
 

School Web Services - Notes for Administrators 
 
1. Adding a New User 
 

 
The following screen allows you to either select an employee who’s details are in 
your database or choose to add a non employee – an example of this could be a 
school governor or Wauton Samuel employee. 
 

 
 

Employee Profile 
 

 

Non Employee Profile 
 

 
  

The profile name, first name and last name will be defaulted if you select a name 
form the drop down box. If you click non employee you will need to enter a profile 
name. 
 

• Enter a password in the Password and Confirm Password boxes. The 
password must contain at least 8 characters including one of the following: 
 ! & $ % ^ & * ( ) _ 

• If you tick the Administrator box this will allow the new user to be able to 
have full access right to the whole of School Web Services.  

• If you tick the Has Allocated Menus box this will allow the user to have access 
rights to allocated areas of School Web Services. 

• Data Access – if the employee being added needs just access to one class 
select this class on the Default class. This will mean that reports produced 
under this username will only pick up this class. If you have an employee that 
needs to have access to more than one class tick the any class box. 

 

Click on ‘Administrators’ then ‘Users and 
System Access’ then ‘Add New User’  
 

If the user that you want to set up is an employee in your 
database select their name form the drop down box. If not, click 
on Non Employee Profile. 
 



When you have finished click on ‘Update’ and the new user will be created. There will 
be a message confirming this in the top right hand corner as shown below: 
 

 



 

2. Deleting a User 
 

 

 
 

 

 
 

 

 
 

 

 
 

Click on ‘Administrators’ then ‘Users and 
System Access’ then ‘Deleting Existing User’ 
 

Select the User you want to 
delete from the drop down 
list. 
 

Check that you have 
selected the right user 
then click on 
CONFIRM DELETE 
 

You will get a message in the 
top right hand corner as 
below: 
 

 



 

3. Resetting A Users Password 
 

 

 
 

 
 

 
 

 

 
 

 

 
 

 

 
 
 
 
 

Click on ‘Administrators’ then ‘Users and 
System Access’ then ‘Reset User’s Password’ 
 

Select the user name you 
want to reset the password 
for from the drop down box 
 

Check that you have 
selected the right user 
then click on 
CONFIRM RESET 
 

A password will be generated 
make a note of what this is. This 
can be changed.  

Log out of SWS then log back in 
using the original username and the 
new password. 

Click on ‘For Teachers’ then ‘My 
Profile’ then ‘Change My Password’ 



 

 

Enter the old password in Password 
then enter the new password in 
New and Confirm Password. 
 
The password must contain at least 
8 characters including one of the 
following: ! & $ % ^ & * ( ) _ 



 

4. Allocating User Menus 
 

 

 
 

  
 
 
 
 

 
 
 
 
 

 
 
 
 

 

 
 
 

Click on ‘Administrators’ then ‘Users 
and System Access’ then ‘Maintain 
Function Availability’ 
 

Once a user is selected you will be presented with a list of available 
functions. To allow the selected user access to the selected function, click 
the check box. 
 

Once the functions have been 
selected click on ‘Apply Changes’ 
and you will get the message “The 
changes you have requested have 
been applied to the database”. 

Select the user you want to 
maintain from the drop 
down box. You can also 
select a function to maintain 
 

Or if you have selected a function to maintain a list of users will be 
displayed. To allow a user access to the selected function, click the check 
box. 
 



 
 
 
 
 
 
 
 
 
 
 

 
 

If you have multiple users that will have the same function availability you 
can use the ‘Base on Excising User’ option. Select the user you want to 
maintain from the ‘Select A User To Maintain’ option then on the right hand 
side select a user from the ‘Base on Excising User’ option then click on 
‘Apply Changes’.  
 
The user you selected from the ‘Select a User to Maintain’ option will now 
inherit the same function availability as the user selected from the ‘Base on 
Excising User’ option. 



 

5. Administrators Console – Click ‘Administrator’ then ‘Users and System Access’ 
then ‘Administrators Console’ 

 
 

 

 
 

 

 
 

 

 
 

 
 
 
 
 
 
 
 

This allows you to search for 
usernames, as shown below 
you can click on the letter of 
the usernames surname. 

This example shows all 
usernames being with S. To 
edit one of these click the 
pencil next to their name. 
 
It displays when the user last 
login to the system. 

You can then see the correct 
username and what the user 
authority to see and use. This can 
be updated on this screen. 


