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Introduction

Setting up users is a really important step to getting the best use out of your software.
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The Manage Users tool allows you to add and manage users quickly and easily using either an

MIS update, an Import wizard or manual additions and edits.

The front screen of Manage users has a visual guide to possible setup problems. These are

indicated with the eye symbol and link to the user management areas that need attention.
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Use the links below to help you get your users correctly set up:

8 Setting up and updating users directly from your Management Information System (MIS)

(2]

Setting up Pupils using the wizard or manually

Setting up Staff using the wizard or manually

Setting up Parents using the wizard or manually

Setting up Classes using the wizard or manually

Setting up Groups using the wizard or manually

Impersonating a different user

Need more support? Contact us:

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware
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Using a MIS to setup or update users

Whether you are a new customer looking to create accounts for the first time, or an existing

user looking to create accounts for your new intake and rollover the current pupils into their new

classes. Then the easiest way to do this is via the MIS Sync Wizard. We have partnered with

two cloud-based data management services: Wonde and Groupcall.

1. Log into your 2Simple product and head to ‘Manage Users’ from the admin settings area.
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Once in ‘Manage Users’, you will see an Import/Sync option in the toolbar. Click on this and select

"MIS sync wizard". The first time that you do this process you will be presented with dialogue

which will allow you to select Wonde or Groupcall Xporter.

/‘#' Import/Sync E

Import Wizard

A EoY Wizard

r

»

MIS Sync Wizard

Manage Users can directly sync to your school's MIS (Management Information System).

This is the quickest and simplest way to set up your logins and keep them up-to-date. 2Simple work with
two companies that are fully GDPR compliant to provide this integration.

This service comes at no extra cost to you to set up. For further information on MIS sync click here.

-*

Please choose your provider.

| want to use Wonde | want to use Xporter

| MIS Sync Wizard}

Need more support? Contact us:
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware
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Setting up Wonde MIS Sync

You must be an admin for your school to set up Wonde MIS Sync.
This only needs to be done once but you cannot run the MIS sync wizard without first setting up

Wonde MIS Sync and authorising the relevant data to be shared with 2Simple.

1. Select ‘l want to use Wonde’. This will open the following Screen:

MIS Sync Wizard X

Using Wonde's school sync tool you can now setup up your school by directly syncing to your MIS.

There will be no need to manually import users, you will simply trigger a sync from here and everything will
be updated.

To get started with Wonde click the button below:

2. Select ‘Set up Wonde’ this will then present you with a message informing you that the request

has been sent. The 2Simple Support team will then be in touch to get you set up.

MIS Sync Wizard [XJ

Request sent. We will be in touch once we've authorized your school to use Wonde.

4 N

Ok

\\J

3. You will then receive an email from the 2Simple support team informing you that you have been

invited to use Wonde.

4. Once you have received your email you can access your Wonde portal by going

to edu.wonde.com/login.

Important: If you are not yet a Wonde admin or your school does not yet have Wonde installed,

please contact the Wonde support team on support@wonde.com or 01638 779144, they can

then send you an admin invite to access your portal.

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware S|mple


http://edu.wonde.com/login
mailto:support@wonde.com
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5. Once you have signed into your Wonde portal you will then need to grant permission for Data

Sharing with 2Simple.

g Wonde Applications Settings Matthew Orloff +

Data Recovery

Ensure you can always access vital data
even in the svent of @ Cyber Attack

Get protected HolidayActivities.com

Orderyour HAF vouchers & M Evouchers.

Pending approval

@simple  2Simple
Approved applications

6. Click on the 2Simple tile. This will take you to the application management page.

‘.

www.2simple.com/purple-mash

.
6 s“ I lple Whether it's extending your coders’ skills, inspiring reluctant readers, nurturing children's wellbeing, or amplifying
creativity in the classroom, 2Simple’s user-friendly tools and resources provides everything you need to enrich your
lessons and foster a dynamic learning environment.

Permissions Access Control Documents

Below you will be able to see the permissions requested by the third party application to update their platform with relevant data from your school Management/Student Infarmation

System

See more
Employee 3 optional permissions +
Groups, Classes & Subjects +
Student 4 optional permissions +

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware S|mple
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7. Click on Permissions. This will show you a list of the Data Scopes we need in order to update

your staff and children.

Employee 3 optional permissions +
Groups, Classes & Subjects +
Student 4 optional permissions —
Permission Optional @  Approved
Students read — v
—> Students surname read — v
—> Students forename read — v
—>» Students middle names read - v
Students identifiers read () V4
—> Students UPN read D v
Students contact details read () V4
—> Students email read O v

You might find some of these permissions set are optional. This means you have the ability to toggle

these on or off, on if you would like to share this information with 2Simple and off, if not.

8. Once reviewed, click on Approve Access on the top right-hand side to share the relevant Data
Scopes with us.
If your school does not yet have Wonde installed, you will now be prompted to select the MIS
your school uses. If required, a link will appear for you to book a telephone appointment with a
member of Wonde's tech team to install Wonde. If a telephone appointment is not required, a

guide will talk you through the required steps.

9. Once complete, you can then run the MIS Sync Wizard in order to update your 2Simple users.

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware S|mple
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Setting up Groupcall Xporter MIS Sync

You must be an admin for your school to set up Groupcall Xporter MIS Sync.
This only needs to be done once but we cannot run the MIS sync wizard without first setting up

Groupcall XoD and authorising the relevant data to be shared with 2Simple.

1. Select ‘l want to use Groupcall XoD’. This will open the following Screen:

MIS Sync Wizard

Using Xporter's data extraction tool you can now setup up your school by directly syncing to your MIS.

There will be no need to manually import users, you will simply trigger a sync from here and everything will
be updated.
In order to get going you need to authorize us so we can extract the data we need. Along with the essential
items we can optionally extract the following:

: Student UPNs (strongly recommended)

If you have previously imported users with UPNs this is strongly recommended to prevent duplicates.

[] staff contact details

Allows us to extract the personal email addresses of staff to email them their login details. We recommend
you tick this if you do not have work emails setup for all your staff

[ ] Extended student data

Allows us to extract the date of birth of students which we can use to wish them happy birthday.

[ ] 1have chosen the data that | wish 2Simple to extract

groupcall
Xporter

(concer )

Note - Groupcall Xporter requires the following data (Because these are required these are not
included in the screen above):

8 SCHOOLLITE: Access to structural school information such as groups & headteacher
contact details. Allows 2Simple to assign staff and students to the correct classes.

6 STAFFLITE: Access to basic staff details (names & work contact details). 2Simple
product Staff accounts require a first name, last name and email address.

® STUDENTLITE: Access to basic student details (names, gender). 2Simple products

pupil accounts require a first name and last name.

There is optional data that you can allow Groupcall Xporter to access:

® UPN: (STRONGLY RECOMMENDED) Access to student UPN and former UPN data. This
is the unique identifier for all pupil accounts, not including UPN can result in
duplicates.

® STUDENTEXTENDED: Access to extended student information (Additional identifiers,
extended name data) e.g. Date of Birth so 2Simple can wish a happy birthday.

® STAFFPERSONALCONTACT: Access to staff home contact details. An email address is
required for staff accounts. If no work email address is stored in your MIS you may
wish to use their personal email address. (Please note: a work email will always be used

if available, even if sharing this data scope.)

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware S|mple
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2. Confirm you have chosen the data you wish 2Simple to extract and click "Set up Xporter".
This will generate an email to you from Groupcall asking you to consent the data share.
Follow the instructions on this email carefully and be sure to enter the details of the person

with authority to share data, if this is not you.

If this is the first time setting up Groupcall Xod, you will be asked to book a time to install the
software at the end of the authorisation process. Please follow the instructions to book a
time with Groupcall to do this. If you are already using Groupcall XoD with another app in
your school, you will be able to go straight back to the 2Simple product and complete the MIS

sync wizard.

3. Once authorised and installed, you're now ready for the MIS sync wizard and won't have to

repeat any of the above steps again.

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware Sl mple
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Running the MIS sync wizard

1. Log into your 2Simple Product go to the admin drop down, contained within the profile drop

down and head to Manage Users. Click on Import/Sync and select "MIS Sync Wizard".
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2. This time you will see step 1 of the wizard, asking you to choose the log in format of your pupils

and staff.

MIS Sync Wizard

Set login format Set password format Map Year Groups Choose Subject Groups Start Sync
Set pupil login format: General email options: Staff sync options: Set staff login format:
O Use full names O Tick if there is no "Work email' in your MIS ® Sync all staff members O Use full names
O Use initial Plpiliemzils: O Sync only teachers O Use initial

O Use forename initial + surname O Do not sync staff O Use forename initial + surname

@® Do not import pupil emails

® Use forename + surname initial < . ® Use forename + surname initial
O Import emails (good for SSO)

We recommend setting up pupils in the format "forename + surname initial” (e.g. John Smith would
have the username JohnS) as children tend to learn their first name before their last name, but you

can choose whatever you wish.

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware S|mp|e



For staff, we would recommend "sync only teachers" as generally speaking all staff do not require an
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account (and its easier to manually add the odd staff member who does later, than it is to remove all

the staff who do not need an account). We recommend setting staff usernames to the format

"forename initial + surname" (e.g. John Smith would have the username JSmith).

7
MIS Sync Wizard

Set login format

Set pupil login format:

O Use full names

O Use initial

O Use forename initial + surname

@® Use forename + surname initial

Reauthorize

Cancel

Set password format

General email options:

O Tick if there is no "Work email' in your MIS

Pupil emails:
® Do not import pupil emails
O Import emails (good for SSO)

Map Year Groups

Staff sync options:

O Sync all staff members
® Sync only teachers
O Do not sync staff

Choose Subject Groups

Start Sync

Set staff login format:

O Use full names

O Use initial

® Use forename initial + surname

O Use forename + surname initial

3. Click ‘next’ to move onto step 2 which is selecting the password formats. You can select by year

group as a text-typed password may not suitable for your EYFS pupils but perfectly suitable for

your KS2 children.

MIS Sync Wizard

Cancel

h

Note:

Set login format Set password format Map Year Groups Choose Subject Groups Start Sync
Choose a password format for each yeargroup:
Nursery Reception Year 1 Year 2
Preview Preview Previe Preview
'l@m 1@;(( M~ O o M~ P e
7 8 7 8 2 3 4 5 2 3 4 5
‘ Two Digit Picture Pin ‘ v | ‘ Two Digit Picture Pin ‘ v ‘ ‘ Picture Pin ‘ v ‘ ‘ Picture Pin | v ‘
Year 3 Year 4 Year 5 Year 6
Preview Preview Previe: Preview
pencill lion66 green218 cotton4385
‘ Things ‘ v | Animals ‘ v ‘ ‘ Five letter noun followed by three digits ‘ v ‘ ‘ Six letter noun followed by four digits | v ‘

f you already have some users set up in in your 2Simple product, the settings chosen in the

A

first 2 steps of the wizard will only apply to new users being created and therefore the existing users

will be able to use the same login details as before.

Need more support? Contact us:

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware

€)simple
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4. Adgain, click ‘next’ to move onto the next step- mapping year groups. This step only needs doing

once but is very important. Depending on what MIS you use, you may have a different naming
format for each year group. For example, "Year 6" could be known in your MIS as "Y6", "Year Six",
"6", "Yr6" etc but 2Simple will only recognize "Year 6". Therefore, simply map your year groups to

the 2Simple format.

MIS Sync Wizard

Set login format Set password format Map Year Groups Choose Subject Groups Start Sync
MIS Year Group Purple Mash Year Group
Grade 11
Grade 12
Grade 10
Grade 9

5. The final step is optional, simply click next again if not applicable to your school but you do have

the option to import subject groups.

MIS Sync Wizard

Set login format Set password format Map Year Groups Choose Subject Groups Start Sync

Tick the subject groups you want to import (if applicable)

Toggle all: (] Algebra 1] Algebra 2 ) English 10 [J English 11 English 12 ] English 9 (] S510 Global Hist 2] $S11 US History & Govt [

SS12 Participation in Gov't/Econ [ SS9 Global Hist [

V|

6. Once you have clicked ‘next’ you will be shown a summary of the information you are importing.
Check this is what you were expecting to see and click ‘finish’ to create the user accounts. Any
new staff accounts will be sent an activation email and you will be able to print out login cards for

the pupils.

MIS Sync Wizard

[ o o © 0

Setlogin format Set password format Map Year Groups Chaase Subject Groups Start Sync
Number of pupils who will be updated > 29
Number of staff members who will be updated 13

Number of pupils who will be created

Number of staff members who will be created

o

o
Number of pupils who will be deleted o
Number of staff members who will be deleted [
Number of classes to be created: o
Number of classes to be updated: 4
Number of subject groups created
Number of subject groups updated

Users who will not be imported due to errors (click for more info)

Passible duplicates

m

Need more support? Contact us:

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e S|mp|e
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[
Pupils
Here you will find all the information you will need to set up your pupils.

8 How to use the Import Wizard to add and edit pupils

6 How to manually add pupils

8 How to manually edit pupils

6 How to delete pupils

8 How to restore a deleted pupil

8 How to create login cards, parent letters and export pupil data

8 How to mass generate new passwords for existing pupils

Need more support? Contact us: e °
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware Sl mple



2Simple Manage Users 13

How to use the Import Wizard to add and edit pupils

1. The Import Wizard can mass-create users in Manage Users using data from a spreadsheet.
Firstly, create a spreadsheet with three headers: ‘Full Name, Class and UPN'.
Note: Striver users should ensure ‘Gender’ header is added too.
Ensure these columns are filled for each pupil. If you do not have access to the UPN (unique pupil
number) you can use any other unique identifier for example abcl, abc2, abc3. We can mass-
generate usernames and passwords for you at a later step. However, if you wish to set them up
yourself for example, to match other usernames and passwords that pupils use, you can add
columns with the headers 'username’ or 'password’.
A B C
1 Full Mame Class UPN

2 |LilyLloyd 4A ffeafoefafe
3 |John Smith 44 ff54f86f5f7

Download an_example spreadsheet here

2. Click on 'Import/Sync' in the toolbar and select ‘Import Wizard’. A Import/Sync

Import Wizard
EoY Wizard
MIS Sync Wizard

The Import window will open:
L =

Import Users Wizard

00—

Set data source Confirm Columns Validating Data General te Username: s Generaf te Passwords Review Import Data

Set data source

Upload a file. Either Excel or csv. Or paste data from MS Excel into the box below.

| First row is header

= =23

The 'First row is header' box is automatically ticked. If you have not added headers to your

spreadsheet, you should untick this otherwise the first user in your spreadsheet will be lost.

Need more support? Contact us: e Si m ple

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware


https://static.purplemash.com/manuals/manageusers/2018-03_Purple_Mash_Login_Setup.xlsx
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You have two options when inputting data from your spreadsheet into Manage Users:

8 You can save your spreadsheet as a .csv file. Then click on 'Select a file' and select that csv file.

This is a better option for large numbers of pupils where you have a big spreadsheet.

® Or you can highlight and copy your pupil information, and then paste it into the box provided.

Set data source

Upload a file. Either Excel or csv. Or paste data from MS Excel into the box below.

First row is header

MName Class UPN
Lily Lloyd 44 ff432786329046
John Smith  4A ftz14012047112

3. Confirm that the column headers are matched to the correct data, e.g. that the column
header 'Full Name' refers to a list of full names!

8 The possible column headers are: Full Name, Forename, Surname, Username, Password,
Email, Role, Shared folders, Class, UPN, Groups.

® The only required fields are: either Full Name or both Forename and Surname, UPN.

8 However, itis very useful to include 'Class' at this stage; it will save you time in having to
do this manually later.

® You may also wish to include Username and Password fields if you wish to match them to
other usernames and passwords that pupils use. If you do not add usernames and
passwords then you will have choices about which format to generate these in, later on in
the import process.

Import Users Wizard

Set data source Confirm Columns Validating Data Gi

Confirm Columns

Please select the column that matches your data.

Display Name Class UPN

Frank yead

If a header is incorrect, you will be able to click on the drop-down arrow and choose the correct
header title. For example, you may have used the header ‘Name’ whereas the program will look
for Full Name. Any columns that the program cannot identify will be given the header 'Ignore'

and will be removed at the next step unless changed.

Need more support? Contact us: e °
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware Sl mple



2Simple Manage Users 15
4. After clicking ‘next’ you will be offered 4 ways to mass generate usernames:

® Use full names: LilyLloyd
® Use initial: LL

® Use forename initial + surname: LLIoyd
® Use forename + surname initial: LilyL
Select your preference and then click ‘next’.

5. There are 5 different types of password that can be generated:
8 'Animals', 'Colours' and 'Things' generate a password that is a word followed by numbers.

For example, selecting colours may generate Password: red73

8 'Picture Pin' - this will appear as a 4-digit number at this stage of the process. However, the
digits correspond to 4 pictures of animals that children can click on when they login. The
pictures of animals will also appear on their login cards. This is an easier way for younger
children to get used to remembering passwords.

® 'Two Digit Picture Pin' - This generates a two-digit password. This is a simple password to

remember. The password will also correspond to two pictures like the Picture Pin.

Import Users Wizard

o © © o ©

Set data source Confirm Columns Validating Data Generate Usemnames Generate Passwords Review Import Data

Generate Passwords

Automatically generate passwords.

l ' Animals ) Colours ( Things () Picture Pin () Two Digit Picture Pin _ Five letter noun followed by three digits ) Six letter noun followed by four digits l

6. Click ‘Next’ and you will be presented with the confirmation screen. Check if everything is correct:
® Rows appear in green when you are successfully adding a new user.

® Rows appear in orange when you are editing a user that is already in the system.
8 Rows appear in red when there has been an error. If you click under the ‘errors’ column,

there will be an indication of why the users can't be added.

Import Users Wizard

© © o o o 0

Set data source Confirm Columns Validating Data Generate Usernames Generate Passwords Review Import Data

e _
Please review your data. Click finish to save.

6. Finally, click 'Finish' and you will see a confirmation of the users that have been successfully

added. Make sure that this number matches the number of pupils you were expecting.

P
Import Users Wizard

© © © © © 0

Set data source Confirm Columns Validating Data Generate Usemnames Generate Passwords Review Import Data

Users imported successfully

All new staff members have been emailed activation links. You can now export and print logins to hand out to teachers to give to their classes.

Need more support? Contact us: 6 °
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware SImpIe
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How to manually add pupils

You can add pupils from the ‘Pupils Screen’. It is possible to also add them when editing classes

or or groups. For ease, this manual focuses on manually adding pupils via the ‘Pupils Screen’.

Add a pupil from the Pupils Screen

1. Choose 'Pupils' on the left-hand menu. Click the 'Add' button.

: o - James Williams
eﬂmple Manage Users A Import/Syne @He\p } han SV
®  staff

o Password  Lastlogged in Shared folders
L} clsses
o y
e
282 Groups - »
ﬁﬁ Trash bin O Ashraf Abdel Karim Karim 963 g P
O Charlie Batha Chathe admi 3 g Nw
& schoots

2. You will be presented with the Create new pupil screen. Complete the fields for the pupil.
Note: Striver users should complete ‘Gender’ field.

esimple Manage Users ):""““'"‘";V‘" ®"““'p F . ¥
m Create new pupil | [B) o & o 3 :
, steff r j
Display Name G
g Classes rows Q

Firstname
& Groups O Multi Academy Trust Group

.
&

M teshbin Lastname
N Username
g schools

Email

Shared folders

Password

Gender| Please Select
UPN

Motes

Class Please Select

‘Year group Please Select

3. If you have already created Groups or Classes, you can assign the pupil to them there. Click

‘Save’ to complete.

Need more support? Contact us: o
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware S|mple
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How to manually edit pupils

1. Choose 'Pupils' on the left-hand menu. You can search for the relevant pupils by entering name,

class, username etc into the search box.

esimple Manage Users

mE G

Staff
O Name
G} Closses
O Angel Finney
s
A& Groups O Ashley Finney
.u-m- Trash bin O Ashraf Abdel Kanm
O  Charlie Batho
&8s schools

}f Import/Sync @Ht\p z " -

Username Password  Lastloggedin  Class UPN Shared folders
Afinney admin 2 months ago 48 ¥

Afinnery 35 2 months ago NW ¥

AAKarim 9631 7 years ago 1P

Coatho admin 6years ago NW ¥

2. Highlight one or multiple pupils by clicking on them. Click on the ‘edit’ button.

€)simple Manage Users

Bl .

S staff
O Name
53 Classes
O Angel Finney
ses
k. Groups O Ashley Finnay
T Tashoin D Ashraf Abdel Karim
& Charie Batho
& |
Schools

O Connie Sergeant

imporvsyne (D Hen g 0

223 2 b B -

Username Password  Lastloggedin  Class UPN Shared folders
Afinney admin 2 months ago a8 v
Afinnery £ 2 months ago NW ¥
AdKarim 9631 7 years ago 1® ¥
Coatho admin 6 years ago Nw ¥
Csergeant admin 2years ago W Y
coo o - = v

3. If you have only selected one pupil you will see a full range of options you can edit.

@) simple Manage Users

r  staff

Display Name

3 Classes
Firstname

22%  Groups
M reshbin Lastname
&y schoots Username
Email

Shared folders

Password

Gender

UPN

Notes.

Class

Year group

Charlie Batho

Charlie

Batho

Chatho

453456

Please Select

NW

Please Select

Need more support? Contact us:
Tell: +44(0)208 203 1781 | Email

¥ import/sync @He\p 7?"'1‘(‘r NV

‘ Save % cancel || M Generate Random Password | | & impersonate User

Groups Q

O Multi Academy Trust Group

: support@2simple.com | Twitter: @2simplesoftware e Slmple
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If you select multiple pupils, you will see fewer options as edits here will apply to all selected pupils.

For example, you can't multi-edit usernames as these must be unique.

@ simple Manage Users timporusne (Dren B .

per Adm o
— \ N )

Multi-edit Pupils Save | | % cance ‘ \ AT Generate Passwords
L L J\ )

Staff

Shared folders |7|
Classes
Password
Groups

Notes
Trash bin

Schools

o ke

Class

Groups O Multi Academy Trust Group

4. When you have finished making your changes, click ‘Save’.

(]
How to delete pupils
1. Select 'Pupils' from the left-hand menu. You can search for the relevant pupils by entering name,

class, username etc into the search box. Highlight the pupils you wish to delete by clicking on

. " ) '
@ simple Manage Users Hmporsyne (e g o o W &«
0= EXIralE ‘
Q ’ . et Add ‘ Edit I Delete ]n
|- /. , PN J
B staff
Username Password  Lastloggedin  Class
53 Classes
O Angel Finney Afinney admin 2 manths ago a8 %
&% Groups O Ashiey Finney Ainnery 35 2 months aga NW ¥
‘m Trash bin O Ashraf Abdel Karim A&Karim 9631 7 years ago 1P v
& Charle Batho Coatno admin Gyears W ¥
B schools e
==
O Connie Sergeant Csergeant admin 2years ago sW ¥

P Naminn Bakinean Pirbingnn ardmin. Fumare 2mn 1B v

2. Click on the delete button. Confirm you are sure you want to delete the selected pupils.

Please confirm

Are you sure you want to delete the selected users?

-

3. If you delete a user by mistake, see 'How to restore a deleted pupil' for more information.

Need more support? Contact us: o
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware SImple
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How to restore a deleted pupil

1. Select "Trash bin' from the left-hand menu. In the trash bin you will find users who have been

deleted but not permanently deleted.

esimple Manage Users }-'lmnort;Syn: @Pelp } _— '_" """ e W

[
& Pupils

®  staff
O Name Info Deleted

B ceses

O Karal Ammstrong Role: Pup

282 Groups

é Schools

2. Highlight the pupils you wish to restore.

Gsimple Manage Users ).‘Inpqu\-‘-r_ @Hep . Jar 'e‘; |. ams  wp e

8 rue . S
= Q BERETS

B staff

& MName Info Deleted

T osses
Role: Pupil ayesrago

& Karal Amstrong
2 S
m’ Trash bin

ey Schools

3. Click the ‘Restore’ button and your pupils will be added back into the pupils list. Please note

that restored pupils will no longer be assigned to groups or classes.

Need more support? Contact us: o
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware SImple
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How to create login cards, parent letters and export

pupil data

1.

Select the pupils you want to produce data for. Either select all pupils by selecting the top

check box, to the left of the header 'Name' or select only the ones you wish to return data for.

You can search for the relevant pupils by entering name, class, username etc into the search

box.

@ simple Manage Users

mE ¢

)'u.' Import/Sync @ Help | §

®  staff
O Name Username Password  Lastloggedin  Class UPN
Gh comses
& Angsl Finney Afinney admin 2 months ago 48
™
“ai  Groups O Ashiey Finney Afinnery 35 2 menths ago MW
m‘ Trash bin &  Ashrsf Abdel Karim AAKarim 9831 7years ago ®
& Charlie Batho Chbatho admin 6 years ago N
EAS- Schools

Csergeant admin 2years ago

Drobinson admin 6 vears aoo ®

Shared folders

e Wil agp
I = - |

2. Click on the purple meatball menu button to expose the 'Export/Print Logins' button.

esimple Manage Users

Groups

Trash bin

e i Ed

Schools

Q

O Name

&

o

3

2

o

o

Angel Finney
Ashiey Finney

Ashraf Abdel Karim

Chariie Batho

Username Password  Lastloggedin  Class
Afinney admin 2 months ago 48
Afinnery 35 2 months aga W
AlKarim 9631 7 years ago 1P
Coatho admin 6 years ago W

Csargeant admin 2years ago 5W

Drobinson admin 6 years ago 1®

/’Cf Import/Syne @ Help

+ Add

‘Shared folders

Y

Y

¥

Once you click on the 'Export/Print logins' button you will have three options:

® Produce an Excel file- This will produce a list of all the selected data.

S

=

® Produce PDF login cards- This will produce login cards for your pupils containing their

usernames and passwords.
® Produce PDF letters- This will produce a letter to parents explaining what Purple Mash is

and will contain individual pupil login details.

Exporting pupils &\
Choose to export data either as an Excel document or as PDF login cards.
Export type ‘ PDF login cards | v |
Show recently
added pupils

n

3. Select the options that you would like and click ‘Ok’.

Need more support? Contact us:
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware
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How to mass generate new passwords for existing

pupils

1. Select 'Pupils' from the left-hand menu. Click the checkbox to the left of the header 'Name'

in order to select all pupils or select individual pupils to only change the passwords of

selected users.

esimple Manage Users ).‘mport"‘.m( @-iw _ e e _': W
m . . e o
st
Gi classes festlogaedin  Class P i

Group R v

Trash bin &  Asheaf Abdel Karim AAKarim 9631 7 years ago 1" @ S:“’:E;'

& Charlie Batho Chathe admin Gyears 3go W

=

O EgqSample

Click on the purple meatball button and select Change Passwords.

Change Passwords

lion66

mals

There are seven different types of password you can choose to apply:

Need more support? Contact us:
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware

8 'Animals', 'Colours' and 'Things' generate a password that is a word
followed by numbers. E.g. password: red73.

® 'Picture Pin' generates a 4 Digit Picture Password. The pictures are of a number of
different animals and correspond to 4 digits 0-9. This is an easier way for younger
children to get used to remembering passwords. Pictures that make up their password
will appear on login cards.

8 'Two Digit Picture Pin' - This generates a two digit password. This is a very simple
password to remember. The password will also correspond to two pictures like the
Picture Pin

8 Five letter noun followed by three digits- e.g. green218
8 Six letter noun followed by four digits e.g. cotton4385

Click 'Generate' to set passwords and finish.
.

J
)Help :’ (Sup¢ Passwords updated successtully.

€ simple



Staff

Here you will find all the information you will need to set up your staff members.

8 How to use the Import Wizard to add and edit staff

(2}

How to manually add staff

How to manually edit staff

How to delete staff

How to restore a deleted staff member

How to export staff data

Temporary passwords

Need more support? Contact us: e o
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware SI mple
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How to use the Import Wizard to add and edit staff

1. The Import Wizard can mass-create users in Purple Mash using data from a spreadsheet. Be
aware, all staff users are sent a password link, this isn't set in Manage Users. Create a
spreadsheet with six headers: Forename, Surname, Display Name, class, role and email.

Download an_example spreadsheet here

® ‘Display name’ is the name that will be displayed when a member of staff is logged in.
This is helpful particularly when a teacher might have their screen displayed on an
interactive whiteboard.

® ‘Class’ should be the class name rather than the year group especially in multiple-form

entry schools.

© ‘Role’ refers to permissions within 2Simple and the Manage Users application. For a
typical staff user you will want to give them the role 'Teacher'. You can also assign the
role 'Super Admin' but this should only be used if you want to give complete
administrative powers to a specific user. If this column is not filled in for a given member
of staff, he or she will be automatically designated as a 'teacher'.

® ‘Email’ address is important as a unique identifier for staff and also allows them to use the
retrieve password features in Purple Mash.

2. Ensure these columns are completed for each member of staff. We can mass-generate
usernames for you at a later step. However, if you wish to set it up yourself you can add the

column with the headers 'username’

A B C D E F
1 |Forename Surname Display Mame Class Role email
2 |Peter Pan Mr. Pan Macaws Teacher mrpan@mountainhigh.normouth.sch.uk
3 |Wendy Darling Miss Darling Wrens Teacher missdarling@mountainhigh.normouth.sch.u
4 |Michael Darling Dr. Darling Crows Teacher drdarling@mountainhigh.normouth.sch.uk

3. Click on 'Staff' on the left-hand menu. Next, click on 'Import wizard'. The Import window will

open.
Bsimple Manage Users )'.:hkmm.gmc ®-—L"Iu [ . Wil )
z Pupils Q \_\; :-::m n

O Name Username Email Classes
Classes
O Amanda Ball Aball 8 7 years ago Teacher

Groups - .
P! O Amy Cartes Hugo Teacher 182.com Hugo Meynel Test Group eacher

Trash bin O BeckiPrice Bprice 1P ayear ago Teacher
o

Danel Young Dyoung 3y 6 years ago Teacher

B e & H

Schools

Need more support? Contact us: e o
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware SI mple
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The 'First row is header box' is automatically ticked. If you have not added headers to your

spreadsheet, you should untick this or the first user in your spreadsheet will be lost.

Import Users Wizard

o

Set data source Confirm Columns Validating Data Generate Usernames Generate Passwords Review Import Data

Set data source

Upload a file. Either Excel or csv. Or paste data from MS Excel into the box below.

[~] Firstrow is header

@ Select afile

You have two options to put the data on your spreadsheet into Manage Users: You can save your
spreadsheet as a .csv file. Then click on 'Select a file' and select that csv file. Or you can highlight

and copy your staff information, and then paste it into the box provided.

—

Import Users Wizard

0——

Set data source Confirm Columns Validating Data Generate Usernames Generate Passwords Review Import Data
Set data source

Upload a file. Either Excel or csv. Or paste data from MS Excel into the box below.

|| First row is header

% Selecta file

Mis Daring Wrens Teacher no@mauntainkigh normouth sch uk
Dr. Daring Crows Teacher drdaring@mountainhigh nemouth sch.uk

Your data may not align into neat columns but don't worry, this shouldn't be a problem.

Need more support? Contact us: e .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware SImple
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4. Next you will be able to confirm that the column headers are matched to the correct data,

e.g. that the column header 'Firstname' refers to a list of first names.

»

Import Users Wizard

Set data source Canfirm Columns Validating Data Generate Usernames Generate Passwords

Confirm Columns

Please select the column that matches your data.

Dariing Miss Darfing Wrens. Tescher

ichael Darfing Dr. Darling Crows Teache

Review Import Data

for ‘First Name’.

5.

be removed at the next step unless changed.

After clicking ‘Next’ you will be offered 4 ways to mass generate usernames.

Use full names: LilyLloyd
Use initial: LL

e © ©

Use forename initial + surname: LLloyd

® Use forename + surname initial: LilyL

Select your preference and then click ‘Next’.

If a header is incorrect, you will be able to click on the column headers and choose the correct

header title. For example, you may have used the header Name whereas the program will look

Note: Any columns that the program cannot identify will be given the header 'Ignore' and will

I Use full names * Use initial  Use forename initial + sumame " Use forename + sumame initial I

Firstname Lastname Name Usemame Password Email Role Shared Folders Class
Peter Pan Mr. Pan mrpan@mountainhi Teacher yes Macaws
Wendy Darling Miss Darling missdarling@mount Teacher yes Wrens
Michael Darling Dr. Darling drdarling@mountain Teacher yes Crows

6. Here you can check if everything is correct.

8 Rows appear in green when you are successfully adding a new user.

8 Rows appear in orange when you are editing a user that is already in the system. If this is

not what you wish to do, you may need to change the username you have chosen.

8 Rows appear in red when there has been an error. If you click under the errors column,

Need more support? Contact us: e .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware Slmple



2Simple Manage Users 26
there will be an indication of why the users can't be added.

7. Finally, click 'Finish' and you will see a confirmation of the users that have been successfully

added. Make sure that this number matches the number of pupils you were expecting.

[
Import Users Wizard
© © © © © °]
-
Set data source Confirm Columns Validating Data Generate Usemnames Generate Passwords Review Import Data

Users imported successfully

All new staff members have been emailed activation links. You can now export and print Iogins to hand out to teachers to give to their classes.

I Users imported successfully: 2 I

Need more support? Contact us: e .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware Slmple
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How to manually add staff

1. Select ‘Staff’ on the left-hand menu. Click the ‘Add’ button to add a staff member.

@ simple Manage Users mporusyne (Dree | §

4 i —
=8

~ 3
o

/r

O Name Usemname Email Classes Last logged in Role
Gk Cosses

O Amanda Bal Aba 8 7 years ago Teacher
8% Groups

O Amy Carter Hugo Teacher 1@2.com Huga Meynell Test Group. Tescher
M Treshbin O Becki Price Borice 1P 3 year ago Teacher

O Daniel Young Dyoung 37 6 years ago. Teacher

hool:

m‘i Schaols

O Dee Wright Dwright N 7 years ago Teacher

O example_teacher example._teacher cynical_friend@hatmail.com 6 years ago Schoals Admin

2. Complete the fields on the staff user form. If you have already created Groups or Classes, you can

assign the staff to them now

@ simple Manage Users Aimporvsyne (Dren | R T TET W

8 rues
Create new user
m Display Name Username
3 Classes
. Firstname Rale Flease Select
A% Groups
mn Trash bin Lastname Notes
é Schools Email

Classes Q Groups Q

_

P O Muhi Academy Trust Group

oD o o o
R

o o o
2

Hugo Meynell Test Group

3. Click ‘Save’ to complete. The staff member will be sent an automated email containing
instructions to set their password. For instructions about resending this email see the edit staff

section.

Need more support? Contact us: e .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware Slmple



How to manually edit Staff

2Simple Manage Users 238

1. Choose Staff on the left-hand menu. Highlight one or multiple teachers by clicking on them.

@ simple Manage Users

= Pupils Q amand

M Name Usermname Email
B cosses

& Amanda Ball 2ball

Groups
Trash bin

sar
B
=== Schools

Hmportisyne (Prep | I g
EIrsSaieES - |

Classes Last logged in Role

8 7 years ago Teacher

2. Then click the ‘Edit’ button. If you have only selected one teacher, you will see a full range of

options you can edit.

Note: DotCom users have this checkbox available for staff members who are Teacher role.

@ simple Manage Users

B, Create Temporary Password

. Pupils
m -
Display Name  amanda Ball
B3 Classes
28 Firstname Amanda
382 Groups
ﬁ Trash bin Lastname Ball
é Scheols Email
Classes Q

Accessible DotCom

Products
e @)ife g e o
([BYfowe ][ % concet ][ 20 imwersonste s
Username Aball
Role Teache,
Notes

Accessible  |-| DotCom
Products
Groups Q

_
(=T O Muiti Academy Trust Group

® 28

[l

O 4a

o 48

O 5w

o &+

O Hugo Meynell Test Group

O infants

3. To resend the teacher an email to set their password, click on the ‘Send Password link’ button.

4. If you select multiple teachers, you will see fewer options as edits here will apply to all selected

teachers. For example, you can't multi-edit usernames as these need to be unique.

Need more support? Contact us:

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e Slmple
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: e . James Williams
esm‘lple Manage Users A Import/Syne @Help | AR ¥ 4
& pupi .
pils \
- Multi-edit Staff | X Cancel || <] sendPassword Links |
Notes
E‘i Classes
2% Groups
Role  Please Select
T Teashbin
Classes o 1w
-5
gHs  Schools o o
o 3
0 4
o 4
o sw
o &H
O Hugo Meynell Test Group
O infants
o nw
Groups O Muki Academy Trust Group

5. You can resend password reset emails to all of the staff by clicking on the ‘Send password link’

button. When you are finished making changes, click ‘Save’.

How to delete staff

1. Highlight the staff members you wish to delete then click on the ‘Delete’ button.
@ simple Manage Users importsyne (P)ep | R AT N

- _ m———
2 - a EXIPEy o [ -]

Classes Last logged in Rok

Bh Closses

&  Amanda Ball Aball 28 7 years ago Teacher
8% Groups - .

O Amy Carter Hugo Teacher 1@2com Hugo Meynell Test Group eacher
M Trash bin &  Becki Price Bprice 1P 3 yearago Teacher

2. Confirm you are sure you want to delete the selected staff members. If you delete a user by

mistake, you can recover them. See 'How to restore a deleted staff member' for more

information.

r 3
Please confirm @

Are you sure you want to delete the selected users?

Need more support? Contact us: e .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware Slmple
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How to restore a deleted staff member

1. Select "Trash bin' from the left-hand menu. In the trash bin you will find users who have been
deleted but not restored or permanently deleted
esimple Manage Users A import/Syne ®>—e\p R i T e M

= Pupils Q
® staf

Ei Classes

282 Groups

m Trash bin

é Schools

O Name Info Deleted

2. Click on the user you wish to restore.

E)simple Manage Users St mporsye @ren | § o, S

8 e Q o oo |

®  staff
g cosses

iB:  Groups

S schoos

& lames Wiliams Role: Teacher an hour ago

3. Click the restore button and the staff member will be added back into the staff list. Please

note that restored staff members will no longer be assigned to groups or classes.

How to export staff data

1. Select the members of staff you want to produce data for. Either select all members of staff
by selecting the top checkbox, to the left of the header 'Name' or select only the ones you

wish to return data for.

2. Click on the right hand purple meatball menu button to see your export options.

esimple Manage Users ):""m""'g"" ®"“"” | ‘“‘I‘ hd <
& pupis - - =

8 e Q I = - |
- Staff

Username

Classes
&  Amands Ball Aball FL:] 7 years ago Teacher

Groups &  Becki Price Bprice ® ayearago Teacher
Trash bin & Daniel Young Dyoung ar 6 years ago Teacher

O Dee Wiright Duwright N 7 years ago Teacher
Schools

i
o
L)

Need more support? Contact us: e .
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2Simple Manage Users 31

3. There are two options for exporting staff data.
® You can produce login cards for your staff. For staff, these will only include the URL of your
school's portal, Name, email and username details. Passwords can only be sent to teachers

by automatic email. For details of how to send these, see the How to manually edit staff
section.

Exporting staff @

Choose to export data either as an Excel document or as PDF login cards.

Export type PDF login cards

School James Williams School Users

@ Amanda Ball: M Becki Price:

Username:| Aball

Username:| Bprice

Password: | #xkts Password: | *+#x

https://smi purplemash.co.uk/j

iams/teacher https: i .pL 1ash.co.ukfjameswilliams/teacher

® You can produce an Excel document displaying staff data. This document will not contain
password information. Passwords can only be sent to teachers by automatic email. For
details of how to send these, see the How to manually edit staff section.

v
Exporting staff @

Choose to export data either as an Excel document or as PDF login cards.

Export type | Excel list | v |

A
Users Excel Export on 19-07-2023 at 09:25
Usernam | Passwor Up
Name e d Role | Parent Code |Classes |Groups| n | Email | Shared folders Last logged in Year Group
Amanda Ball Aball == |Teacher 28 true 058-01-2017 at 18:54
Becki Price Bprice =2t |Teacher 1P true 02-03-2022 at 12:00
| Daniel Young Dyoung =2t |Teacher 3 true 28-07-2017 at 09:45

Need more support? Contact us: e .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware Slmple
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Temporary Passwords

1. In cases where teachers are unable to check their email easily to retrieve their passwords for
example in a training session, there is the administrator option of creating a temporary

password for staff.

8 Temporary passwords are shown in login cards and in Excel exports. They are not starred
out. Temporary passwords are only valid for 3 days.

® As soon as the user logs in with their temporary password, they will have to set a new
password and the temporary password will be removed.

8 The temporary password will not overwrite any existing passwords. Creating a temporary
password will not prevent them logging in with their original password if they suddenly
remember it or if the temporary password is created for an unintended user.

2. To create temporary passwords in bulk, select the members of staff you want to produce data
for. Click on the right hand ‘purple meatball menu’ and select ‘Create Temporary Passwords’.

A confirmation will be given in the top right corner of the screen that this has been successful.

EXEalE ] -

logged in Role St [meort
_ / Wizard
rs agoe Teachg
l' Export/Print
— Teachl = Logins
0 Send
rs agoe Teach¢ Password
0 Link
rs agoe Teacht
nutes ago Super’
Create
1ths ago Teachs ﬁ Temporary
~ Passwords

rs ago Trncht
Click to create temporary passwords for selected users

rs ago e

3. To create a temporary password for an individual member of staff either complete the previous
step but for one user or click on an individual staff member to open the edit user screen. Then

click on the ‘Create Temporary Password’ button.

Lastname Ball

Email

rﬁ, Create Temporary Password

:mporary Password 5d99ece?

This temporary password will expire in 3 days

Need more support? Contact us: e Si m ple
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Parents

This is a feature specific to Purple Mash. Here you will find all the information you will need to

manage parents associated with children's accounts on Purple Mash.

8 Introduction to Parent Portal

8 How to manage parents from the Parents area

8 How to manage parents in Pupils area

® How to generate new parent codes

Introduction to Parent Portal

Parent Portal is an exciting feature of Purple Mash which allows parents/carers to gain insight into
their child's learning on Purple Mash. They can easily see all the activities associated with their
child, including any rewards or approved work to display boards and blogs. Furthermore, they can
see any 2Dos set and the status of their progress against the set 2Dos. A child may wish to share

a piece of work with their parent, this too can easily be accessed via Parent Portal.

Registration

1. Alllogin cards which are printed for pupils will have a Parent Code field on them. All parents
need to do is use the URL on the login card along with the Parent Code to register for
access to Parent Portal. Each child can have a maximum of four 'Parents' associated with

them. At any point, a Parent can be disassociated/removed from a child's account.

@Alan Thompson:

Username:| AlanT

Password: | Mountainl

Parent

Code a522dfbg

I https ://www.purplemash.com/2simple |

2. Parents need to use the URL on the card to access the school portal.

3. Select Family and then click register as a parent.

[ @ Teacher J
8¢ Famil
=. Office 365 Login G | Google Login
Email Login <5> Integration Partners

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e Si mple
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4. Parents will need to enter the parent code on the login card. The initial from the child’s first

name and their email address. Then click next.

—

Parent Portal Registration {\/\

fs pe [
&

4 |

5. Once the parents have successfully registered, they will receive a 'Welcome Email' with an

'Activation Link'.

Need more support? Contact us:

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e Si mple
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Parent Portal Familiarisation

aren al ) . ,-' \
M Parent Portal Access Pupil View My Account  Roger Fernandas (=" ) Logout i

(Mathew Fernandas) - A

Activity Activity
Notifications of any teacher comments, rewards, teacher app gs, work on display boards, work shared with you or any

hande

August 2018

1. Activity- The Activity Stream shows all the activities associated with a child, with most recent
showing first. Activity Stream shows: 2Dos set and handed in, approved work for display boards
or blogs, rewards given, shared work and commented work.

2. 2Dos- The 2Dos tab enables parents to see any work 'set' or 'In Progress' as well as any 2Dos
'Handed in'. Parents can click on the 'Handed In' tab and view comments and rewards given for
individual pieces of work. Additionally, they can delve deeper and look at an individual piece of

work.

3. Work- Any work that a teacher has commented on will appear here as well as any work that a
child has wished to share with their parent.

4. Help- This section contains a useful 'Welcome' video and 'How to' video for parents.

5. Access Pupil View- Parents are able to see a Pupil View of Purple Mash, this is particularly
helpful if a parent wishes to work with their child on a task or in the unfortunate event that a
child has temporarily misplaced their login card. Parents will be prompted with a password
screen which will ask for their Parent Portal password they would have created at registration.

6. My Account- Parents can update their details here and choose to opt out of 'Weekly Digest
Emails'.

7. Child- If a parent clicks on the name of their child they will have the option to select another child

they are associated with.

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e Si mple
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8. Woeekly Digest Emails- Weekly Digest Emails provide parents with a breakdown of activities

their child has been involved in (an example of this can be seen on the following page). These

emails are sent to the email address used by the parent to register for Parent Portal.

This week Deena Joseph has:

Received 1 comment on their 2Dos.

Handed in 1 2Do.

Had 1 blog post approved.

Had 1 piece of work approved on display boards.
Shared 1 piece of wark with you.

Received 1 reward for their work.

Received 1 comment on their work.
This week Divya Joseph has:

Received 2 comments on their 2Dos.

Handed in 2 2Dos.

Had 2 bleg posts approved.

Had 2 pieces of work approved on display boards.
Shared 4 pieces of work with you.

Received 4 rewards for their work.

Received 2 comments on their work.

Kind regards,

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e S|mp|e
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How to manage parents from the Parents area

1. To view any parents that have registered for Parent Portal. Click on the ‘Parents’ item in the

left panel. The information visible on the Parent area screen is: Firstname, Lastname and

Email. Parents can be edited or deleted using the respective buttons in the top right of the

Parents area.

Qsimple Manage Users

g Pupils Q

€ o

aaaaa

B 8

e @rer | 4 S

2. When deleting a parent, please be aware that to enable a parent access again once deleted,

they will need to be given a

new Parent Code for the pupil they are to be associated with.

3. Select the parent you wish to edit and click on the 'Edit' button. You will see a screen similar

to below. Changing the permission for a parent to access pupil view is possible in edit mode

as well as being able to easily see all the children associated with that child. Any child you

wish to remove association with a 'parent’, can be done by selecting the appropriate child

and then 'Remove Children

click on the 'Save' button.

@ simple Manage Users

= Pupils

& staff

Lastname  james@2simple.com
Gh Cosses

Edit parent

A%  Groups

M Teashbin Parent pupil access

é Schools

Need more support? Contact us:
Tell: +44(0)208 203 1781 | Email

' button. Once you have made any changes in the Edit mode,

Children

0O Name Email Class

Angel Finney 48

: support@2simple.com | Twitter: @2simplesoftware e Slmple



2Simple Manage Users 38

How to manage parents from the Pupil area

1. Click on the ‘Pupils’ in the left menu and select a pupil to edit.

esimple Manage Users /.‘ Import/Sync @ Help . S
m Q (Y ] (- o o
88 rarents
=
Usemame Password  Lastloggedin  Class
 staff
&  Angel Finney Afinney 6802 2months ago 48 Y
gi Classes b Es Afinnery 1458 3 months ago NW Y
38: Groups O Ashraf Abdel Karim AAKarim 1798 7 years ago 1P ¥
= O Charbe Batho Chatho 5348 NW Y
[ Trashbin
O  Connie Sergeant Csergeant 3889 ¥
& schools
=a O Damion Robinson Drobinson 9859 Gyears ago P %
O Egg Sample Eq05 5459 6years ago nfants. Y

2. You will be presented with the Edit pupil page. Here you can either:

® Generate a new parent code for a pupil.

8 Remove a parent associated with the pupil.
E)simple Manage Users e @ren g LTI,

m Edit Pupil | save | [ 3¢ cancel || B Generste Random Password | | B impersonate User

== Parents
Display Name Angel Finney Groups Q\
B Staff
Firstname Angel
i Clsses O Ml Acadery Trust Group
Lastname  fipp, ¢
82 Groups rame | Finney
M easn bin Username  afinney
dh schoos _—

Shared folders.

Password 6202 Parents | M remove parent
UPN &  lames james 2smpie com james_williams_1986Gout
Notes
Class 48

Year group Pleass Select Selected/ Total: 1/1

3. To generate a new Parent code click the ‘Generate’ button next to the Parent Code Field. If
you choose to generate a new Parent Code for a pupil, the previous Parent Code will no

longer be useable for any new registrations.

Parent Code 22005902

Need more support? Contact us: o
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware SImple
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4. To remove a parent from being associated with a pupil, go to the parent table on the right of

the screen on the Edit pupil page. Select the parent(s) you wish to remove from being
associated with the pupil and then click the 'Remove Parent' button. Ensure you save any

changes you make by clicking the 'Save' button.

= — N
Parents m]] Remove Parent

& James james@2simple.com

Selected/ Total: 1/1

Generating Parent Codes in Pupils Area

1. Click on Pupils item in the left menu and select the pupil/s to you would like to generate

parent codes for.

2. Click on the purple menu button on the right-hand side and click on ‘Generate Parent

Codes’.
i - ” James Williams
Qsm'lple Manage Users A Import/Sync @Hem A i aecount N
o — - -
(2 -~ [N Y to) o) (0
zp_ Parents
Last logged in Class Shared folders pt Import
& s A Wiz
&  Angel Finney Afinney 6802 2 months ago 48 Y
§ oo
E Classes & Ashley Finney Afinnery 1458 3 months ago N ¥ = Loging
12 Groups O Ashraf Abdel Karim AAKarim 1798 7 years ago 1P ¥ @,
. ~ ‘ O Charlie Batho Chatho 5348 6 years ago NW Y
[ Trashbin LS fEa—
O Connie Sergeant Csergeant 3889 2yesrsago 5w ¥ S Codes
é Schools
O Damion Robinson Drobinson 9859 6 years ago 1P ¥ Generate Parent Codes for selected punils
O Egg Sample EggS 5459 6 years ago Infants. ¥
‘ O Ellie-Mai Stevenson EMstevenson admin 7yesrs ago 5w ¥
O Eviee Dale Edale admin 7years ago 28 ¥

Need more support? Contact us: o
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware SImple
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Classes
Here you will find all the information you will need to set up and manage your classes.

8 How to use the Import Wizard to add and edit classes

® Manually adding a class

8 Manually editing a class

® How to manually add pupils and staff to classes

8 Archiving and deleting classes (Python and Purple Mash)

@ Create class login cards and export data

8 Moving pupils to different classes at the end of the school year

Need more support? Contact us: o
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware SI mple
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How to use the Import Wizard to add and edit

classes

1. Using the Import wizard to add and edit classes follows the same procedure as setting up pupils
or staff. When creating the excel sheet with pupil or staff details, you must include a class to
assign users to.

2. If the class in question does not already exist in the system, it will be created during the Import

Wizard process.

If you do not wish to import the pupils or staff again then see the following sections: How to

manually add classes or How to manually edit classes.

For details of how to use the import wizard see either: How to use the Import Wizard to add and edit

pupils or How to use the Import Wizard to add and edit staff

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e Sl mple
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Manually Adding Classes

1. To manually add a class, click classes on the left-hand menu. Click the 'Add' button.

@ simple Manage Users #import/syne {2 Videotelp (F)Hep @ o MEO09E N
8  pupis —
2 Q =
S staff

Staff Pupils

O Name Pupil saves allowed Year Groups
Ei Classes
0O Gryffindor yes Year 2 Alex Z, Minerva McGonagall,

2 G
-y roups
- P O Hufflepuff yes Reception Alex Z, Pomona Sprout, 2

2. You will be presented with the Add Class page. Here you can give your class a name and a

description.

Add Class
Name

Description

Pupil saves allowed D

3. Inthe top right of the page, you will see a year groups table. Here you can assign the class to
the year(s) itis in. [t is important that you do this even if your class is named '"Year 1' or similar

as this will prove useful at the end of the year when you use the migration wizard.

Year Groups O  Reception
O Yearl
O Year2
O Year3
O Year4d
O Year5

O Year6

4. Inthe bottom left of the page you will see a Staff table. Here you can assign staff to the class

using the plus button. Unassigned staff wont have access to pupils work.

Staff +

Selected/ Total: 0/0

Need more support? Contact us: .
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5. In the bottom right of the page you will see a Pupils table. Here you can assign pupils to the

class with the plus button.

Pupils

Selected/ Total: 0/0

6. When you are finished, click ‘save’.

[ .ﬁ]]‘ Cancel ][ &I Export/Print Logins J

Manually Editing a Class

1. To manually edit a class, click classes on the left-hand menu. Click the 'Edit' button.

B simple Manage Users mporsyne (Prep | g TN ag
8 5 — — —_
& s Q + @ - | ()
s rorents
it aslctad case, s mambers o yeargros
Pupil saves allowed Year Groups
B staff
Year 1 Becki Price, James Williams 4

& 1P yes

If you selected an individual class, you will be able to edit all class data including the name and

2.
description. In the Add pupils section of the screen, you can also add pupils who are new to

the school.

Bsimple Manage Users
Pups
2 Edit Class
&3 rFaes

. VearGroups | O taase
& s
Dascription  was price's Cass
B o= 3
B2 Groups 2=
B rense -
o s

& oo

3. Click Save to complete.

Need more support? Contact us: .
€ simple

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware
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Manually add pupils and staff to the Classes Area

Pupils:

1. To add a pupil from the classes area, open the Class editing screen for the class you wish to add

a new pupil to.

2. Inthe bottom right of the screen you will see a pupils table. Click on the plus button.

Pupils ||
ee= ]

O Ashraf Abdel Karim
O Damion Robinson
O  lIris Percival
(m]

Kara Armstrong

3. This opens the Select Pupils screen. Here you can add a pupil that already exists in the
school to a class. However, if the pupil has not yet been added to the school, then click on

the Create new pupil button. This opens the Create new pupil screen. This is the same

process found in Manually Adding a Pupil Section.

esimple Manage Users A Import/Sync @—elp [ P ¥

& pypils - f
- Select Q C“’:teprw ¢ Cancel

Pupils
88 rarents
-
B staff m
O Angel Finney Afinney
i o -
2 ns.

282 Grow O Charbie Batho Chatho

4. On the Edit Class page click the ‘Save’ button to save the changes to the class.

Staff:

1. To add a staff member from the classes area, open the Class editing screen for the class you wish

to add a new staff member to.

2. Inthe bottom left of the screen you will see a staff table. Click on the plus button.

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e S|mp|e
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Staff L‘
O  BeckiPrice
O  James Williams

Selected/ Total: 0/2

3. This opens the Select Staff screen. Here you can add staff members that already exist in the
school to a class. However, if the staff member has not yet been added to the school, then

click on the ‘Create new staff button’. This is the same process found in Manually adding

Staff.

4. On the Edit Class page click the ‘Save’ button to save the changes to the class.

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e S|mp|e
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Archiving and Deleting Classes (PM and Pyton)
This section is only applicable to Python and Purple Mash users.

When children move out of a class, you will need to decide what to do with children's work that is in

the class folder.

1. When archiving classes you will be presented with two options:

& Archive the work and send to pupil folders: Creates an archive folder that only staff can
access which will contain all of the work. Puts a copy of the work into individual children's 'My

Work' folders.
® Send to pupil folders: Does not create an archive folder but does send the work to the

individual pupil's "My Work' folders which they will be able to see.

Archiving work for a class

1. Click 'Classes' item in the left-hand menu and select a class.

esimple Manage Users A Import/Syne @H?\p | e
8 ruis = ry I
Q Y 4 oo || 4 Ear i oeere
=p_ Parents
O Name Pupll saves allowed Year Groups Staff Pupils
S staff
o w yes Year 1 Becki Price, lames Willams 4

o 2. yes Year2 Amanda Ball, James Williams 4

2% Groups & 3r yes Year3 Daniel Young, James Williams 4

2. Click on the top right menu and select the Archive Work item.

simple Manage Users ¥ Import/Sync Help James wilame

P P D (super admin) switeh sccaur
& ruons Q [ A ea || o5 e
== Parents S -

B staff
[ Ly yes Year 1 Becki Price, James Williams 4 .

a 2. yes Year 2 ‘Amanda Ball, James Williams 4 /' v
282 Groups ‘ =2 3y yes Year 3 Daniel Young, James Williams 4 ;:E, 3(‘ ‘
T Teashbin oo - : =n Archive

O 48 yes Yeard James § = Buxton 4 “ Rt
% Schools o sw yes Year § James Williams 4
o &H yes Year 6 s Williams, Tom Hughes 4
3. You will be presented with the following choices.
Choose work archiving option: X
@ Archive the work and send to 'My Work' folders: Creates an archive folder
that only staff can access which will contain all of the work. Puts a copy of the
work into individual children's 'My Work' folders.
O Send to 'My Work' folders: Does not create an archive folder but does send
the work to the individual "My Work' folders.
n

Need more support? Contact us: .
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Deleting a class

1. Click 'Classes' on the left-hand menu.

esimple Manage Users /I' Import/Sync @Hg‘p F v =
8 rupis — i : - .
a P Q I = - |
z! Parents
S staff
o w® ys Yesr 1 Becki Price,James Willams 4
182 Groups ® 3 yes Year3 Daniel Young, James Williams 4

2. Click on the delete button.

. e . ames Williams
Gsmple Manage Users A Import/Sync @HE‘P R o i suich wciurk T
8 rupis = e :
et Q EXBIPES o - | -
&8s rarents
Year Groups
€ staff |
o 1 s Year 1 Becki Price, James William 4
3% Groups & 3y yes Year 3 Daniel Young, James Williams 4
- o 4 yes 2
[[@ Trashbin
O 48 ye: Year e ms, L Buxtor 4
8 schools
) o sw yes Year§ James Williams 4

0 64 ves Year 6 James Willams, Tom Hughes 4

3. You will be presented with the choice to archive the class:

Archive work before deletion?

Tick to archive the work in this class folder. The work will be moved to an
archive folder within each users "My Work' folder.

o
Vi

4. If you check the checkbox, then an archive folder will be created for each pupil and

teacher in the My Work folder. Work created by the users, saved in the shared class
folder, will be put into each user’s archive folder in the contained in the 'My Work' folders.
The class will be deleted. If you do not check the checkbox then the following screen will

present to confirm you are wanting to delete the selected classes.

Please confirm

Confirm you are sure you want to delete the selected classes. Please note that
deleted classes can not be recovered from the trash bin.

Need more support? Contact us: .
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware e S|mp|e



Performing the end of year process

2Simple Manage Users 48

1. You will also have an option to archive the work from shared class folders when performing

the end of year migration wizard process.

r
EoY Migration Wizard

° ° o —o o o

Choose work archiving option:
®Don .

Increment year group option:

Every pupilin your school will Rave their year group incremented, Untick if you want to do this manually or if you have aiready ran the EoY wizard this year

Need more support? Contact us:

‘
4
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How to create class login cards and export data

1. Select the classes you want to produce data for.

asimple Manage Users

& Q
88 Farens
O Name Pupil saves allowed Year Groups Staff
® suff
& 1P yes Year 1 Becki Price, James Williams
® 28 yes Year2 Amanda Ball James Wiliams
382 Groups o e ye:
P [=iy -] yes 4
W Trash bin
o s ves 5
8 Schoots
- O &+ ye L]
O Hugo Meynell Test Group yes Year 4
O Infans yes
o Nw yes Nursery Des Wright, James Wiliams
0 RW yes Mursery. James Wiliams, Maxine Wiliams

)

2. Click on the purple meatball menu button in order to expose the 'Export/Print Logins'

button.

@simple Manage Users

2 o Q
82 Parents
Pupil saves allowed Year Groups
- Staff
1P yes. Year 1 Becki Price, James Williams.

E‘I L 8 s Year2 Amanda Ball, Jsmes Williams
8% Groups o 4 s
- o @ yes Yeard xton
M Trashbin

o sw ¥ Year 5
i schools

o &M ye: Year & ams, Tom Hughes

O Hugo Meynel| Test Group Year 4

O infans yes

O Nw v 1

o Aw yes Nursery

3. You will be presented with a dialogue with 3 options.

,.Ilnssll-':yrm@‘ielp g | mewiam L
I - |
Pupils
4
4
e
:
-
v
:
:
‘
moortisyne (Prep § ot W
I = - |
& |
;
‘
,
Password:
, a
= A
, . s

® Produce an Excel file- This will produce a list of all the selected data.

® Produce PDF login cards- This will produce login cards for your pupils containing their

usernames and passwords.

® Produce PDF letters- This will produce a letter to parents explaining what Purple Mash is and

will contain individual pupil login details.

| 4

Exporting users from classes

Choose to export data either as an Excel document or as PDF login cards.

U

=

Include Staff
Export type

Use parent code

oS

~

=

(There are also two further options, displayed as checkboxes to Include Staff and Use Parent Code.)

4. Select the options that you would like and click ‘Ok’.

Need more support? Contact us:

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware
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Moving pupils to different classes at the end of the

school year

There are three methods that can be used to move pupils to new classes and designate pupils as

leavers at the end of the school year.

® Update automatically from your school's MIS system. Please see the section on MIS integration
for this.

® End of Year Migration Wizard.

8 Export the current pupil data into an excel file, update the class information and then re-import

the files using the pupil import wizard.

End of Year Migration Wizard

1. Make sure each class is assigned to the correct year group. You can select a year group for a
given class via the edit function in 'Classes'.
2. If names of classes are being changed or new classes are being created then create the new

classes and add the teachers manually; see How to manually add classes , then use the

migration wizard, as detailed below, to move the correct children into the new classes.
Alternatively, move the children into the next year group's classes using the wizard as
detailed below, then change the name of the classes as required and manually change the
teachers.

3. Go to the Import/Sync icon in the top bar and select EoY Wizard from the dropdown menu. This

will open the end of year migration wizard.

H - James Williams
@ simple Manage Users Himportisyne (D v g S TS o W
8 rupi mport Wizard E
pils [, ~ =
- 0\ EoY Wizard + Add & Edit [ Delete |n
. MIS Sync Wizard
.... Parents
O Name Pupil saves allowed Year Groups Staff Pupils
S staff
® 1P yes Year 1 Becki Price, James Williams 4

Need more support? Contact us: .
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EoY Migration Wizard

Year B>Leaving Year 5>Year 6 Year 4>Year 5 Year 2>Year 4

O Freya Percival
O Guilia Tari
0 Isah Hussain

O Jaden Marr

L

Year 1>Year 2

E |

NurserysYear 1 EnteringsMursery  Update Options Review Data

y

4. The wizard will open onto the classes from the highest year group. This will typically be year

Select the classes with pupils that will be leaving at the end of the year by ticking the box next to

the name of the class. This will select all pupils in the class. If this change does not apply to all

pupils in the class, for example if you have a multi-year class, you can unselect pupils that you do

not want to move. Select the appropriate classes or pupils. And then click on the green 'Add'

button. The selected users will be placed in the 'leaving' group and will end up in the trash bin.

Click next.

EoY Migration Wizard

e

Year 6>Leaving Year 5>Year 6 Year 4>Year 5

O Freya Percival

O Guilia Tari [ Leovina ]

O Isah Hussain

O Jaden Marr
==

Year 2>Year 4 Year 1>Year 2

Mursery=Year 1 Review Data

EnteringNursery

Update Optians

O Freya Parcival @D
O Guilia Tari @
O Isah Hussain @
O Jaden Marr <D

5. Continue through the process. When you have moved pupils from the lowest year group (normally

nursery or reception), you will be able to select any pupils who are not assigned to classes and

add them to the lowest year group.

EoY Migration Wizard

O Libby Reeney
O Luke Sheldon
O Michael Hughes

O Pippa Chinn

Year 6>Leaving Year 5>Year & Year 4>Year 5 Year 2>Year 4 Year 1>Year 2
O Free =]

Nursery>Year 1

Entering>Nursery

Update Options Review Data

O Jessica Lucking

O Katie Fisher
O Molly Gwynne

O Tyler Armstrong

O Ashley Finney

Need more support? Contact us:

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware

€ simple



2Simple Manage Users 52

6. However, if you have not added the new pupils to the system yet, you do not need to add them

this way. You can fill in the 'class' header the import wizard and pupils created will automatically

be assigned to that class.

EoY Migration Wizard

Year 6>Leaving Year 5oYear 6 Year 4>Year 5 Year 2-Year 4 Year 1>Year 2 MurserysVear 1 Entering=Mursery  Update Options Review Data
Name From To

7. Review the changes and make sure you are happy with them. If you are happy, click 'Finish'.

Moving classes using an excel export and import process

1. Click on 'Pupils' on the left-hand side to enter the pupil management screen.

@ simple Manage Users

Q

data as an Excel list.

esimple Manage Users

Q=

z’. Parents

0 Name
€ staif

O  Angel Finney
-
ni Classes O  Ashley Finney
222 Groups O Ashraf Abdel Karim
- O  Charlie Batho
[ Trashbin

O Connie Sergeant
Lo Schools
B O  Damion Robinson

Need more support? Contact us:

Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware

.g Parents

0O Name Username
S staff

O  Angel Finney Afinney
oi Classes | O  Ashley Finney Afinnery
282 Groups O  Ashraf Abdel Karim AAKarim

Username
Afinney
Afinnery
AAKarim
Chatho
Csergeant

Drobinson

Password

6802
1458

1798

Password Last logged in
6802 3 months ago
1458 3 menths ago
1798 7 years ago
5348 & years ago
3889 2 years ago
9859 6 vears aao

/.‘: Import/Sync @ Help

\ + Add |

Last logged in Class
3 months ago 4B
3 months ago NW

7 years ago

/‘Ff Import/Sync @ Help

+ Add

1P

Class

4B

NwW

1P

James Williams
(Super Admin) switch account

2 v

)

UPN Shared folders
Y

Y

Y

Click on the right-hand purple menu button to open up a drop-down menu. Choose to export

z James Williams
{Super Admin) switch account

v E3
=

* & Import
© Wizard

3,

UPN

Export/Print
Logins

Export data or print login cards for selected pupil(s)

€ simple
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P Y
Exporting pupils @

Choose to export data either as an Excel document or as PDF login cards.

Export type ‘ Excel list ‘ v ‘

A W

3. The excel file will be saved to your downloads folder.

jUsers Excel Export on 13-09-2016 at 17:20

1

2

3 Name Username Password | Role | Classes Groups Upn Email Shared folders
4 Georgia Calcium GCalcium blacki up Bear 897462883 rue
5 Lottie Zinc Zinc black! up Bear 897462893 rue
6 Sienna Neon Sieon black: up Bear 897462873 rue
7 Bela Cobalt BCobalt pinkE up eaver Coding Clul 897462890 rue
8 [ Emily Lithium ELithium pink2: up eaver Coding Clul 897462666 rue
s Jessica Nirogen Nirogen yelowso up eaver Coding Clu 897462870 rue
10 Lacey Arsenic LArsenic white61 up eaver Coding Clul 89746289 rue
1 Eisie Chiorine Chiorine pink3. up eaver 897462880 rue
12] Eva Alminium Alminium pinkgs up eaver 897462676 rue
13] Hannah Vanadium HVanadium pinké up eav: 897462886 rue
4] Aaliyah Sanchez 5353 upil | Crocodie David, octav2 dsfgfg alse
15] ‘Aaliyah Zaha AaliyahZaha 6935 upil | Crocodile David, octav2 offgfdgdfy alse
16 Aaron Aaronsson AaronAaronsson 8983 upil | Crocodile David, octav2 fdsfsd alse

Open the file in Excel. You might find it useful to sort the data by 'Classes' in order to update it. To

do this you usually click on the 'Data' menu at the top then the 'Sort' button then select to sort by

the column 'Classes'. The export will have exported all the fields of information but the only fields

that are required are the pupil's name (either first name and last name or full name) UPN or email

and the Class.

4. Update the class names to the new classes. Leavers should be given the class name #Leavers. Once
the file has been updated, save it.

5. Click on 'Pupils' item on the left-hand side menu. Click on the right-hand purple menu button and

select Import Wizard.

: ol James Williams
@simple Manage Users Hmeorusne @ker | o T i ot W
:! Parents
Username Password Last logged in Class Jx* 'mport

a Staff © Wizard

O  Angel Finney Afinney 6802 3 months age 4B
— Import or update multiple users
55§ Classes M Achlay Finnau Afinnans 1458 2 manthe ann N

6. Click the select a file button, locate the updated file and click Open. Make sure that the tick box
'First row is header' is ticked if your file has heading rows. Click the next button at the bottom

right of the screen.

Need more support? Contact us: .
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-

Cancel

B

Set data source

Import Users Wizard

oi

Set data source

First row is header

Confirm Columns

Validating Data

Upload a file. Either Excel or csv. Or paste data from MS Excel into the box below.

Generate Usernames

Generate Passwords

Review Import Data

=l

7. Use the drop-down boxes to select the correct headings for the data, then click the next button.

Import Users Wizard

Set data source

Cenfirm Columns

Validating Data Generate Usernames Generate Passwords Review Import Data

Confirm Columns
Please select the column that matches your data

Display Name = Usemame Password Role Ignore Class Groups UPN Email Shared Folder  Ignore Year Group

Angel Fi... Afinney 6802 Pupil 22005902 4B yes 04-05-2...

Ashley Fi... Afinnery 1458 Pupil 7413af9c NwW yes 02-05-2

Ashraf A.. AAKarim 1798 Pupil 3f2fb862 1P yes 06-01-2

Charlie B... Cbatho 5348 Pupil fo0f11f8 Nw yes 20-03-2..

Connie S... Csergeant 3889 Pupil ea%c956 5W yes 10-03-2.

8. The importer will analyse the data and inform you of the numbers of pupils to be updated. If you

are happy with the changes, click Finish to save.

Need more support? Contact us:
Tell: +44(0)208 203 1781 | Email: support@2simple.com | Twitter: @2simplesoftware
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How to mass generate new passwords for classes

You may wish to change passwords for an entire class. For example, longer passwords are becoming
more appropriate for older children.
1. Select 'Classes' on the left-hand menu. Select the class or classes for which you wish to
change the pupil's passwords. You can also select all classes by selecting the uppermost

checkbox, to the left of the header 'Name'.
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2. Click on the purple right hand menu and select 'Change Passwords' from the drop down.
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There are seven different types of password you can choose to apply:

© 'Animals', 'Colours' and 'Things' generate a password that is a word followed
by numbers. For example, selecting colours may generate the password red73.

© 'Picture Pin' generates a 4 Digit Picture Password. The pictures are of a
number of different animals and also correspond to 4 digits 0-9. This is an
easier way for younger children to get used to remembering passwords. The
pictures that make up their password will appear on their login cards.

© 'Two Digit Picture Pin' - This generates a two digit password. This is a very
simple password to remember. The password will also correspond to two
pictures like the Picture Pin

© Five letter noun followed by three digits- e.g. green218

© Six letter noun followed by four digits e.g. cotton4385
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4. Click 'Generate' to set passwords and finish.
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Groups

Groups are a way of organising children outside of the class structure. For example, you may create a
coding club that children in multiple classes and years attend. Teachers can set up groups in their

school and can invite teachers from other schools to join the group and add their own pupils.

Groups can collaborate on work and save into the same shared folder.
Here you will find all the information you will need to set up and manage your groups.

1 How to manually add groups

2 How to manually edit groups

3 How to manually add pupils to groups

4 How to manually add staff to groups

5 How to delete groups

6 How to add users from another school to a group

How to manually add groups

1. Click on 'Groups' on the left-hand side menu. Click the 'Add' button.
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2. Add the name of the group and a description. You can then add pupils and staff to the group.

Staff you do not add to the group will not be able to view pupil's work.
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3. Click 'Save' to complete.
How to manually edit groups

1. Select the group that you would like to edit and click the 'Edit' button.
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2. Here you can edit details such as the group name and description. You can also add and remove

staff & pupils.
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3. When you are finished making changes, click 'Save'.
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How to manually add pupils to groups

1. Select the group you wish to add pupils to. Click on the ‘Edit’ button. This will open up the edit

group screen:
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2. Click on the 'Add Pupils' button.
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3. This will open the list of pupils. Click on the pupils you wish to add.
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4. Click the ‘Ok’ button to add the highlighted pupils.

5. If a pupil is not in manage users, you can add a new pupil. See Adding a pupil from the Groups

area.

6. Click the 'Save' button in the top right to finish.
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Add a pupil from the groups area

1. Open the Group editing screen for the group to which you wish to add a child to.

2. Inthe Pupils area on the bottom right portion of the screen, click on the select pupils button.

. Select

3. Onthe next screen click on the ‘create new pupil’ button . This opens the Create new pupil

screen.
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4. Complete the required information Name, Username, Email or UPN, Password and Class. Click
Save to complete. The pupil will be added to the school. On the Edit Class screen, click the Save
button to add the new pupil to the group that you are editing.
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This section explains how to add staff from your own school to a group. To add staff from another

school see How to add users from another school to a group

1. Select the group you wish to add staff members to. Click on the 'Edit' button. This will open up

the edit group screen:
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2. Click the 'Select Staff' button. Staff members who are not added will not have access to view

work for pupils in that group.
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3. Tick those staff members you wish to add.
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4. Click the ‘Ok’ button to add the selected staff to the group.
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5. Back on the 'Edit group' screen, click the green 'Save' button in the top right to finish.
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How to delete groups

1. Select the group(s) you wish to delete. Click on the delete button.
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2. Confirm you want to delete the selected group(s).
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Please note that you cannot recover deleted groups via the trash bin.

How to add users from another school to a group

You can create groups that can be used across schools. To do this, you will need to add a member of
staff from another school. Once they have been added, they can add pupils from their school into the
group.

1. Select 'Groups' from the left-hand menu.

2. Select the group you wish to add users from another school to. Click on the 'Edit' button.
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3. Onthe Edit Group page, click on the ‘Email Invite’ button. This will open the Email Invites

page. This will allow you to invite new users or manage existing invitations.
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4. Inthefirst section you can add email addresses. Multiple email addresses can be added as a

comma separated list. Then click the ‘Add Emails’ button to invite.
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5. Any previously sent invitations and their invitation status will show in the Existing Invitations

section. You can use this section to resend or remove invites.

6. As you have added a user from another school, an invitation email will be sent to that user
and they will need to confirm they wish to join the group before they join. Once they have

accepted the invitation, they will be able to add pupils from their school into the group.
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Impersonating a different user

Manage Users includes the functionality to allow a teacher or admin to view how a platform will

look as a different user. Administrators can also see a teachers view using the same method.

1. In Manage Users, select the user that you wish to impersonate. Click the purple menu button in
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Note: The ‘Impersonate User’ feature will be greyed out unless a single user has been selected.

2. Select the Impersonate User item from the menu. The platform will load as that user.

3. To return to your own login, click 'Back to user..." in the profile drop down.
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