone,

stage, gender, date of birth, request time and status. Search or filter by stage, and use the delete icon

to remove a request.

m]ﬁjl) @ 2, Switch profile

85 Dashboard Belglam Academy / Registration requests
. .
Registration requests
Academic ——
otal:

CH Live Classes

< stages Management & Search
(1) Curriculum Management Student name Phone
5 200l Byl
5] Academic Periods B ¥ pesmpiecin +966 50 000 001
(© Timetable o s j;mn.a. R TR oA
user2@example.com
People 5 alllage 8y9i
i) O L HE LS +966 50 000 003
user3@example.com
2 Member Management
ol pealyl huiy sac 4966 50 000 004
2+ Registration requests user4@example.com
g Halsesold 4966 50 000 005
userS@example.com
i 0‘&'
Academy admin g
ey 85 Nmuo Lhan +966 50 000 006

users@example.com

Figure 54: The Registration requests page

Select Stage

Stage

Grad 5

Grade 2

Grade 8

Grade 10

Grade 2

(Slal) Silaiill pueladl auall
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Gender

Female

Male

Female

Male

Female

Female

Date of birth

Sth Sep 2023

6th Sep 2023

27th Aug 2023

30th Aug 2023

4th Sep 2023

27th Aug 2023

Request time

9th Sep 2026

9th Sep 2026

7th Sep 2026

6th Sep 2026

Sth Sep 2026

1st Sep 2026

o ® L =y Ml i
Status
Approved | |
Approved | ]
Approved |
Approved |
Approved | |
Approved | ]
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12. Activities

Activities are the subscription offers (per stage or per group) that students can buy.

1.

2.

Under Activities & billing in the side menu, open Activities and choose Manage Activities. Filter by

Stage Subscription or Group Subscription and by category. Each row shows the activity's category,
type, stage, pricing model and quantity/enrolled, with edit and delete actions.

rlaly @

85 Dashboard

Academic

CH Live Classes

< stages Management
(1) Curriculum Management
5] Academic Periods

(© Timetable

People

2 Member Management

2+ Registration requests

oal
Academy admin

2, Switch profile

Belglam Academy

Manage Activities

-

ACTIVITY NAME

All C: i v

CATEGORY TYPE SELECT STAGE

agilall 3al
ailall aal

Grade 10

1% Group Subscription ;
P o & ilall

P raall agiall

= yeill dl>y
Sudig Badod
Jlabill pe o3>
= sdll Aoy
Spuadliy Bbas
Jlabill ac o

P ssaall pgiall 4% Group Subscription -

Joll cuall
2eiall) sgiltll
($yaall

Jolll caaall
2aiall) seildll
(s3aall

& Stage Subscription Grade 10

P srmaall pgiall

Figure 55: The Manage Activities page

PRICING MODEL

oc® 0O

My

+ Add Activity

QUANTITY / ENROLLED

0/s

0/s

0/16

ACTIONS

=
| ]

oall ¥

Click Add Activity. Upload one or more images in the images panel, then start filling in the activity

details.

rlaly Q

55 Dashboard

Academic

3 Live Classes

< stages Management
(1) Curriculum Management
5] Academic Periods

(© Timetable

People

22 Member Management

2+ Registration requests

oal
Academy admin

2, Switch profile

Belglam Academy / Manage Activities

Add Activity

& IMAGES

© ACTIVITY DETAILS

Type *

Drop images here or click to upload Category

No Category

Activity Name *

Short Description *

short Description

® PRICE NAME

Currency *

Select Currency v

Figure 56: The Add Activity page
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3.  Choose the Type and Category, and enter the Activity Name, Quantity, Short Description and stage.
Click Add Price Option and choose the Currency.

fulﬁJU Q 2, Switch profile o @® 0 ZMy gl v

Type *
Ip—
55 Dashboard
Dre vere or click to upload Category
Academic FR—" 5
3 Live Classes
Activity Name * Quantity *
g Stages Management Demo Grade Mathematics - Term Subscription 30
Short Description * Select Stage *
(I Curriculum Management e o nge:
Full-term access to live Mathematics classes for the Demo Grade Demo Grade v

5] Academic Periods

@ PRICE NAME + Add Price Option
() Timetable

RS Currency

SAR - Saudi Riyal
2) Member Management

S+ Registration requests °
Price Name * Pricing Model * Display Price * Original Price
Price Name Per Month v Display Price Original

Academy admin
Figure 57: Activity details and a price option

4, For each price option, enter the Price Name, choose the Pricing Model, and enter the Display Price
and, optionally, the Original Price. Write the full description in the description editor.

fulﬁjb @ 2, Switch profile o ® L oMy agl v

Full-Term access 10 live MaTnemarics classes Tor tne LUemo Graae vemo Grage v

55 Dashboard
@ PRICE NAME + Add Price Option
Academic
Currency *
3 Live Classes
SAR - Saudi Riyal v

< stages Management

(1) Curriculum Management

Price Name * Pricing Model * Display Price * Original Price
Monthly plan v 150 200
5] Academic Periods Per Month
(© Timetable
£ DESCRIPTION
People
2) Member Management #+ B I U 5 A& = | = By & B — < &
O+ Registration requests Live online Mathematics lessons with weekly exams and progress reports.|
oasl

Academy admin

Figure 58: Setting the price and description
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5.

6.

Scroll to the bottom of the page and click Add.

el @@
55 Dashboard

Academic

1 Live Classes

(o

Stages Management

Curriculum Management

Academic Periods

© o B

Timetable

Pecple

22 Member Management

D+ Registration requests

i oadl

Academy admin

e

2\ Switch profile

Monthly plan Per Month v 150
£ DESCRIPTION
v B I U & & = | Ev By & B = < &
Live online Mathematics lessons with weekly exams and prog reports.

Figure 59: The Add button

The new activity appears in the activities list.

@
55 Dashboard

Academic

CH Live Classes

Stages Management

«©

Curriculum Management

Academic Periods

© @ B8

Timetable

People

2) Member Management

S+ Registration requests

i oal
Academy admin

2 Switch profile

Belglam Academy

Manage Activities

B = oo susscrivtion & Group subscrip Al Categories

ouc® L
200
X Cancel a
o ® 0

+ Add Activity

ACTIVITY NAME CATEGORY TYPE SELECT STAGE PRICING MODEL QUANTITY / ENROLLED
Demo Grade
Mathematics
- Term
Subscription
a Full-term -  stage Subscription Demo Grade 0/30

access to live
Mathematics
classes for the
Demo Grade

ERORER . SE—— Grade 10 78
a 2gtall 2l P syl pgiall 4% Group Subscription :&:vaui
— el dl>y
i Bugiod
Jabll pe o2 ® aall pgiall 3% Group Subscription & 0/s

—edll dl>y

Figure 60: The new activity in the list
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13. Categories

Categories organise activities so that they are easier to browse and filter.

1.

2.

Under Activities in the side menu, choose Manage Categories. The existing categories are listed with

their display order and names.

el @@
55 Dashboard

Academic

3 Live Classes

<2 Stages Management

(1] Curriculum Management
5] Academic Periods

(© Timetable

People

22 Member Management

D+ Registration requests

i oadl
Academy admin

2, Switch profile

Belglam Academy / Manage Activities

Manage Categories

© ADD CATEGORY

Name (English) *

DISPLAY ORDER

1 sxaall pgiall

2 s3saull paiall

NAME (ENGLISH)

Name (Arabic) *

ouc® L MY el v
Display Order
me (Arab 0 + Add
NAME (ARABIC) ACTIONS
sraall pgiall Z W
s39aull pgiall z ®

Figure 61: The Manage Categories page

In the Add Category form, enter Name (English), Name (Arabic) and, optionally, Display Order, then

click Add.

@lalL @
55 Dashboard

Academic

I Live Classes

<2 Stages Management

(1] Curriculum Management
=] Academic Periods

(© Timetable

People

22 Member Management

D+ Registration requests

i oadl
Academy admin

2 Switch profile

Belglam Academy / Manage Activities

Manage Categories

© ADD CATEGORY

Name (English) *

Demo Courses

DISPLAY ORDER

1 syaall pgiall

2 s3saull pgiall

Figure 62

NAME (ENGLISH)

Name (Arabic) *

o ® 4 MY el v
Display Order
piches | 3 x | + Add
NAME (ARABIC) ACTIONS
sxaall pgiall Z W
s39aull pgiall z &

: The category form filled in
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3. The category is added to the table, where you can edit or delete it.

I-— L Q 2, Switch profile e ® 0 M gall v

Belglam Academy / Manage Activities

Manage Categories

55 Dashboard

Academic

. ADD CATEGORY
1 Live Classes o

Name (English) * Name (Arabic) * Display Order
<
X Stages Management English) Name (Arab 0 + Add
(1] Curriculum Management
DISPLAY ORDER NAME (ENGLISH) NAME (ARABIC) ACTIONS
5] Academic Periods
1 syl pgiall sxuaall pgiall z W
(© Timetable
2 sonull pgiall sonll pgiall #z @
People
23 Member Management 3 Demo Courses Ay Glygs Z W

D+ Registration requests

oadl

Academy admin

Figure 63: The new category in the table
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14. Subscriptions and Payments

Create subscriptions for students, add items to them and record the payments you receive.

1.  Click Manage Subscriptions in the side menu. Search by student name, code, email or phone. Each
row shows the transaction reference, description, due amount, currency, dates and status.

@laly Q 2, Switch profile oc® O | M 0.
Belglam Academy

Manage Subscriptions

55 Dashboard

Academic

(1 Live Classes Search by student name, code, email or phone... + New Subscription

<2 Stages Management
TRANSACTION REFERENCE  DESCRIPTION DUE AMOUNT  CURRENCY  DATE EXPIRY DATE  STATUS ACTIONS
Curriculum M: ment o
] cu um Manage (ol
2eiall) sl
o BLOM-9631756053645140 2 240 SAR 24th Aug 2025 1st Oct 2025 Active +
5] Academic Periods © ellyidil-(syuaall 9 &
1-ssasdstudents)
(© Timetable
(&ALl asall
-ale galaegl .
People [+] BLOM-2611751481606131 allyzal 180 SAR 2nd Jul 2025 1st Oct 2025 Active z +
1- . yadistudents)
22 Member Management
(Preparatory
S+ Registration requests Second-Monthly
subscription-
1students;
[+] BLQM-4981743790119471 onts) 480 SAR 4th Apr 2025 1st Oct 2025 Active o
(Preparatory
oal Three-Monthly
Academy admin o
subscription-

1students)

Figure 64: The Manage Subscriptions page

2.  Click New Subscription. Enter the Customer Email, Customer Phone, Description, Amount and
Currency, set the Status and Expiry Date, and apply a Coupon Code if you have one.

4+ New Subscription

Status Expiry Date
Pending Payment dd/mm/yyyy

Due Amount

0.00

+ Add Student Item

No items for this subscription

- -

Figure 65: The New Subscription window
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3.  Click Add Student Item to add a line for each student: choose the member and enter the description,

amount, currency, due date, stage and group. Click Save.

+ New Subscription

Currency Status

SAR - Saudi Riyal Pending Payment

Items

O Item1

Please, Select Member * Description

Expiry Date
31/12/2026

Due Amount

150.00

+ Add Student Item

DEMO-S01 - Demo Student

{ Mathematics - October 2024

© o il
Amount Due Date

150 S 31/10/2026

Figure 66: A subscription with a student item

4.  The new subscription appears in the list with the Pending Payment status.

@lﬁjb@ 2, switch profile

Belglam Academy
58 Dashboard .. %
Manage Subscriptions
Academic
[ Live Classes Search by student name, code, email or phone...
<2 Stages Management
TRANSACTION REFERENCE DESCRIPTION DUE AMOUNT CURRENCY EXPIRY DATE  STATUS ACTIONS
Curriculum M: ment
1] Curriculum Manage: —
[+] BLQM-7341790591275075 Mathematics - 150 SAR 28th Sep 2026 31st Dec 2026 Pending Payment i i+
5] Academic Periods Monthly plan
(© Timetable (Jo¥l cauall
2giall sl
[+] BLOM-9631756053645140 = ) o 240 SAR 24th Aug 2025 1st Oct 2025 Active z +
allyzibi-(gsmall
People 1-sspsdstudents)
©)  Member Management
e o (&l Gaual
-ple salacyl
O+ Registration requests ©  BLOM-2611751481606131 .0 180 SAR 2nd Jul 2025 1stOct 2025 Active 2 +
l-wmdcms)
(Preparatory
i ol Second-Monthl
Academy admin H L
subscription-

Tetidantey

Figure 67: The saved subscription

Adding Items and Recording Payments

Add more student items to an existing subscription and record payments against them.
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1.  Click the + action on a subscription row to open the Add Student Item window. Enter the Student
Name, description, amount, currency, stage, group and Due Date, then click Save.

&+ Add Student Item

Description
Demo Grade Mathematics - Monthly plan

Amount Currency

150 SAR - Saudi Riyal

Select Stage Select group

Due Date

dd/mm/yyyy

Please, Select Member

Please, Select Member

Figure 68: The Add Student Item window

2. Click the + at the start of the row to expand the subscription and see its items. Click the cash icon on
an item to record a payment.

(u.lﬁ.lb@ 2, Switch profile - o ® 4 My el v

Belglam Academy

Manage Subscriptions

85 Dashboard

Academic

(1 Live Classes Search by student name, code, email or phone...

< stages Management

TRANSACTION REFERENCE DESCRIPTION DUE AMOUNT CURRENCY DATE EXPIRY DATE STATUS ACTIONS
nt
[T Curriculum Manageme:
©  BLOM-7341790591275075 Mathematics - 150 SAR 28th Sep 2026 31st Dec 2026 Pending Payment z +
5] Academic Periods Monthly plan
(© Timetable
a2l Mathematics - October 2026 31st Oct 2026 15000 000 150.00SAR © 2400 z o
People
(sl cauall
22 Member Management all) soiltl
©  BLQM-9631756053645148 2eial 240 SAR 24th Aug 2025 1st Oct 2025 Active z +
llyzidi-(spaall
S+ Registration requests 1-s5sg:bstudents)
(SJU cauall
-ale @al.
| oed ©  BLOM-2611751481606131 j:“';: el 180  SAR 2nd Jul 2025 1st Oct 2025 Active z +
. i
Academy admin 1nssadstudents)

Figure 69: A subscription expanded to show its items
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3.  The Record Payment window shows the student, the item and the remaining amount.

&% Record Payment

#1320 wullln — Mathematics - October 2026
Remaining: 150.00 SAR

Amount Paid * Payment Date *
150 28/09/2026

Method

Cash

Reference / Receipt No.

oo (DD

Figure 70: The Record Payment window

4.  Enter the Amount Paid and Payment Date, choose the Method (for example, cash), and optionally
add a Reference / Receipt No. and Notes. Click Record Payment.

&% Record Payment

41320 cullls — Mathematics - October 2026
Remaining: 150.00 SAR

Amount Paid * Payment Date *
150 28/09/2026

Method

Cash

Reference / Receipt No.
RCPT-DEMO-001

Notes
Demo cash payment|

oo (DD

Figure 71: The payment details filled in
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5.  The item now shows the paid and remaining amounts.

I-— L G 2, Switch profile e ® 0 M gall v

Belglam Academy

Manage Subscriptions

55 Dashboard

Academic

(1 Live Classes Search by student name, code, email or phone... + New Subscription

<2 Stages Management

TRANSACTION REFERENCE  DESCRIPTION DUE AMOUNT  CURRENCY  DATE EXPIRY DATE  STATUS ACTIONS
Curriculum M: 1]
1] Curriculum Managemen DATaGiade
(-] BLQM-7341790591275075 Mathematics - 150 SAR 28th Sep 2026 31st Dec 2026 Pending Payment & =
5] Academic Periods Monthly plan
a2 s Mathematics - October 2026 31st Oct 2026 150.00 150.00 0.00SAR @ 2400 Z o
People
(Jol¥l cuall
©)  Member Management : <1
o™ 2eiall {H]}
(+] BLQM-9631756053645140 - ) s 240 SAR 24th Aug 2025 1st Oct 2025 Active z +
allyzidil-(small
D+ Registration requests 1-ssg:bistudents)
(SJU cauall
-ale galacyl
ol (+] BLQM-2611751481606131 ple alack 180 SAR 2nd Jul 2025 1st Oct 2025 Active Z +
j o @iyl

Academy admin 1-wnudenls)

Figure 72: The item after the payment is recorded

Note: The subscription table is wide; scroll horizontally to reach the Status and Actions columns on
smaller screens.

Page 46 of 69



relaly

User Guide - Administrator

15. Rewards and Redemptions

Create rewards that students can redeem with the points they earn, and follow their redemption requests.

1.  Click Rewards Management in the side menu. The Rewards tab shows each reward's required points,
quantity and an active switch, with edit and delete icons.

f“lﬁjbg 2, Switch profile - @ O M o
Belglam Academy

Rewards Management

55 Dashboard
Academic

3 Live Classes # Rewards “D Redemption Requests

- test m
171 @ 7 @
test —

&

Curriculum Management

m
5] Academic Periods
(O Timetable

People

2) Member Management

S+ Registration requests

oadd

Academy admin

Figure 73: The Rewards Management page

2.  Click Add Reward to open the reward form.

£ Add Reward

Name (Arabic) Name (English)

Description (Arabic)

Description (English)

Required Points #
100

Active

Image

Choose File | No file chosen

Figure 74: The empty Add Reward window
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3.  Enter Name (Arabic), Name (English), Description (Arabic), Description (English) and Required
Points. Set the Quantity (-1 means unlimited), keep the reward Active, choose an image, and click
Save.

£ Add Reward

Name (Arabic) Name (English)

plall wisS Belglam Mug

Description (Arabic)
Apaplsill lad Jasy wigS

Description (English)

A mug with the academy logo

Required Points #
50

Active

Image

Choose File | No file chosen

Figure 75: The reward details filled in

4. The new reward is added to the list.

f“lﬁjbg 2, Switch profile - o ® 4 My el v

Belglam Academy
85 Dashboard
Rewards Management
Academic
1 Live Classes # Rewards D Redemption Requests

s —

[T Curriculum Management

P Belglam Mug mzo/zo() P |

A mug with the academy logo
5] Academic Periods

Timetable A
N " = a e s

test

People

22 Member Management

S+ Registration requests

oadl

Academy admin

Figure 76: The new reward in the list
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5. Open the Redemption Requests tab to see the students' redemption requests with their points, dates
and status. Use the All Statuses filter to narrow the list.

fulﬁjb @ 2, Switch profile o ® L My agl v

Belglam Academy

Rewards Management

55 Dashboard
Academic
[ Live Classes # Rewards ‘D Redemption Requests

k=
SZ Stages Management All Statuses i 5 redemption(s)

(1) Curriculum Management

3051 8yl
v ool 31 m 4/7/2026 ~ REJECTED 4/8/2026
test: 522129
5] Academic Periods
Lo all>
Z o sane0 m 4/7/2026 ~ REJECTED 4/8/2026
@ Timetable test 522124
b et @ -
4/7/2026 ~ REJECTED 4/8/2026
People test $24042 i
)
Member Management N
~ |
. pel.ulumm)“ m 4/7/2026  REJECTED 4/8/2026
test: S23132
B+ Registration requests
s yalisgs ol m 4/7/2026  REJECTED 4/8/2026
fest- 2000017

oal
Academy admin

Figure 77: The Redemption Requests tab
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16. Question Bank

The question bank stores reusable questions for exams and assignments.

1.  Click Question Bank in the side menu. Each question card shows its answers with the correct one
highlighted, its tags and type. Filter by type or search, and use the icons to edit or delete a question.

(ulﬁ]b@ 2, Switch profile - o ® 4 My el v
Belglam Academy

Question Bank

3 Live Classes

<2 Stages Management Suelaizl yohia o Bylaadl Gilylusdly yes)iall B3e ags sc & @

55 Dashboard

Oluidl sic dalinall Glelyasill yops Glagydially oailedll (o dcganna [..\,ﬂﬂ.‘,iliﬂzmﬁw._,ndmvcwrlki] bad duagdall &yl go olusil Jelas

[T] Curriculum Management
ALl Sladall &ylaadl Slayyas
5] Academic Periods
Sagiluifl 5ylasdl 8Ll Llg¥l Bleill Ciygks ol
. Ll 3 ols Cizgh o sc /@
Uosgl pé ob | @ sl Gyl 8 | Ll Gy o8 Liggl igin 8
People il Lblydall Slylaal gilgs
22 Member Management
SExdill sy 8 (535 Byo Ciyitinly Lgygl duilusil Bylisall Ciyslé yunc ol 8 sc /2 B
S+ Registration requests
solaall gl dassill ypaall | @ Gl jpuaall | daall yguaall
Glylaall JEs! bl ysuaall

oadd

Academy admin

Saslall Gliesall Jii Jlo 85 (o dhind a dlill GBlsa¥l ge « 2 &

Figure 78: The Question Bank page

2.  Click Add Question. Choose the Question's Type, enter comma-separated Tags and the Question
Text.

£ Add Question

Question's Type Question Text

Multiple Choice Question Text

Tags (comma-separated)
e.g. chapterl, algebra, hard
Answers

Write an answer

Write an answer

+ Add Answer

Figure 79: The Add Question window
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3.  Write each answer, tick the checkbox next to the correct answer(s), and click Add Answer for more
options. Click Save.

£ Add Question

Question's Type

Multiple Choice

Tags (comma-separated)

demo, arithmetic, easy

Figure 80: A multiple-choice question filled in

4.  The new question appears at the top of the list.

rlaly Q
88 Dashboard

Academic

I Live Classes

«©

Stages Management

Curriculum Management

Academic Periods

e o 8

Timetable

People

2 Member Management

2+ Registration requests

Academy admin

2, Switch profile o ® 4 My el v

Belglam Academy

:
Question Bank

What is 7 x 8?7 MC & @

(5]

demo  arithmetic  easy

Spelaizl yokio e 8ylaall Gliladily yebydall Li3e Cass sc 4 @

oyl sic dalinall Glelyi>dl sk Galazyitilly uilsdll o dcgamno [e;,au,iuuzm;lwdm.,,‘w,w] b dagall dll go pluifl Jelas

il CaliNall Bylaall Cilayyad

k
bl ByLandl 3Ll Llgil Bleill Ciyals ol sc /4 @
sl s o Ll @ b Uasslsiz o
Al Lilyaall GlyLaoll pllgs
SExdill sty 8 (535 Bye Ciyizily Lgyel duilusidl Bylaadl Ciyslé suac ol & sc /£ @

Figure 81: The new question in the bank
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5. Toadd many questions at once, click Import from Excel. Click Download Template (.xIsx), fill in your
questions, choose the file, then click the import button.

Import Questions from Excel

Download the fill in your i then upload the file. No AI
required.

& Download Template (.xisx)

Choose Excel file (xIsx / xs)-.

X Import from PDF

Figure 82: The Import Questions from Excel window
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17. Exam Results

Review the exam results of all students month by month.

1. Click Student Exam Results in the side menu. Choose the month and search for a student. The table
shows each student's number of exams, total score, percentage and last exam.

{Olﬁjb @ 2, switch profile o ® 4 6 oedl v

Belglam Academy / Results

Student Exam Results

September 2026 - 39 students

55 Dashboard

Academic

1 Live Classes

Student results 59 @ sea September 2026 v
<2 Stages Management
Student Exams Total Score Percentage Last Exam
(1] Curriculum Management
e sasl 5yl 1 28/ 30 — 93% Sep 27, 2026 ™)
2 $25059
5] Academic Periods
s 2l 3000
’ —_—
@ Timetable Sosose 1 20 /20 100% Sep 27, 2026 ]
s> allliie 8y9i
People $25000 3 /75 —_— 95% Sep 28, 2026 | ]
22 Member Management
el chugs yac 1 30 Sep 27, 2026
$23132 Lt o o2 ]
D+ Registration requests
uali 298 old
26008 1 20 /20 D ———— 100% Sep 27, 2026 g
) o Yo 340 gy 2 30 /60 — 50% Sep 28,2026 )
Academy admin Saioa / ep 28,

Figure 83: The Student Exam Results page

2.  Click the report icon on a row to open the Student Detail page. It summarises the exams, average
score, passed and failed counts, and lists every exam with its subject, score, date and result.

mlﬁjb @ 2, Switch profile onc® 0 s oadl v

Belglam Academy / Student Exam Results / Student Detail

ous> alllsse Byos

55 Dashboard

September 2026 v
Acadeils $25060 - September 2026 Eremoe
I Live Classes
| ] [E1) » + 1 Absent
<2 Stages Management
0,
4 75% 3 0
[T Curriculum Management Exams Avg. Score Passed Failed
=] Academic Periods
© Timetable Grad5 ¢
Exam Subject Score Date
People
eaZo ylasl Social studies — - Absent
22 Member Management
Ss0ds slas! Science 25/25 100%  Sep 28,2026 Passed
D+ Registration requests
Jaill sadl yLasl Math 30 /30 100%  Sep 27,2026 Passed
SeaZus sLz5l Lo gleiSs 16 /20 — 80%  Sep 27,2026 Passed

i oadl
Academy admin

Figure 84: A student's exam results
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18. Key Performance Indicators (KPlIs)

The KPI pages show attendance, grades and ratings for teachers, students and groups.

1.  Open KPl in the side menu and choose Teachers, Students or Groups.

Teacher KPlIs

Track the attendance and grades of a teacher's students and the ratings the teacher has received.
1.  Choose Teachers under KPI. Nothing is shown until you pick a teacher.

(Dlﬁjb @ 2, Switch profile e ® 0 6 oadl ¥

KPI
85 Dashboard

Academrit Track student attendance, grades and the teacher’s ratings
[ Live Classes
Select Teacher
<2 stages Management Please, Select Member =

[J] Curriculum Management
5] Academic Periods

(© Timetable

Pick a teacher to see their KPIs

People

22 Member Management

2+ Registration requests

oadl
Academy admin

Figure 85: The Teachers KPI page
2.  Open Select Teacher, type to search, and choose the teacher.

I. lb Q 2. Switch profile v @ o s oadl ¥

KP1

Teachers

Track student attendance, grades and the teacher's ratings

22 Dashboard

Academic

[N Live Classes
Select Teacher

52 Stages Management Please, Select Member

2
[1] Curriculum Management . =
T00009 - iliadl sasi glal /1

£ Academic Pericds
T0O024 - Alsa Ahmed
-
D Timetadle T22001 - sasl e/l

T22010 - sl /1 Pick a teacher to see their KPIs

Peopie

£, Member Management T22017 - Jlaz sasl/l

=7 Registration requests

1 el
Acadermy admin

Figure 86: Choosing a teacher
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3. Review the Attendance rate, Assignments average, Exams average and Average rating cards. Use the
subject list to limit the figures to one subject.

I- "J @ 2, Switch profile ox® 0L a oal v

KPI
28 Dashboard

i Track student attendance, grades and the teachers ratings
O Live Classes
Select Teacher Select Subject
< stages Management T22017 - Jlas sesl/l = All subjects v
[I] curriculum Management
5] Academic Periods Attendance rate 2 Assignments average " Exams average [ Average rating *
" o, 0, 0,
© Timetable 12.5% 66.7% 90.3% 4.3
Only one month so far Only one month so far Only one month so far From 37 ratings
People
22 Member Management
Students Attendance Chart Per Month Students learning curve
B+ Registration requests 8
@ Assessments @@ Exams
100%
I oadl 6
Academy admin
90% O

Figure 87: A teacher's KPI cards

4.  Scroll down to see the monthly attendance chart, the learning curve and the Users Rating breakdown
by number of stars.

15 L Q 2, switch profile o ® 0 a oal v

8
@ Assessments @ Exams
S8 Dashboard 100%

Academic

90% 0
[ Live Classes

< stages Management

[T curriculum Management 2
£ 70%
] Academic Periods
o
0
@ Timetable Jul/26 Aug/26 Sep/26
60%
NetResorded @ Artended @ Late @ Absent @ Excused Sep/26
People
22 Member Management
& s Users Rating
2S¢ Registration requests
5 stars 27
4 3 4 stars — 3
.
oadl 3 stars °
Academy admin L 8 8 24
2 stars 0
From 37 ratings
' ooae a

Figure 88: Teacher charts and ratings

Student KPIs

See a student's attendance, grades and homework, including a weekly lesson-by-lesson report.
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1. Choose Students under KPI, then pick a student from Select Student.

fulﬁjl) @ 2, Switch profile o ® 0 a oall v
KPI

Students

The student's attendance and grades in the selected subject

38 Dashboard

Academic

[ Live Classes
Select Student

< stages Management Please, Select Member =
1] curriculum Management

] Academic Periods

[
~

@ Timetable

Pick a student to see their KPIs

People

2 Member Management
o

2+ Registration requests

oal
Academy sdmin

Figure 89: The Students KPIl page

2. Review the Attendance rate, Grade average and Homework submitted cards and the charts below
them. Filter by subject if needed, or click Weekly Report to open the student's weekly report.

alalL @ 2, Switch profile oc® 0 a oall v

KPI

i el Students

Weekly Report
Academic The student's atfendance and grades in the selected subject

1 Live Classes
Select Student Select Subject

g Stages Management 2000017 - 39820 pelallae ._’,q‘ v All subjects w

1] curriculum Management

k

5] Academic Periods Attendance rate 2 Grade average [] Homework submitted [ ]
© Timetable 25% 65.3% 100%
1 of 4 sessions Only one month so far 4 of 4 this week
People

22 Member Management

Students Attendance Chart Per Month Students learning curve
B+ Registration requests 3
@ Assessments @ Exams
67%
[}
oal
Academy admin 5
b6%

Figure 90: A student's KPI cards
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3.
time, attendance and homework status.

mlaly @ 2, switch profile o ® 4
0 = L)
i Haiiitioard Jul/26 Aug/26 Sep/26 R
as|
o« Netfesasded @ Attended @ Late @ Absent @ Excused Sep/26
Academic
[ Live Classes
Weekly Report
< stages Management Session attendance and homework status per lesson
Subject Lesson Session Time Artendance Homeworks
[I] curriculum Management *
x Pending Review
2dyyc dal test Sunday 27 September - 5:00 pm Absent .
%] Academic Periods Ll 4 Jast
& Hiase 2du)c dal test Sunday 27 September - 5:28 pm - ; t"::
People 2 dyye dal test Sunday 27 September - 5:20 pm - mo’_‘
pint
22 Member Management
2 dyye il test Sunday 27 September - 5:17 pm - 'i:l iy
Adan N e
B+ Registration requests
oadl Users Rating
Academy admin
5 stars
Figure 91: The student's weekly report
Group KPIs
Compare attendance and grade averages for a whole stage or a single group.
1.  Choose Groups under KPI, then select a stage from Select Stage.
2, Switch profile o ® Q

ruwu@

KPI
38 Dashboard
Academic Attendance and grade averages for a stage or class

1 Live Classes
Select Stage

=
=

Stages Management

(1] curriculum Management

=

51 Academic Periods

@ Timetable

People
Member Management

)
~

o

2 Registration requests

ol
Academy sdmin

Figure 92

[
~

Pick a stage to see its KPIs

: The Groups KPI page
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2.  Optionally choose a group from Select group. Review the Attendance rate, Assighments average and
Exams average cards and the charts below them.

I- "J @ 2, Switch profile ox® 0L a oaal v

KPI
28 Dashboard

Academic Attendance and grade averages for a stage or class
O Live Classes
Select Stage Select group
< Stages Management [ Grad 5 ] Al v
[I] curriculum Management
5] Academic Periods Attendance rate 2 Assilpments aversge @ Exams average [
. 0, () 0,
© Timetable 33.2% 75.6% 90.3%
94 of 283 attendances Only one month so far Only one month so far
People
22 Member Management
Students Attendance Chart Per Month Students learning curve
2¢ Registration requests 200
@ Assessments @@ Exams
95%
u‘ll 150

Academy admin
0% ©

Figure 93: KPI cards for a stage
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19. Leaderboards

Leaderboards rank students by the points they earn and by their average assessment scores.

1. Click Leaderboard in the side menu. The Points tab shows a podium of the top three students and the
full ranking. Filter by stage and group. The side panels show the top three this week and of all time.

fulﬁjl) @ 2, Switch profile o ® 0O a oall v

Belglam Academy / Leaderboard

Leaderboard

Students ranked by points earned and average assessment score

38 Dashboard

Academic

[ Live Classes

Points  Scores @ Top 3 this week
Last 7 di
< stages Management e
® Ranking 61 students Al Stages ! WAl ° uily 302 Juad
1] curriculum Management 75 pts this week
o e oS 3y i
51 Academic Periods k & 75 pts this week

=
© Timetable . 3 ole saol 8yl
55 pts this week

pllw All> sooe
people lasaslat 2,435 pts .
9’ Member Management L and Ouis dllage Bygi S
3 2,262 pts = All-time top 3
Since the academy started

B+ Registration requests 2
s 3> 3000
2,435 pts

oad @il 3> sane 2,435 pts 5 ole sasl 8yl
ot 2,597 pts

Academy sdmin

[FRONN § PN . —

Figure 94: The Leaderboard ranked by points

2.  Openthe Scores tab to rank students by their average assessment score and number of completed
assessments.

alalL @ 2, Switch profile oc® 0 a oall v

Belglam Academy / Leaderboard

Leaderboard

Students ranked by points earned and average assessment score

28 Dashboard

Academic

1 Live Classes

o s“*“ G Top 3 this week
Last 7 d
< Stages Management it 70ays
® Ranking 47 students All Stages v AllGro ° sl 38> Juasd

1] curriculum Management 7S pts this week

o < 2 poS ady Ui

51 Academic Periods = L 75 pts this week

© Timetable . Jle aao] Bytia
55 pts this week

wagyds ol dils
People
gl US55 100%
13 455 olakus
2) Member Management o0 o = o
-3 v 100% = All-time top 3
Since the academy started

B+ Registration requests 2
plls All> 3020
2,435 pts

oadl ° cayyds aly dils 100% 2 e saaliie
523044
Aokidamy sdork 24 assessments completed 2,597 pts
c—aiar e 1nnes . )

Figure 95: The Leaderboard ranked by scores
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3.  Click Top Leaderboard in the side menu to see the top three students this week and since the
academy started. The How are points earned? box explains how students collect points.

lal @
88 Dashboard

Academic

1 Live Classes

< stages Management
[I] curriculum Management
5] Academic Periods

@© Timetable

People

22 Member Management

B+ Registration requests

oadl
Academy sdmin

2, Switch profile

Belglam Academy / Top Leaderboard

Top Leaderboard

Students with the most points this week and since the academy started

5 Top 3 this week

Last 7 days

=
P PRV ERVENY
ole sas Byl s
75 pts > alllas 8yi

5 pts
z n

How are points earned?
« Attending a class: 10 pts

* Submitting an assignment: 5 pts + up fo 15 by score

o ® 0L 6 el ¥
= All-time top 3
since the academy started
=
eyl cauwsgs .
pidis allisie Kigh 2,435 pts
2,397 pts »ali agé old
2,262 pts

* Watching a video: 10 pts

* Comment: 5 pts (up to 3 a day)

Figure 96: The Top Leaderboard page
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20. Messages

Send and receive internal messages with members of the academy.

1. Click Inbox in the side menu. Switch between Inbox, Starred and Sent, and use Search messages to
find a message.

fulﬁjl) @ 2, Switch profile ox® L a oedl v

38 Dashboard Belglam Academy

Messages
Academic =

[} Live Classes

& Inbox @ ¢ Starred < Sent
< stages Management

Q Searchm
1] curriculum Management

Showing 1-2 of 2
] Academic Periods
e 35l 85l 11 Mar 2024
+

@ Timetable RE: ap323
£ pllw Al saae 4 Sep 2022

People . ® RE: ylus|
22 Member M, t
) Member Managemen Select a message to read

It will open here with its attachments and the earlier message it replies to.

B+ Registration requests

oal
Academy sdmin

Figure 97: The Messages inbox

2.  Click a message to read it in the right-hand panel, together with the original message it replies to. Use
Reply or Forward, or the icons at the top to reply, forward, print or delete.

alalL @ 2, Switch profile oc® 0 a oall v

28 Dashboard Belglam Academy

Messages
Academic %

[} Live Classes

& Inbox @ 17 Starred < Sent « o 8 '
< Stages Management

Q search me 0
RE: ayyai

1] curriculum Management

-20f
Showing 1-2 of 2 e andl e

] Academic Periods Monday 11 March 2024 - 10:39 PM - 3 years ago
ole sasl 8l 11 Mar 2024
@ Timetable RE: apd k Pretty-print (]
M s atts 4 Sep 2022 {"errorCode":"G00@45", "message":"File not found"}
People . ® RE: jlas|

2 Member Management
o

2¢ Registration requests

Original Message
Belglam Academy - Monday 11 March 2024 - 10:38 PM

=

Figure 98: Reading a message

oal
Academy admin
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3.  Click Compose to open the New Message window.

Figure 99: The New Message window

4.  Addone or more recipients in To, enter the Subject and write your message. Use the formatting and
attachment icons if needed, then click Send.

New Message

% Jlaz sasl/l

Subject  Demo Grade timetable update

Hello, Mathematics classes for Demo Grade - Group A are now on Sunday and

Tuesday at 8:00 AM. Thank you)

Figure 100: A message ready to send
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5.  Open the Sent tab to confirm the message was sent.

fulﬁjb @ 2, Switch profile o ® L a oadl v

38 Dashboard Belglam Academy

Messages

o isasaapns
[ Live Classes
& Inbox €@ 1 starred  ( ¥ 3
< stages Management

Q Search message

Academic

1] curriculum Management
Showing 1-9 of 9
5] Academic Periods

1:38 PM
2 Derno Grade timetable update +
@ Timetable
5 Sep
? =
People o> alllse Byl
9 Member Management - 18 Apr Select a message to read
paaly gy sac . - ; 5 3
It will open here with its attachments and the earlier message it replies to.
B+ Registration requests —
?
0l ags ol
16 Apr
oadl ? §
Academy sdmin »oli 308 ol

Figure 101: The Sent messages list
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21. Anhnouncements

Send one announcement to many members at once, for example all students of a group.

1. Click Announcement in the side menu. The form has Send To, Subject and Message fields.

fn.l.f\.lb Q 2, switch profile o ® L a oagl v

S8 Dashboard Belglam Academy
Announcement
Academic

1 Live Classes

Send To All Members v All Stages v
< stages Management

Subject Subject
[T curriculum Management

Message

5 Academic Periods
@© Timetable

People

22 Member Management m

2+ Registration requests

oadl
Academy admin

Figure 102: The Announcement page

2.  Under Send To, choose the audience (for example, students), then the stage and group. Enter the
subject and message, then click Send.

mlﬁjb @ &, Switch profile o ® L e oal v

S8 Dashboard Belglam Academy
Academic
[ Live Classes
Send To Students v Demo Grade v Group A v
<
SZ Stages Management
Subject Welcome to the new term
[T curriculum Management
7
Message | Dear students, welcome to Demo Grade. Please check your weekly timetable and join your first Mathematics class on Sunday|

5] Academic Periods

A

@© Timetable

\

People

2 Member Management

B+ Registration requests

oadl
Academy admin

Figure 103: An announcement to one group's students
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22. Settings

Configure the academy's Al features and the Zoom integration used for live classes. Each card has its own
Save button.

1.  Click Settings in the side menu. In Al Video Settings, enter the API key of your Al video service in
OpenAl API Key and choose the Narration Voice used for lesson videos, then click Save.

fu]ﬁjb @ &\ Switch profile o ® L 6 oal v

28 Dashboard Belglam Academy

Settings

Academic

B LiveClaoss B¢ AT Video Settings

< Stages Management
OpenAl API Key eseeressene @

00 Curriculum Management Required for AI video generation (OpenAI TTS + FFmpeg).

Narration Voice Nova — female, warm v
5] Academic Periods

Voice used for lesson narration. Nova (female, warm) is recommended for educational content.
i m
People

22 Member Management
& Arabic TTS (ElevenLabs) Befter Arabic

B+ Registration requests

Optional. When configured, Arabic lesson videos will use ElevenLabs Multilingual v2 instead of OpenAI 4€ significantly better pronunciation for all Arabic dilects.

ElevenLabs API Key R @
oadl
Academy admin Get your key from elevenlabsiod  Profiled  API Keys.

Valea TR s AMITAvA

Figure 104: Al Video Settings

2.  Optionally, fill in Arabic TTS (ElevenLabs) with your ElevenLabs APl Key and Voice ID to improve
Arabic narration. In Al Grading, turn on Enable Al Grading, enter the Anthropic APl Key, choose the
PDF Import Model, and enable the Al Weekly WhatsApp Report if you want parents to receive
weekly summaries.

[nlﬁ]b @ 2, Switch profile oc® 0 a oall v

22 Dashboard Optional. When configured, Arabic lesson videos will use ElevenLabs Multilingual v2 instead of OpenAl 8  significantly better pronunciation for all Arabic dislects.
ElevenLabs API Key Ratataasantd @
Academic . .
Get your key from elevenlabsiod  Profiled  API Keys.

1 Live Classes

Voice 1D 0. pNInz60bpgDQGCFMaJgB
The ID of the ElevenLabs voice 1o use for Arabic narration, Find it in your ElevenLabs voice library.
< Stages Management
[I] cCurriculum Management
5] Academic Periods
@ AI Grading
@© Timetable
Enable AI Grading c Enabled k
People
22 Member Management Anthropic API Key sovensesanes @
Used for automatic grading of free-text (short answer) questions via Claude AT
B+ Registration requests
PDF Import Model Fast — Haiku (recommended, lowest cost) v

Haiku is fast and cheap (-$0.50/book). Sonnet balances quality and cost. Opus gives the best quality (-$10/book) but is slowest.

() Enabled

Send an Al-generated weekly progress summary via WhatsApp 10 parents every week.

oal

AI Weekly WhatsApp Report
Academy sdmin y e e

Figure 105: Arabic TTS and Al Grading settings

Page 65 of 69



ol

User Guide - Administrator

3. InZoom Integration, enter your Zoom app's Account ID, Client ID, Client Secret and Verification
Token (Secret Token), then click Save. Use Test Connection to check the settings and Sync Now to
refresh the host list.

@laly @ 2, Switch profile @ 0 a ool v

B¢ Zoom Integration
S8 Dashboard

Configure your organization's Zoom Server-to-Server OAuth app to enable live lessons.

Academic
Account ID <CLIENT_ID>
[ Live Classes
Client ID <CLIENT_ID>
< stages Management
Client Secret s =3
[T curriculum Management
Verification Token (Secret Token) sescesssseecescssesces @

5 Academic Periods

m ¥ Test Connection & Sync Now
@ Timetable

Host Pool Status
L
People Host Tier Status Locked Since
. Mambar Harsgemiant Belglam Academy Licensed Available
2 Registration requests Belglam Teacher 13 Licensed Available
Belglam Teacher10 Licensed Available

oadl
Academy admin Belglam Teacher11 Licensed In Use 2026-09-28T11:01:18

Figure 106: Zoom Integration settings

4, Review the Host Pool Status table, which lists each Zoom host with its tier (licensed or basic), status
and the time it was locked. Click Release to free a host that is still in use.

fnhjb @ 2, Switch profile o ® L G oasl v

Beiglam Teacher 20 Basic Available
88 Dashboard Belglam Teacher 21 Basic Available
A Belglam Teacherl Basic Available

\cademic
CH Live Classes Belglam Teacher2 Basic Available
Belglam Teacher22 Basic Available

< stages Management
Belglam Teacher3 Basic Available
[T curriculum Management
Belglam Teacher4 Basic Available
] Academic Periods
Belglam TeacherS Basic Available
9 Timet:
© s Belglam Teacheré Basic Available
People Belglam Teacher? Basic Available
2, Member Management Belglam Teachers Basic Available
B+ Registration requests Belglam Teacher9 Basic Available
el

Academy admin
Figure 107: The Zoom host pool

Note: API keys, client secrets and tokens are confidential. Enter them only on this page, never share
them in messages, and replace them immediately if they are exposed.

Note: These settings power the teacher features: Zoom enables live sessions with recordings; the
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Anthropic key with Al Grading and Al Session Evaluation enables Al lesson summaries and evaluations
from transcripts; OpenAl/ElevenLabs keys enable narrated videos from PDF files in Al Lesson Tools.
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23. My School

View and update the academy's profile, address and contact details.

1.  Click My School in the side menu. The page shows the academy's location on a map, its contact info

and city.
mlﬁjb G 2 Switch profile o ® 0L s oadl v
Belglam Academy
55 Dashboard
Belglam Academy
Academic
Q ADDRESS
3 Live Classes
< = Q Q Q Q
Sta M 13
<2 Stages Managemen _ \é' \qf" \Q.q, \é'
— o) o) o N
Q.Q ‘4:0 %Q ‘(«0
(1] Curriculum Management < < < <
A Ky 4 4
< *_ﬁ« *_% <
<> > v <> >
5] Academic Periods h 2 \ > » ia
(© Timetable
People
22 Member Management
B0 CONTACT INFO ? cIry
D+ Registration requests
PHONE w cITy
(966) 500000000 Tanta, Egypt
i oadl
Academy admin = EMAIL * ADDRESS
admin@example.com Tanta

Figure 108: The academy profile page

2. Scroll down to see the phone, email and social account under Contact Info, and the city and address.

(ulﬁjl) Q 2 Switch profile cuc® 0 s oedl v

+
88 Dashboard _ S S S SO
= N3 & & N
N N N )
Q.o ‘4.0 “0 %0
Academic *Q- .\Q* *Q~ *Q~
*_‘y *3. *3 *_ﬁ-
I Live Classes & 3 K3 )
<2 Sstages Management
(1) Curriculum Management
5] Academic Periods
B CONTACT INFO ? cIrty
(© Timetable
PHONE cIry
5 ) Y
People @
(966) 500000000 Tanta, Egypt
o)
2 Member Management = EMAIL & ADDRESS
admin@example.com Tanta
2+ Registration requests
&  FOLLOWUS ACCOUNT

oadl
Academy admin

Figure 109: Contact info and city
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3. Click Update Details to open Update Organization. Edit the Arabic Name, English Name,
Organization Code, Country, City and Address, and move the pin on Address on map if needed.

I"b@ 2, Switch profile o ® L Gwlv
28 Dashboard
oo - -
Update Organization
Academic
3 Live Classes 4 Organization details
Arabic Name English Name
< Stages Management
plally dgapatsi Belglam Academy
(0] curriculum Management Organization Code Country
Belglam E
5] Academic Periods i v
City Address
D Timetable
@ Time! Tanta Tanta
Pecple Address on map
92 Member Management
2
‘«o «,0 «,o ‘
o & N N
) N o N
. Q Qo (o)
B+ Registration requests & < < \J
< <« Q <
4 A4 A A
5 & + e
Q> <> <> <>
¥ & *

oadl
Academy sdmin

Figure 110: Editing the organization details

4, Under Contact Info, update the Contact Name, Email, Phone and social accounts. Complete the "I'm
not a robot" check, then click Update.

st @ e o o @uiv
58 Dashboard
D D 0 Leafiet | © OpenStrestMap, © CARTO
Academic
[ Live Classes
Contact Info
<
E Stages Management Contact Name Email
Academy Admin admin@example.com
[T curriculum Management
Phone Facebook Account
] Academic Periods LY

@ Timetable

People

22 Member Management

B+ Registration requests

oadl
Academy sdmin

20

Twitter Account

I'm not a robot

+eCAPTCHA Is changing ts terms of sesvice.

Take action,

o

RCAPTCHA

Instagram Account

Figure 111: Updating the contact info
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