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About this manual

This manual explains how to use Sobel LMS, from setting up a school to running
online lessons, collecting fees and publishing results. It is written for everyone who
uses the system: the system administrator, school directors, administrators, academic
heads, accounts officers, teachers and students.

You do not need to read it from cover to cover. Read Part 1 first, then go to the
chapters for your own work. The screens in this manual come from a sample school;
the names and figures in them are not real.

The screens of your school may show different colours, a different logo and only the
menus your role allows. Small differences in wording may also appear as the system
is improved; the steps remain the same.

Conventions used in this manual

Example Meaning

Payments » Receive A path in the menu: open Payments, then Receive payment.
payment

Save A button, tab or word on the screen.

GCOA Something you type.

Note: Extra information worth knowing.

Tip: A quicker or better way to do something.

Caution: Something that cannot easily be undone, or that affects security.

Help inside the system

The same steps are available in the system itself under How to use this system
(students: Help).



Part 1

Getting started



Chapter 1

About the system

What Sobel LMS does, who uses it and how the parts fit together.

Sobel LMS runs online classes for Senior High School students. It suits vacation
schools, extra classes, tutorial centres and SHS schools that teach online. It works in a
web browser on a phone, tablet or computer; nothing has to be installed. One
installation serves many schools, and each school has its own students, teachers,
colours, logo and sign-in link.

The work of a school follows one cycle:

1. Set up: sessions, classes, subjects and their fees, teachers and the subjects they
teach.

2. Register and pay: students register on the school's page, choose subjects and
pay by Mobile Money, card or at the office. A subject opens for the student as
soon as it is paid.

3. Teach: teachers hold live lessons on Google Meet, Zoom, Teams or a free Jitsi
room. Students join from their portal and are marked present.

4. Class work: resources, syllabus, assignments and timed quizzes.

5. Results: the gradebook works out class scores from the work; teachers add exam
scores; results are published with a result slip.

6. Money: payments, receipts, complaints, revenue and each teacher's share of fees.

1.1 Sessions

A session is the period students pay for and study in: a month, a vacation or a term.
Lessons, payments, scores and results all belong to a session. Students register and
pay again for each new session.

1.2 Kinds of accounts

Account Who What they do
System The company running | Adds schools, sets their look and plans, sells
administrator the system SMS units, sees every school's logins.




Director / Owner

The head of the
school

Everything in the school.

Administrator

The school office

Students, teachers, payments, messages and
logins.

Academic head

Head of teaching

Classes, subjects, allocation, timetable,
lessons, gradebook and results. Can also
teach.

Accounts officer

Money

Registrations, payments, complaints,
revenue and teachers' share.

Teacher Each teacher Lessons, attendance, resources,
assignments, quizzes and scores for the
classes given to them.

Student Each student Joins lessons, does class work, pays for

subjects and sees results.

Menu paths are shown like this: Payments » Receive payment. Buttons and words on

the screen are in bold. Things you type look like this.




Chapter 2
Signing in and passwords

2.1 Signingin

1. Open your school's sign-in link, for example
https://1ms.shslive.com/login.php?schoo1=GCOA.Save it asa
bookmark or on your phone's home screen.

2. If the School code box is empty, type your school's code.

3. Type your Username and Password exactly as on your login slip or SMS, and
click Sign in.

o

Gold Coast Online Academy

School code

GCOA

Forgot password?

New student? Register and pay for your subjects

Figure 2.1: The sign-in page.

Account Username

Director (first login) admin, or as set by the system administrator
Staff Staff number, e.g. GCOAT001

Student Student number, e.g. GCOA00012

2.2 Your own password

The first time you sign in, the system asks you to choose your own password of at
least six characters. Change it at any time with your name > Change password
(students: Change password in the menu).



2.3 Forgotten password
1. On the sign-in page click Forgot password.
2. Enter the school code and your username. A code is sent to your phone by SMS.
3. Enter the code and choose a new password.

Staff with the right to manage logins can also reset a password under Setup » Users &
logins.

2.4 Finding your way
e The menu on the left is grouped: Teaching, Students, Teachers, Payments,
Communication and Setup. You only see what your role allows.

e The box at the top shows the session you are working in. Change it only to look
at an earlier session.

e The envelope shows new chat messages. The moon switches the screen to dark.

¢ On a phone the menu slides in from the left. Students have buttons at the bottom
of the screen.

Note: Green messages mean something was saved. Red messages mean it was not:
read the message, correct the form and try again.




Part 2

The system administrator



Chapter 3
The console

Running the system for all schools.

The system administrator signs in at ../platform/login.php. The console is

separate from every school.

O

Sobel LMS
System console

Figure 3.1: The console overview: schools, students and unpaid platform bills.

3.1 Adding a school
1. Click Schools » Add a school.

2. Enter the school's name, short name and a short school code (letters and digits,
e.g. GCOA). The code starts every student and staff number.
3. Enter the director's name and phone. Choose the plan, colours and logo.

4. Under Starting data, keep the default to get SHS 1-3, the usual programmes,
WASSCE subjects, grading Al-F9 and a first session. Choose Empty to set
everything up by hand.

5. Click Create school. The sign-in link, the director's username and password are

shown, and sent by SMS.



O

Sobel LMS
System console

Figure 3.2: Adding a school.

3.2 Other console work

School details: edit, switch parts on or off, suspend or close a school, add
platform bills.

Accounts & login slips: every login in a school with hidden passwords, Reset,
Block, change role, print slips.

Branding: colours, logo, fonts and sign-in page for a school.

Plans & bills and SMS credit: plans shown on the website, bills to schools, SMS
units.

Applications: schools that applied on the main website. Click Set up this
school to open the Add a school form filled in.

Website settings: phone, WhatsApp, email and address shown on the website.

Test data: complete sample schools for training. Every test login uses the
password Test@1234.

Caution: Use test data only on a test copy of the system, or delete the test schools

before real schools start.
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Chapter 4
First steps for the director

Do these once, in this order.

6 Gold Coast Online = Gold Coast Online Academy 180ct-16Nov2026 ¢ € é@ Dr. Ekow Odal,

Good evening, Ek
18 Oct - 16 Nov 2026 - 18/10/2

16/11/2026 - registratio

@ Dashboard signed in as Director / Owner. Full control of the school: settings, logins, money and all reports. How to use this system

© How to use this

Your daily tasks: & Students ‘ B Teachers | ¢ Online lessons ‘ Lt e &0 Logins | B Settings
TEACHIN!
£ My classes
1lesson is live now: English Language (SHS 1 General Science), 6 joined; Open online lessons
B¢ Online lessons
Les ay Paid this session Payment complaints
Attendance
1 GH(110,070.00 1
i achers 0 - still owed open complaints

2 new teacher applications. Review them

BB Gradebook

@ Results Online lessons today + Schedule a lesson Notices

& Resources Time Lesson Teacher Joined Wele
18/10

e to the new session
26

M Syllabus English Language - SHS 1General . . ¢y, [Livenow] Lessons for this month have started. Check your timetable and
oyilanus 17:44 Sc.\eince ) Gbeve 6 Open jein on time. Pay for your subjects in the portal to open them,
© Timetable
R Teath o lings Payments received, last 30 days
12,000
(# Logout s
10,000 - 1

Figure 4.1: The director's dashboard: students this session, lessons today, money received,
complaints.

4.1 School settings
Open Setup > School settings. The tabs are:

e Profile: name, address, phone, about text for the school's page.
e Branding: logo and colours.

e Preferences: class score weight (e.g. 50, so the exam is also 50), teachers' usual
share of fees (e.g. 40%), whether new students may register online and choose to
pay at the office, a note for the registration form, whether teachers may apply, the
usual meeting platform.

e SMS: the school's own Arkesel key, or the shared SMS units.

e Payments: the school's Paystack keys so students can pay online. The money
goes to the school's Paystack account.
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@ Gold Coast Online = Gold Goast Online Academy 180ct-16Nov 2026 + @n® Dr. Ekow Odal,

School settings

it School code: GCOA - status (Y - public page: hitps://ims.shslive.com/school. php?s=GCOA

MLniC School profle  Branding &look  Preferences  SMS  Online payments
D Ser
Money and time
D Message history
Currency Time zone Date format Teachers' share of fees (%)
« Announce GHS - Ghana Cedi s | AfricafAccra s || 2711012026 + a0

®, Chat

SETUP

Scores

B School setup

Class score part (out of 100)

School settings 50

The exam s the rest (50}

Online lessons
Usual meeting service Students can join (minutes before the start)

Google Meet || 15

Registration on the school's public page

New students can register online Note shown on the registration form
Allow "I will pay at the office"

= Activity log Teachers can apply to teach

¢ Logout

Save preferences

Figure 4.2: School settings, Preferences.

4.2 Sessions

Setup » Sessions lists the sessions. Add a session with a name and dates, then click
Make current. Students register and pay for the current session. Registration open
/ closed decides if students can register online.

When a new session starts, Carry students into a new session registers last
session's students for the same subjects. Those subjects stay closed until paid.

13



6 Gold Coast Online = Gold Goast Online Academy 180ct-16Nov 2026 + @n® Dr. Ekow Odal,

amonth, a vacation or a term. L ores and payments all belong to a

MUNICATION
O Ser o Session  Dates Students Paid Lessons Registration i s

190cts 18/10/2026

lessage history 16 Nov open - i

o Rhissseae elony 5 128 GHE10,070.00 318 Lk Ed

2926 16/1/2026 close it

November 2026

& Announce|  current ]

e sen= Starts Ends
® Chat 17 0ct 18/09/2026 —

144 GH(134,400.00 449

3 Edi 1/01/2026 O 1/30/2026 O
2020 17/10/2026
[ rosuits ou]

SETUP
Students can register and pay online

B School setup ~
Carry students into a new session Save session

School settings
Registers every student who studied in one session for the same subjects in another. The subjects stay

Sessions Slosed untl each studant paye. Only one session is current. The top bar lets

From To every staff member look at an earlier session

Programm without changing which one is current.

18 Sep - 17 Oct 2026 % 18 Oct- 16 Nov 2026  #

¢ Logout

Gold Coast Online Academy - 18 Oct - 16 Nov 202€ Sobel LMS v1.0.0

Figure 4.3: Sessions.

4.3 Programmes, levels and classes

Setup » Programmes & levels holds programmes (General Science, Business ...) and
levels (SHS 1 to 3). Tick last year on SHS 3 so those students are marked completed at
promotion.

Setup > Classes: an online class is a group such as SHS 2 General Science. Click
Create a class for each level and programme to make them all at once.

4.4 Subjects and fees

Setup » Subjects & fees lists each subject with its fee for one session. Type the fees and
click Save fees. Tick the box to also change unpaid registrations of this session. Core
subjects are open to every student; an elective belongs to a programme. A fee of 0
makes a subject free.

14



Gold Coast Online Academy 18 Oct - 16 Nov 2026 s | € 80@ E[E@f odoi

Q Gold Coast Online

Subjects & fees

The fee is for one session per subj opento dent; e ts of their pr
Code  Subject Type Students now  Fee (GHS) Add 5 subfect
=96 English Language Core 120 150.00  Edit
Code Name
MATH  Core Mathematics core 126 150.00 | Edit
uncem Integrated Science core 120 15000 | Edit Type programme
(electives)
®, Chat Social Studies Gore 123 150.00 | Edit Core
Any B
i ’ Elective - General i
SETUP enaTH Elective Mathematics cie 29 12000 Edi
Fee per session Status
Elective - General
B School setup. ~ ewy  Physics . 29 12000 | Edit 0.00 Offered :
Elective - General
cHen  Chemistry i 3 12000 Edit Short description (public page)
: Elective - General
Biology e 34 12000 Edit
Economics o 27 12000 Edit
. Elective - General
HIF LU v «Ggvernment Arts 2 120.00 | Edit A subject with fee 0 is free: students who
Grading T Ep— register for it can join at once.
N 15T History o 27 12000 Edit
. Elective - General
LT Literature in English Fit 24 12000 | Edit
Elective - General
Geography o 24 12000 Edit
Elective
Financial Accounting Syl 3a 12000 Edit

Figure 4.4: Subjects and fees.

4.5 Grading

Setup » Grading holds the grade bands, Al to F9 by default. Change them if your school
uses others.
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Chapter 5
Teachers

Adding teachers, their logins, and the subjects they teach.

5.1 Adding a teacher
1. Click Teachers » Teachers & staff » Add.

2. Enter the name, phone, qualification, usual meeting link and mobile money
number. Leave Share of fees empty to use the school's usual share.

3. Tick Show this teacher on the school's page if you want students to see them.

4. Keep Create a login ticked and choose the role (Teacher for most). Keep Send
the login details by SMS ticked.

5. Click Save. The username (staff number) and password are shown.

= Gold Coast Online Academy 18 Oct - 16 Nov 2026

« P@usaree

6 Gold Coast Online

, Miss Efua Gbheve =
nd a page ss Edit | Back
GCOATO001 - Teacher - (EETY
© limetable
Details Login and role
#¢ Teacher ratings
Phone 0548034116 s
Usernam:
STUDENTS Email efua.gbeve@gmail.com test data, 0
®  Students Qualification B.Ed English Language
Meeting room https://meet.goegle.com/48b-45ef-275
istrations @ £J Teacher
Mobile money 0548034116 Runs
and
Share of fees 50%
On school page Yes @ Academic head
TEACHERS =
Lessons this session 37 £ Accounts officer
B Teachers & staff Students' rating none yet
& Administrator
© Teacher app
W Director / Owner
5 Subj
PAYMENTS Esend by SMS ‘ New
& Receive payment
Subjects taught Change

English Language - SHS 1Business

English Language - SH

Arts

English Language - S

eral Science

Figure 5.1: A teacher's page: details, login and role, subjects taught.

5.2 Teacher applications

Teachers can apply on the school's Teach with us page. Teachers » Teacher
applications lists them. Open one, read it and the CV, and click Approve and add as

16



teacher: the teacher is created with a login sent by SMS. Or set Shortlisted or Not
taken.

[i:.] Gold Coast Online Academy About  Register [JREEL Sign in C
Teach with us
We look for qualified SHS teachers who can teach online in the evenings and during vacations. Teachers are paid a share of the fees of the students they teach

Title First name * Surname * Gender

: Male :

Phone * Email

Highest qualification

e.g. B.Ed Mathematics, University of Cape Coast

Subjects you can teach *

O Biology [ Business Management O chemistry

O core Mathematics (J Cost Accounting (JEconomics

O Elective Mathematics Oenglish Language O Financial Accounting
O Geography (J Government O History

O integrated Science (O Literature in English Opnysics

(O social Studies

Teaching experience

teach, for how long, online teaching, WASSCE marking

CV (PDF or photo, up to 5 MB)

| choose File |No file chosen

Send application

Figure 5.2: The Teach with us form on the school's page.

5.3 Subject allocation

Teachers » Subject allocation: choose a class, then pick the teacher of each subject and
click Save allocation. Copy fills a class from another class. Teachers only see the
classes and subjects given to them, and their share of fees comes from the students of

those classes and subjects.

17



@ Gold Coast Online = Gold Goast Online Academy 180ct-16Nov 2026 + @n® Dr. Ekow Odal,

given to them

STUDENTS

Class  SHS 1Business -
= Students
Subject Type Students (paid) Teacher
English Language ENG Core 14 Miss Efua Gbeve :
Core Mathematics MATH Core 14 | Miss Adwoa Brew s
EESCEERS Integrated Science 15CI Gore 14 | MrOkai Kpodo s
B Teachior& ctaft Social Studies SOC core 14 Mrs Enyonam Adzraku B
& Teacher applications Financial Accounting FACG Elective 13 MrEbo Ankrah ¢
S Subject allocation Business Management BMGT Elective 13 | MrEkow Acheampong B
PAYMENTS Cost Accounting cosT Elective 10 MrNana Sarpong B
& Receive payment
Copy the teachers of another class into SHS 1 Business (only empty subjects):  SHS 1 General Arts & ‘ﬂ‘
COMMUNIC
© Send SMS
(» Logout Gold Coast Online Academy - 18 Oct - 16 Nov 2026 Sobel LMS v1.0.0

Figure 5.3: Subject allocation for one class.

5.4 Logins and roles

Setup » Users & logins lists every login with its username and password. The password
is hidden; click it to see it (each look is recorded). Reset gives a new password and
can send it by SMS. Change role changes what a staff member can do. Disable stops
a person signing in without deleting anything.

The Create logins & slips tab makes logins for a whole class or for all staff and
prints login slips, ten to a page.

18



Q Gold Coast Online

Users & logins

one who can sign in

MENT

Gold Goast Online Academy

their role, usernam passw

Login details  Create logins &slips  What each role can do
B Recelve p
Sign-in link for everyone School code
B Payments p hsli m/login. © GCOA
Teachers and staff ¢ | Al roles ¢ || search name, username, phone
& Print login slips for this lis
Name Role Username  Password
DriSkow.0dol Dicectorf Owner admin@ ~ ~"""70t" @
0508455388 setby system admin, O1/T
Administrator tfice®

Miss Adwoa Brew

Miss Efua Gbeve

Mr Ebo Ankrah

6516702

Mr Ekow Acheampong

test data, 01

Academic head

Accounts officer

jata,

Teacher EeLEEsE G
my20:

Teacher

Teacher 018 @

Teacher GEoATO10 (@

Usernames: staff number for

students. Click

18 Oct - 16 Nov 2026

apassword 1o st

Last sign-in

01/11/2026 17:57

30/10/2026 07:1

30/10/2026 06:02

28/10/2026 15:33

31/10/2026 10:39

01/11/2026 1754

30/10/2026 19:48

27/10/2026 19:30

ch | 24 account(s)

Status

s QI

and staff, student number for

‘ Change role ‘ isable

[ change role | Disale

t |[ change role | Disable
Change role ‘ isable

[ Reset || change role | pisable
[ Reset || cnange role | Disable

[ Reset

Change role |

Figure 5.4: Users & logins.

Note: Each person has one role. You cannot change your own role, and only a director

can make someone director.
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Part 4

Students
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Chapter 6
Registration

How students join and register for subjects.

6.1 The school's page

Every school has a public page: ../school.php?s=CODE. It shows the about text,
subjects and fees, teachers, contacts and a Register now button. Share the link on
WhatsApp, Facebook and flyers.

@ Gold Coast Online Academy Register Teachwithus Signin

Gold Coast Online Academy

How to join
Learn Anywhere 1. Fillin the registration form and choose your
subjects
Gold Coast Online Academy runs live online lessons for SHS students in Core Mathematics, English, Science 2. Pay by Mobile Money or card, or at our office.
and the electives, with notes, assignments, quizzes and results. Classes hold in the evenings and during 3. Your student number and password come by SMS.
vacations. Sign in to join your lessons.

Subjects and fees for 18 Oct - 16 Nov 2026

The fee is for one session (18/10/2026 to 16/11/2026). Pay only for the subjects you take. ‘

1 already

Core subjects (every student)

Language L, 0573200712
ns, notes and past questions in English Language. GHS 150.00 & info@gcoa.edu.gh

@ P.0.Box AN 5521, Accra, Accra
Core Mathematics

GHS 150.00 Schaol code: GCOA

Live lessons, notes and past questions in Core Mathematics

Integrated Science A -
GHS 150.00 re you a teacher? Teach with us.

Live lessons, notes and past questions in Integrated Science.

Social Studies SHS 150,00

Live lessons, notes and past questions in Social Studies.

Electives: General Science

Elective Mathematics A

Live lessons, notes and past questions in Elective Mathematics.
GHS 120.00

- GHS 120.00
Live lessons, notes and past questions in Chemistry
Biology GHS 12000

Figure 6.1: The school's page.

6.2 Students registering themselves

1. The student opens Register, fills in their name, phone, SHS, level, programme
and guardian.

2. They tick their subjects. Only core subjects and the electives of their programme
show. The total is shown.

3. They choose Pay now (Paystack: Mobile Money or card) or I will pay at the
school office.

21



4. They get their student number and password on the screen and by SMS. After
paying online, their subjects open at once.

(58] coscosst omine acacemy Aoout Teachuitus Sinin €

Register for online classes
18 Oct - 16 Nov 2026: 18/10/2026 to 16/11/2026. Already registered before? Sign in and add subjects there.
ABOUT YOU
Surname * First name * Other names
Gender * Date of birth Your phone * Email
Choose - mm/dd/yyyy o 024123 456
Your school (SHS) Level * Programme *
Choose + Choose s
Parent or guardian Parent's phone
SUBJECTS
() English Language GHS 150.00 () Core Mathematics GHS 150.00
[ Integrated Science GHS 150.00 [ Social Studies GHS 150.00
Total: GHS 0.00
PAYMENT
® | will pay at the school office
Your student number and password are sent to your phone by SM ur subjects open when they are paid.

Figure 6.2: The registration form.

6.3 Adding students at the office

Students > Add student: fill in the form, tick the subjects, keep Create a login and
Send the login by SMS ticked. With Go to Receive payment ticked, the payment
page opens next.

Students » Import from Excel: download the template, fill one student per row (class
names and subject codes are on the last sheet), upload and check the preview, then
click Import.

22



@ Gold Coast Online = Gold Goast Online Academy 180ct-16Nov 2026 + @n® Dr. Ekow Odal,

Add a student Back to students
STUDENT
AR Syllabus Surmame First name Other names.
© Timetable
Gender Date of birth Phone Email
Teacher ratings
bed i Choose * mm/dd/yyyy =]
SLRERS School the student attends Photo
= Students S e.g. Accra Academy | choose File | No file chosen
GLASS
Add student Level Programme Class
Choose ¢ Choose ¢ | Pick from level and programme :

PARENT OR GUARDIAN

Name Phone

SUBJECTS FOR 18 0CT - 26

TEACHERS J English Language (GH O Core Mathematics (GHE150.00) (U Integrated Science (GHG150.00)  (JSocial Studies

[ Elective Mathematics neral Science} () Physics (G ral Science) [ Chemistr

B Teachers & staff

O Biology (G O Economics (Gl O eovernment (GH
O History (GHC:

O Financial Accounting {

s) [JGeography

(O Literature in English (¢

(O Business Management (GH

siness) () Cost Accounting

(+ Logout Create a login for the student portal

end the lain by SM:

Figure 6.3: Adding a student at the office.

6.4 A student's page

Click a student's name in Students » All students. The page shows the details, login,
attendance this session, subjects with fee and paid amount, scores and payments.

e Letin free: opens a subject without payment (scholarship). Click again to
remove.

¢ Remove: removes an unpaid subject.

¢ Add subjects: registers more subjects for this session.

* New password and Set status (Pending, Active, Inactive, Completed).

23



Q Gold Coast Online

© Timetable

#r Teacher rating

STUDENTS
= Students

All students

= Gold Goast Online Academy

Selorm Ackah

GCOAOD002 - SHS 16

Details.
Gender Male
Date of birth 02/08/20M
Phone 0542631783

Email

Home school Kumasi Academy

Level / programme SHS 1- General Science
Guardian Mr Tetteh Ackah 0207430877
Joined 06/09/2026 (o

Attendance this session 17 of 19 lessons (89%)

password +++eeees ©

Last sign-in: 01/11/2026 17:55

[send by SMS | New pass

Active =

18 Oct - 16 Nov 2026 +

Subjects in 18 Oct - 16 Nov 2026
Subject Fee Paid
Core Mathematics GHE150.00  GHE150.00
English Language GHE150.00  GHE150.00
Integrated Science  GHG150.00  GHE150.00
Social Studies GHE150.00  GHE150.00
Elective Mathematics ~ GHG120.00  GH(120.00
Physics GHE120.00  GHE0.00

Add subjects:
O cnemistry (GHE120.00) - [ Biology (GHE120.00)

Scores this session

Subject Class
Core Mathematics 25.00
Elective Mathematics 32.50
Payments

Receipt Date Method

RCT000146 20/10/2026 Mobile Money

« P

e payment | JEHS ‘ Back

Owing: GH(120.00

Access
[open ] Letin free
[open | Letin free
['open ] Letin free
[oper] Letin free
[open ] Letin free

fokpaid)  Let in free - Remove

Exam Total Grade
2500 F9

3250 F9

Amount  Status

GHE72000 EEED

Figure 6.4: A student's page.

6.5 Subject registrations

Students » Subject registrations has three tabs: By subject (how many registered, paid
and owing), Not paid (with SMS them a reminder) and Newest.
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Q Gold Coast Online

W Kesuis

MR Syllabus
© Timetable
fr Teacher
STUDENTS

X Students

@ Subject registrations

TEACHERS

B Teachers&

& Teacher

= Gold Goast Online Academy

Subject registrations

18 Oct -

By subject

16 Nov 2026

Not paid

Newest

18 Oct - 16 Nov 2026

+| ¢ P fonowl,

15 student(s) owe GH(5,730.00 © sMS them a
Student Class Phone Subjects Ouwing Since
Selorm Ackah S 1General 0542631783 Physics GH(120.00 20/10/2026
GCOoR00 Science
. SHS 2 General Core Mathematics, English Language, Geography,
Naa Aidoo GCOAD o oadssosens o e GHE540.00  20/10/2026
English Language, Financial Accounting, Integrated
Okai Ofori 6COA SHS 1Business 0275163507 0 GH(420.00 22/10/2026
Akpene Lamptey . .
SHS 3Business 0205877087 Business Management, Soclal Studies GH270.00 241102026
Pion oty EZZ;ZE"M' 0506747889  Elective Mathematics, Physics, Social Studies GH(G390.00  24/10/2026
Senyo Lamptey ::: 1 General 0544595274 Geography, Government, Integrated Science GH($390.00 25/10/2026
SHS3General (Lo Endlih Language, Geography, Government, Inegrated (oo oo
Arts Science
e SHS 3 General
Koina Mensal 0206607915 English Language GHE150.00  25010/2026
GCOA0OTIE Arts
Nana Boateng SHS1Genersl (0 agagy EEOnOMIcs, English Langusge, ntegraed Science, Sacial (o oo e
00026 Arts Studies
Cost Accounting, Financial Accounting, Inegrated
Pilakoute SHS 2Business 0263341230 B e GHC540.00  26/10/2026
02 Science, Social Studies
raba Asant St 2 General Elective Engiish Lanquage, Inteqrated

Figure 6.5: Students who have not paid.

6.6 Class lists and promotion

Students » Class lists prints a class, or the students of one subject, with phone

numbers or as a blank marks sheet.

Students > Promotion moves every class up a level at the end of the school year. Check

each line; SHS 3 classes go to Completed.
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Chapter 7
Online lessons

Scheduling, starting and recording live lessons.

@ Gold Coast Online = Gold Goast Online Academy 180ct-16Nov2026 ¢ B @ Msg HuaGhave

. W Schedule a lesson
given to you for 18 Oct - 16 Nov 2026. Students appear once their subject is paid

My classe:

R The subject

Dashboard

English Language English Language English Language
SHS 1 Business SHS 1 General Arts SHS 1 General Science
© How to use this
14 student(s) - 4 lesson(s) held 13 student(s) - 4 lesson(s) held 13 student(s) - 5 lesson(s) held
ACHING Next lesson: WASSCE question practice, Next lesson: WASSCE question practice, Next lesson: Extra revision class, 01/11/2026

02/11/2026 16:00 (CEEEIE) 04/11/2026 17:00 CEETED) 17:44 CEEED)

My classes 9 assignmentls) to mark 6 assignment(s) to mark 9 assignment(s) to mark

Online lessons [Lesson | [assic [auizzes
[ re s ( s [ st |
English Language English Language English Language
SHS 2 Business SHS 2 General Arts SHS 2 General Science

Gradebook 14 student(s) - 4 lesson(s) held 12 student(s) - 4 lesson(s) held 12 student(s) - 4 lesson(s) held
Next lesson: WASSCE guestion practice, Next lesson: WASSCE question practice, Next lesson: WASSCE question practice,

Res: 02/11/2026 18:00 EEIIED) 05/11/2026 17:00 EETEIE) 04/11/2026 19:00 I

6 assignment(s) to mark ent( ark 6 assignment(s) to mark

Syllabus

Timetable

fr Teacher ratings

COMMUNICATION

& Logout Gold Coast Online Academy - 18 Oct - 16 Nev 2026 Sobel LMS v100

Figure 7.1: My classes: each class and subject with its students and next lesson.

7.1 Scheduling a lesson

1. Click Teaching »> Online lessons » Schedule a lesson.
2. Choose the class and subject, type the topic, the date, start time and length.

3. Under Where, choose Google Meet, Zoom, Teams or Jitsi. Paste the meeting link;
your usual link from My profile is filled in. With Jitsi you can leave the link
empty and a free room is made.

4. Under Repeat, choose Every week to schedule several weeks at once.
5. Tick Tell the students by SMS if you want, and click Schedule.
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6 Gold Coast Online = Gold Goast Online Academy 180ct-16Nov2026 ¢ B @ Msg HuaGhave

Schedule an online lesson Back to lessons
Class and subject Topic
SHS 1Business - English Language ¢ || eq.Quadratic equations
Date Start time Length (minutes)
1/01/2026 O 06:00PM © 60
Where Meeting link
Online lessons
Google Meet ¢ | hitps://meet.google.com/48b-45ef-275
§ Attendance
Repeat Note for students (optional)
b Assignments Only once ¢ || eg. Bring your calculator
= Qui (O Tell the students by SMS (uses SMS credit)
Eenir
Res
Syllabus
© Timetable
oAy Teacher ratings
COMMUNICATION
(* Logout Gold Coast Online Academy + 18 Oct - 16 Nov 202€

Sobel LMS v1.0.0

Figure 7.2: Scheduling a lesson.

Tip: If the academic head has made a timetable, click Schedule my lessons for that
week on Teaching » Timetable to make the whole week's lessons at once, then set each
topic.

7.2 Holding the lesson

1. At lesson time open the lesson and click Start the lesson. The meeting opens in
a new tab.

2. Students see LIVE NOW and a Join button on their home page. Each student who
clicks Join is marked present.

3. After the lesson click End the lesson. Under Change the lesson, paste the
recording link so absent students can watch it.
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Q Gold Coast Online

@ Dashboard

@ How to use this system

TEACHING

Online I

Attendance

Qu

Gradebook

Resol

Syllabus

Timetable

Teacher ratings

= Gold Goast Online Academy

Extra revision class

English Language - SHS 1 Gen,

Jitsi (free, no account)

https://meet.jit.si/GCOARevision

ience - Miss Ei

0f51b77e (O

B Open the mesting ‘ Endt

ows students a

» Ghange the lesson

Gold Coast Online Academy + 18 Oct - 16

red "Live now

Nov 2026

18 Oct - 16 Nov 2026

Sunday 1November 2026, 5:44pm - 60 min

Attendance

Student

Selorm Ackah GO

Baaba Agbeko

Akua Agyerman GCOA

Kwabena Aido
Selorm Bentil &
Pokua Boateng G
Kafui Essel GC
Korkor Gbeve GCO,
Dzifa Gyasi GC
Esinam Koomson G
Dede Kpodo G
Dede Odloi GCOAQ!

Yoofi Sowah G

RVl students who clicked J

ARE= )

Joined

5:5%m

5:52om
s:48pm
5:45pm

5:46pm

5:48pm

oin are marked by the system.

s Efua Gbeve

All lessons

6 0f 13 present

Present

Sobel LMS v1.0.0

Figure 7.3: A live lesson with the students who joined.

Tick students present by hand if they joined another way, and click Save attendance.

Cancel lesson can tell the students by SMS.

7.3 Attendance

Teaching » Attendance shows every lesson of a class and subject this session, who

joined, and each student's percentage. Print it or save it to Excel.
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@ Gold Coast Online = Gold Goast Online Academy 180ct-16Nov 2026 + @n® Dr. Ekow Odal,
find 2p=ds nin 18 Oct - 16 Nov 2021
@ Dashboard SHS 18Busi Business Management s [rint |[€ v
e this system Student 2410 310 Present %

Baaba Acheampong v % 2 50
Efua Acheampong v x 12 50
Senyo Amegah v x 2 50

e Cp— Selorm Annan v v 272 100
Kojo Boateng v v 2/2 100

Atfendance Kofi Danso X v 1z 50

» ts Esinam Essel x v 12 50
Delali Fiagbe v x 12 50

= aui
Serwaa Frimpong v v 22 100

BB Gradebook Kojo Koomson v v 2/2 100

@ Results Baaba Kpodo v & 22 100
Ama Mensah X v 1z 50

& Resources Komla Odoi X v 2 50

mR Syllabus Jonad 2 9

© Timetable

#r Teacher ratings

* Logout Gold Coast Online Academy - 18 Oct - 16 Nov 2026 Sobel LMS v10.0

Figure 7.4: Attendance for a class and subject.

7.4 Timetable

The academic head plans each class's week in Teaching » Timetable: choose the class,
subject, day and times and click Add. The system refuses a time when the class or the
teacher is already busy. Teachers see My timetable.
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Chapter 8
Class work

Resources, syllabus, assignments and quizzes.

8.1 Resources

Teaching » Resources: choose the class and subject, type a title, choose the kind (notes,
slides, past questions, video, link) and either upload a file (up to 20 MB) or paste a
link. Tick for every class taking this subject to share it with all classes. Students

see how often it was opened.

e Gold Coast Oniine = Gold Coast Online Academy

Resources

Notes, slides, past guestions and

your students.
All my subjects $ | Allkinds s

B Engish Language: Video lesson
Video - English Language - all classes - Efua Gbeve - 04/10/2026 - opened 22 times
Watch before the next lesson.

[ ) h Language: WASSCE past questions

iestions - English Language - all classes - Efua Gbeve - 20/10/2026 - opened 42

B gngish Language: Notes
Notes - English Language - all classes - Efua Gbeve - 07/10/2026 - opened 13 times
Gradebook
Resources
Syllabus
Timetable

Teacher ratings

MUNICATION

Log out

180ct-16Nov2026 ¢ (& @ Miss Efua Gheve

Delete

Delete

Add aresource

Class and subject

SHS 1Business

Ofor every class taking this subject

Title

Kind

Notes

File (up to 20 MB)

Choose File | No file chosen

or a link (YouTube, Google Drive ...)

htps://

Short description

English Language ¢

Figure 8.1: Resources.

8.2 Syllabus

Teaching » Syllabus holds the topics week by week for a subject and level. Click Not
yet to mark a topic taught. Students see the syllabus in their portal.
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8.3 Assignments

1. Teaching » Assignments » Set an assignment: class and subject, title,
instructions, due date and time, marks, and whether late work is accepted. Attach
a file if needed.

2. Students hand in a typed answer or a file (e.g. a photo of their work).

3. Open the assignment to see who handed in. Type each mark and a comment and
click Save marks.

e Gold Coast Online = Gold Coast Online Academy 18 Oct - 16 Nov 2026 s (= @ Efua Gbeve

Exercise 1: answer questions 1to 5 | = ‘ B
English Language - SHS 1 General Science - due 28/09/2026 20:00 - out of 10.0 _

@ Dashboard
Answer all the questions. Show your working

1. Explain the main idea of the topic.
2. Give two examples
3. Solve the problem on page 12.

@ Hov

TEACHING

13 of 15 handed in

Student Handed in Answer Mark Comment

My answers: 1. The main idea s ... 2. Examples are

8§ Ationdance Selorm Ackah 2810920280054\ FARIEE o 7.00 Show more working
. My answers: 1. The main idea is ... 2. Examples are ... 3.
, Assignments Baaba Agheko 2810920261306 FATRIEE R 10.00 Read the notes again
Qui Akua Agyeman ot yet
My answers: 1. The main idea is ... 2. Examples are ... 3.
/ ;
atiateen Kojo Aidoo 2810912026 15:33 (RS 10.00 Well done
My answers: 1. The main idea is ... 2. Examples are ... 3.
Kwabena Aidoo  28/09/202617:10 ) & 5.00 Good work
Resoul Working shown below.
My answers: 1. The main idea is ... 2. Examples are ... 3.
Syllabus Selorm Bentll 28/08£2026:16:07 Working shown below.
My answers: 1. The main idea is ... 2. Examples are ... 3.
Timetable Pokua Boateng 28/09/2026 02119 Working shown below. 10.00 Read the notes again
My answers: 1. The main idea is ... 2. Examples are ... 3.

e gs 27/09/2026 22:43 w
¥ Teacher ratings Kafui Essel 109/ Working shown below, 8.00 Good work

My answers: 1. The main idea is ... 2. Examples are
Working shown below.

COMMUNICATION Korkor Gbeve 28/09/2026 1515

My answers: 1. The main idea is ... 2. Examples are
Working shown below.

(+ Logout Dzifa Gyasi 27/09/2026 23:32

Figure 8.2: Marking an assignment.

8.4 Quizzes

1. Teaching » Quizzes » New quiz: title, when it opens and closes, the time allowed,
the number of tries, whether to mix the questions and show the answers after it
closes.

2. Add questions: Multiple choice (tick the right option), True or false, or Short
answer (type the expected answer; separate other right answers with | ).

3. Click Publish. Students can start it when it opens.
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Q Gold Coast Online = Gold Goast Online Academy 180ct-16Nov2026 ¢ B @ Msg HuaGhave
Find a page Back to draft
W uvasiovary
Questions  Results (15)
@ How to use this system
TEACHING 1. Question 1: Choose the correct option. 2.0 mark(s) Add a question
A. Option one
£ My classes B. Option two Type Marks
C Option three Multiple choice (A-D) 9
®¢ Online lessons D. Option four
Edit
Question
Attendance
L2 ts 2. Question 2: Choose the correct option. 2.0 mark(s)
) A. Option one 4
‘= Quizzes B. Optiontwo )
C. Option three ®A
B Gradebook D. Option four o}
Edit
& Resources c
Syllabus . " P OD
BR Syllabus 3. Question 3: Choose the correct option. 20 mark(s
A Option one Tick the right answe
© Timetable B, Option two
C. Option three ‘Add question
W Teacher ratings D. Option four
Edit
Delete this quiz
4. Question 4: The statement in the notes is correct. 2.0 mark(s)
True or false - answer: True
Edit

Figure 8.3: Building a quiz.

Multiple choice, true/false and matching short answers are marked at once. Other
short answers wait for you on the Results tab: type the marks and click Save marks.
The Left page column counts how often each student switched away from the quiz.
Let retake removes an attempt so the student can try again.
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Gold Coast Online Academy 18 Ot - 16 Nov 2026 = @ M‘?ff‘"fa Gheve

@ Gold Coast Online

Test 1[0 ) o [ setings || Backto arart

English Lange SHS 16 min - § questions, 10.0 marks

@ uasnooary

Questions  Results (15)
@ Howtou
Student Ty  Started Handed n Score % Left page
TEACHING
Selorm Ackah 1 30/09/2026 20:06 30/09/2026 20:14 40/100QEED 40 0 Let retake
Sy o Baaba Agbeko 1 30/00/2026 11:41 30/09/2026 11:47 60/10.0CEED 60 4 Let retake
Online lessol Akua Agyeman 1 30/09/2026 09:01 30/09/2026 09:12 40/00QEED 40 0 Let retake
Kwabena Aidoo 1 30/09/2026 04:06 30/09/2026 04:18 40/100CEEDR 40 0 Let retake
Kojo Aidoo 1 30/09/2026 17:00 30/00/2026 7:15 80/100QEED 80 0 Let retake
Selorm Bentil 1 30/09/2026 10:34 30/09/2026 10:42 60/100CEED 60 0 Let retake
Quizzes Pokua Boateng 1 30/09/2026 2150 30/08/2026 22:07 80/100QEED 80 2 Let retake
debook Kafui Essel 1 30/09/2026 10:49 30/09/2026 11:04 80/100 80 0 Let retake
Korkor Gbeve 1 30/09/2026 1:58 30/00/2026 12:14 100/100 100 0 Let retake
Dazifa Gyasi 1 30/09/2026 2156 30/09/2026 2213 60/100QEED 60 0 Let retake
Syllabt Esinam Koomson 1 30/09/2026 16:57 30/09/2026 17:04 6.0/10.0CEED 60 0 Let retake
Timetable Kwadwo Koomson 1 30/09/2026 12:43 30/09/2026 13:00 60/100CEED €0 0 Let retake
eachor ratings Dede Kpodo 1 30/09/2026 12:57 30/09/2026 13:07 40/100QEEDR 40 0 Let retake
Dede Odoi 1 30/09/2026 18:36 30/09/2026 18:45 407100 40 0 Let retake
MUNICATION Yoofi Sowah 1 30/09/2026 03:02 30/09/2026 03:19 60/100QEED 60 0 Let retake

Announcemes

Excel / CS)

Figure 8.4: Quiz results.
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Chapter 9
Scores and results

9.1 Gradebook

Teaching » Gradebook: choose the class and subject. The column From work is the
class score worked out from marked assignments and closed quizzes (average
percentage x class weight). Click a figure to use it, or Fill empty class scores from
work for all. Type the exam scores and comments and click Save scores. Total, grade
and remark are worked out.

e Gold Coast Online = Gold Coast Online Academy 18 Oct - 16 Nov 2026 s 0= @ Miss Fua cheve

Gradebook

18 Oct - 16 Nov 2026 - class score out of 50, exam out of 50.

SHS 1Business - English Language B

# Student From work  Class (50) Exam (50) Total Grade Comment

1 Baaba Acheampong 400 | 40.00 40.00 E8Pass
W C

2 Efua Acheampong 10.0
Atehdohee 3 Senyo Amegah 200  20.00 20.00 F9Fs

4 Selorm Annan 375

5 KojoBoateng 5.0

6  AkosuaBrew 200 | 20.00 2000 F9Fs

7 Kofi Danso 325

8  Esinam Essel 35.0 3500 35.00 F9F

9 Delali Fiagb 5.0 1500 15.00 F9Fa
© Timetable RERAGN i

10 Serwaa Frimpong 250 | 2500 25,00 F9Fa
¥r Teacher ratings

1 Kojo Koomson 200
COMMUNICATION

12 Baaba Kpodo 200 | 20.00 20.00 F9Fal
 Announcements

13 AmaMensah 00
& o
B e 14 Komia Odoi 425

Figure 9.1: The gradebook.

9.2 Publishing results
1. Open Teaching » Results and choose a class. Each student's total and grade per
subject shows; a red dash means a missing score.
2. Click Result slips for the class to print, or the PDF icon for one student.

3. Click Publish results. Tick tell students by SMS to text them. Students then see
their results and print their slip. Take back hides them again.
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Q Gold Coast Online

TEACHING

£ My classes

Results

Syllab!

Timetable

Teacher rating

STUDENTS

Students

Subiect re

= Gold Goast Online Academy

18 Oct - 16 Nov 2026

< P o

SHS 1 Business s Result slips for the class || Excel/CsV |
Student MATH ENG I1SGI S0C BMGT cosT FACC Average
Baaba Acheampong 25F9 40¢e8 388 - 1379 380 305 [
Efua Acheampong 25F9 - 30F9 - - - 4507 333 0
Senyo Amegah 389 209 2079 35F9 2079 - 265 [
Selorm Annan 40€8 - 10F0 330 3070 5o - 255 [
Kojo Boateng - BF 1079 - 138 [
Akosua Brew 3079 2079 43e8 40€8 £ “ 331 [
Kofi Danso - 20F9 25 F9 40¢E8 4807 246 [
Esinam Essel - 35F9 28F9 25F9 50 C6 - 0Fg 275 [
Delali Fiagbe 15Fo o 5 S5Fo E 192 [
Serwaa Frimpong - 25F9 13 F9 - = 15 Fo 75 [
Kojo Koomson 38F9 - - - 109 - 4507 308 [
Baaba Kpodo - 20Fe 25F8 40€8 oFa - 213 [
Ama Mensah s - 15F9 - 2078 - 1275 [
Komla Odoi 25F9 - 10F9 - 4507 - 267 [
Okai Ofori - 30F9 33F2 313 R
A red dash means the subject is taken but has no score yet. Teachers enter scores in the Gradebook.
Online Academy - 18 Oct - 16 Nov 2026 Sobel LMS v1.0.0

Figure 9.2:

9.3 Teacher ratings

Results of a class.

Students rate each teacher from 1 to 5 on five points. Teaching » Teacher ratings shows
the averages and comments; names of students are never shown.
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Money
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Chapter 10
Payments

Receiving money, receipts, online payments and complaints.

10.1 Receiving a payment at the office
1. Click Payments » Receive payment and find the student by name, number or
phone.
2. Tick the subjects being paid for. The amount fills in; change it if less was paid.
3. Choose how it was paid (cash, Mobile Money, bank) and type the reference.

4. Click Record payment. A receipt number is made; print the receipt or let the
SMS go to the student.

- - e Taee T Dr. Ekow Od
e Gold Coast Online = Gold Coast Online Academy 18 Oct - 16 Nov 2026 s | C 9"@ ko Odol}

Receive payment

For subjects in 18 Oct - 16 Nov 2026. Paid subjects open for the student at once.
istrations
Selorm Ackah GCOAOD002 - SHS 1 General Science
romotion
Subject Fee Paid Owing

TEACHERS

Physics GH(120.00 GHE0.00 GH(120.00
B Teachers&s Amount received How paid Date
& Teachera 120.00 Cash B 11/01/2026 [=]
~ Subj Reference (MoMo D, slip no.) Note

PAYMENTS
SMS the receipt to the student

GEMEEEYISE  Another studen

& Receive payment

18 Oct - 16 Nov 202¢

Sobel LM$ v1.0.0

Figure 10.1: Receiving a payment.

Note: A subject opens only when its fee is fully paid. If less is paid, the money goes to
the ticked subjects from the top.
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10.2 Payments and receipts

Payments » Payments & receipts lists payments by date, with totals by method. Open a
payment to Print receipt or Reverse it (for example a payment recorded twice). A
reversed payment closes the subjects it paid, unless they are otherwise paid.

e Gold Coast Online = Gold Coast Online Academy 18 Oct - 16 Nov 2026 s | C 9"@ Dr. Ekow Odol,
Receipt RCT000267 [ETEEE) el
Dzifa Fiagbe - GCOAO0144
Amount GHE840.00 Subjects paid
TEACHERS
Paid by Oniine (Paystack
niine: (Paystack) English Language GHE150.00
B Teachers&s Reference T141D66083433
Core Mathematics GHE150.00
Paystack charges GH(16.38
& Teacher ic s B A Integrated Science GH(¢150.00
Date 24/10/2026 07:28
. Social Studies GH(150.00
e Session -
16:0ct =16 Nov:2026 Financial Accounting GH120.00
Recorded by Onii Paystack]
llng[Paystack) Cost Accounting GHE120,00

» Reverse this payment
B Payments & receipts

A Payment complain

9D Message history

 Announcements

® Chat

(» Logout

18 Oct - 16 Nov 2026 Sobel LMS v1.0.0

Figure 10.2: One payment.

10.3 Online payments

When the school's Paystack keys are saved in Settings, students pay from the
registration form or from My subjects in their portal. Paystack sends them back; the
payment is checked with Paystack and recorded at once, the subjects open and the
receipt goes by SMS. Payments of students who closed their browser are confirmed by
the system every few minutes.

10.4 Payment complaints

A student who paid but whose subjects did not open uses Payment problem? on the
school's page. Payments » Payment complaints lists them.

1. Open the complaint. If there is an online reference, click Check the reference
with Paystack: if Paystack confirms it, the payment is recorded and the
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complaint resolved.
2. If the money came another way and you have confirmed it, keep Record as paid
ticked and click Resolve.

3. Otherwise type the reason and click Reject. The student gets an SMS either way.

- , Fnizms T Dr. Ekow Odoi
e Gold Coast Online = Gold Coast Online Academy 18 Oct - 16 Nov 2026 e @"Q 2 Beowodel.

Payment complaints

s who paid but whose subjects did not open. Form: fcomplaint.php?s=GCOA

Open B
Ticket Name Phone Amount  Paid on Reference Status
TKT00001 Ekua Tsikata 0207039150 GHE270.00 31/10/2026 27420629753 [open]
1

D Message history

w  Announce!

®, Chat

(* Logout Gold 18 Oct - 16 Nov 2026 Sobel LMS v10.0

Figure 10.3: Payment complaints.
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Chapter 11
Revenue and teachers' share

Payments » Revenue & teachers' share shows, for the session: money received, still
owed, the teachers' share, Paystack charges and what is left for the school.

e Teachers' share: for each teacher, the fees paid by the students they teach, the
share percentage and what the teacher gets, with their mobile money number.

¢ By subject: paying students and fees per subject.

e By day: payments each day.

e Gold:Coast ORile = Gold Coast Online Academy 18 Oct - 16 Nov 2026 s | C @"Q E”[E““Vf 9}‘?‘_
Revenue & teachers' share
18 Oct - 16 Nov 2026 - usual teacher share 40% (change it in School settings, or per
[Eme—
Received Still owing Teacl hare Paystack charges Left for the school
5 applications
& Teacher applications GHC110,070.00 GH(C5,730.00 GHC45,168.00 GHC872.24 GHC64,029.76
s su allocation
Teachers' share  Bysubject By day
PAYMENTS
Teacher Subjects Students Lessons held Fees of their students  Share % Teachergets MoMo
& Receive
Miss Adwoa Brew Core Mathematics 80 23 GH$12,000.00 40 GH(4,800.00 0208164310
B Paymeni s Mrs Enyonam Adzraku  Social Studies 79 24 GHC11,850.00 40 GHC4,740.00 0243226392
Miss Efua Gbeve English Language 76 25 GHC11,400.00 50  GHCS5,700.00 0548034116
A Payment complaints 1
Mr Okai Kpodo Integrated Science 76 24 GHE11,400.00 40 GHG4,560.00 0274544613
R &teachers' sh...
lu  Revenue & teachers' sh. Ms Ewurama Tetteh Gore Mathematics @ 12 GH(6,150.00 40 GHC2,460.00 0509383866
COMMUNICATION Mr Kobina Arthur English Language 39 9 GHES5,850.00 40 GHE2,340.00 0246267519
Ms Esi Gbeve Integrated Science 39 12 GHE5,850.00 40 GHG2,340.00 0577104540
© Send SMS
Mr Yao Boateng Social Studies 39 12 GHC5,850.00 40 GHG2,340.00 0206760870
3 age history Mr Ebo Ankrah Financial Accounting 34 6 GH(4,080.00 40 GHC1,632.00 0506516702
A Mr Nana Sarpong Cost Accounting 34 6 GH(4,080.00 40 GHE1,632.00 0249804560
Mr Ekow Acheampong  Business Management 33 6 GH(3,960.00 40 GHG1,584.00 0265838679
@, Chat
- e Mrs Ekua Tsikata Biology 31 6 GH(3,720.00 40 GHC1,488.00 0267324942
Mr Okai Lamptey Chemistry 29 5 GH®3,480.00 40 GH(1,392.00 0571260965
Mr Osei Acheampong ~ Elective Mathematics 27 6 GH(3,240.00 40 GHC1,296.00 0548745989
Mr Kweku Adzraku Physics 27 5 GHC3,240.00 40 GHC1,296.00 0247975742
Ms Sena Bentil Economics 26 [ GHE3,120.00 40 GH(1,248.00 0572514535

Figure 11.1: Revenue and teachers' share.

Tip: A teacher's own share percentage is set on the teacher's page; otherwise the
school's usual share in Settings is used.
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Part 7

Communication
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Chapter 12
Messages, notices and SMS

12.1 Announcements

Communication » Announcements: a notice for everyone, students or staff, for one
class or one subject, until a date. Students see notices on their home page. Teachers
post to their own classes.

12.2 Sending SMS

Communication » Send SMS: choose who (all students, a class, students of a subject,
students who owe, new students who have not paid, teachers, or typed numbers). Use
{name}, {balance}, {session} to personalise. Count recipients shows how
many SMS units it will use.

e Gold Coast Online = Gold Coast Online Academy 180ct-16Nov2026 ¢ € é@ Dr. Ekow Odal,
d SMS =3
MS units left: O —
sendto Gategory Start from a template
PAYMENTS
All students s General s||- :

& Receive payment

(0 send to the guardian's phone instead
B Payments & receipts Message

A Payment complaints (1

lu  Reve teachers' sh...

COMMUNICATION

© SendSMS
D Message history
« Announcements

® Chat

Gold Coast Online Academy - 18 Oct - 16 Nov 202€ Sobel LMS v1.0.0

Figure 12.1: Sending an SMS.

Communication » Message history lists every SMS sent and lets you change the
wording of automatic messages.
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12.3 Chat

Communication » Chat holds private messages. Teachers write to their students and
colleagues; students write to their teachers and the school office.
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Part 8

For students
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Chapter 13

The student portal

Students sign in with their student number. The menu is across the top; on a phone
the main pages are at the bottom.

@ Gold Coast Online Academy

Home My subjects Lessons Resources  Assignments  Quizzes  Results  Timetable  Rateteachers Messages (1)  Help

Hello, Selorm

SHS 1 General Science - 18 Oct - 16 Nov 2026

You still owe GHE120.00 for subjects this session. Those subjects open when paid.
EEmEy EnolishLanguage: Extra revision class =
Miss Efua Gbeve - 5:44pn
Coming lessons Work due
Integrated Seience - WASSCE question practice Tue 3 Nov Quiz: Test 2 - English Language
Mr Okai Kpode 4:00pm Open until 03/11/2026 17:54

lematics - WASSCE question practice Tue 3 Nov Quiz: Test 2 - Core Mathematics
Brew 7:00pm Open until 03/11/2026 17:54

uage - WASSCE question practice ‘Wed 4 Nov Quiz: Test 2 - Integrated Scienc
e 4:00pm Open until 03/11/2026 17:54

[

Social Studies - WASSCE question practice Wed 4 Nov Quiz: Test 2 - Social Studies
Mrs Enyonam Adzraku 5:00pm Open until 03/11/2026 17:54

All lessons - Timetable Exercise 2: practice questions - English Language

Due 06/11/2026 17:54 - handed in

Exercise 2: practice questions - Core Mathematics
Due 06/11/2026 17:54

= -+ rase "

Figure 13.1: The student's home page with a live lesson.

13.1 Home

Lessons in the next three days, a red LIVE NOW box with Join when a lesson has
started, work due soon and school notices. If money is owed, a box shows the amount
with Pay now.
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@ Gold Coast Online C 2

Hello, Selorm
SHS 1 General Science - 18 Oct - 16 Nov 2026

You still owe GHE120.00 for subjects this
session. Those subjects open when paid.

English Language: Extra revision class
Miss Efua Gbeve - 5:44pm

Coming lessons

Integrated Science - WASSCE Tue 3 Nov
question practice 4:00pm
Mr Okai Kpodo

Core Mathematics - WASSCE question Tue 3 Nov
practice 7:00pm
Miss Adwoa Brew

English Language - WASSCE questionWed 4 Nov
practice 4:00pm

Miss Efua Gbeve

Social Studies - WASSCE question Wed 4 Nov

practice 5:00pm
Mrs Envonam Adzraki
~ | [ 2 a

Home Lessons Work Subjects More ®

Figure 13.2: The student portal on a phone.

13.2 My subjects

The subjects registered this session and whether each is paid. Tick the unpaid ones
and click Pay now to pay with Mobile Money or card. Add subjects registers more
while registration is open. Receipts are listed below.
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@ Gold Coast Online Academy

Home My subjects Lessons  Resources  Assignments

My subjects

18 Oct - 16 Nov 2026 - SHS 1 General Science - General Science

Registered this session
Subject
Gore Mathematics
English Language
Integrated Science
Social Studies
Elective Mathematics

Physics

To pay: GHG120.00

Online payment is nat available. Pay at the schoal office or call 0573200712, and your

subjects will be opened.

Teacher
Miss Adwoa Brew
Miss Efua Gbeve

Mr Okai Kpodo

Mrs Enyonam Adzraku
Mr Osel Acheampong

Mr Kweku Adzraku

Paid but your subject did not open? Report a payment problem

My payments

Receipt Date
RCT000146 20/10/2026
RCT000002 21/09/2026

Session
18 Oct - 16 Nov 2026

18 Sep - 17 Oct 2026

Quizzes

Fee
GH(150.00
GH(150.00
GHE150.00
GH(150.00
GH(120.00

GH(120.00

Amount
GH(720.00 receipt
GHE980.00 receipt

Results  Timetable  Rateteachers  Messages (1)  Help

Add subjects

2
5
B
&

GH(120.00
GH(120.00

(0 Chemistry electiv
() Biology elestive

B
B

Add the ticked subjec

HE B
HELE

B
i

notpaid

13.3 Lessons

Figure 13.3: My subjects.

Coming and Past lessons of paid subjects. Join opens 15 minutes before the start. Past
lessons show if you were present and a Watch recording button when the teacher

added one.

13.4 Resources, assignments and quizzes

¢ Resources: notes, slides, past questions and videos, and the syllabus.

» Assignments: open one, type the answer or choose a file, click Hand in. You can

change it until it is marked.
e Quizzes: click Start the quiz. A clock shows the time left; answers are saved as
you go and sent when the time ends. Do not leave the page: each time you leave,

your teacher is told.
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@ Gold Coast Online Academy

Home My subjects Lessons Resources  Assignments — Quizzes  Results  Timetable  Rateteachers  Messages ()  Help

< All quizzes
Test 2

English Language - 20 minutes - 01/11/2026 16:54 to 03/11/2026 17:54

5 questions. When you click Start, the timer begins and cannot be paused. Your answers are saved as you go and sent when the time ends.

Do not leave this page during the quiz. Each time you switch to another app or tab, it is counted

Start the quiz

Gold Coast Online Academy - 0573200712

Figure 13.4: Starting a quiz.

13.5 Results, rating and messages

Results shows each published session with a Result slip to print. Rate teachers
asks five questions about each teacher; your name is not shown. Messages is a
private chat with your teachers and the office.
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S .
@ Gold Coast Online Academy CR 2t ke

Home My subjects Lessons  Resources  Assignments — Quizzes  Results  Timetable  Rateteachers  Messages (1)  Help

Results

18 Sep - 17 Oct 2028 *
‘Subject Class (50) Exam (50) Total Grade Teacher's comment
Core Mathematics 375 36.0 73.5 B2 Very good Can do better
English Language 275 39.0 66.5 B3 Cood Keep it up
Integrated Science 200 230 43.0 Can do better
Social Studies 30.0 220 52.0 C6 Credit Can do better
Biclogy 10.0 36.0 46.0 D7 pass Keep it up
Elective Mathematics 40.0 25.0 65.0 B3 Good Excellent work
Physics 325 31.0 83.5 CA4 Credit
Average 58.5

ast Online Academy - 0573200712

Figure 13.5: Results.
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Part 9

Reference
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Chapter 14
Checklists and questions

14.1 Start of a session
1. Add the session and make it current; open registration.
2. Check subject fees.
3. Carry last session's students, or let them register again.
4. Check subject allocation and the timetable.
5.Send an SMS to students with the school's page link.

14.2 End of a session

1. Teachers finish marking and enter exam scores.
2. Check results for each class; publish and SMS students.
3. Print revenue and teachers' share; pay teachers.

4. Close registration.

14.3 Common questions

Question Answer

A student paid but the subject is Check the payment on the student's page. If it is an

closed. online payment, open the complaint and click Check
with Paystack. Otherwise receive the payment at the
office.

A student cannot see a lesson. The subject must be paid (or let in free) and the

student must be in the class of the lesson.

The Join button does not show. It shows 15 minutes before the start, or once the
teacher clicks Start the lesson.

A teacher cannot see a class. Give the teacher that class and subject under Subject
allocation.

A student lost the password. Forgot password on the sign-in page, or Reset in Users
& logins.

Wrong payment recorded. Open it in Payments & receipts and click Reverse with
areason.
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14.4 Glossary

Word

Meaning

Session

The period students pay for and study in: a month, a vacation or a
term.

Registration

A student taking a subject in a session. Open when paid or let in
free.

Allocation Which teacher teaches which subject to which class.

Class score The part of the total from class work; worked out from assignments
and quizzes.

Share The part of the fees paid by a teacher's students that goes to the
teacher.

Paystack The payment service for Mobile Money and card payments.
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