
 

 
Instructor Quicktools Dashboard  

 

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

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 Quicktools Dashboard Home page option and on top right side the log out option. 

  

a. The Dashboard Home menu page contains all the additional sections that will be available to you regarding the course you will 
be teaching and registered students. 

b. The sections will also contain additional tabs on the center of the page. 
i. Courses/News tab: This will list the courses you recently have been assigned. 

ii. Instructions tab: Currently not available. 

 

 

 

 



4. The Course List section will list past, current and future courses you will be teaching. 

 

a. You can select past courses by changing the option to Select range. 
b. The sections will also contain additional tabs on the center of the page. 

i. Courses tab: This will list the courses you recently have been assigned. 
ii. Instructions tab: Currently not available. 

 
 
 
 
 
 
 
 
 
 
 



5. When you select the course you will be teaching you will open an additional menu that allows 

 

a. The specific courses will also contain additional tabs on the center of the page. 
i. Enrollments tab: This will list the courses you recently have been assigned. 

ii. Reports tab: This will contain all the reports regarding rosters, progress and attendance. 
iii. Grades/Hours/Notes tab: This option will allow you to enter grades and notes for each student. 
iv. Daily Attendance tab: This will allow you to manage daily attendance. 
v. Instructions tab: Currently not available. 

 

 

 

 



6. The News section is a message board that contains information related to the entire college or specific courses. 

 

a. The sections will also contain additional tabs on the center of the page. 
i. News tab: This will list information updates from Administrative staff. 

ii. Instructions tab: Currently not available. 

 

 

 

 

 

 

 



7. The News section is a message board that contains information related to the entire college or specific courses. 

 

a. The sections will also contain additional tabs on the center of the page. 
i. Proposal tab: This will list any proposed courses you have submitted to the Administrative staff. 

ii. Submit Proposal tab: Will allow you to submit course ideas that your are interested in teaching or should be included 
with the current courses you are teaching. Once you press submit the course will be proposed to administrative staff for 
review. 

iii. Instructions tab: Currently not available. 



8. The Documents section allows to upload content for the course which can be shared with students. 
 

 
a. The sections will also contain additional tabs on the center of the page. 

i. View Documents tab: This will list any upload documents that you have submitted for the course. 
ii. Upload Documents tab: Will allow you to upload course documents with the option to share with students or use the 

view documents tab to share it at a later time. 
iii. Instructions tab: Currently not available. 

 

 

 



9. The Change Password section allows to change your accounts password. 

 

a. The sections will also contain additional tabs on the center of the page. 
i. Change password tab: This will allow you to change your account’s password. 

 If you change your password and are unable to login you can try the forgot password option at the login screen. 
ii. Instructions tab: Currently not available. 

 

 

 

 

 

 



10. The Edit Profile section allows to update your profile contact details. 

 

a. The sections will also contain additional tabs on the center of the page. 
i. Edit Profile tab: This will allow you to change your account’s profile information. 

ii. Instructions tab: Currently not available. 

 

 

 



11. The Help section will directly take you to the Xendirect support web page https://xenegrade.kayako.com/.  

  

For further info, please visit the Xendirect Knowledge Base page: 
 https://xenegrade.kayako.com/article/336-accessing-quicktools  

 


