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1. Select Manage Documents.
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MyTutor Admin Panel

Navigate the MyTutor Admin Panel efficiently. Here's a quick overview
of the main features and functionalities to help you manage your
courses, documents, conversations, users, and logs effectively.

B Manage Documents © Manage Courses & Conversations

Upload, view, and organize course
materials efficiently

« View and search documents
uploaded to your courses.

Access and madify course information,
system prompts, and assignments.

+ View and search assigned courses
in the courses table

Monitor and analyze student interactions
with the Chat AP®

« View conversations from the Chat
APP for assigned courses

2. Select Add Web Page.
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3. Enter display name.
.

Add New Document from URL

Display Name.

URL

https://example.com

Course

Select Course

Select Sections

Select sections

Add Web Page.

4. Copy and paste the URL.

Add New Document from URL
Display Name
Introduction to Business

A forthi

URL

Course

Select Course

Select Sections

Select sections

Add Web Page



https://employees.senecapolytechnic.ca/people/an-nguyen2
https://employees.senecapolytechnic.ca/people/anh-lam

5. Select the course you want to add the web page to.

Add New Document from URL
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Add Web Page

6. Select the course section. Note: You can select multiple sections at once to upload

the same files across them.

Add New Document from URL

e system

Add Web Page
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7. Select Add Web Page to confirm.

Add New Document from URL

Display Name

s web page that will be displayed in the system

Select sections

Note: Once the file is uploaded, its status will appear as yellow while it is being processed in
the background. The file will not be used by the system until the status changes to green.
This process may take between 5 to 15 minutes, depending on system activity.
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