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School Web Services - Notes for Administrators

1. Adding a New User

About

Administrstors b Assessments
Enquiries Employees
For Teachers P Finance

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

Pupils
- Pupils Standing Data
SWF

" Users And System Access

aticn For Multiple Users
Rebuild Function
Reset User's Password

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.

Select the employee to whom this profile relates or click on the button lzbelled NON EMPLOYEE
PROFILE to set up a profile for somecne who is not recorded as an employee

= \ NON EMPLOYEE PROFILE | Cancal |

Abby Denton
Anne-Marie Renalds

Deborah Talhor If the user that you want to set up is an employee in your
Denise Money database select their name form the drop down box. If not, click
|Zabe uinn "
Sara Johns on Non Employee PrOﬂIe
Sharron Fuller
Shirley Grace -
Employee Profile Non Employee Profile
Profilz name: FoxC1 Profile namet
: Christina First name:

Confirm Password:

Administrator [ Has allocatad manu [ Has Allocated Manu [

s DATA ACCESS - e DATA ACCESS -

sy dzzz [ any class [ IME

Update Cancel Update Cancel

The profile name, first name and last nhame 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.

e Enter a password in the Password and Confirm Password boxes. The

password must contain at least 8 characters including one of the following:
T&$% N&*()_

e 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.

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

e 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.




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:

A profile named FoxC1 has been created




2. Deleting a User

Home
About

Administrators P Azzeszments »

B , Click on ‘Administrators’ then ‘Users and
o System Access’ then ‘Deleting Existing User’
SWF »
Users And System Access P Administrators Conscle

Update Existing User

Locate WSData

Maintain Function Availability

Maintain Infermation For Multiple Users
Rebuild Function List

Reset User's Password

Pleasze select the user prafile you want to delate

=]

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

MUR AM
StebhingsA3
Test
WEAdmin

Press COMFIEM DELETE to delete Christina Fox's Check that you have
profile permanently selected the right user
then click on

CONFIRM DELETE Cancel | CONFIRM DELETE

x| You will get a message in the

top right hand corner as

\:{P) IF wou click Qk this user profile will be permanently deleted beIOW:

ok | concel | The profile has been deleted




3. Resetting A Users Password

Aot
i e Click on ‘Administrators’ then ‘Users and
——— System Access’ then ‘Reset User’s Password’

Pupils Standing Data
SWF

F vy v vyvrvwvwy

Administrators Console
Add New User
Update Existing User

Users And System Access

Delete Existing User

Locate WSData

Maintain Function Availzbility

Maintasin Information For Multiple Users
Rebuild Function List

Reset User's Password

Flease select the user prefile you want to resst

Cancel

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

Press CONFIRM RESET to reset Emel Hamilton's Check that you have
password selected the right user
then click on

CONFIRM RESET Cancel | CONFIRM RESET

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

Close | can be changed.

The new password for this user is: J[ZUDPQt58G[wK

User Name: [Heather) Log out of SWS then log back in
Password: [eeseseeseseses using the original username and the
¥ Remember me new password.

Home

About

Administrators  # .

e 8 Click on ‘For Teachers’ then ‘My
For Teachers Assessments

Attandance Profile’ then ‘Change My Password’
Attitude And Behaviour
Early Years Profiles

Every Child Matters

Monies And Balances
Other Reports
Reporting To Parents

3

»

»

»

3
Foundation Stage Profiles 3
»

»

3
Statements Of Achisvement #
»

Change My Password

Lot Th,
_|Change vaur password bo a different value|

My Profile




Change Password

Password: |

New Password: |

Confirm New Password: I

Change Password | Cancel |

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

About

Administrators P Assessments >

Enquiries » Employees »

For Teachars P Finance >
Pupils. »
Pupils Standing Data >
SWF 13
Users And System Accass b

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

- Administrators Consale

Add New User
Update Existing User

Deleta
Locate

Existing User
WSData

Maintain Information For Multiple Users
Rebuild Function List
Reset User's Password

Select A Function To Maintain

=

Select A User To Maintain

|

ArdenS1
FoxC1

HamiltonE1
MUR AM
StebbingsA3
Test

WSAdmin

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

Select A Function To Maintain

IEl

-

Analyse Attainment
Analyse Progress
Assessment Event Ladders
Assessment Grids
Assessment Results
Attendance Reporting
Change My Password
Children Not On Track

Clear Selected Comments
Comments Directory

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.

Select A Function To Maintain

Choose the functions to allocate to the user 'HamiltonE1'

I j Title

Description [allow Apply Changes |
Assessments
Select A User To Maintain Assessment Event Ladders Table Of Progress Between Assessment Events Of Your Choice ~ Base On Existing User
[HamittanE 1 =l [ =l
Assessment Grids Produce Custom Grids Of Pupil Assessment Results 1=
‘ Cancel I A ment Results Report Assessment Results ~ Select Al |
Children Not On Track Report Children Not On Track To Get To L4B by End Of Year 6 1=
De-Select All |
Enter Assessment Results Work With Assessment Results 3
Enter Targets Work With Targets ~
Period Ladders Table Of Progress Through A Period Of Your Choice I
Progress Summary Summary Of Progress Between Two Assessment Events 4
Questions Analysis Analyse Answers To Questions In An Assessment Paper ~

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.

Select A Function To Maintain

Choose the users to allocate to the function 'Class Lists'

[Class Lists =l Title Description Allow Apply Changes
wWsAdmin Administrator, WS r
Select A User To Maintain j StebbingsA3 Stebbings, Angela C Base On Bdsting Function
I ArdenS1 Arden, Sheila (] H
Cancel | NUR AM NUR AM, NUR AM r Select All
Test Test, Test - De-Select Al
FoxC1 Fox, Christina r
HamiltonE1 Hamilton, Emel [m]

Select A Function To Maintain

| [

Select A User To Maintain

| =

Cancel |

The changes you requested have
been applied to the database

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”.




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.

Select A Function To Maintain

Choose the functions to allocate to the user 'HamiltonE1'

[ = Title Description [Allow Apply Changes
Assessments
Select A User To Maintain Assessment Event Ladders Table Of Progress Between Assessment Events Of Your Choice I~ Base On Existing User
HamiltonE1 |~ ~
I J Assessment Grids Produce Custom Grids Of Pupil Assessment Results 2 |FD><CT J
Assessment Results Report Assessment Results ¥
Cancel | B Select Al |
Children Not On Track Report Children Not On Track To Get To L4B by End Of Year 6 =2
De-Select Al |
Enter Assessment Results Work With Assessment Results I
Enter Targets Work With Targets 2
Period Ladders Table Of Progress Through A Period Of Your Choice ~V




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

then ‘Administrators Console’

ACCOUNT MANAGEMENT
Total registered users: 5 Users online nows 2

Please click one of the following links to display all users

whose name begins with that letter:
K L M N

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

ACCOUNT MANAGEMENT
Total registered users: 5 Users online now: 2

Please click one of the following links to display all users
whose name begins with that letter:

|Edi|: |U5erName |Last activity

| ‘;’ |Stebhingsﬁ3 |D4,-"DB,-"EDD? 08:00:57

|{:’ |EtEE|J]. |D3_-"D3_-"2EIEIB 10:48:41

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.

Profile name: IStEE|J1
First name: IJEyI"IE
Last name: IStEE|

Administrator W

DATA ACCESS

Default class: |Y5 - Purple 'l

Any class I

Update | Cancel |

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




