How To Create a School Account On The Institute

An Institute Guide for Instructors
(Time to complete 10 min or less)

This guide is intended to help instructors create a new account and setup an online presence on the
institute for your school. In this guide you will add an account for your school and associate it to your
personal Institute account. Using the institute as a part of your digital presence will help provide you
and your students with a way to communicate and grow in the art.

To get started, this guide assumes you have a personal account and a subscription already. (A
subscription is required if you want to upload videos.) If not, and you are a studio owner, contact
Headquarters to find out how you can get free subscription access. You can use the instructions in Step
1 to create your personal account, then repeat Step 1 for your school account.

STEP 1: Create a New School Account

In this step, you will create an account using your school name. This is optional but creating one will
allow you to separate your personal account from your school account so you can manage visibility as
needed. (You may want to share videos with your seniors as a result of an assignment and not make
those visible to your students.) You will want to use your school name as the account name.

e Open your browser and navigate to https://www.soobahkdoinstitute.com
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e Inthe upper right-hand corner of the page, you should see a “Signup now” link right next to “Log
in” (If you are already logged in, hover over “Hello, [your username]”, which will be shown
instead of “Sighup now | Login”. You will see a short menu where you can click “Logout” at the
bottom of the list.)


https://www.soobahkdoinstitute.com/

Signup now | Log in

Subscriptions | Upload |

Click “Signup now” and you will see a page that will give you an option to login or Register

Account Login

Username or email address:

Password:

Remember my login information  Forever v

Forgotten your password? No account yet?

Reset your password Register now

If you are having trouble remembering your username you can try searching for it in our members directory.

Join Soo Bahk Do
Institute!

L*)
/As a member you will be able to...

Connect with friends
9 Make new friends
& Upload and share video, audio and pictures
&3 Create your own blog
9 Customize your personal profile
© and more!

So what are you waiting for? Register now to
begin, it's fun and it's FREE!

Signup and Join Us!

© Activate Your Institute Account

© Become a U.S. Federation Member
0 Activate Your Text Messaging System
W Launch a Certified Teaching Program
@ Apply For Instructor Certification

@ Apply For Studio Certification

Click “Register now” and you will see a page that allows you to fill out your information

you will want to use your school’s name)

. (Note:

Create your account:
Account Details:

Username: Password: min. 6 characters

@ Show password

Personal Details:

First Name Last Name
Email address Date of Birth
mm/dd/yyyy
Country Zip Code
United States v

Are you a Federation Member/Student?

Please select one.
Federation members may be eligible for discounts.

| agree to the Soo Bahk Do Institute terms of use.

Signup and Join Us!

© Activate Your Institute Account

© Become a U.S. Federation Member
© Activate Your Text Messaging System
@ Launch a Certified Teaching Program
© Apply For Instructor Certification

© Apply For Studio Certification

Fill out your information, agree to the terms of use, and click the “Register now” button at the
bottom.

o Note: the username and email address must be unique. You will get an error if that

username or email address has already been used.



e You have now completed registration and should see a page showing you have logged in.
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e You will receive an email to validate your email address within 24 hours. You may need to look
in your spam/junk folder just in case. If the confirmation email was sent to your junk/spam
folder, make sure to mark it as not junk so you will receive future emails in your inbox.

e Click the link in your email to complete the registration.

Step 2 — Link Your School Account to your Primary Account
This step will show you how to associate your school account to your personal/private account.

e If you are logged into the institute with your school account, log out by hovering over “Hello,
[your username]”, which will be shown instead of “Signup now | Log in”. You will see a short
menu where you can click “Logout” at the bottom of the list.



Login to the site using your personal/primary account info.
Hover over your username in the top right corner of the page to bring up the account menu.
Click on “Switch Profiles”

Switch Profiles

|

You will see a Profiles popup that will show you the accounts that are managed by your current
login.
If your school account is not already associated, click the “Manage Profiles” button.

Profiles *

Switch between accounts managed by this profile.

You do not manage any accounts from this profile.

£ Manage Profiles

You will see a page that shows the accounts that your profile manages as well as a way to link an
existing account. Type in your school’s account name and password and click “Submit Query”.



Manage Profiles

Username Full name Actions

You do not manage any accounts from this profile.
Link an existing account:
Enter the login details for the account you would like to manage. Once the account is linked, you will only have access to it from your account * ", You can
unlink the account at anytime.
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Important information about linked accounts

Linked accounts will only be accessible by switching profiles from within your master account * *. You will no longer be able to log in directly to the account.
Friends, friend requests, messages and all other dala is separate from your master account. Friends will only have access to content you have shared with them from
the account they are friends with.

The linked account will have access to the same subscription-only content your master account has.

You will see a confirmation pop up. Verify you are logged into your primary/personal account

(the account name will be in parentheses) and click “Ok”.

Are you sure you want to proceed?

The account you are currently logged into ( ) will become your master account. If you

wish to use a different account as your master account please log out and log in to that accaunt.

Cancel ﬂ

Next, you will see the Manage Profiles page again with a confirmation message at the top and

your school account listed. You will also see your primary username, name, and other
information.

You are now the primary manager for this account

Manage Pl’ofi |eS £ Return to all managed accounts
YourSchoolAccount
Username Name Primary Manager @ Actions
Yes x @

:
Convert this profile back to a normal user.

All managers will be removed and the profile will become an independent user again.

You can now switch between your primary/personal account and your school account!




e To do so, just open your account menu again by hovering over your name in the upper right-
hand corner of the page and click “Manage Profiles”.

Switch Profiles

e You will see your profiles menu. Click on your school’s account name and you will switch to that
profile.

Profiles

Switch between accounts managed by this profile.

YourSchoolAccount

/> £+ Manage Profiles

e You can verify which account you are using by looking at the upper right-hand corner of the
page. After switching to your account, the name displayed on the upper right-hand corner of
the page should be the school account’s.

YourSchoolAccount

e You can always switch back to your primary/personal account by repeating the last three steps
or by clicking the “Switch Back to...” at the top of the page.



You are now using the site as YourSchoolAccount. [ESIGERsE 8] i‘ yourname
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* Now you can manage content for two different accounts (personal or school) with just one
login!

Updating Your School’s Profile Picture

After creating and associating your school account, you will want to add your school logo or personal
photo as the profile image to make it easy for your students to find your school’s content.

e Hover over your school’s username in the top right corner of the page to show the account
menu.

e C(Click on the “My Profile” option in the menu

iLi144) & Invites (0)

%

My Profile
Pending Moderation
Pending Owner Input

Logout

e Now, you will see your profile page where there are several options to manage your profile. For
now, we just want to focus on your logo/picture.

e C(Click on the picture icon to the left of your name. (When you hover over it, a blue button will
appear that says “Edit picture”.)
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e You will be presented with a popup that has a button that says, “Select profile picture”.
e Once you click that, select the logo or picture from your files that you want to use.
o When you select the image, the popup window will let you size or crop the image to fit.

@ Changeimage 'O Resetimage

e Now, just click “Save” and your profile picture will be updated.
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