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Part 1 - Creating Users

The first part of setting up your school is to create user accounts for the staff in your school.

On the Admin page, click on the User Admin tab
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E user admin school admin

school staff school classes data link

Select School -

Staff Management

Name Email Requested Role Admin Privileges Current Status

s Head teacher 7] Active
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Click the Create User button
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A box will open. Enter the users name and email address. Select the role from the list.
If you are a head teacher of more than one school, you can select the schools from the School list.

Click the Generate button. This will create the user and send a registration email to the user.

Create Serial Number Create Serial Number Create Serial Number
County - County . County ~
School - School - School v
Name Name Name
Email Address Email Address Email Address
Role Head teacher - Role — Role Teacher -
Admin Admin Head teacher Admin
Serial Number Generate Serial Number Tescher N Serial Number Generate

Trainee Teacher
Peripatetic Teacher
Teaching Assistant
System Admin

A message will be displayed in a green box to show that the user has been created.
Repeat these steps to create more user accounts for the staff in your school.

Once you have finished adding users, click on the School Admin tab. You will see a list of users that you have added
to your school.
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Staff Management
Name Email Requested Role Admin Privileges Current Status
e 5 Head teacher Active
e v - Teacher O Active
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Part 2 - Creating Classes
The second part of setting up your school is to create the classes in your school.

On the Admin page, click on the School Admin tab then select the orange School Classes tab.

Click the Add Class button to add a class to your school.
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Select School -

assroom Management

Add Class

Class Name Active From Active To

No records to display:
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A box will open. Give the class a name and select dates for when the class will be active from.

Please ensure that the class name is the same as the class name in your MIS (e.g. Teacher Centre) as it will be
possible to link the data later on.

Select the years taught in the class then click Add to create the class.

Repeat to add all of the classes in your school

Add New Class ‘ Add New Class Add New Class
1 Class Name Class 1 | Class Name Class 2 i Class Name Class 3
Active From 02/09/15 Active From 02/09/15 Active From 02/09/15
| Active To 31/08/16 Active To 31/08/16 Active To 31/08/16
+ Class Years Taught + Class Years Taught t Class Years Taught
Meithrin 2 . Meithrin 2 o Meithrin 2 o
Meithrin 1 . Meithrin 1 o Meithrin 1 o
Derbyn '% Derbyn ] Derbyn o
Blwyddyn 1 o Blwyddyn 1 . Blwyddyn 1 o
Blwyddyn 2 [o] Blwyddyn 2 . Blwyddyn 2 [s]
Blwyddyn 3 o Blwyddyn 3 . Blwyddyn 3 o
Blwyddyn 4 o Blwyddyn 4 o Blwyddyn 4 .
Blwyddyn 5 o Blwyddyn 5 o Blwyddyn 5 .
Blwyddyn 6 [o] Blwyddyn 6 (o] Blwyddyn 6 L]
Blwyddyn 7 o Blwyddyn 7 © Blwyddyn 7 o
Blwyddyn 8 o Blwyddyn 8 o Blwyddyn 8 o
Blwyddyn 8 o Blwyddyn 8 o Blwyddyn 9 o
Blwyddyn 10 o Blwyddyn 10 e Blwyddyn 10 o
Blwyddyn 11 o Blwyddyn 11 B Blwyddyn 11 o
Add || Cancel Add || Cancel Add | Cancel
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Your classes will be displayed in the list.
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user admin school admin

school staff data fink

Select School -

Classroom Management

Add Class
Class Name Active From Active To
. Class 1 02/09/2015 31/08/2016 ® @ @
. Class 2 02/09/2015 31/08/2016 ® @ @
. Class 3 02/08/2015 31/08/2016 ® @ @
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Editing and Deleting a Class
To edit the class details, click on the pencil next to the class.

user admin school admin

school staff data link

Select School -

Classroom Management

Add Cless
Class Name Active From Active To
. Class 1 02/09/2015 31/08/2016 &‘ @ ®
. Class 2 02/09/2015 31/08/2016 (@ Edit this Class Definition |

.qasss 02/09/2015 31/08/2016 ® @ ®
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To delete a class, click on the bin.

It isn’t possible to delete a class if it has users linked to it. To deactivate a class, set an end date in the Active to date.

user admin school admin

school staff data link

Select School -

Classroom Management

Add Class
Class Name Active From Active To
. Class 1 02/09/2015 31/08/2016 ® @ @
. Class 2 02/08/2015 31/08/2016 @ @ (@Delete this Class Definition
. Class 3 02/09/2015 31/08/2016 ® @ @
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Part 3 - Assigning Staff to Classes

The final part of setting up your school is to assign staff to your classes.
On the Admin page, click on the School Admin tab then select the orange School Classes tab.

Click on the Manage staff button next to a class.
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user admin school admin

school staff data link

Select School -

Classroom Management

Add Class

Class Name Active From Active To
. Class 1 02/08/2015 31/08/2016 ® @ ®@
. Class 2 02/09/2015 31/08/2016 @ (&Manage Staff in this Class |
. Class 3 02/08/2015 31/08/2016 ® @ ®

Select a User from the list. The list will only display the users that you created in Part 1.
Select an Access Level from the list — Full Control, Contribute, Read Only.

Read Only — User can only view the plans.
Contribute — User can add and edit.
Full Control — User can add, edit and delete.

User Access Details User Access Details User Access Details
User = User - User =
Access Level Ouner - Sharing End Date Sharing End Date
f f o
Add | Cancel
Access Level [p—— .k Access Level Read only -
Staff Name User Name Status y Read only
No records to display. Contribute Add || Cance
Full Control
Staff Name User Name "2 Status Staff Name User Name Status
Cwner (@) Ouwner

You can more than one user to a class.

i
User Access Details

User -
Sharing End Date
Access Level Read only =
Add Cancel
Staff Name User Name Status
Owner ®
. . e Contiibute ~ (#)
Readonly  (#)
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user admin school admin

school staff data link

Select School

Classroom Management

Add Class

Class Name

Active From Active To

> Class 1 02/09/2015 31/08/2016 ® @
> Class 2 02/09/2015 31/08/2016 ® @
> Class 3 02/09/2015 31/08/2016 ® @
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An arrow will appear next to a class which has users assigned to it. Clicking on the arrow will display the users
assigned to the class.

To amend the users for a class, click on the Manage Staff button (person icon).
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user admin school admin

school staff data link

Select School

Classroom Management

Add Class

Class Name Active From Active To

M B 02/09/2015 31082016 ® @
Staff Name User Name Status
Ouner
. Contribute
Read anly
> BN class 2 02/09/2015 31/08/2016 ® @
> B8 Class 3 02/09/2015 31/08/2015 @
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