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Getting Started 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Log in to the portal 

You can access your business account via this link by using italki admin account: 
https://www.italki.com/bos/overview  or login to your individual account and pin the 
business entry on the left side bar. 
 

https://www.italki.com/bos/overview
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Dashboard Overview/Credits purchase 

You will see general information about your Business account, including lesson activities of the 
members. To top up your Business account balance, go to Finance page and click on Buy Credits.  
 

https://www.italki.com/en/bos/finance
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Invoicing 

To create a pre purchase order/invoice, click on the corresponding button: 

You will be able to edit the 
information required: 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Credits Purchase 

You can top up the balance with a credit card or via bank transfer. Bank Transfers must include BOS ID, 
make sure to write the BOS ID under the "Notes/Reference” section for italki to see when completing 
your Bank Transfer application. If you do not provide the BOS ID, your italki Credits purchase cannot be 
processed. We do not accept responsibility for payments made without the BOS ID. 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Members 
Management

Add/Remove members 

Set Admins 

Distribute Credits 

* Note that functionality may differ based on your plan
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Members Management: Add Members 

Go to Members page and click on Add a New Member to add employee to your business account.  

Put the names and email 
addresses of your 
employees to invite them to 
join your business account. 
They will receive an email 
with a link to join. 

https://www.italki.com/en/bos/members
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Members Management: Remove Members/ Credits Distribution 

To temporarily deactivate a member, go to Members > Actions > Deactivate 
If the member left the company, you can fully remove the member from your account by choosing Remove. 
 
To add or remove credits, go to Members > Actions > Add/Remove Credits 
For standard plan or above, you can also remove the credits given to the member before, if the member left 
the company or doesn’t need the account anymore. You need to do so before remove the member from the 
business account and only credit assigned from the business account can be removed. 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Members Management: Set Administrator 

Each Business Account in standard plan can have only one Super Administrator with full rights, 
other admins cannot remove the Super Admin. Only Super Admin can pass the rights to another 
administrator, set another member as Admin or take away the admin rights. Regular admins can 
check reports and add credits. 
 
If you are the only Admin, you are set as Super Admin by default, but if you have many admins and 
your account doesn’t have the Super Admin yet, please contact us at business@italki.com 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Reports

 

● Tailored dashboard to evaluate and 

track the team’s progress and detailed 

funds utilization reports 

●  Detailed report on employee learning 

activities 

● All members reports 
 

Easy Management 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* Note that functionality may differ based on your plan
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Reports: Individual  

For Standard/Premium plan only: to see Individual reports, go to Members, filter by the member you 
need and click on Download 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Reports: All members  

To download reports, go to Reports page and click on download icon. For Basic plan accounts, only 
Basic reports are available. 
 
 

https://www.italki.com/en/bos/reports
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Reports 

If you have Standard/Premium plan, every month you will receive an email with overall performance 
information 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Language Tests 

There are two types of tests available on italki: Oxford Online Placement Test (English) and italki Language 
Test (English, German, Spanish, French, Italian, Portuguese, Japanese). 
 
Standard/Premium Plans members can enjoy discounts for Language Tests, depending on the number of 
tests purchased. You can contact us for more information and special offers.  
 

https://www.italki.com/languageassessment/opt
https://www.italki.com/languageassessment/ila
https://www.italki.com/languageassessment/ila
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Settings 

You will see basic settings and info about your business account on the Settings page, you can add or 
change information there. 

https://www.italki.com/en/bos/settings
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Settings 

You can also see your current plan and payment details. If you want to upgrade your plan, please 
contact us. 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Contact us!
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For any BOS related questions, please 
contact business@italki.com 
 
 
For general questions regarding 
learning process (lesson problems, 
student account settings, teacher 
problems), you or your members can 
contact our support team via 
support@italki.com 

mailto:business@italki.com


BASIC 
● 5 users Minimum 

● 10 users Maximum 

● Employee Management Tool 

● Manual Credit distribution 

● Invoice Download 

● Basic Report 

● Support Channels: Email 

 

 

 

 
Free  

Min $500 credit purchase within 

30 days  

STANDARD 
● 100 users Maximum 

● Employee Management Tool 

● Bulk member invitation  

● Manual Credit Distribution 

● Bulk Credit Distribution 

● Credit Recycle  

● Invoice Download 

● Basic Reports 

● Detailed Reports 

● Service agreement contract 

● Monthly Email Report 

● Language Tests Discount 

● Support Channels: Email 

 

 

 

 

PREMIUM 
● Unlimited users 

● Employee Management Tool 

● Bulk Member invitation  

● Manual Credit Distribution 

● Bulk Credit Distribution 

● Credit Recycle  

● Invoice Download 

● Basic Reports 

● Detailed Reports 

● Monthly Email Report 

● Language Test Discount 

● Teacher Recommendation 

● Customized Learning Plan 

● Dedicated Account Manager 

● Report Customization 

● Business Training Design 

$9.99/user/month  
$200 one time set-up fee 

 

 

 

$9.99/user/month  
$200 one time set-up fee 

Contact us 
Customized Solution 

BOS Plans BOS PLANS 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We pride ourselves in helping 
both multinational and midsize 
companies  
Personal lessons can scale to any organization ❤ 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