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[bookmark: h.gjdgxs]How do I get a premium educator Venngage account?
The SLI project has a project-wide license for Venngage which entitles all participating educators as well as their students to “premium” features in Venngage. 
If you do not yet have a Venngage account:
Step 1: Send your email address to Joseph.Polman@Colorado.edu. You will then be sent an email when added as an educator onto the SLI account. 
Step 2: Follow directions on the email. Go to https://venngage.com, and login.
If you already have a Venngage account:
Step 1: Send Joseph.Polman@Colorado.edu the username of your existing Venngage account (which is probably your email address), letting him know you already have an account. When your account is converted, you will then be sent an email when added as an educator onto the SLI account.
Step 2: Follow directions on the email. Go to https://venngage.com, and if you were already logged in to the system, log out and then log back in. 
 
How do I add students to my education account?
Step 1: Go to the My Account page using the Account dropdown on the upper right
[image: http://d33v4339jhl8k0.cloudfront.net/docs/assets/569ed515c6979143615609f4/images/56c7448fc697915005a72df7/file-xaR3rm7Kjw.png]
Step 2: Click on the My Class tab on the left to view your class's page
[image: http://d33v4339jhl8k0.cloudfront.net/docs/assets/569ed515c6979143615609f4/images/56c74531c697915005a72e7f/file-URuGhvFvT8.png]Step 3: Add your student's email using the text box and click on Add Class Member. You can add new users or existing users. New users will receive an email with a link to create an account. Existing users will automatically have their accounts upgraded to Premium. (Existing users will need to log out and log back in to see the changes)

Note: If students have been entered into multiple classes using the same email, they may not be accepted. Teachers will have to delete students from prior classes before entering them into a new one. 
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If you have lot of students and need help adding them to your class, you can send Venngage a spreadsheet with the emails which they will add for you. Please send email to support@venngage.com or use the Contact Us link on the website.

Step 4: Instruct students to log on to their emails and click the link to Venngage
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