
 

 
Xendirect Administration Module Layout 

 

1. Please open your preferred web browser and go to the following URL: 
https://laguardia.xendirect.com/login  
 

2. You will see the login screen as listed below where you can enter your credentials. 

 



 
 
3. Once you logged in successfully you will see the Xendirect first the Home option and on top right side advance and profile settings 

 

a. The Home menu page contains all the additional sections that will be available to you regarding student and course entries. 
i. Depending on your user rights the left menu options will be available to you. 

b. Profile settings allow you change features related to your account. 
c. Advanced Features grants you access to additional features such as Add Assignments or Send E-mails. 

i. Depending on your user rights the advanced feature options will be available to you. 
 

 

 

 

 

 

 

 



4. The next menu option is the Client section. Please note that Clients are the Students entered in the system. 
 

 

 

a. The client section is used to search all the students, attendance, case notes, course work, employment, goals/achievements and 
skills profile. 

b. Filters can be used to narrow down student searches 

 

 

 

 

 



5. The next menu option are the Companies entered the system.  

 

 

a. The company section is used to search companies, contracts and notes. 
b. Filters can be used to narrow down companies searches 

 

 

 

 

 



6. The next menu option is the Services section where you can find all the courses and sections entered in the system.  
 

 

 

a. The services section is used to search courses, sections, count book and proposed courses. 
b. Filters can be used to narrow down courses searches and their sections. 
c. The services section has subcategories that are used to narrow down courses further, but not all subcategories are in production 

are therefore might be blank as they may not be used. The primary sections that are used under Services are Courses and 
Sections. 

 



7. The next menu option is the Financial section where you can find all student payments. 

 

a. The financial section is used to search invoices revenues, expenses, closeout deposits, previous deposits, discounts and payroll. 
b. Filters can be used to narrow down payment searches. 
c. The payment section has subcategories that are used to narrow down or access different payment features further but not all 

subcategories are in production and therefore might be blank as they may not be in current use.  
d. This section is only available to selected groups. 

 

 



 

8. The next menu option is the Staff section where you can find instructors contact information and who have access to the instructor 
module Quicktools. 

 

a. The staff section is used to search staff instructors, certifications, development and notes/log.  
b. Filters can be used to narrow down payment searches. 
c. The staff section has subcategories but not all subcategories are in production and therefore might be blank as they may not be 

in use.  
d. This section is only available to selected groups. 

 



9. The next menu option is the Insight section where you can find all reports and dashboards related to your program.  

 

a. The report section is divided by program where by selecting the program you will be able to see the reports available. 
b. The filter option can be used to narrow down report searches. 
c. This section and specific reports are only available to selected groups. 

 

 

 



10. The final menu option is the selects section which manages features in the system.  

 

a. This section is only available to selected groups. 

 


