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Overview

Tulsa City of Learning is a free, interactive platform connecting youth and families to
high-quality camps, clubs, and after-school activities. Visitors to Tulsa City of Learning
can explore and enroll in a variety of programs—from STEM to sports, leadership to
literacy, and everything in between—available in their neighborhood and across Tulsa.

As a partner of Tulsa City of Learning, you are helping build an essential resource for
youth to experience one-time and ongoing expanded learning programs throughout the
year. Inputting your organization and program data in the Tulsa City of Learning database
will not only keep the family-facing platform up to date but also will generate insights into
your programs’ enrollment.

The user manual that follows will show you how to log in, create and edit your programs,
add and remove users from your organization, and submit help tickets. Follow the manual
from start to finish, or refer to the Table of Contents to find a specific process.

This user manual is intended for partners of Tulsa City of Learning, a joint initiative of the Opportunity Project and Tulsa
Public Schools. The manual will be updated and distributed to partners periodically.
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Log in to Tulsa City of Learning

New users will receive an email from the Opportunity Project to create a password and
then log in to Tulsa City of Learning. Click the Accept invitation button in the email, then
follow the steps below.

If you did not receive an email from The Opp, please see “Submit a Help Desk Request”
to ask a City of Learning administrator to verify your account in the system.

If you do not have an account in the system, please fill out the Tulsa City of Learning
Partner Registration Form.

Returning users may proceed with the steps below.

1. Enter explore.tulsacityoflearning.org/admin into your browser.
2. Enter your email and password, or sign in using one of the social accounts listed.

Note: Your email address associated with your social account must match your
admin account.

3. Click the blue Login button.
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Edit Your Organization Information

Editing an organization’s information is an action available only to Organization Admins.
Please see “Manage Users in an Organization” to learn more about user types and
restrictions. Organization Admins may follow the steps below.

1. Click EDIT ORG on the left sidebar of your Organization Dashboard.

2. A window will appear. Edit your organization’s information. Scroll to view all fields.

3. Click the blue Update Details button at the bottom of the window to save edits.
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Manage Users in an Organization

From the Organization Members panel of the Overview page, you can view all users with
access to your dashboard. There are two types of users: Program Managers and
Organization Admins. Only Organization Admins have the ability to add and remove users
by following the steps below.

Add a User
1. Click Add New Members in the Organization Members panel.

2. Complete the required information fields (outlined in red).
3. Select the user type. If you choose Program Manager, you will see a list of all

programs under your organization. Program Managers must be specifically added
to any programs that they will be responsible for managing. See “View and Edit
Programs” to add Managers at the Program level.
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4. Click the blue Add User button.
5. You will receive confirmation that the user has been added. The user will receive

an email with instructions on logging in for the first time.

Remove a User
1. Click the remove button next to any user listed in the Organization Members panel.

2. If you do not see the user you wish to remove, search for the user in the panel.

3. You will receive confirmation that the user has been removed and will no longer
see the user in the panel.

Manage Programs

From the Programs page, you can create, view, and organize all of your programs. While
Program Managers can edit the program(s) to which they are assigned, only Organization
Admins can create programs—either by adding one at a time or importing in bulk.

Create a Folder
Folders are helpful for organizing programs of the same type (e.g. STEM, or for the same
occasion (e.g., Black History Month). It is recommended to create a folder before creating
your program(s) by following the steps below.

1. Click Add Folder from the Programs page.

2. Enter the Name (required) of the Folder.
3. Enter an optional Description of the contents of the folder.
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4. Click the blue Create Folder button.

Add a Single Program
From the Programs page, click Add Program to add a single program. To add multiple
programs at once, see “Import Programs in Bulk.”

1. Add Program Information.
a. Complete the required fields: Program Folder, Name, and Description.

Important TCOL is designed for publicly available programs. If you wish to
add programs that are not publicly available, (e.g., available only to students
who attend a specific school), enter that information in the Description field
and format the text to make the information stand out appropriately.
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b. Upload your organization or program-specific logo from one of the sources
available. Note: A large file size will take longer to upload.

2. Add Program Details.
a. Select two Program Categories.
b. Enter the Program Capacity.
c. Set the Recommended Age Range.

3. Add Program Type and Location.
a. Select the Meeting Type In Person or Virtual.
b. Enter the Location Name. For virtual, enter the meeting link.
c. Enter the Program Address. The address will populate as you type.
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4. Add Program Date and Times.
a. Select the Start Date and End Date of the program.
b. Select the Schedule Type.

i. If your program has a fixed schedule, select Schedule Start and End
Time.
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ii. If your program has a varying schedule, select Schedule Day of the
Week, Start and End Time.

c. Enter your Registration url.
d. Select the Registration Open Date and Deadline.

5. Add Program Price & Contact Info.
a. Select the Price Free, $1$50, or over $50.
b. Indicate if a Scholarship, Paid Participation, or Free Food are offered as

part of your program.
c. Enter a Contact Name, Email, and Phone Number.
d. Enter a Program Link.
e. Indicate if Transportation is provided.
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6. View Program Summary and Publish.
a. Review all of your program information and click the blue Edit button next to

any section that needs to be updated.

b. Click the blue Publish Your Program button at the bottom of the window.
c. You will be taken back to the Program Details page and see a banner

confirming that the program was updated successfully.
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Import Programs in Bulk
If your organization has several programs to enter, or you already have a list in a separate
spreadsheet, you can import programs in bulk by following the steps below.

1. On the Programs page, click Import Programs in the top right.

2. Upload a set of programs from a file. The system accepts the following formats:
XLS, CSV, and TSV. Download the examples provided to properly format your file.

3. Check the Test the File Only box to test your file before creating the programs.
This will email you a test report so that you can fix any errors.

4. Adjust your Delimiters if necessary, then click the blue Create Programs button.

5. You will receive confirmation via email with the import results.

View and Edit Programs
After you have created your program(s), you can make edits as necessary.

1. From the Programs page, click the image of the program that you want to edit.
2. You will be taken to the Program Details page. Here, you can manage all aspects of

your program, such as:
a. Edit Program Details Click Edit Details in the top-right corner.
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b. Add Program Managers Add and remove Managers at the Program level.

c. View data about those enrolled in your programs, create groups, and more.

Submit a Help Desk Request

For technical support, please visit the Tulsa City of Learning help desk, click Submit a
Request in the top right, and fill out the form.

For issues that cannot be resolved via the help desk, please contact Jackie DuPont,
Associate Director of Partnerships at The Opp, at jdupont@theopp.org for assistance.
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