
Induction Coach
Digital Account User Guide

Accessing Your Digital Account
1. In your browser, navigate to https://induction.fcoe.org/

2. Click Log In under Digital Account Login

3. To log in, enter your school email address and password.
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4. Upon successful login, you will be taken to your dashboard.

First Time Log In
1. Using the provided one-time-login link in your welcome email, you will be directed

to set a new password for your account. Enter a new password in the two fields
and click Save.

2. A confirmation message will appear at the top of the page stating that your
changes have been saved.
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Forgot Password
1. If you have forgotten your password, use the link at the bottom of the login

screen: “Forgot Password? Click Here”

2. Enter the email address that is associated with your account. Click e-mail new
password, and a new one-time-login link will be provided.

3. You will receive an email from the website that contains a one-time-login link.
Click or copy and paste the provided link. The exact URL will vary – this example
is in Outlook.
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4. Enter the New password in the two fields and click Save. A confirmation
message will appear at the top of the page stating that changes have been
saved.
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Viewing Participating Teacher Activity
1. From your dashboard you can access upcoming monthly logs for all respective

Participating Teachers. Click on a participating teacher's name to view their
dashboard and program requirement activity.

2. To return to your dashboard click Dashboard in the main site menu at top right.
When viewing an assignment, use the “Return to your Dashboard” shortcut, or
click Return to User’s Dashboard to return to that Participating Teacher’s
dashboard.
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Uploading a Monthly Collaboration Log & Receiving
Feedback

1. A blank Monthly Collaboration Log can be obtained from the Resources page. A
Monthly Collaboration Log may be downloaded as a Word or Google Doc.

2. To submit a completed Monthly Collaboration Log, from your dashboard click on
the Monthly Log for the teacher that you would like to upload a log for.
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3. If you want to view more than the upcoming three on your dashboard, including
history, click on a participating teacher's name to view their dashboard. Then
select the Monthly Logs tab on their dashboard.
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4. On the right side of the page is the Assignment Submission area. Select Upload
Document and provide your completed monthly log document.

5. Then click the Submit button to complete your submission.
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6. After submission, you will see a confirmation message displayed at the top of the
page. The document will now be listed under Submission History and the
status of the assignment will update.

7. If your document has been reviewed and additional evidence is needed, it will
have red color indicators and state Additional Evidence Needed on your
Dashboard. Click on the assignment title to view comments provided by your
reviewer.
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8. If your log is marked as “Additional Evidence Needed”, resubmission will be
necessary. Reflect upon the feedback provided and re-upload by the given date.
Use the same Assignment Submission area on the right side of the page as
before to set this monthly log for review again.

9. Once your log has been approved by your reviewer, you will receive an email
notification with your reviewer’s comments. You can also see your reviewer’s
comments in your digital account by navigating from your dashboard.
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